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Employment and Careers Service for Students  

 

 

 Joblinx - Employment & Careers Department gives James Cook University 
Brisbane students the opportunity to receive assistance in finding part-time work 
or Australian Work Experience during study as well as graduate assistance.  After 
the work preparation class, students can register for individual, confidential 
appointments with an experienced Employment Consultant. 

This individual appointment gives students the opportunity to have their resume 
and cover letter reviewed by a consultant, undergo a skills assessment, discuss 
job opportunities, refer students to available jobs, assess your need to receive a 
free hospitality course, discuss job searching skills and interviewing techniques. It 
is also a great opportunity to receive helpful career advice to point you in the right 
direction!  

Joblinx is here to help you! 

 

 

 

 

 



 4 

 

This booklet has been designed in conjunction with other mediums including;  
  

·  www.myfuture.edu.au 
·  Queensland Government – Department of Employment and Training 

www.dest.gov.au/schools/careers/ciproducts.htm   
·  Griffith University’s - Careers and Employment Services Identifying transferable Skills. 
·  “iamajoke@work.com” by Will Sturgeon, © 2003 CNET Networks UK Ltd. 

 
 

Where do I Start? 
 
Trying to find a job is not easy – it takes a lot of preparation, organisation and hard work. 
 
The first question to ask yourself is – What sort of job could I get? 
 
Your answer to this question will be based on; 
 

·  Your education 
·  Training that you have undertaken 
·  �Your paid or unpaid work experience 
·  Your skills and abilities 
·  The type of work available in your area. 

 
Even if you haven’t been in paid work, or undertaken much training, you still have skills 
and abilities that would be valuable to an employer. Let’s try and identify these…. 
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What do you need in order to get a job in Australia ? 

1. You will need a Student Visa 8105 - From the Department of immigration and 
Multicultural and Indigenous Affairs – www.immi.gov.au  

2. You will need an Australian Tax File Number 

a. Apply for a Tax File number from the Taxation Office 

b. http://ww.ato.gov.au 

c. Individuals �  Apply for a Tax File Number 

     3.  You will need an Australian Bank Account – Any bank in the CBD can 
assist you with this. 

 

Before you see an Employment Consultant make sure: 

�  You are 18 and over.  

�  Enrolled at James Cook University – Brisbane Campus 

�  You have attended the Work Preparation Workshop 

�  You have an updated resume  

�  You have a bank account, tax file number and an Permission to work Visa  (for 
international students)   

Bring the above along to your first appointment along with your completed resume checklist 
and your completed registration form found at the end of this workbook.
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Guide to the Recruitment Process  
 

Preparation for your career  
Understanding yourself!  

What are your transferable skills?  Start researching you career direction and setting goals 
¯̄̄̄   

 
Finding the right role 

Are you suitable for the role / is the role suitable for you 
¯̄̄̄   

 
Ring the employer? 

Do you need to ring the employer to find out more about this specific role or to find out more info to 
personalise the cover letter to the recruiter.  

This is the first point of contact! Remember to be clear, professional and polite. 
¯̄̄̄   

 
Applying for the job 

Cover Letter or Letter of Application with your Resume 
This should be the second time that they have come across your name. 

¯̄̄̄   
 

Follow up call 
Ensure they received the application. 

You want to keep your name fresh in the employers mind.  
They may look for your resume; this should be the third time that they may have come across your 

name. Remember to speak clear, professional and polite.  
¯̄̄̄   

 
Phone Screening / Phone Interview 

If the employer finds that you MAY be suitable they may call you to ask a few questions. 
From this phone call, they may evaluate whether you are eligible for a personal interview or not. 

¯̄̄̄   
 

Face to Face Interview 
If you are successful to get through the phone screening the employer may call you in for a face to 

face interview. 
¯̄̄̄   

 
Employer to Call References 

The Employer will generally ask in the interview whether they can call your two references. 
They will do these checks to confirm whether you are still suitable for the role. 

¯̄̄̄   
 

Checks  
As part of Employers policies they may be required to conduct Medical, Security / Police or Visa 

checks before an applicant is successful. 
¯̄̄̄   

 
Successful or Unsuccessful 

Ideally the employer would call you to let you know that you are successful. 
You may get an email or phone call if you are unsuccessful. Some employers don’t respond. 
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Your Skills and Abilities 
 
To get the most out of your job search, keep yourself informed, prepare well and use up-to-
date job search.  
 
You need to be aware of your goals and skills. The My Guide section will help you explore 
and identify career goals; www.myfuture.edu.au  
 
Anyone who has held a paid or a voluntary job has demonstrated that they have work 
related skills and abilities. People who have limited work experience also have skills that are 
important in the work place. 
 
Think about all the paid and unpaid work you have ever done! You probably have more 
skills and abilities than you realise, and most importantly, many of these are transferable 
skills. 
 
This means that what you have learnt can be used in a variety of environments. Skills 
gained through schooling, voluntary work, sporting activities etc can be very useful in a 
work environment! 
 
The first step in trying to get a job is to identify your transferable skills, in other words, 
those things that you do well that would be valuable to an employer, even if they haven’t 
been developed through paid work. 
 
For example 
 
If you… 
 
Coached a sporting team…..you have leadership and communication skills. 
 
Made and sold crafts at the local markets…..you have manual dexterity, artistic and design 
sense, initiative and sales ability. 
 
Helped raise funds for a charity….. you have community spirit, responsibility, and money 
handling skills. 
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How to identify transferable skills? 
 
Your ‘career’ includes paid and unpaid work, learning and the life roles you are involved in 
throughout your life. This booklet will help you develop your career direction and, in particular, 
help you get a job. 
 

Work experience  
Tasks taken on in the workplace to gain experience in 
an area of interest are work experience. 

Volunteer work  
Activities undertaken through personal choice with 
no financial gain to yourself, but a benefit and gain 
to the community are volunteer activities. 

Training  
Training opportunities enable you to learn new things, 
upgrade your skills and knowledge and maintain your 
levels of competency—formal with a qualification on 
completion or informal without a qualification. 

Education 
Education is a part of the lifelong learning you 
undertake and can be formal or informal. 

Sport 
Sport allows you to develop a wide range of skills, 
experiences and abilities (eg practising for success, 
playing as part of a team). 
 
 
 
 

Cultural activities 
These are activities which enhance your understanding and knowledge 
of your own culture and the cultures around you and allow you to work 
and to communicate effectively. 

Community involvement 
This can involve exchanging ideas, 
building  partnerships and furthering 
the causes of your community. 

Interests 
Interests are the things you enjoy directing 
your energy, time and talents into. 

Enterprise activities 
Enterprises are activities or projects that 
produce services or products for others in the  
community. 

Employment 
Paid employment, working for a public or private 
employer, includes the categories of full-time, 
part-time, permanent, casual, temporary, on 
call, flexible working hours, shiftwork, job sharing, 
and contract work. 

Life roles 
These include roles as a family member, learner, worker, 
spouse/partner, citizen, and friend. Responsibilities and 
associations you have within these roles change over time. 

 

 

������������
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*Information gained from Griffith University’s Identifying Transferable Skills 
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ACTIVITY 
 
Transferable Skills Checklist 
Instructions 

1. Tick which skills you have developed 
2. In the next column, rate your level of skills from 1-4 according to the Rating Key below. 

(NB. If you tend to be critical about your level of skills, enlist a friend to help give a 
balanced view) 

3. For your most important or relevant skills, describe a situation where you have 
demonstrated this skill. This will provide evidence of your skills. 

 
Rating Key 
1 = interested, but not skilled 
2 = partly skilled 
3 = skilled 
4 = highly skilled 
 

    
Tick Skill Rate 

(1 – 4) 
Situation 

Communication Skills 
Effective Writing 
 Report writing   
 Essay writing   
 Reviewing   
 Editing   
 Preparing talks   
 Research   
 Documenting   
 Referencing   
 Preparing drafts   
 Proof reading materials   
 Analysing documents   
 Letters to customers   
 Minutes of meetings   
Effective Speaking 
 Making speeches   
 Leading a group   
 Instructing   
 Debating   
 Interviewing   
 Advising   
 Counselling   
 Establishing a network   
 Chairing meetings   
 Communicating with a range of 

clients 
  

*Information gained from Griffith University’s Identifying Transferable Skills 
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Tick Skill Rate 
(1 – 4) 

Situation 

Listening 
 Active listening   
 Checking for understanding   
 Reflecting   
 Summarising   
 Clarifying   
 Encouraging   
Languages other than English 
 Conversing   
 Being Understood   
 Writing   
 Reading   
 Understanding   
 Thinking   
 Translating   
 Recognising cultural differences   
Computing 
 Data entry   
 Work processing   
 Desk top publishing   
 Creating spreadsheets   
 Creating databases   
 Building web sites   
 Multi-media design   
 Analysing   
 Interpreting   
 Calculating   
 Developing   
 Designing   
 Simulating   
 Programming   
Team Work 
Cooperation 
 Helping in a crises   
 Facilitating   
 Consulting others   
 Promoting trust   
 Working with diversity   
 Contributing   
 Sharing tasks   
 Negotiating solutions   
 Confronting issues   
 Accepting differences of options   
 Group conflict resolution skills   
 Establishing rapport   
 Negotiating solutions   
 Assertiveness skills   
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Tick  Skill Rate 
(1 – 4) 

Situation 

 Able to follow through on agreements   
 Setting common goals   
 Sharing knowledge   
 Supporting behaviour   
Inspiring & Motivating Others 
 Explaining   
 Mentoring   
 Praising   
 Rewarding   
 Supporting   
 Mediating   
 Recognising skills of others   
 Understanding feelings   
 Helping others to learn effectively   
 Supervising   
 Leading   
Managing & Organising Ability 
 Scheduling events & activities   
 Contingency planning   
 Setting realistic timeframes   
 Reviewing progress   
 Deciding quickly   
 Delegating   
 Supervising staff   
 Enforcing regulations   
 Implementing procedures   
 Inducting new staff   
 Creating staff harmony   
 Change management   
 Providing feedback   
 Providing clear, well reasoned, 

purposeful leadership 
  

 Role model for staff   
 Showing initiative   
 Taking control   
 Develop and recognise talent   
 Conflict resolution   
 Mediation skills   
Ability to Work Independently 
 Being self motivated / disciplined   
 Tackling a variety of tasks   
 Knowing own limitations   
 Trusting own judgement   
 Taking responsibilities   
 Coping with stress   
 Working to deadlines   
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 Managing time effectively   
    

Tick  Skill Rate 
(1 – 4) 

Situation 

Problem Solving 
Identifying and Analysing 
 Literature searching   
 Collecting data   
 Collecting information   
 Organising information   
 Prioritising   
 Speculating   
 Drawing conclusions   
Decision Making 
 Allocating time   
 Allocating money   
 Being realistic   
 Making decisions under pressure   
 Solving problems   
 Judging likely consequences   
Marketing & Promotional Skills 
 Obtaining sponsorship   
 Leading fund-raising efforts   
 Generating new business   
 Identifying and reporting opportunities   
 Establishing business contacts   
Customer Service 
 Meeting customer expectations   
 Delivering service linked to customer 

needs 
  

 Presenting a positive imagine of the 
organising 

  

 Knowledge of organisational policy   
 Attitude of helpfulness   
 Attentive listening   
 No discrimination in service   
Ethical behaviour 
 Fair / equitable treatment   
 Accepting responsibility for behaviour   
 Being openly accountable   
 Following code of correct behaviour   
 High personal standard   
 Following laws, guidelines and 

regulations 
  

Time Management 
 Goal Setting   
 Planning   
 Setting priorities   
 Attaching timelines to goals and 

objectives 
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 Preparing “to do” lists   
    

Tick  Skill Rate 
(1 – 4) 

Situation 

 Use of diaries   
 Meeting deadline   
 Being punctual   
 Coping with multiple tasks   
 Completing tasks   
Graduate Skills 
 Self motivation   
 Success orientated with a positive 

attitude 
  

 Computer skills   
 Organisational skills   
 Leadership   
 Ability to resolve conflict   
 Sense of purpose   
 Research   
 Written communication (Essay, 

report, exam, project) 
  

 Verbal presentation   
 Critical analysis   
 Evaluation   
 Working under pressure   
 Meeting deadlines   
 Time management   
 Goal setting   
 Problem solving   
 Self directed learning   
 Working independently   
 Taking responsibility   
*Information gained from Griffith University’s Identifying Transferable Skills 

Using this research in job applications and intervi ews  

Job descriptions will often specify attributes that are important, such as communication skills, 
ability to work as part of a team, people skills and so on. It is very useful to be able to provide 
evidence that you hold these skills, not just hope that they will take your word for it. In your 
job application you will be able to refer to how your experience relates to the skills that they 
are searching for.  

In job interviews, a common question may be to describe a situation where you have had to 
solve a problem or use customer service skills. By recognising how you have gained these 
skills you will be able to provide real examples and demonstrate your understanding and 
practice of this requisite attribute 
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More examples of phrases you can use about 
yourself…. 

 
I am a reliable person with good common sense and organisational skills. 
 
I value honesty and directness in other people and have shown that I have these qualities 
myself. 
 
I have shown that I am a practical person with the ability to develop solutions to problems. 
 
I can work well in a team with other people and can show leadership. 
 
I communicate well, particularly with children and the elderly.  
 
I am responsible and dependable and have the skills to work as a carer. 
 
I am good with my hands and have the patience and ability to pass my skills on to other 
people. 
 
I have a good imagination and am a creative person. I can come up with new ideas and 
solve problems easily. 
 
I learn well on the job and can adapt quickly to new environments. 
 
I taught myself the skills to build a boat, and this shows that I have excellent manual skills 
and am a quick learner. 
 
I did voluntary work in the gardens at my children’s school. This shows that I am a 
responsible person with skills in landscaping and gardening. 
 
Some Useful Phrases…  
 
You may be able to use some of these in your resume, application letters or responses to 
selection criteria… 
 
I gained experience in… 
I resolved conflict between… 
I won a scholarship/award/certificate for… 
I worked cooperatively… 
I demonstrated my ability to… 
I attained a high level of proficiency in… 
I was elected to the position of… 
I started a business in…. 
I demonstrated my understanding of… 
I demonstrated my skills in… 
I demonstrated my knowledge of… 
I have an interest in… 
I can communicate with… 
I am able to mediate between people. 

 
I have good listening skills. 
I am able to work as part of a team. 
I am able to communicate effectively. 
I am a good verbal and written 
communicator. 
I have an excellent telephone manner. 
I have well developed skills in conflict 
management. 
I have skills in staff supervision. 
I have the ability to train staff. 
I have high level organisational skills. 
I have demonstrated leadership ability. 
I enjoy working as a member of a team. 
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Starting your research 
 
The information you have gathered about yourself will point out the type of career fields or 
broad areas of work that might suit you. This information is important for writing your resume, 
application letter and talking to employers. 
 
You now need to research the world of work. Planning your research and finding out about 
industries and occupations you are interested in will help you to see the many pathways 
towards your career destination. 
 
Start your research with the broad industry, a specific occupation or a specific job within a 
field but look at each to get a full picture of the career you are interested in.  
 
For example: 

Industry 
IT industry 

�  
Specific occupation 

Information Technology Manager 
�  

Specialisation 
Information Systems Manager 

 

Is that Job Title correct? 
 
Your previous job tittles and experience in another Country may not be the same as Australia.  
 
You will need to research whether your duties and responsibilities from another country have 
a different title in Australia. 
 
For example:  
 
Assistant Manager with duties such as ‘Assisting the Manager’ in another country may 
actually be called an ‘Administration Assistant’ in Australia 
 
Marketing Executive with duties such as, selling of different products through Tele-calling and 
educating clients on services offered may actually be called a ‘Customer Service Agent’ or 
‘Call Centre representative’ in Australia 
 
 

Where to go for information 
 
You need to access as many sources of information as possible, including: 
 

·  The Facts section in my future - www.myfuture.edu.au 
Get information on career development, career fields, work and employment, 
education and training in Australia, financial support, scholarships, awards, grants, 
contact organisations, and articles to read. 
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·  The World Wide Web 
Enter search words into a search engine to find information. When searching on the 
web you need to know that: 
- Not all industries or specific occupations will be there 
- Information from other countries might not be relevant to Australia 

 
Here are some search engines to use for your resear ch: 
 www.yahoo.com; www.google.com; www.msn.com; www.about.com;  
 
 

Setting goals 
 
You will be ready to plan your career and job goals when you have: 

·  Assessed your values, interests, strengths, skills and knowledge 
·  Identified your career field of interest 
·  Researched the current world of work.  

 
Short-term goals consist of jobs that you can do now with your current level of skills. When 
planning your job goals it is useful to think of the four categories of jobs: 
 

·  Survival jobs 
 These are jobs not in a career field of your interest but useful for immediate short-term 
employment. They provide an income while you do further study or training or look for 
another job. However, having one survival job after another or for a long period is usually not 
advisable. 
 

·  Entry-level jobs 
These jobs allow you to begin a career path within your career field. The level at which 
you enter a job depends upon experience, education, what is available in the industry and 
the local job market. All industries offer entry-level jobs.  
 

·  Transition jobs 
These are jobs that move you from an entry level job to your ‘dream job’. They are jobs 
in the career field of your interest and take you a step ahead and/or teach you the skills 
you need for your dream job. 
 

·  Dream jobs 
These jobs give you a sense of fulfilment. They use your gifts and talents as well as 
your skills and match in with your passions and values. Your potential dream job will 
help you decide on entry-level career jobs and transition jobs. 
 
Survival, entry-level, transition and dream jobs mean different things for different people; that 
is, a dream job for one person might be a survival job for someone else. 
 
 

The assessment of skills that you have now will hel p you to decide whether the job 
you apply for is a survival, entry-level, transitio n or dream job. 
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Develop an action plan 
 
Your action plan will help you write your resume. It will also be useful in job interviews or 
when you apply for any further training or education. 

 
When you have chosen the job you would like to aim for you need to: 
 

·  Compare what you have to offer with what the employer needs 
·  Outline gaps in your skills, knowledge and experience that are a barrier 
·  Decide how you will overcome any barriers that you find. 

 
Your action plan includes listing: 
 

·  Any jobs that you have had from most recent to least recent 
·  The schools and institutions you have attended including your academic achievement 

there 
·  Any additional training or licences you hold (eg driving licence) 
·  Volunteer or other unpaid work 
·  Steps to overcome barriers (eg further study, obtaining a driving licence, work 

experience). 
 
Action plans are a useful tool for making a list of tasks that will direct you toward your goal. 
Be sure to estimate the targeted date of accomplishment for each objective.  
 

Barriers to achieving your goal 
 
A barrier is anything that stops you from reaching your planned goal. Barriers to achieving 
your goals can also include reservations that employers might hold. To identify such 
barriers you need to consider the following questions: 
 

·  Can I do the job? 
·  Am I motivated to do the job? 
·  Do I present myself as being dependable? 
·  Do I fit the image and attitude the company is looking for? 
·  Am I eager to learn and extend my skills? 

 
Once you have identified your barriers think about the action you might need to take to 
address them.  

Self assessment can be a hard process and it is important not to discredit relevant skills 
you have gained due to modesty or uncertainty. For assistance with this process some 
places to go are:  

·  Joblinx – Employment and Careers Department  
·  The Graduate Careers Australia website, www.graduatecareers.com.au  
·  The myfuture website – www.myfuture.edu.au  

Original article by Michael Hastings, Careers Couns ellor, RMIT University  
Updated by Niki Bryant, Content Coordinator, The Go od Guides Group This article is taken from the 2005 edition 
of Graduate Careers Australia's  employer directory Graduate Opportunities .© 2001-05 Graduate Careers Australia 
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Volunteer or Work Experience? 
 
Getting started is the hardest part of a job search. You will need: 
 

·  Enthusiasm, confidence and discipline 
·  Planning and organisation. 

 
Whether this is the first time you have looked for a job or you have done paid work, 
voluntary work or work experience in the past, you will be facing change. You will 
experience a range of emotions—some good, some not so nice. 
 
It can take a long time to find the right job. In the meantime, volunteer and temporary 
work or work experience will help you to gain skills in an area of interest. 
  
Volunteer work in an area of interest lets you: 

·  Strengthen skills and learn new skills 
·  Network and meet people 
·  Find out about new ideas.  

 
Temporary work lets you: 

·  Earn money straight away 
·  Allows some flexibility as the hours and days you work may vary 
·  Train in an area of interest. 

 
Be persistent and patient. If you are not getting the responses you think you should, ask 
yourself: Do I need to change the way I am doing things or do I need to be more flexible? 
 
If you’re not sure if you need to change the way you are looking for a job get some 
feedback from the Employment and Careers Department – Joblinx. 
 
We offer Employment Assistance  includes:  
 

·  Employment Preparation Workshops 
·  Job Search Support & Assistance 
·  Resume Checking and Advice 
·  Career Counselling 
·  Interviewing Guidance 
·  Individual Consultation 
·  Graduate Employment Assistance  

 
Tips 
 

·  Be patient as you will not always get immediate res ults in your job searches. 
·  Don’t take it personally when you don’t get an answ er to your phone call or application. 
·  Remind yourself of your priorities and how reliable  you will be 
·  It is your responsibility to provide the employer w ith the best information to help them make 

a good business decision. 
·  Considering the needs of the employer will increase  your chances of a job offer. 
·  Your business presentation starts with your first c ontact. 
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Your Resume – What is it? 
 
A resume or Curriculum Vitae is a summary of facts describing your work history, work 
experience (paid or unpaid), education, and your skills and abilities. 
 
The purpose of providing a potential employer with your resume is to give the employer 
an idea of what you have to offer them. It is very important that a resume be clear and 
concise. 
 
An employer with a number of applications to consider will not read more than a few 
pages 
and will be put off if the resume is not easy to read and well organised. 
 
What do you need? 
When you create or update your resume, use resources like these to gather information 
and describe your work activities. 

·  job descriptions of past jobs—include any part-time work or work experience 
you’ve done  

·  the action words list (please find these at the back of this booklet) 
·  copies of performance reviews, or reports that describe how well you tackled job 

tasks  
·  transcripts of educational records or course descriptions to jog your memory about 

what you’ve studied  
·  certificates or records of seminars or conferences you’ve attended—include any 

courses you took out of school hours, such as swimming classes or a computer 
course  

·  letters of appreciation from customers or clients— thank-you letters or cards look 
particularly good.  

 
The purpose of a resume is to:  

·  promote you  
·  get you an interview  
·  summarise your work history, skills and experience  
·  show how you perform in different work situations  
·  show what you’ve accomplished in life and work.  

Your resume should answer the employer’s major question, ‘How will I benefit from 
employing this person? 
 
In a resume, you should never:  

·  Make statements you can’t prove. Be truthful. Don’t say you’ve achieved 
something when you haven’t. Don’t claim experience that you don’t have.  

·  Put in anything about your personal life (besides your contact details). Don’t 
mention your age, height, weight, marital status, children, the state of your health 
or any religious, cultural or political affiliation you have (unless you’re applying for a 
job where your religion, cultural background or political affinity is critical to the 
organisation). 

·  Include negative reasons for leaving previous jobs (e.g. if you were fired or ‘asked 
to leave’, if you left because of a ‘personality clash’ with someone, if you were sick 
of travelling). 
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Sections of a resume 
 
Contact details 
Your contact details say who you are and how you can be contacted. This includes: 
 

·  First and last name. 
·  Address 
·  Telephone number. Include home and mobile number if applicable. Include a work 

number if it is all right to be contacted at work. 
 
 

Objectives Career goal / Job objective / Profession al goal  
An objective tells an employer what position you are seeking, the kind of work you are  
looking for and the next step of your career path. This section is optional. 
 
 

Summary / Profile / Career Summery (Optional) 
This is a big-picture or general statement that describes what work you do, and what 
strengths and abilities you can offer.  
 
Write a brief description of your experience, skills and personal attributes. It should show 
the employer how these all fit together.  
 
Make it one short paragraph in length, or put it in bullet-list format. For example:  

·  Self-motivated and reliable child care assistant with three years’ part-time 
experience in a local child care centre.  

·  A cheerful and caring manner with infants and children three months to five years 
old.  

·  Able to communicate easily with parents.  
 
 

Key skills / Competencies / Skills summary (Optiona l) 
Many people’s work history does not necessarily show that they can do the job they’re 
applying for. You can overcome this by having a competencies section, describing your 
overall ability as it relates to the job or industry you’re applying for.  
 
This section convinces an employer that you have the capabilities necessary to do the job.  
 
If a lot of your skills are related to each other, group them under sub-headings: Computer, 
Programming, Interpersonal, Mechanical Skills etc.  
 
Tip!  
If you can’t think of how to present your strengths, try the following:  

·  Go through the entire action words list and tick all those that apply to you, adding 
notes about where and how you performed them.  

 
 



  Page: 26 

Education and qualifications  
It’s best to use reverse chronological order, putting the most recent educational 
qualification first.  Alternative headings for this section include:  

·  Educational history  
·  Educational and vocational skills  
·  Training  
·  Short courses  
·  Licences/Certificates 
 

List the qualification or program, the institution (school, university or TAFE College) and 
the dates. Whichever order you use, use it consistently for each educational achievement 
in this section.  Avoid jargon and abbreviations an employer might not know the meaning 
of.  
 
 

Employment / Professional Experience / Work Experie nce  
Alternative headings for this section include:  

·  Employment history  
·  Employment background  
·  Work background  
·  Work history  
·  Related experience  
·  Volunteer work.  

 
If you have not worked before, use the heading ‘Work experience’. If you want to include 
unpaid work such as work experience and volunteer work in the same list, use a heading 
like ‘Work history’. The heading ‘Employment’ implies paid work.  
 
The best predictor of what you might achieve for your employer is your past performance.  
 
Each separate job listing should include the follow ing components.  
Example: 
 
Dates: 
Use years and months (days are not necessary).  Dates are usually listed down the left 
side of the resume. If you want to de-emphasise dates, put them on the right. 
 
Job Title: 
Your previous job tittles and experience in another Country may not be the same as 
Australia.  
You will need to research whether your duties and responsibilities from another country 
have a different title in Australia. 
 
Company name and location: 
Refer to previous employers by their complete business name.  
 
Responsibilities and duties  
Generally used in bullet points, however one or two sentences are also used to describe 
what you did in each job. Include any information that will help an employer understand 
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exactly how much responsibility you held at work. For example, if you supervised others, 
say how many people you were responsible for.  
 
Achievements  
Describe any achievements, accomplishments, results and awards that demonstrate how 
well you did your job.  
 

Community Activities / Voluntary work / Other infor mation / 
Special interests / Activities and interests  
This section is optional, but it helps an employer form a picture of you. For example, an 
interest in sport suggests that you’re physically fit. Sometimes employers can use your 
interests to start a conversation at interviews.  

·  What am I trying to tell this employer?  
·  What does this activity/hobby reveal about me and my values?  

 

Referees  
A referee is someone you know who is happy for your potential employer to contact them, 
to talk about you and your work experience. Referees should know your work habits from 
having worked with you or supervised you.  
For each referee, include:  

·  their name  
·  their title  
·  the company they work for  
·  their work phone number and/or mobile  
·  their e-mail address  
·  a brief statement explaining how the referee knows you.  

You don’t have to put referees on your resume, but you should have arranged some. You 
might put ‘Contact details for referees are available on request’ in this section, and 
provide a list at the interview if it is requested.  
 
Tip!  
It helps if you give your referee a copy of the job description or the ad you’re answering, 
so that they know what to emphasise when the employer contacts them. Give them a 
copy of your resume, too, so that they remember your achievements—this is particularly 
useful if it’s been a few months or more since you worked for them.  
 
 
Format of Your Resume 
There are many ways of setting out your resume. 
 
The only wrong way is one which is hard to follow and overly long! 
 
A resume should be between 2 – 4 pages in length.  
 
Tip! 
Save your resume in a professional manner Eg. SMITH, Jane 
This is the first time the employer is going to have contact of you; you need to make a 
good impression. 
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Example Resume  
 
RESUME OF JANE BLOGGS 
 
NAME Full name 
ADDRESS Include a street and a postal address, if these differ 
TELEPHONE Include a phone number where you can be contacted in working hours, 
or a mobile phone number 
 
JOB OBJECTIVE  
This should be a statement about what you want to achieve in your work life/career. It 
should be a goal that shows the employer that you have a sense of direction. 
 
For example: 
To re-enter the workforce in a position that allows me to use my excellent communication 
and interpersonal skills. I would like a job where I can use my retail and customer service 
skills and develop these further. I am seeking a position with an employer who will 
appreciate my hard work, honesty and reliability. 
or 
To move into a supervisory position in which I can further develop my management skills. 
 
EDUCATION AND QUALIFICATIONS 
�� 
Start with your most recent. 

·  Include the year and level at which you left school. 
·  �You may include subjects or modules, even if you did not complete the full 

qualification. 
·  Include trade qualifications, tertiary qualifications, first aid certificates, vehicle / 

equipment licences etc. with the year and the name of the school / college / 
university where you studied. 

 
For example: 
1999 Certificate I in Hospitality, Samsonville TAFE 
1998 Senior Certificate, Samsonville State High School 
 

WORK HISTORY 
�� 
Start with your most recent job. 

·  Include part time or casual as well as full time jobs, but state this clearly. 
·  �You may wish to include voluntary jobs, or have another heading for these. 
·  You do not have to include every job you have held, particularly if you have 

changed jobs frequently, or if you have a long work history. You may wish to group 
positions together eg. 1970 – 1977 retail positions in hardware stores in New 
South Wales 

·  �You may wish to include more information about positions that are most relevant to 
the job you are currently applying for. 
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Example Formats: (choose one and list all job entries the same way) 
 
Date: January 1995 – December 1999 
Employer: Coles Supermarket 
Position: Checkout Assistant 
Duties: Customer service, cash handling, cleaning. 
 
OR 
1998 – 1999: Senior Administration Officer, Samsonville Shire Council 

I supervised a team of four officers engaged in contract administration. 
1995 –1998:  was primarily engaged in home duties and voluntary work. I served as 

Secretary of the Parents and Citizens’ Association during 1997. 
 
OR 
Mechanical Supervisor, Samsonville Engineering and Construction 
1990 - 1998 

·  Oversight of maintenance of all vehicles 
·  Management of teams of mechanics 

 
OR 
1987 – 1998:  Samsonville Superstore 
I commenced as a sales assistant in the hi-fi area, and was promoted to Manager of 
Electronics in 1990. I managed a large budget and staff of 15, and was responsible for 
merchandising, stock control and daily accounting management procedures. 
 
ABILITIES AND SKILLS 
List any abilities or skills you have. 
 
INTERESTS AND HOBBIES 
You don’t have to include these, but they may provide evidence of some of your skills, for 
example, if you play a team sport, it shows that you can work as a member of a team. 
 
MEMBERSHIP OF CLUBS/COMMUNITY ORGANISATIONS 
Again, you don’t have to include these, but they again provide evidence of your skills, for 
example if you are the Football Club Treasurer, it shows that you have the ability to 
manage financial records and handle cash. 
 
REFERENCES 
Include the names, addresses, and most importantly PHONE NUMBERS of your work 
and 
personal referees. 
ALWAYS ask the person if you may include them as a referee, and give them some 
information about the position for which you are applying. This will help them to provide 
relevant information about you to the prospective employer. 
You may wish to attach copies of written references you have received. 
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Writing a Letter of Application / Cover Letter 
 
Letters of application may be sent to potential employers either in response to an 
advertisement for a job vacancy or simply as a means of letting potential employers know 
that you are interested in working for them (this is known as ‘cold canvassing’). 
 
A cover letter is an important marketing tool to promote your skills and abilities and 
capture the interest of the employer amongst the many other resumes that they receive.  

Having a capturing cover letter will encourage the employer to continue on to your 
resume and invite you for an interview. If you have about 70% of the skills asked for, then 
it is worth applying for the position. 

Employers may need someone who has a specific set of skills, experience or attributes to 
do a job. They will list these as criteria or specifications in the advertisement 
 
If you are responding to an advertisement, read it thoroughly before you begin. Follow the 
instructions carefully. 
 

·  Does the advertisement mention ‘selection criteria’  or a ‘position description’ ? 
This indicates that you need to ring the employer to gain more information (see the 
section on selection criteria and position descriptions). 

 
The employer will be looking for 
Competence 

·  Demonstrated skills within the job. 
·  Address the selection criteria in the advertisement (eg  HC license, Word Adv, 

good communication skills). 
·  Professional Documentation and professional writing. The title of the person to 

whom the application should be addressed 
 
Courtesy   

·  Write a well presented letter including correct grammar and spelling.  Use common 
courtesies. 

·  Get to the point. Be short and to the point.  Keep to a maximum of one and a half pages. 
 
Self Confidence   

·  Give them a reason to want to interview you, a “grabber” that will make them want 
to read more and ideally meet you.  Try to be individual;  you will be competing 
with many others for the same position. 

 
Request an Interview   

Request an interview at a mutually convenient time or write when the best time to 
catch you is.  Many times, we miss interviews because an employer will only try to 
catch you a maximum of three times. 
 
The hardest part of job seeking is getting an interview, therefore the letter of 
application is extremely important. Do not lose sight of your objective, which is to 
prove to the reader that you are the best person to fill the needs of the employer.  
Follow up your application with a telephone call to  check that they received 
your application.  This is an opportunity for you t o sell yourself.  Be positive 
and bright on the telephone.  
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A cover letter should; Capture the employer’s inter est, Show why you are writing, indicate 
how you will benefit the company, convince the empl oyer to ask you for an interview. 

Example - Letter of Application / Cover Letter  
       
 (At the top of the page) 

Your Name 
Address 
Phone 
Email 
 

{Leave two to five spaces between your address and the date, depending on the length of 
the letter} 
 
Date 
Contact Person’s Name {Always make sure you have the correct spelling} 
Contact Person’s Position 
Company Name 
Company Address {don’t forget this} 
 
Re: Name of position or Application for …  
 
Dear Ms Jones, (Avoid Dear Sir/Madam) 
 
First Paragraph 
I would like to apply for the above position advertised in ….. on ….. (date) and why you 
want that job (i.e. why that industry and why that company, make sure this highlights 
how you will meet their needs, not exclusively your own.) 
  
Second Paragraph 
Outline the skills (technical and social), experience, training and achievements that are 
relevant to the 
selection criteria or the job description. These skills may have been gained through your  
education/course, your work experience and extra curricular activities. 
 
Third Paragraph 
Tell them why you are the best fit for the company and how your skills will meet their 
needs. (Tip: you could summarise the 3 best things about you that make you most 
competitive for the job and how these things will allow you to make an impact/get results 
in the role.) 
 
Closing 
Thank you for considering my application. I have enclosed a copy of my resume. I look 
forward to meeting you and providing further information in an interview. I can be 
contacted at anytime on my mobile phone number which is …. 
 
Yours sincerely, 
{Always leave three to five spaces between the complimentary close and your signature} 
Your signature 
 
Print Name 
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Different Types of Cover Letters 

·  Responding to an advertisement 
This type of cover letter should respond to the requirements set out in the 
advertisement.  

 
·  Cold-Call canvassing letters 

This letter is written to show your interest in working with the company and any 
positions they may have vacant now or in the future. Because this letter is not in 
response to an advertisement, it is important that you are clear in the letter regarding 
the reason that you are writing.  
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Preparations and final checks for Cover Letter / Ap plication 
Letter 
 

·  Use clean, plain, white A4 sized paper; 
 

·  Include your name, address and phone number; 
 

·  Sign your name and then print/type your name underneath; 
 

·  If you do not know the name of the person you are sending the application to, open 
the letter with Dear Sir / Madam, DO NOT ASSUME THE PERSON IS A MALE; 

 
·  Close with ‘Yours faithfully’ if your letter begins with ‘Dear Sir/Madam’ or ‘Yours 

sincerely’ if it begins with a name eg. Ms Williams; 
 

·  Don‘t send material that is smudged, torn, blurred or too creased; 
 

·  Do not send originals of certificates, references etc – they may not be returned – 
only include copies; 

 
·  Unfolded pages in a flat A4 envelope look better than folded pages in a small 

envelope; 
 

·  Only send the material requested; 
 

·  Do not attach a copy of the advertisement to the letter; 
 

·  Include correct postage on the envelope; 
 

·  Keep a folder containing copies of your job applications and any information you 
may have obtained about the company or the type of job in a safe and accessible 
place; and If a closing date is specified in the job advertisement, allow for delays in 
the mail when posting your application. 

 
Your letter must convince the employer to give you an interview. It is your first step in 
selling yourself as a potential employee.  
 
The first impression of you that the employer gains comes from your letter, so it should be 
presentable, positive, confident and show your keenness for the job advertised. 
 
 
 
 
 
 

Read your letter again – does it make you sound lik e the sort of person that you 
would like to give a job to? 
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Tips for Filling in Employer Application Forms  
 
As part of the Employers recruitment process they may require applicants to fill out an 
Application form in which they have created.   
 
At times if applicants are applying for a role online and continue to hit the “Apply” button, 
they can redirect them to the Employers website, in which case there may be an online 
Application form that you will need to fill out. Other examples are, if you approach a 
company personally and they ask you to fill out a paper copy of an Application form. 
 
Do… 

·  Read through the whole form thoroughly before attempting to complete any 
question. 

·  Read the question to see what is being asked. 
·  Photocopy the application form and use one to draft a response. 
·  Check instructions carefully. Do they require more than one form to be completed? 

Are all parts of the form to be completed? Do they want you to type/tick/cross/use 
a specific colour ink/print etc on the form? 

·  Research the organisation and position before filling in the form. 
·  Use skills oriented language and match your skills and experience to the 

employer’s needs. 
·  Be positive. 
·  Show that you can communicate. 
·  Print if your writing is untidy. 
·  Provide a contact telephone number where someone will answer the phone, and 

you 
will get the message. 

·  Keep a copy of the completed form. 
·  Send your resume with the form, unless instructed not to. 
·  Always send a covering letter with an application form. 
·  Secure attachments and write your name on each. 

 
 
Don’t…  

·  Leave questions unanswered. 
·  Submit your application with errors, whiteouts or untidy work. 
·  Underestimate the significance of questions such as ‘Tell us about yourself’, ‘Why 

do 
you want this job’, ‘What are your career goals’. 

·  Submit your application late. 
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Position Descriptions and Selection Criteria  
 
‘Selection Criteria’ and ‘Position Description’ are two terms that are increasingly 
appearing 
in job advertisements, particularly for government jobs.  
 
For example: 
 

·  ‘Selection criteria and a position description can be obtained by phoning…’  
·  ‘By clicking on the link provided’ 
·  ‘Applicants for the above position must address the selection criteria’. 

 
With the above examples in mind, applying for these positions it is not sufficient to send in 
your resume with a covering letter. You must ring the phone number listed and ask that 
the job/position description and selection criteria be sent to you if they specifically mention 
this in the advert. 
 

 
So what are job/position descriptions and selection  criteria? 
 
A job/position description is a document describing all aspects of the advertised vacant 
job. It explains what duties are required to be performed in the job, and the information it 
contains is very useful to the job applicant.  
By knowing what duties are to be performed, you can make sure that your application 
shows that you are able to perform these duties. You can provide examples of jobs in 
which you have successfully performed the same or similar duties. 
 
If you haven’t performed the listed duties before, then you should use examples of the 
skills you have that would enable you to perform the duties. The position description gives 
you information that helps you write your response to the selection criteria. 
 
Selection criteria are the standards by which your application will be measured. A 
criterion is a standard of judgement, and criteria is the plural. The criteria will relate to 
areas of skill, knowledge or ability. 
 
Selection criteria are the standards which will be used to select the best candidates from 
those who apply for the position to be interviewed. 
 
Key selection criteria is a term which simply means those areas of skill, knowledge or 
ability that are considered to be the most important. The information you are sent about 
the position may list both key selection criteria and ‘other selection criteria’, which simply 
means criteria which will be considered by the employer, but which are less important. 
You need to read the information you are sent to see if you need to provide a written 
response to both types of criteria. 
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How do I respond to selection criteria? 
 
The application information you received may ask you to ‘respond’ to the selection criteria. 
 
This simply means that you need to write a few paragraphs, or perhaps a page or two, 
depending on the nature of the job, describing how your knowledge, skills, abilities and 
experience relate to each of the criteria. 
 
Each selection criteria must be addressed separately.  
This may mean that you actually repeat some of the information about yourself. It is 
important to do this, because the employer may use a system of giving each of your 
answers a numerical score. If you neglect to answer one criteria well, because you think 
you have already put that information in the response to another of the criteria, you may 
end up with a lower score overall for your application. This may mean that you miss out 
on an interview. 
 
You can structure your written response to the selection criteria in four sections – 
 
1. An initial statement – this should be a clear statement of why you meet the criterion 
eg. ‘I have skills in….’ or ‘I have a good knowledge of….’ 
 
2. Supporting Argument – this should be further information that shows how you meet 
the criterion. Provide specific clear examples of what you have done, or can do; that 
proves you to meet the criterion eg. ‘In my role as X I demonstrated my ability to….’ Or 
‘When working as X I showed that I have skills in….’. 
 
3. Validity Statement – validate your example by showing supporting evidence eg. ‘My 
customer service skills were demonstrated by increased sales….’ Or ‘Feedback from my 
supervisor was….’. You may also wish to attach examples of work you have done and 
refer to this in your response to the criteria eg. ‘Copies of correspondence I produced are 
attached’. 
 
4. Concluding Statement – Reinforce again why and how you meet the criterion. Relate 
your response back to the criterion eg. ‘I believe that this demonstrates that I….’. 
 
For example, the position description for a job as a security guard might list as one of the 
key selection criteria: 
 
KSC1 A knowledge of, or the ability to rapidly acquire knowledge of, protection/security 
systems and emergency procedures. 
 
What is being asked in simple terms is ‘what do you know about security work and 
emergency procedures, and can you show that you can learn this type of information 
easily’. 
 
Your response to a selection criterion should show your employer that you have the skills 
/ information / ability / experience that are being asked about. 
 
 
So in this case, your response might read something like this… 
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KSC1  A knowledge of, or the ability to rapidly acq uire knowledge of, 
protection/ security systems and emergency procedur es. 

 
I have worked as a security guard for 5 years. In 1994 I completed a three week security 
guard course run by Smith Security. From doing this course and through my work as a 
security guard, I have acquired a good knowledge of most aspects of security work. The 
course I did at Smith Security included training in emergency procedures including 
evacuations, bomb threats and hostage situations. 
 
My work as a security guard has been conducted in a variety of environments and I have 
developed expertise in both home and commercial security. On completion of my security 
guard course at Smith Security, I worked for the ANZ Bank for three years, for 
HomeSecure Services for one year, and for the last two years have been employed by 
the National Bank. I have experience of a wide variety of security work and have been 
involved in a number of emergency situations. My referee reports, which are attached, 
testify to my skills in coordinating a response to such situations. 
 
I have a First Aid Certificate and work as a volunteer for St Luke’s Ambulance Service. By 
doing this, I have kept my skills up to date. I have the ability to acquire any further 
knowledge of security systems required for this position. I have demonstrated through my 
employment in the security industry that I have a good knowledge of security systems and 
emergency procedures. 
 
Your responses to the selection criteria provide you with the opportunity to include all 
relevant information that will show the employer that you are capable of doing the job that 
they are advertising. 
You must read each selection criteria very carefully as each one may contain a number of 
parts. Some criteria will be asking about your knowledge, or your skills, or abilities or 
experience or a combination of these. 
 
For example: 
KSC2   An ability to respond calmly and quickly in stressful/emergency situations 

and coordinate a response appropriate to the circumstance. 
 
The word ‘and’ in this criteria means that you are being asked two questions at once. First 
of all ‘Can you respond calmly to an emergency’ and ‘Can you coordinate a response 
when an emergency occurs’. Your response needs to answer both of these questions. 
 

But what if I don’t have what they are asking for i n one or 
more of the criteria? 
 
It is best not to draw attention to the fact that you cannot really meet a selection criterion. 
It is better to concentrate on what knowledge/skills/abilities/experience you do have, and 
on your ability and willingness to learn. 
 
Do not be put off by the fact that you think you are weaker in one of the areas mentioned 
in the selection criteria. It is unlikely that every applicant will be strong in every area 
mentioned, and it is often the case that some criteria are considered more important that 
are others. Apply anyway – you may still better meet the overall requirements than other 
applicants. 
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YOUR E-MAIL ADDRESS MAY  

BE HARMING YOUR JOB PROSPECTS ! 
 
 

While e-mail addresses such as “sexychick69”, “hotwaterburnslikefire” and “no1deltafan” may 
make your friends laugh, they can also send your e-mail applications straigh t into the 

recycle bin.  

 
 

A Yahoo Mail survey found that most HR managers disregard an application if it comes from 
an address that casts the applicant in a less than serious light.  Two of the examples provided by 

Yahoo are "elvisthechicken2003" and "LarryLoonyLamb@yahoo.co.uk".1 
 

 
“Applicants with wacky e-mail addresses may stand out from the crowd but probably to their 

detriment in the workplace.  It’s best to keep your e-mail boring and business-l ike when job 
hunting. ” 

-- Alick Mighall, head of production, Yahoo Mail UK 
 
 

Why start out on the wrong foot?  If job hunting, create a brand-new e-mail account that will be 
used only for job hunting purposes, and give it a sensible address such as “robertstevens” or 

“kellynakamura”.  It is perfectly acceptable to append a number if your name is already in use. 
 

�  Appears more professional 
�  Avoids job-related e-mail being mixed up with personal e-mail 

�  Less likely to attract spam 
 
 

Sites such as Hotmail and Yahoo Mail offer free e-mail services and are commonly used by job 
hunters. 

If you would like help in setting up an email account, please ask the Employment & Careers 
Coordinator. 
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Telephone screening / Phone Interview 
 

Prepare for a phone interview just as you would for a regular interview. Compile a list of 
your strengths and weaknesses, as well as a list of answers to typical phone interview 
questions. In addition, plan on being prepared for a phone conversation about your 
background and skills.  
It's important to be prepared for a phone interview on a moment's notice. You never know 
when a recruiter or a networking contact might call and ask if you have a few minutes to 
talk. 
 
Transcript: Phone Interview Tips – Refer to back of Booklet  
Some employers choose to pre-screen job candidates over the phone before doing an in-
person interview. Find out how you can prepare for a phone interview so that it goes off 
without a hitch.  
 
Confirm All Aspects of the Phone Interview 
Before the call, confirm all arrangements such as the date, time, and who you will be 
talking to, if you can.  
 
Prepare for the Phone Interview 
Research the job and the company so you are prepared to discuss the organization and 
your role. Practice interviewing so you have an idea of what you'll say in response to 
likely interview questions.  
 
Choose a Smart Interview Space 
Use a quiet, comfortable, and private space. If you're at home, kick out the kids and the 
dog and close the door. Have your resume in clear view taped to the wall or on your desk.  
 
Also have a pad and pen ready for note-taking Turn call waiting off on your phone and be 
sure to use a landline, not a cell phone, whenever possible. You don't want to have to 
worry about static or dropped calls.  
 
Be Cognizant of Your Phone Communication 
During the interview, you'll need to sound as professional as you would if you were 
meeting the interviewer face to face. Don't smoke, chew gum, eat, or drink while you're on 
the phone. Smile. Smiling will project a positive image to the listener and will change the 
tone of your voice.  
 
Speak slowly and enunciate clearly. Don't speak in run on sentences that will not allow 
the interviewer to interject or ask more questions.  
 
Practice Regular Interview Formalities 
Use the person's title during the conversation (Mr. or Ms. and their last name.). Only use 
a first name if they ask you to. Otherwise, stick with the formal title.  
 
 
 
 

Plan on being prepared for a phone conversation, ab out your background and 
skills.  
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Practice Interviewing  
Talking on the phone isn't as easy as it seems. I've always found it's helpful to practice. 
Have a friend or family member conduct a mock interview and tape record it so you can 
see how you sound over the phone. Any cassette recorder will work. You'll be able to 
hear your "ums" and "uhs" and "okays" and you can practice reducing them from your 
conversational speech. Also rehearse answers to those typical questions you'll be asked.  
 
During the Phone Interview   
 
Do 

·  Do keep a glass of water handy, in case you need to wet your mouth.  
·  Smile. Smiling will project a positive image to the listener and will change the tone 

of your voice.  
·  Speak slowly and enunciate clearly.  
·  Use the person's title (Mr. or Ms. and their last name.) Only use a first name if they 

ask you to.  
·  Take your time - it's perfectly acceptable to take a moment or two to collect your 

thoughts.  
·  Give short answers.  
·  Remember your goal is to set-up a face-to-face interview. After you thank the 

interviewer ask if it would be possible to meet in person. 
·  Always use the person’s name if you know it, and end the call politely, for example 

‘Thank you Mr Jones, goodbye’ or ‘Thank you Mr Jones, I look forward to meeting 
you on Friday, goodbye’. 

 
Don’t  

·  Don't smoke, chew gum, eat, or drink.  
·  Don't interrupt the interviewer.  
·  Don’t be difficult about arranging times for the interview – it is up to you to be 

available – the employer will expect you to fit in with the times he/she is available. 
 
The way you make your telephone call could determin e whether or not you get 

an interview.  
 
After the Interview:  
 

·  Take notes about what you were asked and how you answered.  
·  Remember to say "thank you." Follow with a thank you note which reiterates your 

interest in the job. 
·  Thank the interviewer and ask what the next step in the process will be. 

Remember to send a thank you note after every interview; email is acceptable, 
regardless of how it is conducted. 
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Face to Face Interview 
 
Before the Interview 

·  Research the company – website, brochures, phone book ad, receptionist 
·  Research the job – receptionist, job contact 
·  Plan your transport 
·  Have the EXACT address 
·  Practice your questions – job, company, direction 
·  Practice your answers – tell me about yourself, what do you bring to the job 
·  Plan what you’re going to wear 2 days before – iron it and put it ALL on to make 

sure 
·  Have your paperwork ready in your portfolio – spares of everything, clean 
·  Get up to speed on current affairs – read the headlines for couple of days 
·  Know the name and pronunciation of the interviewer along with position title – 

who are they and how do they fit into the picture, anybody else in the interview 
 
Presentation 
 
Clothes – neat, clean, ironed and appropriate for position. 
 
You – Be well groomed and confident.  Carry a comb or brush with you and freshen up 
prior to going into the interview. 
 
Resume – Make sure your resume is on clean paper and NOT creased or folded.  Ensure 
the information is presented in an appealing, easy to read way and that is correct. 

 
If you are in any way concerned that you may be lat e, call the Employer and notify 

them. 
 
Dress for an Interview 
Males 

·  Business suit   
·  Dark business shoes - remember 

to polish  
·  Business shirt  
·  Professional  tie ( leave the one 

with cartoons on it at home)  
·  Dark socks (match trousers and 

shoes, keep the cartoon birthday 
socks for BBQs)  

·  Neat haircut (if you have long hair, 
tie it back)  

·  Clean shaven (if you have a beard 
make sure it is trimmed)  

·  Trousers, business shirt and tie 
are acceptable if you do not have 
a business suit   

·  Be careful not to use too much 
aftershave    

 
Females 

·  Business suit (skirt / trousers and 
jacket)  

·  Court shoes -  remember to polish  
·  Neat haircut (if you have long hair, 

tie it back)  
·  Remove chipped nail polish  
·  Make-up (perhaps arrange to have 

a make-up consultation)  
·  Stockings (if wearing a skirt)  
·  Skirt / trousers and a business 

shirt are acceptable if you do not 
have a business suit  

·  Keep jewellery to a minimum  
Be careful not to use too much perfume 
Remember – First impressions last. If 
you look good, you will feel good. 
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Before the Interview: 
Arrive approx 10 minutes early.  This gives you time: 

·   to gather your thoughts  
·   to check your appearance  
·   to relax 
·   to ensure you are at the right address  

 
Introduce yourself to the receptionist.  Remember, their assessment of you starts as soon 
as you enter their premises.  You must always be polite and friendly.   
 
You should give to the receptionist:    

·  your name and the time of your appointment  
·  the name of the person going to interview.  If you don’t know it, ask the receptionist! 

 
Thank the receptionist, wait quietly and:  

·   be careful how and where you sit  
·   be ready for the interviewer  

 
Greet the interviewer 
 

·  The interview has now started so make a good impression.  Be ready to shake 
hands and introduce yourself.  

 
You must:  

·   be alert and quick to respond to the interviewer  
·   be mindful of your smile, your handshake and how you move  

 
Enter the interviewer's office and: 

·  do not sit down until you have been invited to do so  
·  if you have a choice, sit about an arms length from the interviewer’s  desk 

 
Watch the way you sit and be careful of your postur e: 

·  do not lean on the desk or on the arms of the chair  
·  sit up straight, don’t slouch, don’t lean back and don’t fold your arms  
·  do not put anything on the interviewer’s desk until it is ‘tabled’  
·  remember to keep smiling and be friendly  
·  avoid nervous habits   
·  do not play with your fingernails  
·  keep your hands off your ears, hair, beard and collar  
·  do not play with your jewellery   
·  never tap your fingers or feet on anything   

 
Remember, once you are in there and the interview p roper has started: 

·  volunteer positive information only – never anything negative  
·  stress your good points eg skills, qualities, experiences.   
·  do not talk about what you cannot do or what training you need  
·  answer the interviewer’s questions as you have rehearsed  
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Do not smoke, even if you are invited to.  Don’t chew lollies or chewing gum.  Only accept 
a glass of water or a cup of tea or coffee if the interviewer is having one.  
   
At the end of the interview  

·  be ready to ask suitable questions  
·  summarise your qualifications and suggest that the interviewer contacts your 

referees  
·  tell that you are very interested in the job  
·  if the interviewer offers you the job accept it then and there  
·  thank them for the interview and don’t ramble on 

  

Job Interview Techniques 
 
The statistics on how we make an impression: 
Your appearance makes an instant impression when meeting people for the first time 
(actually, in the first 30 seconds).  Statistics show that when we meet new people the 
impact we make is via:  
 

·  55% - the way we dress, act and walk through the door  
·  38% - the quality of our voice grammar and overall confidence, and a mere...  
·  7% - from what we actually say  

 
Body language / Non-Verbal Communication 
 
Do...  

·  Smile  
·  Maintain eye contact  
·  Sit up straight  
·  Slightly lean forward in chair  
·  Acknowledge all people 

conducting interview  
·  Nod when appropriate  
·  Arrive 5-10 mins early  
·  Give good firm handshake 

 
 
 

Don't   
·  Fidget, touch their desk  
·  Shake your leg, flick hair, sniff, 

scratch  
·  Yawn, look at watch at anytime  
·  Slouch, lean back, cross 

arms/legs  
·  Smoke, chew gum, swear or use 

slang  
·  Stare, look too serious  
·  Make any bodily noises  
·  Appear overly nervous or rushed
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“Tell Me About Yourself” – the most common question 
asked! 

 
Very often this is where we begin to give out too much information, which is exactly what 
the employer wants.   
 
They want to hear all the reasons why they should not hire you.  Here are some dos and 
don'ts for answering this question .  In the space below write your good answer to this 
question. 
 
One of the best ways to understand Behavioural ques tions is by going through the 
International Workplace Certificate Booklet. Please  see your Joblinx consultant for 
more information` 
 
DO 
 

·  Talk about skills and  job 
qualifications 

·  Talk about how you can save, or 
make the company money 

·  Talk about community involvement 
which is non controversial 

·  Tell them about good grades / 
marks, relevant education or 
training 

·  Tell them about "the extra" you did 
in past jobs you enjoyed 

·  Common interests 
 

DON'T 
 

·  Ramble 
·  Talk about hobbies unless they 

underscore abilities needed for the 
job or are  

·  Talk about personal problems, 
financial problems, recent 
illnesses, family issues, drug 
issues 

·  Talk about salary requirement 
·  Tell them about goals which do 

not benefit the company 

Tell me about yourself 
 
Eg: I have recently completed a Certificate III in Business at Sarina Russo Schools where 
I have developed advanced skills in MS Packages….. Then talk about your work 
experience and skills.  
 
 
Rehearse, rehearse, rehearse – Practice makes perfe ct 
 
...........................................................................................................................  
 
...........................................................................................................................  
 
...........................................................................................................................  
 
...........................................................................................................................  
 
...........................................................................................................................  
 
...........................................................................................................................................  



 

  Page 45 

Typical Interview Questions / guide to answers 

 
Be prepared to answer typical questions like: 

 
 
 
 
 
 
 
 
 

QUESTION POSSIBLE ANSWERS/SUGGESTIONS 

Tell me about yourself They want to know about your work accomplishments and 
skills – not your personal life. Keep your answer to 1 – 2 
minutes; do not ramble, do not give your life history, 
summarise your resume, steer away from religion/politics 
etc 

Why do you want to work for us? Talk about how you will fit THEIR needs; how you can make 
a significant contribution to specific company goals 
 

Why should we pick you for the job? Give examples of your successes, your skills that the 
employer would require, your knowledge, experience and 
abilities 

Why haven’t you found a job by now? Finding any job is easy, finding the right job is more difficult  
- tell them you are being selective 

Can you work under pressure or to 
deadlines etc? 

Yes, it’s a way of life in business – give a specific example 
of how you have done this 

How do you resolve conflict within your 
working team? 

First, discuss the issues privately with the particular team, 
never get involved in politicking 

What salary/wage are you asking? Give a salary range you are comfortable with. You can find 
this information out on wagenet or www.jobsearch.gov.au 

What are your weaknesses? DON’T say “none”. Try to turn a negative into a positive, or 
talk about a weakness you had previously, but have 
addressed and it is no longer an issue 

What are your strengths? Present at least 3 and relate them to the company and jobs 
you are applying for 

What do you know about our company? Show that you have done your homework – have a 
minimum of 3 pieces of information about the company i.e. “I 
read in your annual report…” or “I noticed in your 
brochures…” 
 

What interests you in this 
job/career/industry? Why do you want 
to work for us? 

Talk about the reputation of the company, the opportunity to 
start/develop your career path, the experience you gain from 
the company 

Why did you leave your last job? 
 

Always answer honestly, but never criticise previous 
employers e.g. “I Realised that the career opportunities I 
was looking for were not going to happen with that 
company” or “I needed more of a challenge.” 

Give me an example of… 
 

Have a few examples rehearsed that address: customer 
service, dealing with people, team work, conflict resolution, 
your accomplishments 
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Questions to ask the Interviewer 

During the interview, you should get the interviewer to talk at least 50% of the time.  This will allow 
you to learn about the company, the position, your prospective supervisor and future opportunities.   
 
You can use the information learned during the first interview to impress the employer in the 
second and third interviews.  This information will also help you decide whether you want the job.   
 
The following is a list of questions to ask the int erviewer.  Read through them and circle a 
couple that you may use for your job interview. 
 
1. How many employees does the company/department have? 
2. How long has the position been vacant? 
3. What would the career path be for someone starting in this position? 
4. Do you offer training? 
5. Will there be any on the job training if I am successful? 
6. When will I start? 
7. When will I find out if I am successful for this position?  
8. How do you think I have performed during this interview? 
 
 
You may have a few more to ask, these are just some  tips for you to think about. If you can, 
try and have at least one question to ask. 
 

What is the employer looking for? 
 
The main areas an employer considers during the interview are – 
 

·  Attitude 
 
·  Knowledge 

 
·  Skills 

 
·  Experience 

 
·  Presentation 

 
·  Ability to learn. 

 
The relative importance that the employer places on each of these areas will vary 
depending on the type of job.  
 
For an entry level position, for example; attitude, ability to learn and presentation may be 
more important than skills, experience and knowledge. 
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Reference checking / Background checks 
 
Checking references for an employer is one of the most important steps in the recruitment 
process. Let’s face it the employer is wanting the best person for the job! 
 
Checking references can be a lengthy process however this is critical to do for an 
employer, this process is needed so they do not hire an applicant who may be unqualified 
or not have the skills and experience that is needed to successfully complete the vacant 
role. It may save the employer a lot of time and money later on down the track, if the 
applicant is hired and doesn’t work out.  
 
It is a process of authenticating the information that you have given to the employer. 
Some applicants may miss-represent themselves, exaggerate or simply leave out 
important information. The employer will learn a lot from speaking with ones referee.  
 
Reference check is done to find out if information on your resume is true and accurate, if 
the candidates skills, duties, responsibilities and character is what they said or wrote on 
there resume as well as finding out about there character as a person and whether they 
will fit into the employers team or work environment. 
 
Before you give an employer the details of your referee it is expected that you speak with 
you referee first to “ask” them whether they can represent you or be a ‘referee’ for you. 
 
This will generally depend on your performance at work, reliability, dedication and work 
ethic as to whether your current or past will accept to become your referee. 
 
It is standard for the employer to ask for two business references.  
 
The types of references.  
 
Business Reference 
A business reference is a person that is in a position to verify your previous work details, 
work ethic, salary, duties, responsibilities etc. A typical business references would be a 
Manager, Owner, Principles, Human Resources etc. 
Letters of recommendation or written references are also an acceptable from of a 
reference, however these days a lot of employers prefer to actually speak with employers 
so they can ask them questions; where as a written document may not answer all of the 
employers questions. 
 
Personal / Character Reference 
A Character reference is somebody that is willing to comment on your character as a 
person. The type of person that would be suitable for a Character reference would be who 
has a reputable and professional status in society; eg. Lecturer, land lord, doctor, (not 
your friend or relative) 
 
It is not generally acceptable to have a friend or relative become a reference as they will 
obviously say nice things about you and may be bias. 
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Background Checks can consist of the following 
 
A background check could be the determining factor as to whether you wil be successful. 
It may only come down to yourself and another applicant. 
There are a lot of different checks that you may be asked to provide yourself or an 
employer may do on you. These would depend on the role that you are applying for as 
each role is different and will have different requirements. 
 
The employer will need to ask your permission if they conduct any types of checks. 
 

·  Testing to confirm skills and knowledge. For example, employers or consultants may 
ask the applicant to sit an exam in Office Suite, test their typing skills, etc 

·  Employer may ask the candidate to participate in a physical exam, if it is a 
requirement for the candidate to be fit or the role needs the candidate to be physically 
active. 

·  Drug testing 
·  Security / Criminal check 
·  Background / Credit check - especially for accounting and finance professionals 
·  Motor vehicle check   
·  Internet search - an Internet search, on the candidate's name, especially at 

Google.com to confirm an individual's claims about their jobs, performance, awards, 
and more; 

·  Ensure that your résumé is true and accurate 

The FCRA (Fair Credit Reporting Act) describes a background check as a consumer report. 
The report can vary from just checking a social security number to a thorough investigation of 
education, work, criminal, credit, social and lifestyle history, including job references.  
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Successful or Unsuccessful 
 
Generally an employer will ring you to offer the job to you verbally. This may be days or even 
weeks after they have interviewed you. As discussed earlier in ‘Reference Checking / 
Background Checking’  this can be a lengthy process for an employer as they want to ensure 
that they find out everything that they want to know, to ensure that you are the right 
candidate. 
 
If an employer rings you to offer a position ensure that you are enthusiastic and professional. 
There will be nothing worse then an employer hear (or have the impression) that you are not 
excited to be working with there company and feel like that they have wasted there time and 
money on things like; writing advertisement, paying for the advertisement, stress, time and 
resources on not having a staff member in the role, filtering through applicants to try and find 
suitable applicants, telephone screening, organising and conducting face to face interviews, 
reference checking, organising and conducting background checks. 
 
If this is the role that you are after and everything sounded great in the interview then show 
your appreciation and sincerely express your interest in the role. 

However be careful about accepting a job offer thinking that you might get out of it later if a 
better job comes along. Many employers think this is unethical. It’s certainly inconvenient. It 
could also hurt your reputation in the industry where you’re job-searching.  

Before accepting ensure that this role is right for you.You should have had all your queries 
answered in the interview; however these questions should be answered. I wouldn’t suggest 
asking all of these questions all at once whilst the employer is offering you the role on the 
telephone as it will seem as though you may now have mixed feelings about the role.  
 

·  The main duties of the position (Is there a written job description?)  
·  The days and hours you’ll be working  
·  Your starting date  
·  The rate of pay/salary—write it down and repeat it back to the interviewer, so that 

there is no misunderstanding  
·  Whether there is overtime pay, and how it is calculated  
·  What holiday arrangements are possible  
·  Performance expectations (targets etc.) you will have to meet  
·  Any conditional requirements associated with taking up the job (e.g. physical 

examination, drug testing, police check)  
·  Whether there are flexitime arrangements  
·  The superannuation choices available  
·  Whether relocation assistance is being offered.  
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Successful 

The process is different for all companies and it would depend on the role that you have been 
successful for, as to what will happen next. 
 
Most larger companies will put you through some sort of induction, which will consist of, but 
not limited to, going through company policies, uniforms, safety, hours, introductions to other 
employees, tour of the building etc. 
 
Some roles may want you to start straight away. 
For Example; 
 

·  The Employer may ask you to come in for a trial to work in their restaurant for a shift. 
(This should be paid work even though this is a trial) 

·  The employer may ask you to start the next day, next week or even email you a roster.  
 
Larger companies and roles that are of a Full Time status will generally send you a contract 
or ‘paperwork’, which may consist of letter of appointments (contracts to sign), and other 
documents for you to fill out. 
 
For Example 

·  Payment details 
·  Superannuation 
·  Unions (optional) 
·  Social clubs (optional) 

 

Unsuccessful  
 
If you have been called and or emailed to be told that you are unsuccessful then take this as 
an opportunity for personal development. 
 
Although you have been told that you are unsuccessful, it may have been between you and 
another applicant, you may have been very close to not getting it and it may have been just 
one small detail that the employer found, seen, heard or assumed that made the other 
applicant come out in front. 
 
This is an excellent opportunity to find out where you can improve and increase your chances 
for the next process. 
 
If you are told that you are unsuccessful on the phone, then you could ask the following 
questions. 

·  Could I please ask what it was that may have let me down? 
·  Could you please tell me if there is anything that I could improve on? 
·  Could you please tell me what it was that made you pick the other person over me? 
·  Could you please give me some advice as to how I can improve my ….(What ever the 

employer picked that may have let you down) 
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So now what! 
 
As you can tell, this is not a process that can be dealt with lightly and swiftly. There is a lot 
included in applying for a role. 
 
This process may come naturally to some and a little more difficult to others, however you 
are not the only one that is going through this process. There are millions of people applying 
for roles as any one time, so there is a lot of competition.  
 
This means that not only should you learn a lot more about your self, to help you with 
creating, adjusting of your resume and cover letter, but also the proceses involved in both 
forms of interviewing. 
 
If you follow the Guide to the Recruitment process, then this may help you get a better foot in 
the door when applying for a role. However following these steps is not the answer to 
‘scoring’ a job. There are other components that are equally important. 
 

�  Clear and well spoken communication skills. This is extremely important in every role! 
�  Identifying that you have the right skills/qualities / Attributes required for the role 
�  Have you followed the process the employer asked you to follow? 
�  Looking and presenting your best – both personally and verbal 
�  Forget about your personal style  
�  Convey the message that you are competent and reliable  
�  Dress for the job you want – different roles require different dress etiquette 
�  Use a firm handshake and good eye contact  
�  Being personable – everybody wants to speak with somebody that they relate to and 

who is polite and respectful 
�  Ask questions  
�  Master the art of small talk  
�  Use a person’s name when talking  
�  Use a confident, assertive tone  
�  Say what you mean 

Next step is ensuring that you keep your job and th at you are everything that you say 
that you are. Otherwise you will be caught out and not have a good reputation for the 

next time you apply for a role! 

Please remember that the Employment and Careers Department – Joblinx are here for 
Resume Review, Guidance, Training, Support and part time work assistance. 

If you need any assistance from the Employment and Careers Department – Jobinx. Please 
make an appointment through JCUB website: Current Students / Employment and Careers 

Department / ‘Click here for Employment’ 

One of our consultants will be happy to help.  

Good Luck! 

Please find below for useful information that can h elp with the recruitment process.  
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There are plenty of places to look for work and it is not just in the newspaper or on the 
internet. You can actively look in the ‘Open’ Job market or the Hidden’ Job market.  

The Open Job Market: 

�  Newspapers 

�  Job Search websites 

o www.seek.com.au 

o www.careerone.com.au 

o www.mycareer.com.au 

o www.jobsearch.gov.au 

�  Private Recruitment Agencies in Brisbane 

Hudson – www.jobs.hudson.com  

Hays  – www.hays.com.au 

Michael Page Finance – www.michaelpage.com.au 

Adecco – www.adecco.com.au 

Zelda – www.zeldarecruitment.com.au 

Manpower – www.manpower.com.au 

Select Appointments – www.selectappointments.com.au 

 

�  Employer Websites 

Many large organizations have a careers section on their websites. Here you can 
search for jobs within the organization. 

�  Notice boards and Shop Fronts 

�  JCUB online job board 

 

The Hidden Job Market 

The hidden job market includes employers that do not advertise their vacancies or haven’t 
done so yet. There are ways to job search within this ‘hidden’ market. 

�  Cold Canvassing or Cold Calling via telephone & letters 

 



 

  Page 53 

Action words grouped by subject 
 
Here is the action words checklist again, this time grouped into the following categories to 
help you organise your skills and experience. 
Accomplishment 
accomplish expand reduce transform 
achieve improve resolve   
create pioneer restore   

Clerical skills 
approve despatch operate retrieve 
arrange file organise send 
catalogue generate prepare sort 
classify implement process tabulate 
collect inspect purchase type 
compile monitor record   

Communication skills 
address direct listen recruit 
arrange draft moderate speak 
collaborate edit motivate translate 
convince evaluate negotiate view 
correspond formulate persuade write 
debate influence promote   
delegate interpret publicise   
develop lecture reconcile   

Creative skills 
act decorate illustrate originate 
carve design initiate perform 
conceive develop institute plan 
conceptualise direct integrate revitalise 
cook establish introduce sew 
create fashion invent shape 
customise find landscape   

Financial skills 
administer balance estimate plan 
allocate budget evaluate project 
analyse calculate forecast research 
appraise compute manage   
audit develop market   
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Helping skills 
advocate counsel facilitate motivate 
assess demonstrate familiarise nurse 
assist diagnose guide refer 
clarify educate listen rehabilitate 
coach empathise mediate represent 

Management skills 
administer calculate evaluate plan 
analyse chair execute prioritise 
assign consolidate found produce 
appraise contract improve project 
attain coordinate increase recommend 
audit delegate market review 
balance develop organise schedule 
budget direct oversee supervise 

Physical skills 
apply cut insert renovate 
assemble dig install repair 
catalogue drill lift replace 
check drive locate sort 
clean erect measure spray 
connect fasten mix spread 
construct fill operate unload 
control fit rebuild   
cultivate fold regulate   

Research skills 
analyse evaluate interpret summarise 
assess examine interview survey 
clarify extract investigate   
collect identify organise   
diagnose inspect review   

Service skills 
advise clean maintain show 
answer collect prepare wash 
arrange deliver receive   
assist explain remove   
change inspect serve   
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Teaching skills 
adapt demystify facilitate persuade 
advise develop guide plan 
clarify enable inform set goals 
coach encourage initiate stimulate 
communicate evaluate instruct train 
coordinate explain motivate   

Technical skills 
adjust devise navigate sensitise 
assemble drive operate solve 
build engineer overhaul test 
calculate examine produce upgrade 
compute fabricate program   
construct maintain remodel   
design make repair   

 
Adjectives to describe yourself 
active confident efficient industrious patient self-confident sophisticated 
adaptable conscientious energetic innovative perceptive productive stable 
alert consistent enterprising inventive personable quick successful 
ambitious constructive enthusiastic logical pleasant rational supportive 
analytical cooperative fair loyal polite realistic systematic 
artistic creative friendly mature positive reflective tactful 
assertive dependable flexible methodical practical reliable talented 

astute determined hard-
working 

motivated precise responsible tidy 

attentive diligent helpful objective professional self-reliant thorough 
capable diplomatic honest observant proficient sensible thoughtful 

cheerful disciplined imaginative optimistic reliable having a sense 
of humour 

tolerant 

competent discreet inclusive organised resourceful sincere trustworthy 
competitive economical independent outgoing responsible sociable versatile 
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Wherever possible your skills statements should begin with descriptive or positive action 
words.  Include items that you have started, completed, worked on, developed or made 
possible.  Do not copy these, these are to jog your memory 

The following is a memory jogger to help get you st arted.   

 
COMMUNICATION 

 
·  Respond to telephone and counter 

inquiries 
·  Active listening skills 
·  Advising customers and clients 
·  Multi lingual - fluent in 

Italian/Greek/German/etc 
·  Liaising with sales/company 

representatives 
·  Confident telephone manner 
·  Confident verbal and written 

communication skills 
·  Ability to liaise with both 

management and staff comfortably 
·  Ten years experience dealing with 

the public 
·  Ability to effectively communicate 

with people of all ages 
·  Liaising with clients and customers 
·  Excellent written language skills  
·  Excellent report writing skills 
·  Excellent negotiation skills 
·  Thorough command of English 
·  Attentive listening skills 
 

 
ADMINISTRATION 

 
·  Experienced in different formats of letter 

writing 
·  Experienced in filing and updating records 
·  Completion of mail room duties 
·  Daily banking 
·  Efficient rostering of office/sales/factory 

staff 
·  Experienced in general office procedures 
·  Preparation and dispatch of 

correspondence 
·  Invoicing, typing and mailing accounts 
·  Fast and accurate typing of 80 words per 

minute 
·  Experienced in use of all office equipment 

such as _______ 
·  Able to work as part of a team 
·  Daily balance and reconciliation 
·  Maintenance of petty cash 
·  Accomplished word processing and data 

entry operator 
·  Arranging internal transfers of stock 

between branches/states 

 
HEALTH AND SAFETY 

 
·  Skilled in accident prevention 
·  Possess a current first aid certificate 
·  Experienced safety officer 
·  Skilled in training staff in health and 

safety issues 
 
 

 
MAINTENANCE 

 
·  Maintenance and upkeep of buildings 
·  General carpentry and cabinet making 

skills 
·  Experienced at both internal and external 

painting 
·  Supervision of contractors 
·   Maintenance and upkeep of gardens 
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INTERPERSONAL 
 
·  Possess well developed 

communication and networking skills 
·  Confident and comfortable in liaising 

with other employees and senior 
management 

·  Ability to communicate ideas clearly 
and to put ideas to practical use 

·  Ability to relate and work effectively 
with people of different cultures 

·  Good command of English language 
·  Possess a sound knowledge of 

English grammar 
·  Patient and tactful when dealing with 

people of all ages 
·  Practices in the art of active listening 

(eye contact, paraphrasing, reflecting 
feelings, questioning) 

 

 
 

 
SUPERVISION 

 
·  Staff training and development 
·  Interviewing and hiring of staff 
·  Staff supervision (up to ____ staff) 
·  Staff rosters 
·  Excellent management/staff relations 
·  Responsible for quality control 
·  Delegation of duties to sales/office/factory 

staff 
·  Monitoring staff movements 
·  Organisation of seminars/events 
·  Supervision of exhibitions 
·  Arranging demonstrations 
 
 

 
COMPUTER 

 
·  Fast and accurate keyboard skills 
·  Experienced with product support 

and maintenance 
·  Skilled in use of various software 

packages including ____________ 
·  Skilled in creating spreadsheets and 

databases 
·  Experience in using networking 

protocols including ____________ 
·  Experience in training customers in 

the use of programs 

 
WORKING CONDITIONS 

 
·  Able to work odd hours when required 
·  Able to work rotating shifts 
·  Ability to stand for long periods of time 
·  Ability to work at heights and on 

scaffolding 
·  Capable of hard physical work 
·  Enjoy working outdoors 
 
 
 
 

 
CLERICAL/OFFICE 

 
·  Capacity to greet clients in a warm, 

professional manner and to attend to 
their needs 

·  Demonstrated ability to use 
computers and a wide range of 
software 

·  Sound knowledge of payroll, debtors, 
creditors and invoicing 

·  Fast, accurate typing with attention to 
detail 

·  General exposure to computers and 
confidence in their use 

·  Personal presentation of a high 
standard 

 
ORGANISATIONAL / SUPERVISORY 
 
·  Proven ability to work effectively with 

senior executives 
·  Capacity to organise and coordinate 

activities 
·  Ability to deal with conflict and stress 
·  Willingness to accept responsibility 
·  Organisational, planning and decision 

making ability 
·  Mature and tactful approach when dealing 

with people 
·  Sound organisational and administrative 

skills 
·  Ability to direct, manage and work with 

people 
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·  Flexible working attitude 
·  Thorough understanding of general 

office duties 
·  Good working knowledge of word 

processing and spreadsheet 
packages 

·  Proficient in the use of 
_____________(ie Microsoft Word, 
MYOB.. 

·  Professional telephone manner 
·  Ability to deal with confidential 

information in a tactful, discreet way 
·  Ability to maintain strict confidentiality 

in all matters 
·  Ability to perform general office 

duties and clerical tasks 
·  Sound knowledge of spelling, 

punctuation and grammar 
·  Sound working knowledge of 

_________(ie MS Outlook or 
Microsoft Excel) 

·  Sound knowledge of typing, data 
entry and computer skills 

·  Ability to calculate figures and write 
clearly 

 
 

RETAIL 
 

·  Accurate money handling skills 
·  Experience with various retail outlets’ 

cash registers 
·  Skilled in the use of EFTPOS 
·  Skilled in handling credit card 

transactions 
·  Experience in use of scanners 
·  Experience in displaying stock 

Familiar with security procedures 

·  Ability to be firm but impartial when 
making decisions 

·  Practical approach to problem solving 
·  Ability to plan and organise 
·  Capacity to coordinate and oversee 

several tasks at a time 
·  Sound knowledge of computer linked 

stock control and electronic cash registers 
·  Willing to work hands on when  
·  required 
·  Ability to motivate staff in an encouraging, 

positive way 
·  Ability to enthuse and motivate 
·  Ability to liaise effectively with the 

companies client base 
·  Well managed delegating skills and 

organisational techniques 
·  Adaptable in times of change 
·  Recognise the importance of professional 

integrity and ethics 
·  Recognise the importance of building a 

trust relationship with clients 
·  Ability to achieve targets 
·  Energetic and dedicated to achieving 

results 
·  Excellent negotiation skills 
·  Clear focus on client service standards 
·  Possess broad vision, keen analytical and 

problem solving skills 
·  Confidence in my own abilities 
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Transferable Skill Statements to use in your 
Resume  

�  Able to motivate staff to meet project deadlines 

�  Strong problem solving skills proven by increased sales 

�  Work independently, successfully meeting deadlines 

�  Strong technical and written communication skills 

�  Eager to perform work to maximum satisfaction of clients 

�  Proven ability to develop strong customer and team rapport 

�  Customer service oriented, with a goal of repeat business 

�  Enjoy working as a team member as well as independently 

�  Self-motivated, productive individual 

�  Excellent interpersonal, verbal and written skills 

�  Success-driven team player that continually meets and exceeds goals 

�  Self-starter who applies individual initiative to get the job done 

�  Dynamic, outgoing individual able to develop strong rapport with customers 
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Example Career Objectives  
�  To secure employment utilising my experience and people skills.  

�  I would like to obtain a job with long term prospects, preferably in the hospitality and tourism 
industry. 

�  To secure a position where my qualities of a fast learner and the ability to take on new 
challenges can be used.  

�  To secure a position where my existing skills in the areas of administration and customer 
service can be utilised by a progressive and innovative company.  

�  To secure a position where my ability to communicate and liaise effectively with a diverse 
client group in a friendly and diplomatic manner can be put to good use. 

�  To secure a position where by hard work, dedication and the ability to acquire new skills will 
advantage any company I work for.  

�  I am seeking a position, which utilizes my extensive experience in all aspects of the hospitality 
industry.  I enjoy the challenges; hands-on work and satisfaction of a job well done.  My main 
objective is to assist you in the ongoing success of your organization. 

�  To move into a clerical and administration position where I can use my people management, 
training and writing skills to enhance the work environment, improve staff performance and 
contribute to the overall success of the organisation.  

�  My major career objective is to obtain a position in human relations and/or administration.  My 
experience has enhanced my problem solving, negotiation and co-ordination skills, which I 
aim to utilise in a positive productive manner. 

�  I am young, enthusiastic, energetic and love working hard.  I work well unsupervised in a team 
situation or individually and have excellent interpersonal skills. 

�  My objective is to provide best practice management practices with strong leadership qualities 
and clear direction while developing business in an ethical manner to the profit of all 
stakeholders. 

�  To obtain satisfying work in an industry where I can contribute to an effective team, increase 
quality and productivity, as well as maintaining excellent customer service standards. 

�  To use my office administration and computer skills to achieve outstanding results in all my 
duties and participate in and encourage teamwork helping to create a friendly, goal oriented 
working environment 

�  My main objective is to integrate my extensive experience as a Customer Service and Sales 
professional in Hospitality with a new focus on Call Centre employment.  As an industry 
professional with a highly developed work ethic I believe my confident and friendly nature 
would make me a highly desirable employee for any organisation.  

Test Your Typing Skills! 
When you apply for positions that involve typing and computer work, you will most likely have 
to indicate your typing speed and accuracy in your application or you may have to sit a test. 
You can use the online typing test module below to determine your speed and accuracy or to 
test your typing skills. 

www.typequick.com/ttest/testyourskills.html 
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Jobseeker Telephone Checklist 

 
 

Checklist Response Suggestions  
Is your spiel clear and to the point – have you 

prepared what you are going to say to the employer?  
Yes/No    

Did you ask for the name of the personnel manager?  Yes/No    
If they were unavailable, did you offer to telephone back? Yes/No    

If asked what it was about, did you answer “for advice 
or information”?  

Yes/No    

Did you address the personnel manager, etc. by 
name?  

Yes/No    

Did you introduce yourself and offer something of 
interest to the employer?  

Yes/No    

Did you only ask for a few minutes of their time to 
obtain advice/information and suitability of resume?  

Yes/No    

If you were referred, did you say who referred you?  Yes/No    
If the employer was not interested in an interview, did 

you try to send your resume for opinions?  
Yes/No    

If no interview, did you ask for the name of anyone 
they knew who could offer the assistance you 

require?  
Yes/No    

If no assistance, did you ask about future call back or 
opening?  

Yes/No    

Did you speak clearly and without hesitation?   Yes/No    
Did you record the information?  Yes/No    

Were you positive?  Yes/No    
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NOTES 
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J A M E S  C O O K  U N I V E R S I T Y  B R I S B A N E  

Career Information Kit 

 
Joblinx  is a privately owned recruitment consultancy exclus ively servicing James Cook University 

Brisbane students. 
 
 

James Cook University Brisbane 
CRICOS PROVIDER CODE: 00117J 

349 Queen Street 
Brisbane, QLD 4000 

Phone +61 7 3001 7800 • Fax +61 7 3001 7899 
jcubrisbane@jcub.edu.au 
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