The “35 Second Test”

The typical job advertisement generates between 50 and 150 responses. In the pr

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

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

Resumé Writing Guidelines




Educational Background
eg: Secondary, Trade, Licence, Tertiary

Training Courses

Technical Skills
eg: Computer, Clerical

Professional Memberships

Employment History (fom most recant position)

sition 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
ou have included evidence of your skills in your resume!

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: fiight attendants,
working in a hotel, community based organisations that provide a
service to 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 & minute you can type if relevant.

more information on most recent positions, ie: going
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| & Why must you send a covering letter? .
: % You can use your cover letter to highlight the key points of your resumé  that are t
relevant to each vacancy '
% Your letter can give an employer an idea of the sort of person you are by the way you
present yourself on paper

* |fthe employer is impressed with your etter they will read your resumé with care y

% Use your letter to clearly state why you should be considered for a position, giving i
information to support this.

% Each letter should be specifically written for each job application

Key points for writing your letter
* Apply as quickly as possible when you see 2 position advertised |
% Your letter should ideally be one page in length unless you are addressing selection criteria.
Up to six paragraphs is enough to keep the readers aftention 1
* Address the letter fo the name of the person stated in the advertisement. |f 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 sentences such as “l may not have much experience but’
* Spend some time working out your opening sentence and try and make it a little different
rather than just stating where the job was advertised.
« |n the middle section of your letter state relevant information about yourself with evidence of
previous experience, skills and qualities that will directly relate to the position you aré
applying for to show why you should be considered
% Ask someone to proof read your |etter for spelling and grammatical errors
% At the end of your letter state what you would like to happen next (that is to be Invited for an
Interview) )
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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.




Networking / Self Marketing
This helps you to:

* discover current job vacancies

* find out about future job vacancies
* build confidence

* indicates your keenness to work

Who is in my network ?
Family

Friends

Local business people
Hairdresser
Doctor/dentist
Neighbours

Car mechanic

Radio advertisements and community
announcements
Noticeboards

R g

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 H
Volunteer organisations ol

* %

* % % bkt

A good exercise is to choose 5 people / organisations from your network and phone them up?h
Sometimes someone will have heard about a position that may be going soon. " g

You can record your results in the following table:

Making your network work for you

i
Al

Name Phone no. | Date of | Inquiry Answer
contact
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2  Make your first impression count (F

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

Clean shaven/neatly trimmed beard Hair well gr

*

* Clean polished shoes Subtle makeup / perfume

* Clean pressed suit or appropriate * Clean pressed suit or appropriate
clothing suitable to the job clothing suitable to the job
environment (ensure your clothes environment (ensure your ouffit i
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 to the interview

Go through a frial run getting to the place of your interview. Go at the time of the day hat the
interview is scheduled for. This will ensure that you have taken into account traffic -
considerations, parking efc, 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 : _:.l* h
* You will know where to park R






Starting a new job can be confusing and difficult because you have a great deal to take in

i

and

remember, and of course you may also be a little nervous. Itis also unli!<ely that the ﬁrsf( jpb 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. |

e e

If the employer does not send you a letter with this information, contact them and request these |
detalils. |

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? :

*
*
*
*
* Wil there be an induction/training program?
*

|s there a specific dress requirement or uniform provided?
de the following:
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How can | do my joh well? P ) -
‘four new work environment may be quite different to your ious
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 yourse
fitting in comfortably.

Your first day is your opportunity to make a great impression. Itis hard for people to get to know
you in such a small amount of time, however,

the way you present and carry yourself on the first
day will meke a big impression.

How will | stand out?
A positive atiitude is a great start

*
* Be consistently punctual and keep absences to a minimum
*

Where an absence is 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 you have assessed the existing
processes and have gained the credibility for knowing what you are talking about

* Leaming as much as you can about your present job

* Be sincere, don't grovel

* Taking on exira duties and responsibilities when you see opportunities for advancement
*

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 fo stay back after work if necessary .
* Try and find ways to get along with everyone, most importantly your team members and
supervisor / manager
* Be ateam player

* Don't become involved with gossip, stay profession: _neuiral

ork environment and itis
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