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A li%le note from DUFS…

DUFS has created this booklet as a guide to offer you some tips and advice for the recruitment process and embarking on your
career pursuit. There is no prescriptive method for being successful in your applications, interviews, assessments, insight
programmes and internships; there are many different methods. This guide only touches on a few different tips and techniques
but we appreciate that there are many different ways of doing things so please bear this in mind.
Please also remember that all firms have different recruitment processes and will focus on different skills and attributes so try
to research what they hope for in an ideal candidate so you are able to include the most relevant information in your
application.
We wish you the best of luck in your career pursuit and encourage you to check out dufs.co.uk for more information. Our
Facebook page and mailing list will highlight upcoming networking events and skills sessions so do try to attend a few of these
as they may prove to be very useful in doing your applications and interviews (they are also free!).
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Where to start?

Starting out and deciding on a career path can seem daunting due to the sheer number of industries, firms, divisions and
opportunities available. The best thing at first would be to keep an open mind and look at a range of options if you aren’t sure
and consider different sizes of firms and different locations. Another thing to bear in mind when you are looking at different
opportunities is that you don’t have to want to do something for your entire working life. You can view it as a job and not a
career and if you try it out during an internship and don’t like it, that’s fine. There will always be more industries or divisions
you can try out. The likelihood is that we will all have many career changes during our lives just because of how quickly the
world is changing. However you have to start somewhere, and wherever you start will be a good experience that you can build
on in the future.
Its important to remember that the opportunities offered by different organisations and firms will look to target different
groups of students. Some opportunities may only be offered to penultimate year students or finalists. Some may look to target
those who study a specific subject; however, this is now less often the case as employers are keen to recruit a diverse workforce
to attain the best results.
Additionally, employers may recruit on different timelines. For example, some may recruit on a ‘rolling basis.’ This means that
they will start to assess and make offers to candidates as soon as they start receiving applications and if they manage to fill all
their places quickly, they may close the application in advance of the deadline. In order to avoid this, it is important to check
when opportunities open for applications and get the application in as soon as possible to avoid missing out. However, some
employers will wait until the application deadline before they start to review their candidate pool so in order to make best use
of time it is advisable to find out when and how the organisations you are applying to usually recruit.

Opportunities available dependent on your year of study
Depending on your year of study, you should look out for the following opportunities:
• 1st year students (or 2nd year of a 4 year course) are offered insight opportunities into a particular organisation. The insight
could be just a few hours at the firm’s office or it could be a week or two long. With insight opportunities, usually the
student is given little to no responsibility but there may be opportunities to be fast-tracked through the internship
application process. Regardless of the outcome, these opportunities give you a great insight into an industry and firm and
can really help to show you the opportunities on offer as well as a chance to meet some students who might have similar
career goals and some representatives at a particular firm.
• Penultimate year students are typically eligible to apply for longer internships that can range from a couple of weeks to
10/12weeks. These opportunities usually involve real work and the student is given responsibility and will most likely be
assessed in various ways throughout and ultimately have the opportunity to secure a graduate role. The application process
for these roles will typically be a lot longer than for an insight opportunity so it is important to check your eligibility so as
not to waste your time.
• Recently, more firms have also been opening the internships to finalists and graduates which is a great opportunity to try
something before you commit to a full time graduate role, so do look out for these opportunities.
• Most firms will recruit for finalists and graduates to fill their graduate positions. The application process will be similar to
that of an internship.
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Diﬀerent industries available
Whilst there are a huge number of industries you could consider we have listed a few along with the opportunities that are
typically available:

Investment Banking
•

•

•

•

•

When first approaching and trying to understand investment banking don’t be put off by the many acronyms and different
divisions that make up an investment bank. The many different parts can at first make them seem like confusing places.
However, a good starting point is to remember that not everyone who works at an investment bank is an ‘investment
banker.’
There are many different departments and some of them are listed below:
• Investment Banking Division (IBD): this department's role is to advise various different groups such as corporates,
governments and other financial institutions (among others) on Mergers and Acquisitions (M&A) and raising finance
to achieve their objectives. This part of the bank is very much advisory focused and also involves the Equity and Debt
Capital Markets (ECM and DCM). They offer advice on a broad range of issues and help companies to look at their
options and then put plans and strategy into action.
• Capital Markets: ECM and DCM. Both of these teams will look at the different ways a company (or other type of
institution) can raise the capital they need to carry out their aims and objectives. For example, if a company is
hoping to acquire another company then they must have the finances to do this. ECM and DCM use a wide range of
products to help their clients raise the capital they need.
• Sales & Trading (this can also be called Markets or Securities): this division in the bank is usually split into Sales,
Trading and Research. This part of the bank is on the public side (i.e. unlike the Investment Banking Division the
Markets only have access to information that is already public knowledge whereas the IBD is exposed to highly
confidential information that involves a company’s future direction and strategy). These three main departments
that sit within Markets all work together to help clients to achieve their investment objectives and generate financial
gains.
• The following departments are also usually found in an investment bank:
• Asset Management / Investment Management
• Private Banking
• Compliance
• Operations
• Finance
• IT
• Legal
• HR

Most investment banks offer Spring Insight Programmes / Spring Weeks to 1st year students on a 3 year course or 2nd year
students on a 4 year course. Most spring week applications open around mid-September and recruit on a rolling basis so it is
very important to get applications in as soon as you can. The week typically involves workshops and skills sessions, team
building exercises, talks from various departments in the bank and sometimes there will be an assessment centre at the end
of the week to give students a chance to be fast-tracked onto the summer internship programme for the following year.
Nearly all banks offer a summer internship programme aimed at penultimate or final year students that will last for around
10 weeks. The applications for these positions usually open in early September and it is important to check whether they
recruit on a rolling basis or not as it is important to get applications in early for those that do so as not to miss out.
Throughout the internship the intern will receive some training and then become part of the team and given real work and
responsibility. Internships are an excellent way to gain a true insight into the job and understand the day-to-day tasks that a
graduate might perform on joining the firm.
Finally, almost every bank will offer graduate positions. The application process for these positions is not dissimilar to the
internship. However, applications usually open a little earlier so it is very important to be organised so you don’t miss out on
any opportunities unnecessarily.
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Consulting, Accountancy and Professional Services
Consulting encompasses a wide range of jobs. Consulting combines industry knowledge to offer advice to a client. This
could be business consulting, management consulting, technology consulting etc. Consulting in Professional Services firms
often looks at ways to help clients drive innovation and growth, manage costs and operate effectively. Consultants may also
be employed to provide economic insights or business strategy insights.
Accountancy work / Professional Services is at the heart of how businesses are run. Professional Services firm means a
public practice or a firm of chartered accountants. They can range from being very small practices with ten partners or less
to being huge global practices such as the “Big 4” (Deloitte, EY, KPMG, PwC). Their areas of specialisms tend to include but
are not limited to:

•

•

•
•
•
•
•

Audit
Forensic Accounting
Corporate Finance
Business Recovery and Insolvency
Tax

•

Global demand for accountancy and financial management skills means that once you qualify in the profession you can
compete for roles across a broad range of services in every sector and business imaginable. You could work as an in-house
accountant in a company or you could work for a professional services firm as an independent auditor. Usually if you secure
a grad role with a Professional Services Frim you will do your accounting qualifications with them in the first few years that
you join.

•

Most Professional Services offer some form of insight programme whether this be a day or a few days but their programmes
differ to each other more than investment banking so be sure to research each one in detail.
• Like investment Banking, the shorter opportunities tend to bear less responsibility and give you a chance to learn
more about the industry and the different divisions as well as meet current employees.
Most Professional Services will offer an internship to penultimate year students and graduates. The internship will involve
more responsibility and some “real work.” Throughout the internship, the intern will most likely be observed and then if
good enough, will be offered a graduate position at the firm the following year.
Alternatively, all of the Professional Services departments usually open graduate position applications in late August/ early
September each year. Depending on the department there may be different requirements so be sure to check your
eligibility before applying.

•

•

Other opportunities
•

Commercial Law: Commercial lawyers are solicitors who advise companies, governments and institutions on business and
corporate-related issues. Transactional lawyers draw up and review the legal documentation that underpins the
deals/transactions that their client is involved in. Contentious lawyers help their clients solve business-related disputes with
other parties. Commercial lawyers usually specialise in one particular area of law. For example, if you specialised in finance
law, you would advise clients on deals such as mergers and acquisitions.
• There are many opportunities available to gain an insight into the world of commercial law.
• For first year students, commercial law opportunities tend to be insight days. Very few offer a longer insight
programme. Many law firms offer longer internships at Easter, summer or Christmas time. On receiving a grad offer
in commercial law, you have to complete the Legal Practice course which usually lasts for around 2 years (this is also
known as a training contract). The training contract is essential before you become a solicitor. If you don’t study law
but have received a grad offer, then you will also have to complete the Graduate Diploma in Law before starting your
training contract.

•

DUFS Career events: DUFS (Durham University Finance Society) also offer a broad range of insight opportunities into
various industries and sectors, as well as various firms. Please subscribe to our mailing list and join our Facebook group to
receive information about upcoming events and how to register. Whilst these events are more informal insight
opportunities, they can still be very informative in helping you decide on your future career and understand the
opportunities available for you. They also allow you to gain an insight into the firm’s culture as they often involve some
networking with current employees which can really help you in your decision as to where to apply.
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Networking
Having a large network is useful and important when working in the city. If you are planning to have a city career, you must start
building on your network. As well as having a good network in your office, it is important to have and make connections with
others working in the city in different firms and also in different sectors. Often you will find that bankers, lawyers, accountants,
government officials and other professionals will work together at some point. It is always useful to know a wide range of
people with different backgrounds and expertise as you will never know when you might need to call on them for help or when
they might need you for help.
Just like your network is very important for when you are based in the city, having a good network now is equally as important.
Even people in different year groups, colleges or fields of study at university might be able to offer advice about a range of
careers due to their own experiences applying or doing internships. So whilst it is important to try to make some connections
at, for example, career events DUFS facilitate (we will come on to this later) it is also important to have a good network here in
Durham. Attending Finance Society events is one way to meet people who would like to work in similar sectors and they may be
able to offer advice about their own experiences and help you make decisions.
Equally, you may end up working with people in your Durham network and if you already know a little about someone it
definitely helps you to build a good working relationship with them. Based in London or not, it is important to have a big
network as your network could help to put you in touch with the right people and opportunities if you decide to pursue a
career change or want to move offices etc. The longer and stronger these relationships are, the more willing people will be to
help you.
There are many different ways you can build your network but here are a few just to give you an idea:
• University – this is perhaps the most obvious and easiest way to build your network. Being a collegiate university
here at Durham it makes it far easier to meet lots of people and stay in touch. If you know people on your course or
in your college who have done similar internships, insight programmes and grad job applications to what you’re
hoping to do perhaps you could ask if they’d be willing to grab a coffee with you to chat about their experiences and
any advice they may have for you. If you’re not sure you know anyone who can offer you advice then make sure to
join the relevant societies and get involved. At Durham, we are very fortunate to have so many societies that aim to
help you pursue your career so get involved and you will be sure to meet people who can offer advice and help you
out. If you happen to secure an internship or a job where you know other Durham students now work, make sure you
drop them an email or a message before you start so you can build your relationship with them.
• DUFS maintains a database of current Durham students who have completed Spring Week or Summer
Internships, or obtained graduate roles. If you would like advice with regards to interviewing with a
specific firm or division, you can submit an enquiry through our contact form on the DUFS website. We will
hopefully be able to put you in touch with a student who has similarly interviewed with that firm in the past.
• For the students who have completed an internship, or successfully secured a job, please be open to offering
advice and helping out others as you never know who you will end up working with later down the line (even
if they are on the other side of the transaction or work with you on a transaction but in are in a different
industry).
• Firm events / DUFS Events – DUFS host a large number of events where firms come up to Durham to network and
answer questions. These events are free but sometimes you may have to submit your CV or give a brief summary of
your reasoning for attending. Sometimes there may be a presentation before the networking event. The aim of these
events is to give you an insight into a particular firm and give you the chance to interact with some of their
employees. Before these events you should research the firm and think of the questions you’d like to ask as these
events can be very helpful in giving you an insight into the firm’s culture and if you ask some good questions you may
well impress some of the firms representatives and this will show you have a strong interest in the firm. At these
events you could request the email addresses of the people you speak to. If you do, you should follow up thanking
them for their time and therefore reminding them of your name and perhaps remind them of what you spoke about
so you can keep in touch with them in the future should you have any more questions about the firm. Be mindful
that some firms will make a note of particularly impressive candidates and pass these on to HR which could really
help your application.
• Social Media – LinkedIn can help you to find out what kind of experience friends, family, teachers and university
alumni may have and you could connect with them to see if they would mind offering some advice. When
connecting, try to include a personal message as this will mean they are less likely to ignore your connection request.
Ensure to keep your LinkedIn profile up-to-date and professional as this may be the first impression someone has of
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Applications

When making applications, it is important to cover as many companies as possible, whilst ensuring that you still tailor each one
to their firm. If you send the same CV to 100 companies, 99 of them will have received the wrong one.
Every firm has a different application process but you might expect to fill in an online application, submit a CV, do psychometric
testing, telephone/video interview and then the final stage is usually an assessment centre at the firm’s offices. Not every firm
has all of these steps in their application process nor are they necessarily in the aforementioned order but it is likely you will do
a combination of these steps throughout all of your applications. All of these stages are designed to test your strengths and
suitability for the role and the firm.
Application and interview questions can often be very similar. They focus on the following areas:

Competencies, strengths and experience
• Competencies, strengths and experience – firms ask questions surrounding competencies and strengths to understand how
you have developed through your education and extracurricular activities. When preparing for these questions you should
remind yourself of your personal experiences and try to match them to the following competencies:
• Commercial awareness
• Organisation
• Teamwork
• Communication
• Drive and work ethic
• Leadership
• Time management
• Negotiation/persuasion
• Analysis and research
• Problem-solving
• When writing your cover letter (and also writing your CV), try to demonstrate all of the above competencies at least once,
and also focus on the qualities which are most applicable to the position you are applying for:
• Trading: working under pressure, assertive, quick learner, sociable, market insight
• Corporate finance (M&A): project-based tasks, communication skills, ability to work long hours, driven, attention to
detail
• Research: strong verbal and written communication skills, analytical, focussed

Career / industry motivation
• Career/Industry motivation – it is very important to know and be able to tell your story well. Firms will be keen to know that
you have a genuine interest and motivation for wanting to work in the industry. You don’t need to have wanted to work in
an investment bank since the age of 10 (no one would believe this!) but you do need evidence to support why you are
interested in this particular industry that you are applying to. For example, you could speak about attending some Finance
Society events or what you like to read in your spare time. When approaching this question, you must consider how your
experiences and perhaps your education so far has influenced you to look at this industry as a potential career.
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Firm mo&va&on / suitability
• Firm mo&va&on/suitability – ﬁrms will be very interested in why you want to work for them and not another ﬁrm. You need
to think about the following things:
• What is diﬀerent about this bank? Structure? Culture? Deal history? Have you met representaCves from this bank at
a networking session?
• If you have met representaCves before you could speak about how you found the people and culture
• Or if you have parCcipated in an insight day, perhaps you have visited their oﬃces and listened to a talk from
someone high up in the ﬁrm, did you ﬁnd this inspiring, what issues did the speaker focus on?
• Be sure to research the ﬁrm that you are applying to or interviewing at in great depth. This will allow you to give
reasons for applying and help you to diﬀerenCate it from its compeCtors.
• Consider the following when conducCng your research:
• News: recent big trades, new management, division changes etc.
• Deal history
• Company accounts: which division brings in the most revenue? Which division has the most employees?
Which division coped with the ﬁnancial crisis best? Is any of this useful to you?
• History of the bank: did they rebound quickly aLer the ﬁnancial crisis? Did they buy anyone? E.g. Bank of
America bought Merrill Lynch, J.P. Morgan bought Bear Stearns, Barclays bought Lehman Brothers’ North
American operaCons whilst Nomura bought their European operaCons
• Awards
• Corporate Social Responsibility: employee volunteering, environmental iniCaCves, sponsorship of cultural
projects etc.
• RegulaCon: commended by regulators for making changes?

Commercial awareness, technical knowledge and current affairs
• Commercial awareness, technical knowledge and current aﬀairs – ﬁrms always want to see evidence that you are
interested in the industry you wish to work in and have a good grasp of current aﬀairs and corporate news. By having a good
understanding of current aﬀairs, this will show that you have an interest in the economy and global economic trends. When
researching and reading current aﬀairs and corporate news, you should always try to think how does this aﬀect the ﬁrm I am
applying to.
• It is likely that ﬁrms will test your commercial awareness and technical understanding if you go to an assessment
centre. OLen there might be a case study that you have to complete individually or as a group and perhaps give a
presentaCon detailing your opinion.
• For example, you might expect to look at a company’s performance, or a potenCal merger or acquisiCon
• A case study could ask you to read a booklet about a company and then look at possible strategic next steps.
These next steps are oLen given to you but you must decide which course of acCon to take and why. There is
oLen no right answer. In these kinds of exercises they are just looking to see how you think and understand
your reasoning.
• If your degree doesn’t teach the technical skills that you will require for your chosen career, then developing your
technical understanding and commercial awareness can be a great way of showing that you’re interested in the
sector and are keen to learn more.
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CVs and Covering Letters

• A lot of firms will ask you for a CV when you submit your applications. Some may also ask for a covering letter, while others
may ask you to fill in applications instead of a covering letter.

CVs
• When writing your CV, you should consider the following:
• Don’t include a profile / photos
• Is everything relevant? Is the most relevant experience given the most space?
• Try to put a positive learning spin on everything
• Think about: What did you actually do? Include responsibility, not just participation
• Organise sections according to what best fits your experience
• Consistency with punctuation, alignment, grammar, layout etc.
• List all experience in reverse chronological order (most recent first)
• You should also try to include examples of all of the competencies we have talked about on the previous pages. Try to focus
on your ability to work in a team and your strong numerical abilities.
• You should also carefully consider your layout, below is an example for ideas:
• Name and contact details (incl. email and mobile) – make sure you use a professional email. International students
should ensure their visa situation is clearly stated. Make this stand out if you think it will work in your favour.
• Education – ensure you have listed your most recent education first and if you have listed any modules, ensure they
are relevant. You should also include any scholarships and awards in this section. A Levels and GCSEs should cover no
more than 2 lines and there is no need to list all of your GCSEs.
• Employment History – when detailing your employment history, ask yourself the following questions: is it clear how
long you worked? Were you promoted or asked to return? What did you actually do? Is this experience relevant for
the job in which you are now applying for?
• Work Experience/Voluntary and Charity Work
• Positions of Responsibility (if applicable) – include these to show off any impressive extracurricular activities
• Extracurricular Activities – Music? Sport? Art? Drama? Societies? DofE? Positions of responsibility? Charity or
voluntary work? Fundraising events? Events organisation?
• Interests – list a few key ones at the bottom (they’re always good conversations starters in interviews.)
• You don’t need to include a reference. You can just write References available on request at the bottom.
• When you have finished, consider the following before you send it off:
• Are the sentences concise? Does everything have a positive learning spin on it?
• Is all education and experience listed in reverse chronological order?
• Has it been checked for spelling, grammar and correct use of language? Is capitalisation correct? E.g. BSc not Bsc; J.P.
Morgan, not JP Morgan
• Ensure that you have the correct division names. E.g. Sales and Trading at Morgan Stanley = Securities at Goldman
Sachs = Global Markets at BAML
• Does it follow a consistent layout and format? E.g. consistent alignment, dashes, full stops, colons, indentations, etc.
• Is the most relevant information given priority on the page/the most space?
• Do your section headings clearly reflect what information the sections contain?
• Is it clear to read? Does it fill the page? Does it look well organised?
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CVs and Covering Le/ers

Covering Letters
•

When wri3ng your cover le/er, consider the following:
• Be enthusias+c: this is your chance to really convey your passion for the industry and job. Why do you want to work
14 hour days?
• Avoid name dropping: HR will ask that person about you. Will they deﬁnitely remember you? Will they have good
things to say about you? In addi+on, you must ask their permission.
• Does it give an accurate representa+on of who you are? Be an individual not a cliché. There are thousands of
applicants.
• What did you actually do? Responsibility, not just par+cipa+on
• Be a team player. Don’t take credit for a full team’s work.
• Thoroughly check spelling and grammar.
• Do not lie, do not exaggerate.
• The cover leLer should be one page ONLY.

•

There are many ways to write a cover le/er, however we have included the following layout as a guide:
• Structure:
• Contact details (use same header as CV; include name, address, mobile no. and email)
• Mo3va3on for the industry - Start with the experience/mo+va+on that dis+nguishes you from other
candidates. Iden+fy the key reasons why you want that job
• Mo3va3on for the company - What is diﬀerent about this bank? Structure? Culture? Deal history? Have you
met representa+ves from this bank at a networking session?
• Mo3va3on/suitability for the division, including your relevant experience – why are you par+cularly suited to
this division?
• Relevant skills from other experience - What else have you done that can be applied to the ﬁnance industry?
This is a good place to men+on voluntary work
• Always pdf both covering leLer and CV to avoid forma[ng changes when you upload them
• Get the name of the company and division right, e.g. J.P. Morgan, not JP Morgan; tailor to the ﬁrm, not just ‘Find &
Replace’

•

It is unlikely you will be asked for a cover leLer and have to ﬁll out an applica+on form as well (however, it is not unheard
of!). Usually if they do not require you to upload a cover leLer, the applica+on ques+ons will touch on: why this ﬁrm? Why
this division? And why you? They may also ask for something that has interested you in the news or something that you have
seen in the news and how it relates to the ﬁrm or speciﬁc division you are applying for.
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Online testing

•

•

•

•

•

It is very likely that you will do at least one or more tests for every application you do. Firms may use a mixture of
psychometric testing, situational judgement and strengths based testing. They do this so that they are able to reduce the
vast number of applicants as around half will usually be rejected at this stage.
Firms conduct testing so as to test certain skills that they believe to be necessary in the job. Sometimes they may ask you to
complete the tests prior to submitting your CV and application / covering letter. Others will only send you the links to the
tests once you have completed the online application.
It is important to note that whilst you often have the freedom to complete these tests online anywhere and anytime you like
(given it is within the deadline) you may have to re-do them if you are invited to an assessment centre. It is therefore very
important that you complete these tests alone as it would be a shame to get to the Assessment Centre and fail as a result of
being unable to complete the test again.
Whilst the psychometric tests are largely intuitive, it is beneficial to practice a couple before you start. You can find a number
of free versions online that will be similar to those the firms will send you to complete. It is also likely you will improve as
you complete more applications; however, it is better to do as much practice as possible first so as to perform to the best of
your ability for every application. It is also true that you will get better at applications and interviews once you have done a
few. This is why some people suggest not to apply to your “favourite” firms first and instead do a few to get used to the
recruitment process and what is generally expected of you. However this is completely down to personal preference.
You might expect to complete the following types of tests in your applications:
• Numerical reasoning tests – these tests tend to involve testing your ability to interpret data in a table, graph or chart.
For each set of data you will usually have three or four follow-up questions. Make sure you have a calculator to hand
and some scrap paper for your workings. Often, the arithmetic is fairly basic in these tests but you will be pressured
for time and they will test your ability to process information quickly and your attention to detail. Always spend
enough time looking at the data you have been given and read the questions very carefully.
• Verbal reasoning tests – an important thing to remember with verbal reasoning tests is that whilst they may often
cover topics you have prior knowledge about, you should not rely on any of your knowledge – only your ability to
interpret the text. Try to read it slowly so that you don’t miss anything and then look at each statement one at a time
(often, you have to say if a statement is true or false or cannot say, or if it is a logical conclusion for the text). Be
careful of double negatives!
• Logical reasoning tests – in these types of tests you are typically presented with a sequence of 4 or 5 images that give
rise to a pattern and you must choose the 6th image that will complete the pattern. Attention to detail is key with
these types of tests as often the element that will change each time will be very subtle. Always try to look for a
sequence first before selecting the 6th image. This should help to improve your accuracy.
• Situational judgement tests / behavioural tests – typically, in a situational judgement test, you will be given a real life
scenario or problem and you will have to decide which action to take out of a choice of 4 or 5. To prepare for these
types of tests it is recommended you spend some time beforehand familiarising yourself with the firms core values
and attitudes as well as the key competencies you would be expected to have in your role. When you consider each
scenario or problem, try to think of what your role demands and involves.
• Strengths tests – these are less common and can often seem like a personality test. As with the situational judgement
do try to keep in mind the key qualities you would be expected to have in your role when considering each question.
• Email / messaging simulation exercises – tests such as these can take on many different forms. However, the general
idea is that you will be presented with a messaging platform and throughout the test, messages will come into your
inbox and you will have to open each one and choose an appropriate response. This test is testing your time
management and your ability to work under pressure as you might get many messages coming into your inbox all at
once.
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Online testing continued

•

Some%mes you can get a combina%on of a few of those tests in one long test that might last around 45-50 minutes. Other
%mes you complete a selec%on of them separately and work through each of them. You may even get sent one test at a %me
depending on if you pass.

•

Most of the %me you can expect the tests to be in a mul%ple-choice format. However, there may be instances when you
have to type an answer.

•

Generally, people ﬁnd the ques%ons within the psychometric tests doable, the main challenge lies in the %me pressure you
are under to answer each ques%on. You must ensure you pace yourself so you answer as many ques%ons as you can as
accurately as you can. Always read the instruc%ons carefully to know how long you have for each ques%on. Some%mes each
individual ques%on is %med rather than the clock coun%ng down as you work through all of the ques%ons. You should also
be aware that oIen these tests will not allow you to go back and check/change your answers so try to be sure about your
answer the ﬁrst %me.

•

The key to successfully comple%ng the psychometric tests is prac%ce. The faster and more accurate you are, the higher score
you will get. So, have a look online for some prac%ce tests, oIen there are a couple for free and then if you want to
complete more there is a charge.
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Interviews: top .ps

•

•
•

•
•
•
•

•

•

•

Many interview questions will be focused around the four key areas we looked at in the ‘Applications’ section of this booklet:
• Competencies, strengths & experience
• Career / industry motivation
• Firm motivation / suitability
• Commercial awareness, technical knowledge and current affairs
When you are preparing for interviews, it might be helpful to have separate documents for each of those sections with all of
your relevant notes on so you can read through them often before your interviews.
Whilst it is great to be familiar with your answers for typical questions such as ‘walk me through your CV’, ‘why this industry’,
‘why this firm’ and ‘why you’, it is as equally important for your answers not to sound rehearsed. You need to come across as
natural and your interviewer will also be looking for confidence, composure and your ability to clearly express yourself as
well as examining the content of your answers. Therefore, it might be helpful to practice the delivery of your answers with a
friend so that you can learn to compose yourself and present yourself well to an interviewer when the time comes.
Structuring your answers in a clear and logical way will help you to present yourself well and successfully walk your
interviewer through your experiences.
It is likely you will get some scenario based questions that will rely on your ability to recall some experiences to display that
you have a particular quality or indicate what you would do in a certain situation.
Most of you will have heard of the STAR method. It stands for (situation, task, action, result).
When you are answering these scenario questions it is important to stick to this structure so that you actually answer the
question. A lot of the time a candidate’s downfall is that they fail to actually answer the question.
• You should start of by setting the scene and explaining the context of the situation you were in
• You should then briefly speak about your role in this situation or the task you had to complete
• Th action part of your answer is the most crucial as this is effectively the bit that answers the question for example
the interviewer may have asked a time you had to make a difficult decision and it is therefore your action that truly
defines your answer so you must clearly express exactly what you did and why
• Finally you will then draw the answer to a close by focusing on the impact this course of action had on the situation
and perhaps discussing what you learned or what you would do differently the next time you are faced with a similar
situation.
In an interview you can expect to be asked a variety of different styles of questions (except if you are specifically told that
this interview will only focus on competency or this interview will only ask you about your strengths, but usually it is better
to be prepared for every kind of question as you never know what direction your interviewer is hoping to take). You might
be asked a mixture of competency questions, technical questions, oddball questions (random questions such as ‘how many
bottles of water are there in the USA?’ they aren’t designed to catch you out and you aren’t supposed to know the answer
but they just want to see how you think through things logically), questions about your ethics, strength based questions such
as ‘what motivates you?’ or ‘what qualities would you bring to the firm?’ or ‘how would your friends describe you?’
(strengths based interviews are a little different to competency interviews and tend to focus a lot more on qualities and
personality traits rather than your experiences. These types of interviews are becoming increasingly more popular among
firms because they reveal to firms how you behave in certain situations and how you like to spend your time which gives the
firm an insight into your strengths and character and what you are good at, for example, they could also ask ‘what do you do
to relax?’ or ‘have you ever failed at anything?’). Firms want to find candidates whose strengths align with the types of tasks
they will be doing on a day-to-day basis. So when you complete strengths based interviews, your answers will provide the
firm an insight into your suitability for the role.
To prepare for interviews, the best things you can do is to practice. Write potential questions down and draft some answers,
practice in the mirror, practice with your housemate, course mate, a friend from college (basically anyone that will listen to
you and offer some kind feedback because sometimes others pick up things we ourselves may not be able to notice).
Ultimately, you need to know your story and practice telling it so others are convinced by it. The biggest question of all that
most candidates struggle to answer well is the ‘what brings you here today?’, ie ‘why this industry/role?’
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Converting your spring week / internship

• When you secure that Spring Week or Internship is will be a great moment since all of your hard work will have paid off.
However, you must now focus on everything you can do to be fast tracked into the next stage; whether that be converting a
spring week into an internship or an internship into a full-time offer. We’ve put together a few things to consider and be wary
of when you are there so that you have the best possible chances of converting.

A;tude, mo>va>on and enthusiasm
•

•

•
•

•

•
•
•

You’d be surprised at how much of a difference a smile can make. Whilst some of the tasks you might be set may not be the
most exciting, you still need to show enthusiasm as this is a very simple and easy thing to do but usually the candidates who
fail seem to have “the wrong attitude” or lack enthusiasm. If you aren’t enthusiastic now then those around you won’t be
convinced you will be enthusiastic further down the line and this could negatively impact the firm’s culture. A lot of the time
enthusiasm appears to be closely linked to how others perceive how motivated you are. The firm will be looking for a
genuine commitment to the work and so just being intelligent won’t make the cut. Your personality and the way you
approach your work will play a significant factor in the firm’s decision of whether or not to hire you. They will look to see
how well you get on with the firm’s employees and how much you fit into the firm’s culture.
Additionally, your behaviour during your spring week or internship will give the firm an idea of if and how well you will be
able to complete the work and if you will fit into the demanding environment as the high-profile clients you will be dealing
with will also have to trust you.
If you feel that during your internship you are not being set enough work to show your true abilities, ask for more. Make the
team aware of your capacity. This will also highlight your motivated attitude and eagerness to learn.
An important point to note around enthusiasm is that if you don’t appear to be enjoying the work or display a negative
attitude towards it then the firm will be far less likely to make you an offer because you haven’t given them any reason to
suggest that you would accept it.
It is very easy to show enthusiasm on your internship or spring week. All you have to do is get involved and speak to people
which will show you are making an effort to get to know your potential future colleagues. Also, be curious! Ask lots of
wellthought out questions but make sure you listen to the answers carefully because it will also be obvious if you are just
asking questions for the sake of it.
It is also important to always be professional and treat everyone with respect. You are being assessed at all times so be sure
to make a good impression.
Always be punctual – this will show that you are taking your work seriously and you will appear very unprofessional if you
frequently turn up late to things.
Ensure to be dressed smart and presentably – usually the firm will give you the dress code prior to starting but if they don’t
then don’t be afraid of asking.

Working with your fellow interns / group exercises at assessment centres
•

•

•

In many careers, team work is vital. Even at assessment centres you might have to work with the other candidates on a
group exercise. It is therefore very important to show that you can get on with your peers. You don’t have to be best friends
but you should demonstrate that you are very easy to get along with and are happy to work with anyone as you often don’t
have a choice for who you work with. At least not in the early stages of your career!
In an assessment centre, you may have to talk through a case study with your fellow candidates. In these situations
recruiters will notice if you are behaving towards other candidates adversely. You should instead make sure that everyone
has spoken and if there are quieter members of the team you should invite them to give their opinion. Particularly, during
spring weeks you may have to deliver group presentations. If this is the case, you should ensure everyone has something to
say and that you are all prepared for follow up questions.
A lot of firms might have enough spaces for everyone if they prove that they are good enough. If you act competitively and
selfishly then you are more likely not to get an offer no matter how smart or suitable for the job you are. At the end of the
day, you are likely to be working long hours and so the firm is seeking to recruit people who are easy to get along with and
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are willing to work with anyone.

The work
• No ma&er how enthusias0c and mo0vated you may seem, if you cannot do the work to a good enough standard, ul0mately
the ﬁrm will not be able to hire you. That being said, a lot of the material may be new to you on your internship (as it is for
most people!) so if you show willing and take on board any feedback you get and ask ques0ons that you learn from then you
will deﬁnitely improve as the internship progresses. You may not be familiar with all of the technical terms and the diﬀerent
things that would be expected of you as a full 0me analyst; however, if you show that you can learn and take on board what
they teach you then you will give yourself a good chance at securing a full 0me oﬀer (or an internship if you are doing a
spring week).
• If you do make a mistake, don’t panic. Some pieces of work you will be set will be harder than others and since you are new
to the role minor mistakes are somewhat expected but there are a number of ways you can ensure that your work is to the
highest possible standard:
• Proof read – check, check and check again. Make sure you’re familiar with the formaLng expecta0ons of the ﬁrm.
For example if they use a par0cular font or par0cular colours or if they always put charts in a certain size etc. If you
can get used to the ﬁrm’s presenta0on expecta0ons early on then this will improve the quality of your work and how
it is perceived. It might be good to make yourself a checklist to work through every 0me you ﬁnish a piece of work. For
example, ﬁrst check spelling, punctua0on and grammar and also ensure all of your informa0on is current and correct.
Then look at formaLng and ensure that you’ve added page numbers and that everything adheres to the ﬁrm’s style.
• Check to see if there are templates or precedent documents you can use to help you. This could make your work far
more eﬃcient if you don’t have to start from scratch. Equally there might be some training videos or best prac0ce
guides on the ﬁrm’s intranet so ask at the beginning to see what tools are available to you.
• Also think about who your work is for and then adapt your style accordingly.
• Whenever someone is explaining a piece of work to you, make sure you bring a notebook and pen to take notes so
that you don’t forget anything. You should also use this opportunity to ask ques0ons. Make sure you walk away fully
understanding the task and what is required of you. Even if you have to ask the person to explain a couple of 0mes,
it’s far be&er to ask ques0ons at the start than perform the task incorrectly later.
• If you do happen to think of another ques0on later, ﬁrst try to ﬁgure out the problem yourself. If you can’t, then ask
your supervisor. However, instead of interrup0ng frequently to ask ques0ons, make a list so you can sit down later and
ask them all at the same 0me rather than constantly interrup0ng them as this may be irrita0ng.
• It might also be worth keeping a brief work log so that you can refer back to previous work and provide evidence to
your supervisor of the tasks you completed and the projects you worked on.

Final interviews
•
•
•

At spring weeks, it is common for there to be an mini assessment centre or an interview at the end of the week. Equally it is
not uncommon for there to be a ﬁnal interview at the end of an internship.
Less so in a spring week interview since you will have only spent a week at the ﬁrm, but if you have an interview at the end
of an internship you must prepare a well considered and detailed answer to the ques0on of “why this ﬁrm?”
Whilst you may have been able to pull a few reasons together to get you through an assessment centre, aYer spending 10
weeks there they will want a much more thought out answer. You should focus on the experiences you have had, who you
have met, what you have worked on to piece together the ﬁrm’s culture. You might be asked about the projects you have
worked on so be sure to prepare detailed answers that show you understand what you have worked on and how these
projects contribute to the bigger picture.
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We wish you the very best of luck in your applications and future career. Please do not hesitate to visit the DUFS website (www.dufs.co.uk) for more
educational materials, for details about our upcoming events and for contact details should you have any queries.
Created in 2003, DUFS is the premier and largest financial skills and careers student society at the Durham University, representing and working for over
3,500 student members.
There are no membership fees: absolutely any student enrolled at the University can join us and attend all our events for free. We can operate thanks to the
generous Sponsorship of our sponsors.

