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INTRODUCTION
Career Development is a journey. Wherever you are in the process the ZU Alumni and
Student Careers Office is here to support you every step of the way.
The Alumni and Student Careers Office at Zayed University understands that searching for
an internship, graduate job or opportunity both during your studies and after graduation
can be a very intimidating and time-consuming process. Being prepared for this process
is the key to being successful in today’s labor market.
This guide is designed to help you by:
1. Introducing the Career Portal
2. Outlining the Internship Process
3. Exploring Job search resources and strategies
4. Providing tips and recommendations for C.V and cover letter/email writing
5. Creating a LinkedIn Profile and networking with professionals.
6. Preparation for Internship and Job Interviews
7. Outlining opportunities available to you
8. Preparing you for life after University
To stand out from the crowd when looking for an opportunity either an internship,
graduate job or Higher Studies, you will need to sharpen your skills, this guide is your
road map toward organized, structured, and fruitful career planning

Good Luck!

Student Careers and Alumni
Department Zayed University
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ZAYED UNIVERSITY CAREER PORTAL
The Alumni and Student Careers Office has developed an on-line Career Portal
(https://careers.zu.ac.ae) that supports your career development journey at ZU and will
assist you in planning both your internship and graduate job search.

Benefits of registering on the Career Portal
• Develop an on-line profile for your internship and graduate job search
• Have your CV reviewed and approved by the ZU Alumni and Student Careers Office
• Improve your chances of gaining both your internship and graduate job in a timely and
efficient manner
• Your CV will be viewed online by many hiring HR Professionals and Recruiters
• Direct promotion of ZU Students and Graduates among different sectors and industries
• Direct online access to current job vacancies

How to register on the Career Portal
To start, visit the URL (https://careers.zu.ac.ae) to access the Student Career Portal site. Sign
in using your ZU account.
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Create a Student Account: If this is the first time you access the Career Portal, you will be
prompted to Create a Student Account. Select your current employment status and click
Register to proceed.

Manage your Profile Complete your personal information. Make sure to provide your latest
contact information. This will help us to serve you better. Keep your personal information up to
date at all times.

Manage your CV file: Read the CV Advice section within this guide to draft your CV and the
Upload your latest Curriculum Vitae (CV). One of the Career Counselor will review it and will get
back to you with their suggestions (if any) as to how it could be improved to ensure it is viewed
more positively by a prospective employer. Once approved, your CV will be posted automatically.
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INTERNSHIP
Your internship in your final year is not only an academic requirement for your graduation but
an ideal opportunity for you to enter the job market. The Internship integrates knowledge and
theory learned in the classroom with practical application and skills development in a
professional work environment.
You will receive notification from the Career Portal to begin your Internship preparation, you
must discuss your eligibility/timing for your internship with your College Academic Advisor and
College Faculty Internship Coordinator.
Before starting the internship process, give some consideration to your choice of Internship Site
1.

Research companies in your Major

2.

Go to company websites and see if they have departments/opportunities matching your
Major

3.

Discuss with your College Faculty Internship Coordinator where previous students from
your Major completed their internship

4.

Be flexible about the location and work environment

5.

Consider the future job market – the Private Sector has increasing opportunities

6.

Think about what experiences would help me in your future career

The Alumni and Student Careers
Office provides support to potential
interns through the EDAAD Internship
preparation program and workshops
will be scheduled through your College
Faculty Internship Coordinator

Internship Process
Firstly, follow the steps on Page 4 to
register on the Career Portal and have
your CV approved, then start your
internship application, go to the
Internship Program page on the Portal
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Step 1 - Placement Sites
Choose the companies you are interested, you can enter 3 choices instantly. Once done,
click “Save” to save your selection. Click on the (1) icon to view more information about the
company.

Step 2 – Agreement Form
Download and upload the signed copy of the Student and Parent/Guardian Work Experience
Agreement form. The form needs to be signed by you and your parent or guardian.

Step 3 – Required Documents
Upload the required documents. Our team will review your documents. Make sure that all
documents are accurate and correct to avoid delays in processing your application
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Step 4 – Submit
Submit the form to your advisor for review and approval. Your advisor will review all the
information. Be sure that all information is correct before submitting the form.

Step 5 – Processing your Internship Request
The Alumni and Student Careers Office will then facilitate the internship process with your
chosen employers. Students are not to approach companies directly as this process is
coordinated between the University and employers.

Tips for Internship Success
1. Show Professionalism:
• Respect time and deadlines
• Follow all rules & policies required by employers and internship office.
• Treat all colleagues, employees, customers, supervisors with dignity & respect
• Dress professionally, consider the culture of the organization
• Report changes in your working hours/schedule to your supervisor and mentor
immediately to avoid any confusion.

2. Radiate Positivity:
• Engage in positive, ethical, and legal behavior
• Accept responsibility and accountability for your decisions & actions
• Offer help and complete all assigned tasks, avoid nagging and complaining
• Respect and accept constructive feedback and work to enhance your performance,
and gain new skills
• Keep an open heart and mind when it comes to solving work related issues.

Enjoy Learning & Developing:
• Approach all tasks with enthusiasm, you might not value the task you are doing, but
you will learn and will develop a new skill.
• Do not be afraid to ask questions and to seek clarifications. You are there to learn and
internship is your opportunity to practice what you have learnt
• Ask questions, it shows interest and willingness to do the job efficiently.
• Do your best, take initiative and ask for additional work when you complete the
assigned tasks.
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ONLINE CV BOOK
Once you upload your CV in the portal and get approved by Alumni and Student Careers Office,
it will be automatically added in the CV book. Make sure to update your CV after completing
your internship as you should have gained experience that should be added in your CV.

Benefits of Registering your Online CV online:
• Improve your chances for gaining employment soon after graduation
• Your CV will be looked at by many hiring HR professionals and recruiters
• Online CV Book promotes ZU graduates among different industries and sectors
• Online CV Book is an effective marketing tool for ZU graduates in this competitive job
market
• Online CV Book is usually sent to over than 100 employers, including government
organizations and recruitment agencies
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JOB SEARCH STRATEGIES
Job search can be a very intimidating process if not planned efficiently. Below are some helpful tips
that will guide you in structuring your job search process:

Start early: do not wait until you get bored or frustrated from not getting the job you wanted. The
secret to succeed in your mission of hunting for a job is early planning. In your final year, plan your
internship and potential graduate job by visiting the Alumni and Student Careers Office to ask about
available opportunities and best ways to get recruited.

Evaluate and identify who you are: we advise you to evaluate your experience, skills, interests
and values to identify the type of job you are interested in and if you have the right skills for it. If
you do not know where to start and how to do it, contact the Career counselor at the Alumni and
Student Careers Office through E-services http://eservices.zu.ac.ae/main/Services/Servicecard/
Undergraduate/Career-Counselling

Benefit from online resources: there are many online career and recruitment resources that you
can benefit from to support you in your career journey. Below are some examples of these resources:

•

LinkedIn: is a professional networking site that can give you easy access to many online
jobs. Update your profile, and keep exploring opportunities. https://www.linkedIn.com More
details on Page 24

•

Official government recruitment websites: for vacancies in the government sector
such as:
https:www.mohre.gov.ae
Jobs Abu Dhabi (all job vacancies available in Abu Dhabi)
https://jobs.abudhabi.ae/en/#sthash.p8TuJQ5C.dpbs
Dubai Careers (all job vacancies in Dubai Government) https://dubaicareers.ae/ar/pages/
default.aspx
https://jobs.abudhabi.ae/en/
http://government.ae/web/guest/e-jobs

•

Recruitment agencies and job portals: can be a very useful for different vacancies in
many sectors, for example:
Bayt.com (all jobs available in UAE) https://www.bayt.com/en/uae
Gulf Talent https://www.gulftalent.com

Alumni and Student Careers Office: utilize all the available resources at Zayed University. The
office aims to help and support you in finding opportunities to develop your skills and meaningful
employment

Keep a record of your job-hunting actions: this will help you to stay on track and be organized.
A recommended strategy is to keep a record of the employer name, the position you applied to, the
action taken by you, and dates with notes on next steps. Remember to follow up with employers
you had interviews with.

Network: it is all about making connections, presenting yourself and asking for insights. To succeed,
you need to be authentic, considerate and ask for advice not a job. Be aware that people like to do
business with people they know and like, so work on having a positive first impression. Do not hide
behind the online portals, get out of the box, volunteer, attend conferences and public events where
you can connect with new people.
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C.V WRITING
TECHNIQUES
What is a C.V?
● A C.V is a summary of your relevant skills, qualifications and experience that
demonstrates your suitability for a job.
● Your C.V is an essential marketing tool for your job search, it should attract the
attention / interest of the employer and make them want to interview you.
● Recruiters use it to assess your suitability against specific requirements.

You need a C.V when:
● You apply for a job vacancy where you are asked to send a CV
● You are applying for Internship positions
● You are asked to upload your CV to an on-line application form
● You are applying speculatively to an employer
● You are attending Career Fairs or recruitment events locally

A strong C.V:
● Short: No more than 2 A4 pages. REMEMBER most employers spend less than 3-7
seconds looking at a C.V for the first time.
● Simple: make sure that it is easy to read by having clear section headings, a
professional format and layout, simple font, no tables, pictures, or distracting
icons. Use the action verbs to describe your skills and accomplished tasks. (Refer
to page 14 - 15)
● Relevant: do not provide a shopping list of everything you have ever done, every
workshop you have attended or every certificate you have gained. Focus on relevant
quality information not quantity in your C.V.

Tip: A C.V is a never-ending job, it needs to be tailored
every time to each job you are applying for!

❖ There are many different types of CVs and different styles. The Alumni and Student
Careers Office has reference books and guides to assist you and conducts regular CV
workshops. Check with the Office for further details.
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CONTENT OF THE C.V
1. Personal details: It goes at the top of the first page of the C.V. it includes name, email,
and telephone number. The font size of the name should not be bigger than size 14.
Please make sure that you have your updated mobile number and a professional email
address.

2. Objective: It should be brief. It is used to give the recruiter an idea about your career
goals.
Ideas to tailor your objective to a specific job:
• It should be specific to the job/ position you are applying for.
• It should be beneficial to the recruiter, it does respond to their needs.

3. Education: you have to start by your most recent education first. You should mention
the name of the institution, the degree, the major, location, and year of graduation
(expected to graduate). The GPA can be included if it is above 3.0.
Ideas to tailor your education to a specific job:
• Mention courses or projects related to the job you are applying for.
• Include your GPA or your High school percentages only if they are high ones.
• Write the Major in bold if it is related to the job you are applying for.

4. Work Experience: you have to start with the most recent one. Dates to be clear, and
the name of employer, and the department/position you are working in. It is important
to state the tasks or some of your major responsibilities /achievements under each
experience. It is recommended to include your internship experience, volunteering, parttime, summer jobs, and extra-curricular activities if they are related to the position.
Ideas to tailor your work experience to a specific job:
• Mention the tasks that are related to the job you are applying for.
• Mention the department you have worked in if it is relevant to the job you are
interested in.
• Use the action words that appear in the Job description of the job you are applying
for.
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Skills: these are usually classified into three categories technical skills, Language skills, and
soft Skills.
Ideas to tailor your skills to a specific job:
• Mention the skills that are key to the job (see the skills required in the job description)
• If you are certified on the mentioned skills, include the certificate name, and dates.

References: This section is optional as employers will usually ask you for references if they
intend to recruit you. If you decide to include it in your CV you can state (will be provided
upon request). For the interview and future requests, you should have the references in
a separate document with the same heading of your CV. You should always take the
permission of a referee before including them as reference. Usually, recruiters ask for 3
references.
Ideas to tailor your references to a specific job:
• Always include the people who know your skills, capabilities, and interests very well.
• It is recommended to include references that are knowledgeable about the job you
are applying for.
• It is recommended to provide your CV to your references so they will be aware of your
experience.
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POWER WORDS
THAT CAN BE USED IN
YOUR CV
To Describe your Strengths...
Accomplished

Adventurous

Careful

Courageous

Efficient

Friendly

Meticulous

Patient

Resourceful

Resourceful

Academic

Ambitious

Competitive

Competitive

Energetic

Hard working

Methodical

Positive

Self-Confident

Versatile

Accurate

Artistic

Considerate

Decisive

Enterprising

Honest

Optimistic

Proactive

Tactful

Active

Businesslike

Conscientious

Confident

Determined

Fair Minded

Trustworthy

Adaptable

Original

Cooperative

Disciplined

Mature

Reliable

Dependable

Enthusiastic

Independent

Open minded

Progressive

Tolerant

TO DESCRIBE YOUR EXPERIENCE AND
ACHIEVEMENTS
Communicated…
Addressed

Performed

Liaised

Promoted

Advised

Counseled

Instructed

Motivated

Negotiated

Demonstrated Interviewed

Marketed

Encouraged

Marketed

Co-ordinated

Mediated

Recommended Controlled

Directed
Guided

Presented

Found Out…
Analyzed

Asses sed

Classified

Collated

Defined

Designed

Devised

Established
Researched

Evaluated
Tested

Forecasted
Traced

Identified
Verified

Interpreted

Interviewed Found out

Budgeted

Classified

Collated

Composed

Conducted

Distributed

Edited

Established

Evaluated

Identified

Sorted Out…
Analyzed

Arranged

Co-ordinated Defined
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Improved

Investigated Operated

Organized

Planned

Prepared

Processed

Produced

Redesigned

Reduced

Refined

Reorganized

Researched

Resolved

Reviewed

Revised

Scheduled

Simplified

Solved

Streamlined Verified

Showed How…
Advised

Coached Conducted Directed Guided Demonstrated Performed Illustrated

Instructed Led

Managed Organized Performed Presented Trained

Set Up…
Composed

Conceived

Created

Designed Developed

Devised

Established

Founded

Generated

Implemented

Initiated

Introduced

Launched

Promoted

Started

Opened

Pioneered

Planned

Produced

Improved…
Broadened

Combined

Consolidated

Converted

Decreased

Devised

Eliminated

Expanded

Innovated

Minimized

Modernized

Recommended Saved

Redesigned Refined

Reorganized

Resolved

Restructured Revised

Solved

Strengthened Transformed Unified

Streamlined

Edited

Simplified

Responsible for…
Administered

Approved

Conducted Controlled

Co-ordinated

Delegated

Headed

Led

Managed

Represented

Supervised

Ran

Directed
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EXAMPLE CV

Use same font style
throughout, font size
should be 12, 14 for
your name, but never
smaller than 11.

HESSA AHMAD ALI
Abu Dhabi, UAE
Mobile: 050-1234567
E-mail: Hessaahmad@Hotmail.com
Nationality: Emirati

Make Sure
your email is
professional!

CAREER OBJECTIVE
Graduate of Human Resources with high level of analytical skills, integrity
and enthusiasm seeking a position in training and development to utilize
and develop further skills.

List main courses or
projects if related
to the job you are
applying for

EDUCATION:
Bachelor of Business Sciences, Major in Human Resources

2012

Zayed University, Abu Dhabi, UAE
(Dean’s list, 3.5/4.0 GPA)

Related Courses:
Business Communication, Marketing, Strategy Development, Advertising

High School Certificate, Science Stream
Roqaya High School, Dubai, UAE
Final grade: 90%

WORK EXPERIENCE:

2008
List all work experience starting with the recent
one. Remember to include part-time, summer jobs,
and internships. List duties and use action words.

Abu Dhabi Municipality, Abu Dhabi, UAE
Human Resources Assistant, Internship
•
•
•
•

2011

Coordinated and prepared training courses for employees
Assisted in shortlisting of CV’s for candidate
Updated employee training records on oracle System
Scheduled interviews for candidate and prepared candidate reports for
departmental managers.

Abu Dhabi Airport Company, Abu Dhabi, UAE
Passenger Assistant (Temp. Summer Position)

2010

• Provided information to passengers on different airline services and schedules
• Supported manager in scheduling staff rotations and duties
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• Updated passenger information and maintained accurate records of flight schedule
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EXTRA-CURRICULAR ACTIVITIES
Zayed University, Abu Dhabi
Volunteer, New Student Orientation Program
2010- 2012

Extracurricular activities prove your willingness
to learn through different channels. it is great
way to learn new skills. List the developed skillsrelated to the job you are applying for.

• Provided academic information to students and parents on university programs
• Explained University policies and Procedures
• Aided students’ socialization into university culture
• Dealt with student and parent enquires both face to face and by telephone

Zayed University, Abu Dhabi, UAE
Volunteer, Writing Centre (Spring)

2010- 2012

• Supported first year students with study Skills
• Assisted students to understand assignment questions in Arabic & English
• Delivered workshop sessions to support development of listening skills

WORK RELATED SKILLS

If you are certified in any
of the mentioned skills, list
the certificate, name of
institution, and dates.

Technical Skills
Microsoft Office

Language Skills:
Bilingual – Arabic & English

Soft Skills
Organized
Problem Solver
Decision Maker
Time Management

REFERENCES
References available on request

Amna Al Obaid
HR Manager
Abu Dhabi Municipality
Abu Dhabi, UAE
P.O. Box 6789
T:02-3333333
Email: amna2adm.gov.ae
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You have 2 options:
references can be provided
later, or if you want
to provide them, list 2
references.

C.V CHECKLIST

Contact Details
1. Will the employer be able to contact you easily? Have you given your
telephone and e-mail details?

■

2. Is your e-mail address suitable to use for contact with prospective
employers?

■

3. Are your contact details clear and easy to read?

Introductory Profile/ Career Objective
1. Does your profile start with a brief positive summary of yourself,
your strengths, skills and qualities?

■

2. Does it identify the type of work you are looking for?

■
■

3. Is the career objective specific to the role you are applying for?

Education
1. Have You listed your Degree, Major and GPA (if 3 or above) and
graduation date

■

2. If you have listed related courses or special projects are they
relevant to the job role

■

3. Have you included your High School Diploma and grade percentage

■

Work Experience

3. Have you included a brief description of your duties?

■
■
■

4. Does your work history provide the employer with information on
your competence and ability to do the job applied for?

■

5. Have you related your experience to match the job or sector you are
applying to?

■

1. Have you included the company names, dates, and job title?
2. Have you included all paid, voluntary and Internship experiences?
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Extra-Curricular Activities
1. Have you demonstrated examples of skills and competencies that
the employer is looking for?

■

2. Have you included details of memberships of any clubs or societies
that would show skills or qualities relevant to the position e.g.
teamwork, leadership, commitment, interests

■

Skills & Achievements
1. Have you highlighted your achievements and the key skills that
would be relevant to the job?

■

2. If you have a job description, do your skills and achievements match
the employer’s requirements?

■

References
1. If you are including addresses of referees, can they be contacted
easily?

■

2. Have you remembered to ask your referees for permission to include
their contact details on your CV

■

General
1. Has it been thoroughly checked for spelling, grammar and correct
use of language?
2. Is the font size readable and consistent?
3. Does it follow a consistent layout?
4. Do the dates follow in the same order for your education and
employment sections?

■
■
■
■

5. Is the most relevant information given priority on the page / the
most space?

■

6. Do your section headings clearly reflect what information the
sections contain?

■
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COVER LETTERS
Stand Out from the Crowd
What is a cover letter?
● A cover letter enables you to introduce yourself to an employer and should complement
your CV
● You should send a cover letter each time you send a CV to an employer
● It encourages the employer to read your CV and demonstrates why you would be suitable
for the role.
● A cover letter shows the employer that you have good written English skills, that you
have conducted research on the company and you have considered how you match the
requirements for the job role

Format of a Cover Letter
● Your Covering letter should be no more than 3 to 4 brief paragraphs
● Where possible find out the name of appropriate person to address the letter to
● Include the Job title or reference number (if you know this)

The opening – Who you are and what position you are applying for
“I am a graduate from Zayed University, majoring in Business Administration and would
like to apply for the position of Marketing Executive as advertised on your website.”

Why them? – Demonstrate you have done your research and be positive
about the company.
“I am particularly interested in the Marketing position in your company. From my
research I understand your organization is one of the most prestigious event management
companies within the UAE and offers excellent career development programs for UAE
National graduates. I believe such an opportunity would enable me to move forward in
my career goals by enhancing my knowledge and skills within the area of event
conferencing and publications’’.

20

Why you? – Give evidence of how your skills and experience show
you match the job role
“I believe I would be ideal for the job as I have very strong organizational and
creative skills which I developed on my internship as a marketing assistant and
from organizing numerous events for different groups during my university study.”

The Positive Ending
● Sign your letter and type your name underneath the signature.

Tips for writing cover letters
● Think from the employer’s perspective rather than your own
● Ensure you have done your research and be sure you are genuinely interested in
both the job and the company
● No more than one page long with short and clearly themed paragraphs.
● Be positive—say nothing negative.
● Avoid excessive jargon; use crisp, clear writing style
● Explain any anomalies or gaps in your CV (Your Career Counsellor can help you with
this)
● If you do not meet all of the criteria in the job advert but meet most of the
essential requirements try to address this effectively in your cover letter
● If e-mailing the cover letter send as an attachment with your CV
● Do not fold any hard copies you send to the employer
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COVER LETTER EXAMPLE

Sample Standard Covering letter for an advertised Vacancy:
Ms. L.Al Reham
Graduate Recruitment Manager
Global Solutions, P.O. Box 0000
Abu Dhabi, UAE l.alreham@globalsolutions.com
15 February 2012

Dear Ms. Al Reham,

Include the person’s
name, position, and
full address

State the position you are applying for and
where you saw the job advertised

I am writing to apply for the position of Trainee Business Development Executive as
advertised on your website and enclose my CV which highlights my relevant skills,
qualifications and experiences as required for the role.
Why them: outline what attracts you to the
role and your research on the company
I first became aware of Global Solutions after talking with representatives from your
organization at the Zayed University Career Fair in 2011. I was impressed with both the
staff and company profile. I am particularly interested by the emphasis your organization
puts on understanding and listening to the needs of your customers. Furthermore, I am
impressed by your organizations commitment to learning and development through the
Graduate Management Training Program, as it offers a diverse range of experiences
supported by further professional qualifications.

The Business Development position is a close match to the skills and knowledge and I
have gained on my degree program. My degree offers a firm foundation of theory and
principles related to two of your main services Customer Management and improving
quality and efficiency in operations.
Why you: highlight the skills, experience and
knowledge you have to offer
During my internship I worked with the team to develop a new process for client feedback
to improve the quality and provision of financial services. This experience enabled me to
demonstrate a high level of communication, interpersonal and analytical skills so I am
confident that I can build and maintain productive relationships with clients and
colleagues in your organization.
End on a positive note reinforcing why they
should consider you
I believe that my qualifications, skills and enthusiasm combine to make me an ideal
candidate for the Business Development position. I hope that after reviewing my CV you
will recognize the contribution I can bring to the team and Global Solutions. I am
available for interview at any time and look forward to hearing from you.
Yours sincerely
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Hessa Ahmad Ali

PROFESSIONAL EMAILS - TIPS
Writing professional emails is a very important skill that each graduate needs to master.
Your email is your first contact with an employer, thus it is your first impression and first
impressions last! Your emails demonstrate a lot about your professionalism, your
seriousness, and your readiness for the world of work.
When writing your email to employers, consider the below tips:
• Professional email address: yes, it really matters! Creating a professional email
address is a must first step if you want employers to take you seriously. Simple email
address with your first and last name is most effective.
• Subject Line: do not leave it blank! You need to add the subject, if applying for
a
job add the job title you are applying for in the subject line. This will make it easier
for the person receiving the email to process it. However, always read the job
announcement carefully, as they might ask you to write a specific subject in the email,
and you need to follow their instructions.
• Greetings: it is always recommended to address your recipient by their titles such as
“Dear Mr. Ahamed”, Or Dear Mrs. Jameela”, if you do not know the names, simply use
“Dear Recruitment Team”
• Body of the email: be clear, polite and direct to the point. By sharing directly what
you need, and by sending a short concise email, you are conveying your respect to the
employer’s time. Check any grammar or spelling mistakes, and make sure you are using
full and coherent sentences.
• Closing: first say thank you for your time, and then sign it in a friendly manner by
using “Regards, Sincerely yours, Best Wishes…etc.’’, then your full name and your
direct mobile number.
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CREATING YOUR LINKEDIN PROFILE
(www.LinkedIn.com)
Steps to create a professional LinkedIn Profile:
Headline: It is the first thing a person visiting your profile will read. It is a great opportunity to
grab their attention. So make sure it is simple and engaging. Use keywords that are matching
the type of work you want to be hired to.
Photo: include a high quality and professional photo of you. Consider your attire carefully and
make sure to avoid informal photos. Remember to smile!
Summary: it is your right opportunity to speak to employers and your network about your skills,
capabilities, and what you have to offer. Emphasize on your main achievements, projects, and
future goals.
Work Experience: list all your experience (Internship, Summer Jobs, Full-Time, Part-Time and
Volunteering) and focus on the major responsibilities and achievements. Remember to use the
action words that will lead you to the job you are looking for. You can add photos or videos on
this section that are related to your job.
Education: list your education and start with the most recent ones. You can include the GPA,
honors and achievements certificates in this section.
Skills: you can choose the skills from the list provided on LinkedIn, just remember to cover your
interpersonal skills, computer skills, and Language skills. Also, focus on the skills that are
related to the type of job you are applying for.
Recommendations: ask colleagues, classmates, teachers, or supervisors to write a
recommendation on LinkedIn. This adds value to your profile and increases your credibility.

Finding a job and networking on LinkedIn:
Connect: start by creating your first trusted network, those can be your friends, family, previous
colleagues, classmates, teachers, and people you know very well. Also, LinkedIn will suggest
people to add to your network. Remember: it is about the quality not the quantity.
Keep updating your status: your status reflects your interests and thoughts. So keep marketing
your interests by updating your status. You can share articles you liked, quotes, and major
professional activities and news.
Join groups: joining groups will give several advantages like interacting with people who have
similar interests, and similar career and professional goals. Also, it will help you to increase
your network. Will keep you updated with the current trends and issues on the market. The best
advantage is having the access to the jobs posted by some group members.
LinkedIn Job Search: nowadays, many recruiters are using LinkedIn to advertise their jobs.
LinkedIn job posting does not tell you only who is hiring, but it tells how you are personally
connected to this company through your network. When you apply for a job through LinkedIn,
you will have the option to upload a new C.V, which is a great opportunity to tailor your C.V to
the job you are interested in.
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PREPARING FOR
JOB INTERVIEWS
1. BEFORE THE JOB INTERVIEW:
Research- Do Your Homework
• Make sure you visit the company website
• Find out about key projects or initiatives the organization is involved in.
• What are the organizations vision, mission, values and objectives?
• If you know anyone who works there try to talk to them and find out more about the
organization

Know Your CV
• Make sure you are clear and understand what you have presented about yourself in your CV.
• It is highly likely the interviewer or panel will have your CV in front of them at the interview
so be prepared to answer further questions on the content of your CV.
• Have examples prepared that demonstrate your skills and experience as presented in your
CV. For example if you have said you have good organizational skills and can manage your
time effectively make sure you can demonstrate this at interview.

Review the Job description
• If you have a job description review the skills, qualities and experience required for the
role.
• Consider how you would present your skills, qualities and experience to demonstrate you
fit the role requirements.
• If you do not have a job description ask the HR department to send you one.
• If you cannot get a job description do some research on similar roles and think about what
you consider to be the key skills required.

Think about the Questions the employer is likely to ask
• Most employers recruiting graduates will ask similar questions. Questions are likely to be
focused around gaining evidence of key competencies that are usually related to:

Behavioral Competencies – Evidence of how you behave in a study/work situation.
For example, describe a time when you demonstrated effective problem solving skills
To answer behavioral type questions use the S.T.A.R technique

Situation – Describe the setting in which your example takes place
Task – What was the task or goal you were trying to achieve
Action – Clarify the specific actions that you took in order to address the task at hand
Result – Explain how your actions contributed to the overall result, what did you learn
from this experience

Technical Competencies – These are usually specific skills or the potential to gain the
technical skills required for the job role.
• Go through the possible questions and suggestions for answers section in this booklet.
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• Think about how you will respond to these questions
• Write your answers down and practice talking through your answers
• Spend some time to think of at least 4 examples from your experiences which demonstrate
the competencies likely to be required for the job role

Practice, Practice, Practice
You should practice your answers as much as possible. You can:
• Ask your family or friends to help you
• Try practicing in the mirror or video yourself answering the questions
• Book a ‘Mock Interview’ with the Career Counsellor. This is helpful, as the Counsellor will
ask you similar questions to those asked in real job interviews and will give you feedback
on your areas of strength and identify areas you may need to improve on.

2. DURING THE INTERVIEW:
• Dress professionally to the interview. This includes minimal make-up and perfume /
scents.
• Do plan to arrive 10- 15 minutes early. The worst you want to do is to give a wrong first
impression. If unexpected thing happened, do call the employer.
• Make sure you know the location, travel there a couple of days before the interview so
you are sure about parking, traffic etc.
• Do greet people and interviewers with courtesy and respect.
• Introduce yourself to the interviewers.
• Turn off your mobile phone completely during the interview; the vibration mode interrupts
the flow of the interview.
• During the interview, keep good eye contact with your interviewers.
• Do ask the interviewers to repeat a question if you did not understand it.
• Do ask questions when requested in the interview. If you did not ask, it will send a
message that you are not interested.

3. AFTER THE INTERVIEW:
• Do send a thank you note to the interviewers.
• Evaluate how the interview went, and how you can improve the experience in the future.
•

It is recommended to do a follow up call after 7-10 days to check on the status.

• Do not forget to keep looking for other opportunities while you are waiting for the feedback.
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4. INTERVIEW QUESTIONS & ANSWERS
Below is a list of common questions asked at interviews. Considering your responses to these
questions will help you to prepare for upcoming interviews. This is not a definitive list however
we have tried to give you a range of typical questions that employers in the UAE often ask
graduates. Some of the more common questions are marked with *

1. Tell me about yourself*
Often employers use an open question like this to allow you to talk about yourself and to make
you feel at ease at the beginning of the interview. You should have a short statement prepared
in your mind although be careful that it does not sound too rehearsed.
• You should aim to highlight specific aspects or relevant achievements from your course
and mention any work experience you have.
• If you have limited work experience or no work experience you could highlight positive
activities you have been involved in either currently or recently.
• If you can try to relate these to the position you are applying.
• Start with the item farthest back and work up to the present.
• You should spend no longer than about 2 minutes on this question.

2. What do you know about this organization? This question is one
reason to do some research on the organization before the interview.
• Find out what are the major areas of the business and current projects or initiatives that
the company is involved.
• Look on the company web site
• Some websites have supplementary information like their annual reports which can
provide useful information and insight into their operations and turnover

3. Think of a time when you were doing something as part of a team.
Describe the situation and explain the part you played?
In this type of question you need to think of an example of working as part of a team to achieve
something positive this could be a sports team, part of a club, organizing an event as part of
a team or an experience from your internship where you worked as part of a team. Have
examples that can show the skills you used as a team member like planning, organizational
skills, coordinating and commitment. Examples that show you often perform for the good of the
team rather than for yourself are good evidence of your team attitude.

4. Explain what you can bring to the role and to this organization* You
should be prepared to consider the skills the employer is looking for
and emphasize examples of how you can match these skills.
Highlight your strengths which relate to the position. Example “I have excellent time management
skills and can produce excellent quality in my work. I was able to meet all of my assignment
deadlines at University whist maintain a GPA of 3.2 and working part time on campus”
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5. What do you consider to be your strengths *
This question requires preparation and is a very common interview question. You need to
present job related strengths and achievements.
• What skills do you excel in that are related to the position?
• In preparation it is a good idea to make a list prior to the interview you can ask friends,
family or tutors to help you with this. Think of 1 or 2 examples where you can demonstrate
your strengths to the employer.
• Some good examples are ability to prioritize, problem solving skills, team work, ability to
work under pressure, leadership skills, positive attitude, supporting others etc.

6. What do you consider to be your main weaknesses? *
There are different ways to deal with this question but you should never choose a weakness
that relates to the job. There are 3 options:
• Pick a non-related weakness which you have worked on to develop and improve for
example “ Although I am a competent user of Microsoft Word and Excel I really wanted to
improve my skills in access so I joined a class to improve in this area”
•

Another option is to be entirely positive and state that having researched the job you
feel that there are no barriers to you excelling in the role, then summarize a few of your
strengths.

• The final option is to state that although you do not feel like you have any specific
weaknesses as a graduate you know you still have much to learn and you are keen and
willing to develop all of the required skills for the post.

7. Think of a time when you were faced with conflicting priorities.
What approach did you use and what was the result? *
This is a competency based question and is designed to see how you can manage conflicting
priorities. A good answer would be to say you currently have many conflicting priorities
including university assignments, sporting commitments, clubs events and family commitments
etc. however you have learnt to manage your time well and select the most important task that
you should address first. You could give an example such as: “I was due to hand in an assignment,
participate in an art exhibition and attend a university function within the same week. I
completed a list of the tasks and deadlines and decided to complete my assignment a week
early so that I had time to dedicate to prepare for the exhibition and attend my University
function.”

8. We are seeing five other candidates today why should we employ
you?*
Ensure you research the company, your response should focus on a number of needs the employer
has and for each need you should give them the skills and experience you have that match those
needs. It’s important to be genuinely positive and convey a “can do” attitude

9. What motivates you to do your best on the job?
This is a personal trait that only you can say, but good examples are: Challenge, Achievement,
and Recognition. You should be ready to give an example from your experience.

10. Are you willing to work overtime? Nights? Weekends?
Firstly you should consider the nature of the post. Many jobs such as Hospitality work, marketing,
events management, engineering or construction projects are likely to expect that staff are
able to be flexible and work additional hours when the business requires. If you are unwilling to
do so then it may not be the right environment for you. You should be honest in your response
and realistic in terms of what you are willing to work but you need to balance this by showing
that you are flexible. You may choose to say something like “I prefer to work normal office
hours however I am willing to work additional hours when the business requires particularly if
it is a specific project I am involved in.” If you genuinely are unable to work outside of general
working possibly due to family constraints or commitments you should be honest about this.
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11. Describe your work ethic.
• Emphasize benefits to the organization. It is particularly useful to give examples such
as: Rarely taking time off sick - 100% attendance at University,
• Being punctual - always being on time for class or made sure I was always on time for
my Internship
• Like to ensure that I work to a high standard – I always double check my assignments
before handing them in
• Like to complete tasks to the required deadlines – I try to be well organized so I can
balance my priorities, I was successful in achieving all of my assignment deadlines
• Determined to do my best whilst enjoying my work – whilst on internship at the bank I
always asked advice of others if I was unsure before giving information to a customer.

12. Where do you see yourself in 5 years?*
Always show that you are keen to develop your skill set and prepared to do additional
training or study to further develop your career. For example, ‘In five years I hope I will have
achieved my sales targets and be recognized as one of the organizations top executives. I
hope I will be leading, managing and supervising the work of others in the team.”

13. Tell me about one of your greatest achievements
For this question you should think of an example of something that you are really proud of
it can be from your work, education or personal experience. Try to show in your example a
goal that you set for yourself and describe how you felt when you achieved it. For example “
I always wanted to learn French so I took an evening class last year. When we took our field
trip to France I was able to practice my French and help others in my group to understand
conversations I had with the local people. It felt good to be helping my fellow students” or
“ I achieved the highest honor in my Major which made my parents really proud, my hard
work and efforts really paid off”

14. What would your University Professor/colleagues say your
strongest point is?
There are numerous good responses including:
Energy, friendly positive attitude, leadership, team player, initiative, patience, hard work,
creativity, ability to manage deadlines. Remember to think of examples that you can
demonstrate.

15. What has been the biggest challenge in your life and how did you
overcome it?
Here you should think of a personal obstacle or barrier that you have faced it could be
related to your work experience, study or a personal issue the important thing here is to
identify the issue and show how you achieved success.

16. Are you willing to work in a mixed environment?
This may be an issue particularly for some female applicants. You should be aware that most
places of work within the UAE require staff to work in a mixed gender environment. If you
need to consider a segregated environment you should consider being open and honest
during the interview.

17. If you are offered the position when can you start?
You should be realistic and honest about your expected start date. Do not say immediately
if you are unable to start straight away. If you are already working you should explain that
you will need to give a notice period to your current employer. It is good to mention this as
it shows you are a considerate employee.
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18. What is your expected salary?*
This is a difficult question to answer however you should do some research on typical salary
levels in similar companies for fresh graduates. You could answer this question by stating “ From
my research I understand that the current market value for similar positions for UAE National
Graduates is between 10,000 to 15,000 AED per month. I would be looking for an offer something
similar to this” Another option would be to ask the employer what their current salary banding
is for fresh graduates in this position.

19. Do you have any questions?
Always have some questions prepared it’s fine to make a list to take into the interview with you
but you should aim to have at least 2 questions ready. Try to show interest and enthusiasm in
the questions you ask. Typical questions to ask could be:
• What opportunities for further professional development are available within the
company?
• What are the company’s priorities for the coming year?
• How would you describe the culture of the organization?
• How is performance and development assessed?
• What roles do graduates who were recruited over the last three years have now?
• Can you give me a fuller picture of the training and development programme?
• What do you most enjoy about working here?
• How is the job likely to develop over the next two years?

JOB HUNTING: REALITY CHECK!
• Private sector, private sector, private sector: consider the available options/opportunities.
At this stage of life, you need to care about your learning curve, dig deeper and be
realistic with your expectations from the job market. Golden opportunities are available,
you need to get out of your comfort zone and catch the available opportunities.
• Create your online brand: work on the right presence online, create an online portfolio,
professional C.V and create/update your LinkedIn profile. Make sure to have a clean
social media presence, employers like to google the right candidate.
• Communicate professionally: not only face to face, but also when you respond to offers
and emails. Make sure to read your emails and to respond on time and with correct
language. Spelling and grammar mistakes says a lot about your professionalism even
before being hired.
• Experience is priceless! When you receive a job offer consider this carefully, look at the
current job market, time and effort it has taken you to secure this opportunity and the
number of graduates you are competing with for other opportunities
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OPPORTUNITIES TO CONSIDER
AFTER GRADUATION
Higher Studies and Scholarships
Graduate Programs at Zayed University
If you seek a highly rewarding and stimulating master’s degree that is internationally recognized,
then we invite you back to study at Zayed University and benefit from a range of scholarships.

• Graduate Merit Scholarship
Zayed University provides graduate merit scholarships to attract highly qualified students
for study leading to a master’s degree. These scholarships are awarded to graduate students
on the basis of academic merit as determined from academic performance in senior
baccalaureate courses. All entering graduate students are considered for this award.
Graduate merit scholarship support is valued at up to 20% of program tuition.

• ZU Alumni Graduate Scholarship
Zayed University alumni who receive full admission to a Zayed University master’s degree
program are eligible for a scholarship valued at up to 10% of program tuition.
To learn more about the variety of scholarships offered to students admitted to a Zayed
University master’s degree program, please visit the website:
https://www.zu.ac.ae/main/en/graduate_programs/Grad_Stud_Support.aspx
In addition, The Alumni & Student Careers Office collaborate with different organizations
that provide grants for continuing higher education (Masters & PhD) kindly contact us to learn
more about the available opportunities.

Tips on how to choose your higher education & university
When deciding on which university or degree you would like to pursue, there will be a lot of
options to choose from. Therefore, follow the below steps to make sure you make the right
decision:
1. Search for universities that offer the courses you’re interested in and make sure that
you’ve chosen the right subject.
2. Check university ranking from an accredited source.
3. Visit the university and see how you feel about it. When you’re there ask students & staff
for their opinion about the university.
4. Use the below link to assist you with choosing the right university based on the field of
study you’re interested in:
https://www.moe.gov.ae/en/eservices/servicecard/scholarships/pages/subjects.aspx

ENTREPRENEURSHIP
Entrepreneurship is one of the most trending & sought after job nowadays!
Zayed University takes great pride in their entrepreneur alumni and appreciatively provides
support and encouragement.
The Alumni and Student Careers Office provides:
1 . Professional training on entrepreneurship in collaboration with Khalifa fund and other
organizations.
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2. Events for our entrepreneur alumni to participate at. For example, in campus and out in
community areas.
3. Marketing the alumni’s business to over 11,000 alumni through
our newsletter & social media accounts.
Below are examples of Zayed University’s entrepreneurs:
Milkbar is a home-based dessert shop run by the baker & designer
Hamda Alfardan.
Milk Bar are absolutely passionate about bringing you homey desserts
that are not only absolutely delicious, but that look great at your
table as well. They tested lots of recipes to bring you only the best
ones with the highest quality ingredients that have searched and
tested for the past years!
Visit Milkbar: https://www.milkbar.ae/
Shoug Bin Redha and Hiba Bin Redha are two sisters that graduated
from Zayed University with a bachelor in International affairs. They
are the founders of "Emirati Kashta's" which aims in giving authentic
tours around Dubai to tourists and even locals. Regardless of working
their daily jobs, they also work as tour guides on the organization
they founded out of passion for the history of Dubai. They aim to
involve Emirati tour guides and culture into the tours around the city
and introduce an authentic experience for visitors.
Make sure to add your business to our entrepreneurship database to
get support & marketing! E-mail us on: Alumni@zu.ac.ae

STAY CONNECTED
Student Today .. Graduate Tomorrow
Alumni and Student Careers Office strives to create a permanent relationship between Zayed
University and its graduates, to contribute to the lifelong learning of alumni, the development
of the university and the growth of the Nation, to become ambassadors for Zayed University in
the UAE and internationally.

Alumni Services & Benefits Offered
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ALUMNI ASSOCIATION BOARD
Do you know that Zayed University graduates automatically become member of the ZU Alumni
Association? The Alumni Association is represented by an official board – similar to the “student
council” for graduates. The Alumni Association Board will have representatives from alumni
activity committees and each college chapter. Have a say in programs for graduates by getting
involved in a committee or college chapter. Graduates can learn more about the Alumni
Association and how to apply by contacting the Alumni Affairs Office or their College or
Department›s Faculty Coordinator.

ALUMNI E-NEWSLETTER
The Alumni & Student Careers Office issues a bi-monthly newsletter to
all alumni! The newsletter consists of: job opportunities, training
opportunities, educational opportunities & many more! If you are an
alumni & you are not receiving the bi-monthly newsletter, kindly contact
the alumni & student careers office to update your personal information
so that you don’t miss out on great opportunities!

ALUMNI LINKEDIN GROUP
Join Zayed University Alumni Association group in LinkedIn to know more about
Career & professional development opportunities, including: job vacancies,
research scholarship and more ! The group is private and managed by Alumni
and student Careers Team. You have to create a LinkedIn account to be able to
join the group.
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FINAL RECOMMENDATIONS
1. Make sure that you are well prepared for life after University
2. Start early by identifying your skills, values and interests
3. Prepare your C.V, review and update the C.V on an ongoing basis (Remember to utilize
the Alumni and Student Careers Office)
4. Create your LinkedIn Profile and benefit from networking opportunities.
5. Tailor your C.V to every job you are applying for, make sure that you do not have
language, spelling, and typing errors in your C.V
6. Be prepared for the job interview by searching the company and practicing your answers.
Remember the rule: dress to impress!
7. Stay positive and consider part-time jobs, voluntary work, and community service until
you find the right job for you. Keep networking and exploring learning opportunities,
visit career fairs and remember that you can do this, and that you deserve a good
opportunity!
8. Consider other graduate options such as Higher Study and Entrepreneurship
9. Keep learning: while searching for the right opportunity, we advise you to keep updating
your knowledge by learning online, or by attending conferences/workshops/ training.
Great online free resources available as:
www.lynda.com
https://alison.com/
https://www.coursera.org/
10. Stay connected with Zayed University by registering for your Alumni Association ID card
through e-services http://eservices.zu.ac.ae/main/Services/Servicecard/Graduate/
Alumni-ID-Card

Wishing you success!
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