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Workshop Outline

- Effective Communication Externally
- Application Support
- Verification and Matching
- Tracking your Verification
- Practical Session
- Feedback from Practical





General Principles of Communication

● Be professional

● Be polite

● Explain who you are plainly

● Avoid the use of overly complicated language: Keep in simple

● Avoid the use of “ELSA Language” such as acronyms

● Customise each email to the recipient

● Leave multiple contact options



Job Hunting Communication

● Use the general principles as previously outlined
● Do research on the firm/academy/business you are targeting in order to sell 

ELSA Traineeships, Career Launch or Lawyers at Work
● Make our offer specific to their needs
● Invite them to a meeting to discuss their requirements
● Sell the scale of the number and type of trainees they would have access to



Student Hunting Communication

● Be welcoming and friendly
● Thank them for their interest in the programme
● Answer their questions directly
● Invite a response if they have further questions
● Be constructive in your feedback
● Never respond to aggression







Example Verification Tracking

 Student Legal Skills Proof  of  Legal Skills Language 
Skills CV Motivation Letter Approved

Joey 
Tribbiani

40% None No None

Two sentence ML, mainly 
concerned with the 
restaurants of the 

destination.

Rejected

Chanandler 
Bong

70% Attached but basic
Yes for 

TN-EI/09, No 
for TN-TR/01

Attached (poor 
format)

Good ML, talks extensively 
about their own experience 

but does not contain 
anything specific about the 

TNP

Approved TN-EI/09, 
Rejected TN-TR/01

Ross Geller 100% Extremely clear Yes
Attached (Clear, 

EUROPASS)

Excellent ML, targeted, 
clear and contains detailed 

research on the TNP.
Approved for all



Research and “Real” Student Hunting

● Give students feedback
○ Missing legal/language skills

○ Motivational letters and CV

● When changes → send PDF as receipt
● Help with further traineeships

○ Research with statistics an website

● Give tips on where to apply (Number of applications)







Verification

How to verify:

● Read the new guidelines
● Use the checklist
● Remember the key rules, 60% Legal Skills, 100% Language Skills
● Make sure your Local Officers understand what is required of them, check 

before Student Hunting begins
● Give them exemplar versions of Proof of Legal Skills and Motivation letters so 

that they understand what the standard is



Exemplar Proof of Legal Skills

Family Law - General: Completed compulsory module during my LLB.

Commercial Law – Advanced: Studied as part of the undergraduate course in 
Ukraine, currently completing an LLM in International Commercial Law at 
Cambridge.

Contract Law – Advanced: Completed compulsory module during my LLB, have been 

teaching as part of the course on Civil Law of Ukraine for a decade. Currently 
studying topics in English contract law as part of the course in History of English 
Civil and Criminal Law at the LLM in Cambridge.



Matching

● Read the new guidelines
● Understand the process so that you can explain it if required
● Excellent source of feedback
● Explain the rules to the Local Officers so that the can justify 

asking for revisions from applicants



 Points Motivation Letter CV Legal Skills Language Skills Proof  of  Legal Skills

0 No ML No CV 0% - 59% Match Does not possess the 
requirement. No Proof

1 Very poor ML, one sentence Very poor CV, one 
sentence. 60% Match Possesses required language Basic description

2 Poor ML, less than five sentences Poor CV 70% Match Exceeds skill level on 
required language. Excellent description

3 Below average ML, between five and ten 
sentences Below average CV 80% Match

4 Average ML, one to two paragraphs. Generic 
content Average CV 90% Match

5 Mid-range ML, generic, possibly copied Mid-range CV 100% Match

6 Above average ML, relevant content Above average CV Exceeds skill level on 
required legal skills.

7 Good ML, relevant content and specific to the 
TNP Good CV

8 Very good ML, relevant, specific to TNP with 
clear customisation Very good CV

9
Outstanding ML, relevant, customised with a 

clear application of  skills to the requirements of  
the TNP

Outstanding CV

10 Flawless ML Flawless CV



Practical Session

● Each team will get an email which is identical
● Responses will not be identical
● Remember the principles of effective communication
● Keep a note of the issues raised for the debrief



Practical Session Email

Hello,

My name is Harry Potter and I was recently chosen for your traineeship at the Linklaters, however, I have heard nothing 
from anyone about this since I got told by automated email that I had been chosen. When I reached out to the ELSA 
Group in London, they were rude and had no idea what I was talking about. I think it is really unprofessional what you 
are doing and you honestly shouldn't run a program like this if  you do not know what you are doing. If  I hear nothing 
from you, I will simply not attend the traineeship.

Kind regards,

 Harry Potter



Practical Session Email



DEBRIEF






