
		
			[image: ]
		

		
			[image: ]
		

		
			
				GET THAT

			

		

		
			
				INTERVIEW

			

		

		
			
				John H V Savage

			

		

		
			
				What They Can NeverTeach You At Hotel School

			

		

		
			
				BOOK 1

			

		

	
		
			
				[image: ]
			

			
				
					2

				

			

		

		
			
				What They Never Teach You At Hotel School

			

		

		
			
				[image: ]
			

			
				
					2

				

			

		

		
			
				BOOK 1: GET THAT INTERVIEW

			

		

		
			
				John has spent over 55 years in the International Hospitality Industry and worked in over 45 different countries for Multi-National, National Companies and owners. 

				His career has taken him across the World, meeting and taking care of Royal Princes & Princesses, Presidents and Prime Ministers, Company Presidents of leading International Corporations, Film Stars, Music Legends, top Sports Personalities and hundreds of thousands of guests! 

				John is renowned for his “hands on” approach to motivation and leadership of diverse workforces and management teams. His skills include taking “problem properties” and turning them round for the owners, by motivating the team to deliver Customer Service Excellence and exceed guest’s expectations. 

				John is a highly entertaining and motivational lecturer, as well as a TV star in China for his 5Star Butler Course, which involved molding non-hospitality trained, and non-English speakers into Professional Butlers over the course of 7 weeks! In October 2019 John was awarded the Freedom of the City of London; the highest honour that the City can bestow.
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				This book has been kicking around my brain for years, and it has only come to fruition for 3 reasons:

				Working with graduates and soon to be graduates all the time, the problem is very real and very apparent. It appears that the gap between graduation (education) and employment gets wider all the time.

				As an employer, or as a consultant to companies, it is even more apparent that people of all ages, and from all educational backgrounds, lack those vital skills to secure employment at the interview stage, and to then to progress in their career once employed.

				My colleagues, clients, students and family who tell me every day when I deliver my lectures, workshops or seminars “You do it with such energy and enthusiasm” or “you really should write a book, then an even wider audience can benefit too”

				Going by my own experiences and academic achievements at school, I could come from two completely differing points of view for young people starting out on their career paths:

				Focus on what you really want to do as a job when you leave college. Academically what will it need to achieve these aims? Be single-minded and strive to achieve these objectives.

				The completely opposite view starts with “No matter how high your academic grades are, people hire not just on technical qualifications but importantly on the all important soft skills”.
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				Welcome to this book, which has been designed to guide you through the many minefields of job searching. So whether you are a soon to graduate, have just graduated or if you are seeking employment, this book is here to guide and assist you every step of the way!

				Remember this:

				Your parents, or sponsors, have worked hard to get you to where you are today.

				Your tutors, lecturers, professors and mentors have worked hard to get you prepared for the world of work.

				You have studied for years in preparation to work and earn a living.

				Maybe some of you reading this book already have a job to go to!

				Maybe some of you do not need to work, but want to work – lucky you!

				Whatever your situation this book is crammed with good ideas and helpful tips for you to dip into at any time, and to help you along the job seekers long and sometimes rocky path.
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				Background information:

				There are many sources of information about job seeking available to you; books,

				seminars, the internet, newspapers and the media. Some contain good and

				useful information. 

				But some only contain out-dated or misleading information.

				Never in history has the world changed so quickly and dramatically. No more so in the world of work, and the way that companies and their employees work.

				As a job seeker you must be prepared to be flexible in approach, actions and methods of job seeking. Without that attitude you stand little or less chance of getting a job.

				It is a strange fact that in today’s world FAILURE is promoted as the NORM & SUCCESS as the exception. 

				You need to be the EXCEPTION!
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					Chapter 1: Let’s Start At The Very Beginning!
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				Let’s start at the beginning. A very good place to start! 

				However, not many job seekers think of doing that! They jump in somewhere along the journey, hoping it will all work out for them…wrong!

				Where is the beginning I hear you ask?

				For many people it will have been back in High School; knowing what they needed to study at University, to get the qualifications for the job and career they really wanted. Was that you?

				All is not lost if you chose another route, as long as you are prepared to be flexible in your approach, and with the possibility that you may need to compromise on some of your ambitions. 

				So do you have a plan in mind? Do you know where you want to go and how to achieve it? 

				IF YOU DON’T KNOW WHERE YOU ARE GOING,

				ANY ROAD WILL TAKE YOU THERE!
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				Sure, it will just take you longer, with some side excursions, wrong turns, diversions and road blocks along the way. But not everyone is a ‘planner’. 

				There are many people in the business world who ‘fell’ in to their careers. Others who took a side excursion or diversion, on their way to their chosen career, and found another career they not only loved but were exceptional at!

				You might have already been given guidance by others; your parents; friends; tutors or your professors BUT is it always the best advice? Does it come from a position where they might have their own self-interests at heart?

				Parents might want you to be a doctor or a lawyer, but you have something completely different in mind.

				Your tutors and professors are academics; that is their job. Sure, they can offer you advice and guidance but the reality is that they do not live in a competitive commercial environment. They have been sheltered by academia. So is their guidance current, factual and really useful for you? You may need to do a bit of research to double check.

				You are your own person, with your own ideals and plans. 

				Oh! We’re back to that; you do have a plan don’t you? Stand up for yourself and your ideals. Yes, you might have to make some course corrections along the way but some of those diversions and excursions might even be fun!
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				What Have We Learned?

				It’s never too late!

				There can be lots of different routes to the career you want!

				You will probably be working for 40 Years (on average). Make sure the job you do is one that you love, or at least want to do!
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				One of the first questions from graduates is when should I start my job search?

				Should you start looking and applying 1 year, 6 months or 3 months ahead of graduation? Or should you leave it until after you have graduated?

				The real answer is if you have a plan, that plan should include a job search timetable and countdown to employment. But don’t worry if you have already graduated and you’re only just starting your search. Everything that follows applies to you too.

				It is never too early to begin your job search, or too late!

				Although remember that if you didn’t start your search until long after graduation you may be asked to explain that gap in a job interview. 

				Let’s assume you are starting your search from scratch. How can you find out what jobs are available? 

				Here are some ways to find job openings:

				Adverts in Newspapers or MagazinesBut understand that an advert in a National newspaper could attract over 800 replies

				Online Job Sites

				Graduate Job Fairs

				Work Placement AgenciesBut understand that they earn a commission for placing you. And some have a clause that requires you to give a % of your salary for the length of your contract. So their interests are not really with you personally.

				The Graduate Careers Office at University

				Word of mouthThis might be family or friends who already work at a company and know of vacancies. Sometimes they know before positions are advertised.
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				Other things you can do include checking the websites of any companies you would like to work for. Many companies now have a Vacancies, Hiring or Careers Page, listing positions they are hiring for. 

				Some companies only have Graduate Intake Programs once or twice a year. If that applies to your chosen industry, do you know what those dates are? How can you find out when that is? 

				Again, this is something that should be detailed on their website on their Careers/Hiring page. If the dates are not provided anywhere use your initiative and telephone or email the company and ask. Preferably the HR Department.

				You could also use your initiative and approach the companies on your “Hit list” directly through telephone or email, to inquire about vacancies. 

				That sounds a bit scary right? But once you have followed the lessons in the rest of this book you will have the confidence to take your career path “by the horns”. And, by the end of this book you will understand that

				The most important product to be sold….is YOU!

				You need to have the mindset that you are selling the most desirable product in the world – YOU!

				That means marketing yourself to potential employers and packaging yourself in a professional and desirable manner. From your Resume, Covering Letter and photos, all the way through to your interview.

				So, what’s the next step?

				You are going to need an up to date C.V./Resume, recent photos and a Covering Letter preferably handwritten and addressed correctly, as per the Job Advert, and containing your correct telephone and email address – you would be amazed at the number of people who forget this! 

				Before we get to the Resume – It’s John’s funny corner time!
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					Job Adverts – What They Really Mean!

				

				
					What It Says

				

				
					What It Means

				

				
					We’re offering a competitive salary

				

				
					We remain competitive by paying less than our competitors!

				

				
					Join our fast-paced team

				

				
					We have no time to train you!

				

				
					A fun and casual work atmosphere

				

				
					We don’t pay enough to expect you to dress up, and a couple of the really daring guys wear earrings!

				

				
					We see ourselves as a family

				

				
					You know how you and your sister /brother/cousin are always bitching about each other? Well …

				

				
					Must be deadline orientated

				

				
					You’ll be six months behind schedule from Day 1!

				

				
					Some overtime required

				

				
					Some time each night and some time each weekend!

				

				
					Duties will vary

				

				
					Anyone in the office can boss you around, and if you’re good at your job we will probably give you extra duties, normally done by someone on the next pay scale up from you!

				

				
					Must have an eye for detail

				

				
					We have no quality control and your Supervisor might be dyslexic

				

				
					Career-minded

				

				
					Female applicants must be childless and remain that way!

				

				
					No phone calls please!

				

				
					We have actually filled the job already; our call for resumes is just a legal formality.

				

				
					No phone calls please!

				

				
					We’re firing Susan, she just doesn’t know that yet!
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				...continued

			

		

		
			
				
					Job Adverts – What They Really Mean!

				

				
					What It Says

				

				
					What It Means

				

				
					Seeking candidates with a wide variety of experience

				

				
					You will be replacing 3 people who have just left!

				

				
					Problem-solving skills a must

				

				
					You’re walking into a company in perpetual chaos!

				

				
					Ideally you will have team leadership skills

				

				
					You will have the responsibility of a Manager – without the pay or respect!

				

				
					Good communication skills

				

				
					Management communicates; you listen, figure out what they want, and then do it!

				

				
					Disclaimer: The above comparison of What it says Vs What it means is just for fun, and should not be taken seriously.
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				What Have We Learned?

				There are different ways to search for work – use as manyas you can.

				Check company websites for the dates of their Graduate Intake Programs.

				You need an up-to-date Resume and Photos.

				The best Resumes are the ones that are tailored to the job you are applying for.
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				It’s important to keep increasing your skills and to be open to new ideas.

			

		

		
			
				Nicole ‘Nic’ Anne Aurora Go Thorp

				MY RANGGO Community Hero

				www.myranggo.com
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				If you have an existing Resume or CV take it out and study it carefully. Really carefully! 

				Are there:

				Spelling mistakes?

				Poor Grammar?

				Is the email address correct - If it’s wrong how can the employer contact you?

				Whatever you do, DO NOT include an email address with a stupid title like “Sexy legs”. It might impress your friends BUT it will not impress a future employer!

				Are all your telephone numbers correct and current?

				Is your Resume out of date or inaccurate?

				There will be so many applicants, your Resume must “jump out” so that the Employer will want to see you! If your current Resume features any of the above issues, you should fix it right now!

				The company will receive hundreds of job applications each week. Resume’s will be scan read quickly, to see if the candidate fits the job brief, then put into one of 3 piles.

				Pile 1: Must see this person

				Pile 2: Possibles; if there is no-one suitable in Pile 1, review these applicants

				Pile 3: NBL; Not Bl**dy Likely! Pile 3 is usually totally unsuitable applicants, or people who have just sent in a Resume in the hope of being offered any job, anywhere!
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				Should you always send out the same Resume?

				I would suggest you customise it to relate to the needs stated in the Job Advertisement that you are applying for.

				Your aim must be to have a professional looking Resume, which is relevant to the position advertised, so that it is placed in Pile 1. 

				Or, second best, Pile 2 with the hope it gets looked at again!

				What do Employers look for in a Resume?

				A Resume that is tailored to the job advertised and professionally set out:

				The Internet is useful for explanations and templates for you to use to create your Resume. BUT! Do not just lift your Resume directly off the Internet; customize it to the job you are applying for.

				Correct contact information

				Email addresses that look professional

				Clear pictures of you. One full length photo of you in business attire and one head and shoulders photo: Whether you agree with it or not, your photograph is selling you! So, no silly expressions, pouting lips, ‘V’ signs, silly or political hats, visible body art, or visible body piercings etc. And make sure that you don’t look like a frightened rabbit in the headlights of a car!

				The Three C’s; Clarity, Crispness and Concise. Your Resume should be short and factual. Don’t lie or exaggerate; it will catch you out at interview and you will be shown the exit door!

				A Resume set out in chronological order
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				Your Academic Achievements:But there is no need to go all the way back to your Kindergarten days when you received Top Student Award for a papier mache ashtray! If you received any accolades or Awards given to you, either as a Hospitality student or whilst doing On The Job Training as part of your course. Make sure to include these. Especially if this will be your first ever job.

				Outline of your personal qualities and soft skills

				Career objectives clearly stated

				Examples of Initiative:Include key skills you’ve developed through part-time jobs, volunteer work or college projects. Especially if this will be your first job

				Social achievements and the membership of any team activities you participate in.

				Remember!

				You are marketing YOURSELF

				You are UNIQUE.

				The difference between all the applicants is YOU!

				Make the Employer feel that difference when reading YOUR Resume.
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				What Have We Learned?

				What should be included in a Resume.

				To check and update your Resume to be the best it can be; make sure there are no spelling mistakes!

				A silly email address can land your Resume in an Employers Pile 2 or 3.

				What to do to get your Resume Pile 1 ready; tailor your Resume to the job you are applying for.
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				Your Covering Letter is another way to impress the interview selection panel. Your Covering Letter should ideally be hand-written and not with such tiny writing that it cannot be read! 

				Having writing that is so small you could copy the Bible on to the back of a postage stamp will not impress the employer! They need to be able to read your letter.

				If you know you have terrible handwriting then type your letter and print it out on crisp, clean paper. And use white paper. Pink and scented does not add “a touch of sophistication”; it gets added to the recycle bin!

				Address the letter correctly as per the job advert:

			

		

		
			
				The Covering Letter

			

		

		
			
				Chapter Four

			

		

		
			[image: ]
		

		
			[image: ]
		

	
		
			
				[image: ]
			

			
				
					24

				

			

		

		
			
				What They Never Teach You At Hotel School

			

		

		
			
				[image: ]
			

			
				
					Chapter 4: The Covering Letter

				

			

		

		
			
				BOOK 1: GET THAT INTERVIEW

			

		

		
			
				Double check that all the information, contact telephone numbers and email address are correct and correctly spelled.

				Remember to sign the letter! I’m not kidding; there are many people who miss this step in their rush to post or deliver their application.

				If the job advertisement advises to deliver your Resume in person, you may want to telephone ahead and ask who you should hand it to and the best time to visit. BUT only if this is not already stated in the advertisement.

				Now you have done everything you can to get at an Interview. Or have you? 

				Do you just sit back and wait or is there something else you can do?

				Well:

				Firstly, NEVER chase the employer or HR Department to see if you have been selected for interview. That often turns the Employer off rather than makes them think you’re keen to work for them.

				Do not expect an acknowledgement of your application, unless you are accepted for interview. With hundreds of applicants the sad fact is that companies do not have the time, or resources, to contact every applicant whose Resume didn’t make it on to Pile 1.

				Try to adopt a positive attitude that you WILL be accepted for interview and use your time productively. Visit the company’s website and learn as much as you can about them; their products; their office locations and any future development plans. Who are the Key Executives of the Company’s Management Team and what are their backgrounds?

				If you haven’t already, check to see if they have a Graduate Intake Program. What does it cover and how long does it take to complete? What is the progression process?

				All of the above points will help you to formulate the types of questions you will want to ask at the interview.
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				The most important word for you to remember in the whole job seeking process is:

				PREPARE.

				Failing to prepare is preparing to fail. Be prepared all the way through the application and interview process. 

				If you don’t prepare you are missing a vital part of your own special portfolio of skills:

				CONFIDENCE
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				What Have We Learned?

				That your Covering Letter is just as important as a concise, clear and accurate Resume. It is the first thing your potentialemployer will see!

				Make sure you sign your Covering Letter!

				To read up as much as you can about the company you are applying to.

				That being prepared ahead of an interview builds confidence
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				Congratulations !

				You have been selected for Interview!

				Getting an Interview is a huge achievement; well done! The Employer has seen something in your Resume that they like and they want to see you.

				Now carefully reread the employer’s notification of your interview and make a note of the following very important points:

				The date

				The time

				The location

				The name of the person(s) who will be interviewing you

				What you need to bring with you and how many copies they require

				What type of interview it will be
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				Wait! There are types of interview?! 

				Yes, there are different types of interview. Some may be specific to particular types of job. Others may be applied where they’re looking for employees with particular interpersonal skills or for Senior Management positions etc.

				So, how many different types of interviews are there?

				Answer: There are 12 different types of Job Interview

				1.	Behavioural or Structured Interview

				2.	Dinner or Lunch Interview

				3.	Group Interview

				4.	Impromptu Interview

				5.	Non-Directive Interview

				6.	Panel or Board Interview

				7.	Reality Interview

				8.	Second or Follow-up Interview

				9.	Telephone or Screening Interview

				10.	Stress Interview

				11.	Structured or Competency Based Interview

				12.	One on One Interview
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				You will more commonly be involved in only two types; number 6 or number 12

				What if it doesn’t say what type of interview you will be attending in the notification letter? Simply ASK! Phone up and ask what sort of interview it will be. There is nothing worse for your nerves and confidence than turning up for an interview, thinking it will be a one-on-one only to find it is a Panel Interview with 6 Directors!

				Remember what we said at the end of Chapter 4? That’s right

				PREPARE.

				There’s a lot to do! Don’t think you can just rock up to the interview without some preparation.
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				What Have We Learned?

				Read and check your interview notification carefully, so youknow what is expected of you.

				There are different types of Interview but for an entry level job it will either be One-to-One or a Panel/Board Interview.

				It’s okay to phone and ask what kind of interview you will attend, if the interview notification doesn’t say.

				Preparing for your interview is key to getting the job! See Book 2: Get That Job! for more guidance, help and useful tips.
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				So, I keep mentioning that word; Prepare! And we’re only in the first book.

				But preparing is vital in all walks of lives and in most of what we do. 

				What do we need to do to properly PREPARE:

				P - Planning, Preparation, Persistence

				R - Research

				E - Educate Yourself

				P - Punctuality, Promptness, Politeness

				A - Appearance, Attentiveness, Attitude

				R - Ready

				E - Enthusiastic

				PREPARE Let’s break it down even further!

				Planning, Preparation, Persistence: what does it cover?

				Planning your future with the Company? 

					Is it an Independent or part of a Group?

					If it’s part of a Group, is it Regional, National or International?

					Would you have opportunities to advance in your career there?

				Planning for your interview (see Book 2: Get That Job! For lots more on planning for your interview)

					What will you wear to the interview?

					How will you get to the interview?

					How early should you leave your home to arrive on time for your interview?

					What will you need to have with you, at your interview?
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				Have answers ready for the type of questions they may ask you – see the Chapter “Questions you may be asked in interview” in What they never teach you at Hotel School, Book 2: Get That Job!

				Research: what might you need to research and how do you research it?

				Information about the company	Look on the internet, look for news or magazine articles, trade press. Know the 	names of Senior Management.

					Check LinkedIn to see if any of your friends, or friends of your friends, know 	someone who works there already, that you can talk to.

					Look at their website and read their Annual Report, blog pages or online 	newsletters. Do they have a Corporate Social Responsibility program?

					Phone the company using the “student research call” ploy, seeking information

				What does the job pay?

					Does it say in the interview or application pack?

					Is it in line with their competitors?

				Travel routes to get to the interview	Personal pre-interview visit

				Time it will take to get to the interview	Personal pre-interview visit

				Educate Yourself

				Know yourself!

					Be honest with yourself about your skills and abilities because a seasoned and 	skilful Interviewer will quickly see through any white lies you have included in 	your Resume or covering letter. 

					Remember what we said earlier in Chapter 3? Don’t lie or exaggerate on your 	Resume. You will get caught out!
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				Run a SWOT Analysis on yourself; Your Strengths, Weaknesses, Opportunities and Threats.

					List your relevant strengths (your skills, abilities and qualifications). 

					Review your relevant weaknesses. 

					Define any opportunities available to you. 

					Understand any potential threats.	Now you do have to be honest with yourself! 

					It’s not like magazine quizzes; how sexy and attractive are you to the opposite 	sex? Where you can be generous with your rating.

					Be brutally honest with yourself, so that when you are asked in interview “What 	are your weaknesses?” You can tell them.

				Know your Resume inside and out, and back to front

				Promptness & Punctuality

				If you are someone who wonders what the big deal is about being on time. Or someone who is known for being late for everything. Then you really need to read and absorb this section if you want to Get That Job!Meetings, social gatherings, class, interviews. Being late for any of these is the absolute height of rudeness! And arrogance! That is the message you are sending out to people! Or that you are disorganized or sloppy!If you are late for your interview it will absolutely count against you! That will be your chance at a positive first impression lost forever!

				But do not arrive too early and just hang around the Reception area either!The best timing is to arrive 15 minutes before your allotted interview. This gives you time to check in with the Receptionist; go to the CR and freshen up and gather your thoughts ahead of the interview.

				Remember your interview starts the moment your walk into the building. Be polite to anyone you meet; they could be connected with the Hiring Manager or Hiring Team.Be nice and polite to everyone you meet, from the Receptionist to the Senior Executives. In the Hiring Manager’s mind everyone’s opinion counts.
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				Appearance

				Be smart and business like at all times.

				Make sure your hair is newly washed and in place. That your hands and nails are clean and trimmed.

				Make sure your shoes are clean and you are wearing matching socks. Yes! Interviewers do look, and they will notice your shoes.

				If you have tattoos, make sure these are covered with long sleeves, or thick tights.

				No excessive jewellery; if you normally wear lots of earrings, rings, necklaces, bracelets etc. Remove these and leave them at home.

				No visible body piercings. You might think it’s fashionable but an Employer may not.You may also want to double check the company’s policy on appearance as part of your Research.Yes! There are many companies which have a strict company policy, and not just on Tattoo’s, Jewellery and Piercings. Some even ban coloring your hair (apart from normal hair colors).

				Make sure your teeth are clean and your breath is fresh.

				Use a deodorant and a light cologne or scent; no killer perfumes that may overpower the interviewer.

				Keep your make up light and professional.

				Ready – be ready in advance

				Check the best way to get to your interview and how long the journey will take.

				Prepare your interview outfit.

				Have a folder prepared with any certificates, papers and copies of your Resume and the job application form you completed.

				Have extra ‘emergency’ money with you, just in case.

				Charge your phone and make sure you have a contact number for the company in case you need to call them.
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				Enthusiastic - Enthusiasm is contagious and it will certainly rub off on the interviewer, and anyone else you might meet.

				Show your enthusiasm for the job by sitting upright and smiling.Enthusiastic does not mean swinging from the chandelier or going over the top. Just be yourself but inject some energy into your mannerisms.

				Enthusiasm can also be shown by evidencing that you have researched the job, and the company well. You can ask interesting questions, or relate your skills or experience to something similar that you have read the company, or one of its employees, has done.

				Remember! Not everyone has read this book. Some candidates won’t have prepared well. Some may be very nervous because they haven’t properly prepared. And this will show in their interview. Can you imagine how hard it is for an Interviewer faced with a glum looking candidate who didn’t prepare, is overly anxious and as a result shows no emotion, interest or enthusiasm for the job?....Next please!
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				It is up to you to demonstrate to the Employer, in your interview, how you will be an asset to their Company.

				You will be competing with other equally, sometimes better qualified candidates. There is nothing you can do to alter their qualifications, profiles or skills BUT what you can do is be better PREPARED!Why should you be PREPARED?

				Being prepared makes you more confident:

				If you are prepared by researching your prospective employer before the interview, it will show them that you are genuine and care about getting this job.

				Being prepared will help you anticipate what to expect in the interview

				Being prepared builds confidence, and being confident will give you the competitive edge.
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				We keep coming back to that word:

				PREPARE!

				It’s probably the most IMPORTANT word in this book!

				PREPARE Let’s go in to more detail about what you need to do before the interview and during it…
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				UK:

				Royal Holloway College London

				Leeds University, West Yorkshire

				Sheffield University Business School, South Yorkshire

				Wakefield College, West Yorkshire

				Qatar:

				British Embassy & Qatar Broadcasting Corporation – Business Club 

				Philippines:

				PCU – Philippines Christian University, Manila

				LPU – Lyceum University of the Philippines, Manila

				NAT - National University, Manila

				PWU – Philippines Women’s University, Manila

				 SSC – Saint Scholasticas College, Manila

				AIMS – Asian Institute of Maritime Studies, Manila

				GC - Global International College, Manila

				STI Colleges – 7 Colleges located across the Philippines

				Mapua, Intramuros Campus Manila & Makati Campus

				ACIS College, Iloilo City

				TUI – Trinity University of Asia, Manila

				Aldersgate College – Solano, Nueva Viscaya & Keynote Speaker at the Graduation
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				FEU – Far Eastern University, Manila

				ACSAT – College of Technology, Manila

				AMA Colleges, 12 Colleges across the the Philippines

				Wesleyan University, Cabanatuan, Nueva Viscaya

				ACSAT – College of Technology, Dumnaguete City

				PGHI – Pacific Global Hospitality Institute, Manila

				ASPIRE – Aspire Training Academy, Boracay Island

				Mandala Spa Academy, Boracay Island

				COHREP – National Conference Speaker

				India:

				Guru Nanak Institute of Hospitality Management, Kolkata 

				Vidya Jyoti Eduversity, Chandigarh

				Malaysia:

				Taylors University, Lake Campus, Kuala Lumpur

				Taylors Consult @ Taylors University, Kuala Lumpur

				Nepal:

				NAAT National Aeronautical Training Institute, Kathmandu

				China:

				Bright Futures Group - Nanjing, Guangzhou & Nanning

				7Stars Bay Training Complex, Shenzen
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				Get that Interview

				Get that Job

				You’ve Got the Job - Now what?

				Mastering Communications

				I can do that job! - Transferable skills 

				Delivering Customer Service Excellence

				Effective Complaint & Conflict Handling

				Who sells in your Hotel?

				Work Ethics

				Building your Self Confidence

				Working as a Team – Supporting your colleagues

				Business Etiquette & Manners

				How to succeed in your career

				The Little Book of Self Motivation

				Building your Personal Brand

				Handling Conflict and Toxic Bosses

				Handling Conflict & Toxic Co Workers

				A guide to your Personal Self Development
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				Get that Interview! is John’s first book in the eBook Series What They Can Never Teach You At Hotel School.

				Whether you are soon to graduate, have just graduated or you are seeking employment, this book is here to guide and

				assist you every step of the way!

				From knowing where to look for work, understanding what employers are looking for in a candidate, writing or updating

				your resume and the perfect cover letter, to preparing for inter-view, Get That Interview! covers it all.

				Whatever your situation this book is crammed with good ideas and helpful tips for you to dip into at any time, and to help you

				along the job seekers long, and sometimes rocky, path.
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				What They Can Never Teach You At Hotel School is an educational eBook Series produced in partnership with MY RANGGO - Your Hospitality Hub, experts in Inspiring, Innovating, Educating and Entertaining the Filipino Hospitality Industry worker.
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John Smith
940 Pendergast St.
Mountain View, CA 94043

June 10, 2020

Dear Mr X,

Please find my attached Resume with regards to
the position of XXX.

I look forward to being selected for interview,
where I can discuss my Resume further

Yours sincerely

[your printed name]
[your signature)
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