INSPIRING THE FUTURE

Tips and advice for volunteers

Ian Stapleton

Thank you!
Thank you for volunteering with Inspiring the Future to give
an hour of your time to go into a local school or college to
help inspire the next generation of management
accountants.
There are four main types of events you may be invited to:
• Talks
• Networking
• CV and interview workshops
• Careers fairs

This presentation will cover what you might expect from each
type of event and how to be best prepared.

What happens next?
• Once you’ve set up your profile on Inspiring the future
local schools and colleges are able to send you invites to
events.
• Invitations are easy to manage through the Inspiring the
future website
• It’s up to you whether or not you accept the invitation
• So once you’ve accepted an invitation what do you need
to do?

Before the event
• Email the name of the school, address, telephone number, a contact
name, event date and name to:
–
–

bdc@cimaglobal.com
Ian.Stapleton@cimaglobal.com

• CIMA’s Business Development Co-ordinators (BDC) will then post CIMA
brochures directly to the school (or your home or work address if
preferred). If possible please give an indication of how many you will
need.
• Please give at least five working days notice to ensure the delivery
arrives on time for the event
• Ensure you:
– Familiarise yourself with the school and where you need to go
– Arrive about an hour before the start time
– Meet the school contact and locate the CIMA delivery
• Note: You won’t need a DBS check as you will be accompanied by a
member of school staff the whole time.

Resources
• There are a range of resources available to ensure you
have all the information you need for a successful event,
including:
– the CIMA brochure
– apprenticeship brochures
– school leaver case studies
– Videos about CIMA that you can show at your event
– Activities to do during your event (additional activities in development)
– Inspiring the Future resources sheets

• Also make sure you watch the training video that supports
this presentation.
For information visit: www.cimaglobal.com/itfresources

CIMA brochure
• Make sure you are familiar with the CIMA brochure which
is a great source of information. Don’t forget to email us so
we can send some to the school for you. Please include
‘Inspiring the future’ in the subject line so we know what
your email is in reference to
• In particular familiarise yourself with pages 18 – this
outlines the different sectors and employers we work with.
• Also page 19 re salaries as there are often questions
about money.
• Download a PDF of the brochure here.

CIMA Apprenticeship
• It is also worth being aware of the CIMA Higher
Apprenticeship in Management Accounting – a nonuniversity route into the world of business and finance.
• In Scotland it is known as the CIMA Technical
Apprenticeship in Management Accounting
• It is aimed at people aged 18+ with five GCSEs at grade C
or above including maths and English, or equivalent.

• Employers will usually specify their criteria.
• For more information, download the brochure for England
and Wales here or for Scotland here.

School leaver case studies
• You may also find it useful to reference our case study
leaflet that gives examples of school leavers and
graduates that have studied CIMA.
• Download a copy of the case study leaflet here.

Find us on Facebook
• Encourage them to ‘like’ us on Facebook to keep up to
date with the latest information, competitions, jobs with top
CIMA employers and everything else that we’re up to.

www.facebook.com/CIMAUK

Data capture cards
• For any pupils that express interest in studying CIMA and
ask to keep in contact, encourage them to complete a data
capture form (and like us on Facebook!).
• Note: Data capture forms can only be completed by
pupils aged 16 and above. If in doubt check with the
school.
• Copies of this will be sent to the school for you.

At the event
There are three simple stages that will help you have a successful
event:
1.

Approach: a simple hello and then ask an open question
such as ‘what are you studying’ or ‘what would you like to do
when you leave school’

2.

Engage: use the information about CIMA that is relevant to
them. Ask them what they are studying/interested in.

3.

Secure: capture their details where possible by asking them
to complete a data capture form.

General hints and tips
Effective communication:
• Research shows that 80% of success at events is down to the
individual
• Research also shows that students are motivated (or not) to
work for a company by the people they meet
Body language – its not just what you say:
• Communication is:
– 7% words
– 38% tone
– 55% body language

• Don’t forget to smile! 

General hints and tips
• Make sure you dress appropriately, i.e. smart casual
• Use appropriate techniques to get the most out of each student,
i.e.:
– Use open questions
– Demonstrate active listening

• Show enthusiasm
• Be positive
• Be professional
• Be energetic

TALKS

What to expect
Short careers talks or insights normally take between 20
minutes and one hour – including a Q&A session.
• Room layout: lecture style seating arrangement possibly
in a large hall, canteen or library
• Who: students that have shown an interest in business
and accounting as well as some who aren’t sure. Start
from the beginning and explain what you do in digestible
chunks.
• You: they want to know about you, what you’ve studied,
how much you get paid, summary of your role. Stay
relaxed and enjoy it!

Structure – 1
So what should you cover in your talk?
• Set the scene so the student understands your journey
– Outline your background, education and career

• Introduce CIMA
–
–
–
–

Explain what CIMA is
Why did you decide to study CIMA
How does it apply to your current role
How you have benefited

• Outline how your career has progressed since becoming
a CIMA member.

Structure – 2
Don’t forget:
• The students are interested in your career path - have fun with it
but keep it simple
• Feel free to talk about any hobbies you may have – this will give
your talk some balance and keep the students engaged.
• Explain any key terms you mention e.g. management
accountancy, relationship management etc.
• Be prepared to answer questions such as:
–
–
–
–

How much do you earn?
How long does it take to study CIMA?
What qualifications do I need to study CIMA?
What car do you drive?

• Don’t forget to use and refer back to the CIMA brochure

Presentation skills - basic tips 1
Don’t worry if you don’t have much experience doing presentations,
here are some basic tips to help:
• Structure – have a logical order with an introduction, a middle and
a conclusion.
• Practice – try and learn the introduction and conclusion by heart
• Notes – have brief notes if preferred, but don’t read your talk out
or look at your notes too much – make sure you look up at the
students.
• Eye contact - Look at everyone in the audience from time to
time, not just at your notes or at the slides if using them. Look
around the room and try to involve everyone, not just those
directly in front of you.

Presentation skills - basic tips 2
• Body language – smile, look confident (even if you’re not!) and relaxed,
stand up straight.
• Move around a bit – don’t hide behind the podium! Don’t put your hands
in your pockets.
• Speech – speak clearly, confidently and not too fast. Don’t use jargon.
• Interaction – Build a rapport with the students, get them involved by
asking and encouraging questions.
• Use silence to emphasise a point. Don’t feel you need to fill every gap.
If you lose your place or forget what you’re saying, don’t panic, just
pause for a moment to gather your thoughts before carrying on.
• If you make a mistake, don’t apologise too much, just briefly
acknowledge the mistake and carry on.

CAREERS NETWORKING

Careers networking

You may be invited to take part in a ‘career speed
networking’ event. This usually involves 10 volunteers
rotating around tables of between 2 and 10 people,
answering questions from students about your job,
career and the educational route that you took.

What to expect
• Room layout: you will be seated at a table and students
will come and ask you questions about your area of
expertise. Or, you may be asked to move tables every 3-5
minutes – a bit like speed dating!
• Who: students will have an idea of what career they are
interested in and will be prepared beforehand with
questions to ask you.
• You: Bring a notepad and pen – they may even ask you
for your business card. Relax and be yourself.

CV AND INTERVIEW WORKSHOPS

What to expect
• Room layout: you will be seated at a table and students
will come and ask you questions about your area of
expertise. Or, you may be asked to move tables every 3-5
minutes – a bit like speed dating!
• Who: students will have an idea of what career they are
interested in and will be prepared beforehand with
questions to ask you.
• You: Bring a notepad and pen – they may even ask you
for your business card. Relax and be yourself.

Resource sheets
Make use of the resource sheets that are available:
• Hints on writing a good CV.
• Examples of good and bad CVs.
• Example covering letter.
• Hints on personal impact and presentation.
All of these are available to download from our webpage.

CAREERS FAIR

What to expect
Schools may host careers fairs which normally involves 2050 professionals from different sectors with students moving
round.
• Room layout: table and chairs normally in a large hall
with other exhibitors
• Who: students will be allowed into the hall for a 1-2 hour
period. Don’t stand behind the table or sit down as it may
stop student approaching you. Stand by the side of the
table and smile.
• You: Find the CIMA brochures and data capture forms and
lay them out on the table. Relax and be yourself.

Q&A

FAQs
• Whatever type of event you are attending usually involves being
asked questions.
• They will often ask questions about you – and only you can
answer these! E.g.
– How much do you earn?
– What did you study?
– What was your first job after studying?
– What car do you drive?
• Difficult questions – you are not expected to know every answer
– don’t make one up!

Further information
• CIMA Certificate in Business Accounting:
www.cimaglobal.com/Study-with-us/CIMA-Certificate-in-BusinessAccounting/
• CIMA Professional qualification:
www.cimaglobal.com/Study-with-us/2015-syllabus/
• Study options:
www.cimaglobal.com/Our-locations/UK/Student-resources1/How-to-studyCIMA/
• Fees:
www.cimaglobal.com/Students/Cost-of-study/Student-fees/2015-fees/

AFTER THE EVENT

After the event
• Complete the evaluation form from the school
• Collect any completed CIMA data capture forms and
return them to us at:
– BDC, CIMA, The Helicon, One South Place, London,
EC2M 2RB.

• Leave any remaining brochures with the schools careers
advisor – they will normally have a careers library.
• Email feedback to:
– bdc@cimaglobal.com
– Ian.Stapleton@cimaglobal.com

Queries?

• If you have any queries please email:
– bdc@cimaglobal.com
– ian.stapleton@cimaglobal.com
• Please include Inspiring the future in the subject line so
we know what your email is in reference to.

Dziękujemy!

Thank you!
Спасибо!

謝謝！
!ﺷﻜﺮا ﻟﻚ

Ian Stapleton
Email : ian.stapleton@cimaglobal.com or bdc@cimaglobal.com

