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1 to 1 Consultation – Notes to Hon. Career Advisors

Date
:
     
Ref.
:
Appointment no.      
To
:
Students who have booked one-to-one consultation appointments

From
:
The Director of the Careers & Placement, CEDARS
	Date of appointment :
	     
	Name of Hon. Career Advisor  :
	     


Thank you for making an appointment with our Hon. Career Advisor. To help us prepare for your visit, please fill in the following blanks. 

Part A – Student Information

	Name of student :
	     
	U no. :
	     
	Tel :
	     

	E-mail address :
	     
	Curriculum / Major :
	     
	Year :
	 


Part B – Issues to be explored with Hon. Career Advisor

Please put a ‘x’ in the appropriate box(es).

	 FORMCHECKBOX 

Career choice

 FORMCHECKBOX 

Job market information 

 FORMCHECKBOX 

Application writing (Please send a sample set of cover letter, résumé and supplementary sheet to the Careers & Placement, CEDARS three days before the appointment. Hon. Career Advisors will have the discretionary decision to see the student or not if written works are not submitted on time.)

 FORMCHECKBOX 

Interview technique

 FORMCHECKBOX 

Other questions 


Please elaborate on the issues, marked with a “x” above and give the Hon. Career Advisor some ideas of what you wish to discuss.


     


Part C – Punctuality and advance notice of cancellations

Please turn up for your appointment on time. Should you need to cancel the appointment, please give the Careers & Placement, CEDARS 24 hours advance notice so that valuable resources will not go to waste. In urgent and unforeseen situations shorter advance notice is acceptable. 

Absence without notice is considered as a serious breach of trust and inappropriate use of CEDARS resources.

Part D – Pre-session preparation (to be completed by Careers & Placement, CEDARS)

Background material to be prepared for Hon. Career Advisor :

	 FORMCHECKBOX 
 Student’s résumé

 FORMCHECKBOX 
 Student’s application letter 

 FORMCHECKBOX 
 Occupational profile 

 FORMCHECKBOX 
 Career pamphlet 

 FORMCHECKBOX 
 Job notice 

 FORMCHECKBOX 
 Employer information 

 FORMCHECKBOX 
 Other material

     


Part E – Attendance record

	 FORMCHECKBOX 
 Appointment was on held on time and as scheduled

 FORMCHECKBOX 
 Appointment was cancelled with prior notice received on       by      
 FORMCHECKBOX 
 Student did not turn up for appointment. No prior notice was received


Part F – Post-session comments from Hon. Career Advisor

	

	

	

	


Part G – Actions arising
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