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Remember

A resumé will never get you a job, it will only get you an interview

Your resumé is an advertisement for YOU
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The “35 Second Test”
The typical job advertisement generates between 50 and 150 responses. In the process of

reducing the number fo a manageable group of qualified applicants, employers skim resumés for
between 30 seconds — 3 minutes each, looking for reasons to reduce the number of applicants.

They will put your resume aside — and your prospects for a job with it — if it is hard fo read, fo0
long, messy, vague, inaccurate, or unfocused.

Resumé Writing Guidelines

Do include
% Your name, address and phone number
*  Your employment history in chronological order
* Your qualifications and training you have done There b oo many weys to write &
% Afleast 2 referees resumé, we have included some
examples so you can choose which
You should not include you like best. Many people hevs
.- Date and place of bith more than one resumé and this is
: : because they tailor their resumé to
- Marital status and number/names of children : ;
o : ; suit the position they are applying |
- Your citizenship or residency
- English language training fox; You may be applying for
Ao different types of work so having
- Health resumé specifically tailored to th
- Spouse's occupation [a):vrﬁa:utl:r posifion _ Wik iy
- Reasons for leaving previous employment ' o

7{ - Hobbies unless they would relate to the job
- Salary expectations
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RESUME .
Name

Address

Education means high school and university. You can state

— following order:
Example / Pro forma *  Your highest qualification

on and ‘l‘mlnlng

The name of the course / certificate / degree

Name of the institution.

Contact Details

Profile (or Skills Summary)
Profile in prose (2 to 3 lines) or
Skills Summary in point form

Educational Background
eg: Secondary, Trade, Licence, Tertiary

Training Courses

Technical Skills
eg: Computer, Clerical

Professional Memberships

Employment History (from most recent position)

Relevant Work History : '

* Present this clearly and make sure that your work history is
relevant fo the position you are applying for.

% The information must be of benefit to the employer.

% List your accomplishments rather than describe your
responsibilities, you can do this in terms of “increased profit’
or “increased production” or “procedures improved by”.

*  Almost every job requires communication skills — check that

over 2 fong period of fme. Some &
being a carer of parenting and volu
' that the skills. yo

Date To / From Company
Position

Responsibilities  + (in point form)

¢

Achievements * (in point form)
¢

NB: Recommend point form rather than prose or
personal pronouns in employment history. Provide

Other Skills or Competencies

* Include any licenses you have that may be relevant to the position
you are applying for.

% Fluency in another language if this is relevant and ensure that you
specify if you “speak and/or read and/or write” In some positions a
second language is a big bonus, for example: flight attendants,
working in a hotel, community based organisations that provide a
service fo non English speaking backgrounds (NESB), and any job
that is based in a specific ethnic community for e.g. Real Estate
Agent or Sales Assistant.

% List all the software programs you are experienced in and include
how many words a minute you can type if relevant. ;

more information on most recent positions, ie: going

back 10 years
Personal Statement

Referees /
or Statement "Referees on Request"

Personal Statement

A personal statement can replace the traditional “hobbies and
interests” section of a resume.

You may have community interests or hobbies that show initiative,
creativity and organisational ability. Your personality is a very

important part of YOU, use it to your advantage.

| Your referees

au taught you in a course.

or you can state that details

Make sure the person is willing to act as a referee for you.
Choose referees who have worked with you (eg a direct supervisor) or someone who

your referee agrees you can include their name, position and contact phone number
of referees are available on request.





[image: image3.jpg]JOB APPLICATION LETTER

The aim qf your cover letter is to make the reader interested enough to want to read
and convince them to contact you for an interview.

your resume

Why must you send a covering letter?

% You can use your cover letter to highlight the key points of
relevant to each vacancy

* Your letter can give an emp e sort of person you aré by the way you

present yourself on paper

% |fthe employer is impress

% Use your letter 1 clear

information to support this.

% Each letter should be speci

your resume that are the most

loyer an idea of th

rresumé with care

ed with your letter they will read you
idered for a position, giving

ly state why you should be cons

fically written for each job application

Key points for writing your letter
% Apply as quickly 2s possible when you see a position advertised
 Your letter should ideally be oné page in length unless you are a
Up to six paragraphs is enough to keep the readers aftention
« Address the letter to the name of the person stated in the advertisement. If no name is
stated ring the Company and ask for the name of the Recruitment Officer
% Use simple words and keep your sentences short - avoid wordy descriptions and vague
statements
* Avoid negative senten
% Spend some time wor

rather than just stating wher
 In the middle section of your letter state relevant info

previous experience, skills and qualities that will directly

applying for to show why you should be considered
% Ask someone fo proof read your letter for spelling and grammatical errors
* Atthe end of your letter state what you would like 0 happen next (that is to be Invited for an

Interview)

ddressing selection criteria.

ces such as “l may not have much experience but’
king out your opening sentence and try and make it 2 little different
e the job was advertised.
rmation about yourself with evidence of
olate to the position you aré

The following is a list of things employers would really like to be told in your letter, but

rarely are:
%« Why you would like to work for them

% Your knowledge of any of the organisations products or services

% A clear statement of the type of employment you are applying for e.g. full time, part time,
casual efc

% Times and dates you are ava

 How they can contact you qui

ilable for an interview
ckly by phone, mobile, fax or email
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Graduate Traineein the

FINANCE sectfion ... Is this
the type of career opportunity

Position
L
-
_ What does this symbol
. mean? Where have | seen
ntbefore‘? . \

career in accounts
}-]ow does that smt

_4,_@___,_%

o

s T

GRADUATE TRAINEE

Due to the expansion of our organisation we
have an immediate vacancy for a graduate
trainee in the Finance Division of our Company.

The applicant should have completed an <—
economics degree with accounting the major
interest.

™ This is an excellent opportunity for a young
_w person wishing to enter into a career in the

accounting field.

: : A7)
We are a progressive and expanding company

offering ideal working conditions, staff canteen,
off-street parking, staff purchasing facilities and
social club.

For further information please phone
—»  Mrs A Marks of the Personnel Division
on 406 5666 after 9.00am. T

/v RANK INDUSTRIES
AUSTRALIA PTY. LIMITED
12 Barcoo Street
Roseville NSW 2888

/ 1am looking for?

Have 1 completed -
.~ the required
training?

& Sounds as ﬁtbefve
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NETWORKING, SELF
. MARKETING &
THE HIDDEN JOB MARKET

iy

About 70% of jobs are not advertised - this is the hidden job market.

This helps you to:

* discover current job vacancies
* find out about future job vacancies

* build confidence

* indicates your keenness to work @ O
®)

% % % % otk %

Car mechanic

: dunmrtaamanie and commiinit
Radio advertisements and community

announcements
 Noticeboards

Remember it's
not WHAT you
know it's WHO

you know

Shopping centers

Job Network / Employment agencies
Newspapers both local state &
national

\Website job vacancy sites
Centrelink touch screens

Local factories

Community halls

Local council

Volunteer organisations

* % %

% % % % Ot %

A good exercise is to choose 5 people / organisations from your network and phone them up!
Sometimes someone will have heard about a position that may be going soon.
You can record your results in the following table:

Making your network work for you

| Name

Phone no.

Date of | Inquiry Answer Follow up
contact needed

Cold Canvassing

To access the hidden job market you may also approach employers directly. This may be by
phone, writing or by calling into the office.

Canvassing gives you the opportunity to approach an employer who may have a position

available now or in the future but has not advertised yet. When targeting companies you need to
firstly think about the industries and organisations you would like to work in.

© JOB fiutures 2003
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1 Find out as much information about
position as you can

During the interview, show that you know the size of the company, its age, its owner, what

do, what its present needs and challenges are. You will be more impressive. Only about one in

20 interviewees do research prior to an interview.

2 Make your first impression count (personal presen‘l'aﬁon)

The way to present yourself in an interview influences the decision to hire. Wear clothes
appropriate to the position you seek.

% Clean shaven/neatly trimmed beard * Hair well groomed

* Clean polished shoes * Subtle makeup / perfume .

* Clean pressed suit or appropriate * Clean pressed suit or appropriate
clothing suitable fo the job clothing suitable to the job
environment (ensure your clothes environment (ensure your outfit is
are coordinated) coordinated)

* \Very subtle after shave +* Very subtle perfume

* Use deodorant / antiperspirant * Use deodorant / antiperspirant

* Don't wear too much jewellery * Don't'wear too much jewellery

3 Make sure you can get o the interview

Go through a frial run getting to the place of your interview. Go at the time of the day that the
interview is scheduled for. This will ensure that you have taken into account traffic
considerations, parking etc, especially if you don't know the area. The benefits of this are:

* You will know exactly where you are going

% You will know how long you need to get there

* You will know where to park

4 What to do at the Job Interview

At an interview, employers are looking to see if you:
* Have the technical skills
* Have good judgement
* Are motivated to meet their needs
* Fit into their organisation

© JOB futures 2003
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Preparing answers to interview questions is possibly the most important preparation you can do.
Some of the most common interview questions are listed below.

The best advice we can give is to write down your answers to the top 25 questions you may be
asked. Talk these over with one of our consultants to get some feedback.

Why have you applied for this job?
a Srmpar e o
What do you know about this positi
“Have you ever done this 1ype of work S ‘
What kind of machines / equipment / computer packages can you operate?
“What experience. have you had in this area of work? bl AR
Can you work in a pressured environment? (Please give an example)
How well do you work with other people?’ T
What does team work mean to you?
o1l U< about a Time where you disagreed with someone af work: What happened? 10
What do you do to make sure that you meet competing deadlines?

b

Why did you leave your last ph2it i N e A T o

What are your goals and plans for the future?
Name 5 things your previous employer would say. Yo-describe you o Sib el Surs R
Why have you been unemployed for so long

Miﬁbi@eﬁﬁm}sbméekdﬂipies of your skills and abilities 0 8

S

What do people say are your greatest strengths and weaknesses and what do you think

= R T P W

£el nyourma;oraccompi ishment2: = -
What were you earning in yo

last iob and what level of salary are you looking at now?
%m” : nc —— e e g T

I S

What do you feel is necessd;'y to be successful in this job?

Everyone has lost their temper or had a bad experience with a customer / client at some
sTa. Can you give me details of when it happened fo you » ) i N

How do you go about ilemen'rin :

Provide an example of how you mana ed a staff member who il i late, not
contributing fo the work- load and was bringing down the morale of the feam?

is our fiiion of su
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Starting a new job can be confusing and difficult because you have a great deal to ﬁmwm. in and
remember, and of course you may also be a little nervous. It is also unlikely that the ma% _.oc you
get will be your preferred job, however it is likely that it will be a foot in the door, so it Is very
important that you build on this first step to achieve your longer term goals.

Before You Start

You should receive a letter of appointment/offer and ensure that your conditions of work and
salary are clearly stated.

You would expect to see:

Hours of work

Leave entitlements

Salary and salary review period

Probationary period, which is usually three months but this may be extended at the
employers discretion.

* % % %

If the employer does not send you a letter with this information
details.

, contact them and request these

Your First Bay Checklist

What day do | start?

What time should | start?

Have | confirmed who | report to?

Do | know where | am to report?

What will | be doing on the first day?

Will there be an induction/training program?

|s there a specific dress requirement or uniform provided?
| will need to provide the following:

Tax file number

Banking details including BSB, Account number & Branch
Superannuation fund details

* % % % % b b % % % %

some Industrial Relations Information

Industrial relations refers to the relationship between employers and employees. It is a
recognition, understanding and respect of each others rights and responsibilities. These rights
and responsibilities are generally documented in an Award or an Enterprise Agreement.

© JOB futures 2003 . ‘—%NW N f %y
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The best way 10 advance your career is to do your current job as well as you can.

This will give you good work skills, an unde ' '
- ; rstanding of the industry and a good reference when
you are applying for the next position in your career path. “ ;

How can | do my jok well?

Your new work environment may be quite different to your previous work environment and it is
important that you don't expect that processes and protocol will be the same.

Stand back, observe, be flexible and take in as much as you can and you will soon find yourself
fitting in comfortably.

Your first day is your opportunity to make a great impression. It is hard for people to get to know
-+ 3 small amount of time, however, the way you present and carry yourself on the first

i
day will make a big impression

How will | stand outs
% A positive attitude is a great start
% Be consistently punciual

| and keep absences o a minimum

unavoidable make sure you clearly communicate this to your
supervisor, and / or obtain their permission

Your ability to get along well with staff

Show enthusiasm and interest and keep

asking questions

Your initiative and suggestions for improvements once Yyou have assessed the existing
processes and have gained the credibility for knowing what you are talking about

Learning as much as you can about your present job
Be sincere, don't grovel

Taking on extra duties and responsibilities when you

Don't make or receive personal phone calls until you have cleared this with your supervisor
and they are aware of your hard work. You should keep personal calls to a minimum and
ensure the length of the call is under 3 minutes unless it is an emergency

Be prepared to stay back after work if necessary

Try and find ways fo get along with everyone, most im
supervisor / manager

Be a team player

Don't become involved with gossip, stay professional and neutral
If you smoke enquire about smoking arrangements in your workplace
Find out where to keep your lunch and personal belongings
Initially, your opinions in the workplace may not be considered. |
of employers and workmates, but once

* 4 *

* A A

see opportunities for advancement

* %

portantly your team members and

* % 4 %

t takes time to earn respect
earned, you may then be given more responsibility.
How to | Advance in the Job

% Do your very best in your present job. Do a little more than is expected of you and do it
cheerfully. Be helpful to co-workers

% Be nice fo everybody. The most frequent reason for failure to advance on the job is inability
fo get along with people.

© JOB futures 2003
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