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Networking 

Online Advertisements 
 There are several online job-boards such as Seek, MyCareer, CareerOne, LinkedIn, 100mums 

(especially for mothers returning to the workforce) 
 Seek is probably the most popular of these 
 Design an alert on some of these job-boards 
 Build a profile on LinkedIn – Some professional roles are only being advertised on LinkedIn 

Applications 
 Some of the roles will be advertised directly by the organisation 
 Some through the recruitment agent.  Build a relationship with the recruitment agent.  Do a lot of 

follow-up with them.   
 Ensure there is a balance between following-up and hassling a recruitment agent. 

Making Applications 
 With the market being competitive, apply asap after seeing an advertisement 
 Some roles, especially government roles, require selection criteria i.e. they want more details with 

examples for the essential/critical requirement of the role.  Each selection criteria could be about half 
a page 

 



Resume 

 Resumes must meet most, or all, of the selection criteria set out in the position description or 
advertisement. 

 It should contain: 
 Contact details – name, address, phone number and email address 
 Professional Summary – a very short para on “summary of experience” (value proposition) 
 Education and Qualifications – completed and/or still studying 
 Work Experience – Listed in chronological order, with the most recent experience on top. 
 Include the employer’s name, positions held and primary responsibilities.   
 “Quantify” your  accomplishments/achievements wherever possible 
 Do not leave gaps in your Resume – if you had interim assignments or travelled – say so 
 Write the month and year, if possible, for starting and finishing a role 
 References – mainly of the people you reported to directly 

 Document format – clean format, either in PDF, DOC or  TXT, with no graphics, images or tables. 
 Don’t forget to spell check 
 Follow up with a phone call, especially with a recruitment agent 

 



Covering Letter 
 Each Application should be tailored to suit the position you’re applying for and demonstrate “fit for 

purpose”. 
 Covering letters are selling your Resume and, as such, should grab the recruiter’s attention – highlight 

your “unique selling points” 
 Talk to the recruiter if you are not sure of the skills or competencies required. 
 Tips for writing a good Covering Letter 

 Start by talking about what you would bring to the organisation and to the role being advertised 
 Keep it succinct and to the point 
 Link your skills and work experience to why you are suitable for the position by including a few 

achievements from your last two roles. 
 Demonstrate why you consider yourself the right person for the vacancy - state how you can solve 

the position’s problems and challenges 
 State what your motivation is behind your Application for the position 
 Don’t repeat your Resume.  The Covering Letter should bring out your personality, curiosity and an 

interest in the field you are applying for. 
 Length should be one A4 page; the language should be clear, error free, layout with introduction and 

identification of position. 

 



Transferable Skills 
• Employment skills are also called “Transferable Skills”.  They can be transferred from one job to another 
• These skills are used and developed in all areas of your life. 
• No matter what career you have, these skills are important to ALL employers. 
• Having these skills will make the difference between getting the job or not, getting the pay rise or not, getting a 

promotion or not. 
 

These skills are: 
• Communication  
• Teamwork  
• Time Management  
• Problem-Solving  
• Organisation  
• Learning  
• Computer  
• Listening  
• Creativity  
• Leadership  

 



References 

• Generally, do not include the Referees’ details on your Resume but keep them ready for the interview 
• When giving details, ensure that you are confident that the reference given by a Referee will be a 

positive and balanced one. 
• The Referee should be a person you have previously reported to 
• Let the recruiter know that you would like to talk to the Referee before they contact him/her 
• You should contact the Referee before the recruiter does and give as much background details to 

him/her as you can. 
• Do not forget to thank the Referee after he/she has provided a reference check. 



Preparation/Dress Protocols 
 Get Your interview clothes ready – first impressions are best 
 Men’s attire should consist of either a navy or black suit, long sleeved shirt (preferably white or co-ordinated), belt, 

tie, dark socks, conservative leather shoes, little or no jewellery, neat hairstyle, limited after-shave, trimmed nails 
and a portfolio or briefcase. 

 Women’s attire should be a suit (navy, black or dark grey), the suit skirt should be long enough so that you can sit 
comfortably, co-ordinated blouse, conservative shoes, limited jewellery (no dangling earrings or arms full of 
bracelets), little or no jewellery, neutral pantyhose, light make up and perfume, neatly manicured nails and a 
portfolio or briefcase. 

 
 Get directions, use GPS or do a trial run.  It is important to arrive well before time for the interview. 

 
 What to bring to an interview – any correspondence i.e. direction, location, interviewers names, an extra copy of your    
        Resume, a list of references, a list of questions you want to ask the interviewers. 

 
 How to prepare for the interview in order to make a good impression 

 Prepare examples for behavioural interview questions – STAR (Situation, Task, Action and Result);  
 Job specific interview – job against your skill set – technical knowledge 
 Practice interviewing – mock interview with someone you know or online interview preparation tool 
 Prepare common interview questions e.g. your strengths, your weaknesses 
 Have an interview checklist 

 
• Research the Organisation – it will prepare you for the answers, cultural fit and questions you can ask 
 
• Analyse the job – what the company is seeking, the company profile on the internet, position description 
 
• Match your qualifications to the job – make a list of your 5-10 assets including skills, certificates, knowledge base, 

competency skills, professional qualification and co-relate it to the job 
 

 



Interview  
 During the Interview 
 Firm handshake, with a smile 
 Body language – appear calm and relaxed; act naturally, sit up straight and maintain eye contact, 

appear confident 
 Listen and ask questions – it is important to listen to the interviewer as much as answering questions. 
 Pay attention, take your time to answer questions appropriately 
 Be ready to engage the interviewer/s – build relationship 
 Elaborate your work experience with examples mainly suited to that role or organisation – not 

personal information unless specifically asked 
 Be professional – do not make negative comments about your previous employer/s 

 
Don’t forget to send a thank you note – it is not always a custom in Australia but is recognised as good 
practice in other parts of the world 

 
 

 



Dos and Don’ts of Interview 
Recap the Previous 2 Slides 

 Dos 
• Dress appropriately for the industry; err on the side of 

being conservative to show you take the interview 
seriously. Your personal grooming and cleanliness 
should be impeccable   

 
• Know the exact time and location of your interview; 

know how long it takes to get there, park, find a rest 
room to freshen up, etc. 

  
• Arrive early; 10 minutes prior to the interview start time 

[or earlier if the event or employer instructs you to do 
so]. 

 
• Treat other people you encounter with courtesy and 

respect. Their opinions of you might be solicited during 
hiring decisions. 
 

• Offer a firm handshake, make eye contact, and have a 
friendly expression when you are greeted by your 
interviewer 
 

• Listen to be sure you understand your interviewer's 
name and the correct pronunciation 
 

• Even when your interviewer gives you a first and last 
name, address your interviewer by title (Ms., Mr., Dr.) 
and last name, until invited to do otherwise. 
 

• Maintain good eye contact during the interview 
 

Dont’s 
• Don’t make excuses. Take responsibility for your 

decisions and your actions 
 

• Don't make negative comments about previous  
employers or professors (or others). 
 

• Don't falsify application materials or answers to 
interview questions 
 

• Don't treat the interview casually, as if you are just 
shopping around or doing the interview for practice. 
This is an insult to the interviewer and to the 
organization. 
 

• Don't give the impression that you are only interested 
in an organization because of its geographic location. 
 

• Don't give the impression you are only interested in 
salary; don't ask about salary and benefits issues until 
the subject is brought up by your interviewer. 
 

• Don't act as though you would take any job or are 
desperate for employment. 
 

http://www.career.vt.edu/interviewing/Handshakes.html


Dos and Don’ts Continued 
Dos 
• Sit still in your seat; avoid fidgeting and slouching 
 
• Respond to questions and back up your statements about 

yourself with specific examples whenever possible. 
 

• Ask for clarification if you don't understand a question. 
  
• Be thorough in your responses, while being concise in your 

wording 
 

• Be honest and be yourself — your best professional 
self.  Dishonesty gets discovered and is grounds for 
withdrawing job offers and for firing. You want a good match 
between yourself and your employer. If you get hired by 
acting like someone other than yourself, you and your 
employer will both be unhappy. 
 

• Treat the interview seriously and as though you are truly 
interested in the employer and the opportunity presented 
 

• Exhibit a positive attitude. The interviewer is evaluating you 
as a potential co-worker. Behave like someone you would 
want to work with. 
 

• Have intelligent questions prepared to ask the interviewer. 
Having done your research about the employer in advance, 
ask questions which you did not find answered in your 
research. 

 

Dont’s 
• Don't make the interviewer guess what type of work you 

are interested in; it is not the interviewer's job to act as a 
career advisor to you. 
 

• Don’t be unprepared for typical interview questions. You 
may not be asked all of them in every interview, but being 
unprepared will not help you. 
 

• A job search can be hard work and involve frustrations; don't 
exhibit frustrations or a negative attitude in an interview 
 

• Don't go to extremes with your posture; don't slouch, and 
don't sit rigidly on the edge of your chair 
 

• Don't assume that a female interviewer is "Mrs." or "Miss." 
Address her as "Ms." unless told otherwise. (If she has a 
Ph.D. or other doctoral degree or medical degree, use "Dr. 
[lastname]" just as you would with a male interviewer. 
Marital status of anyone, male or female, is irrelevant to the 
purpose of the interview. 
 

• Don't chew gum or smell like smoke. 
 

• Don't allow your cell phone to sound during the interview. (If 
it does, apologize quickly and ignore it.) Don't take a cell 
phone call. Don't look at a text message.  
 
 
 

 



Dos and Don’ts Continued 
Dos 
• Evaluate the interviewer and the organization s/he 

represents. An interview is a two-way street. Conduct 
yourself cordially and respectfully, while thinking critically 
about the way you are treated and the values and 
priorities of the organization. 

 
• Do expect to be treated appropriately. If you believe you 

were treated inappropriately or asked questions that were 
inappropriate or made you uncomfortable, discuss this 
with the recruitment agent 
 

• Make sure you understand the employer's next step in the 
hiring process; know when and from whom you should 
expect to hear next. Know what action you are expected 
to take next, if any 
 

• When the interviewer concludes the interview, offer a firm 
handshake and make eye contact. Depart gracefully. 
 

• After the interview, make notes right away so you don't 
forget critical details. 
 

• Write a thank-you letter to your interviewer promptly. 
 

Dont’s  
• Don't take your parents, your pet (an assistance 

animal is not a pet in this circumstance), spouse, 
fiancé, friends or enemies to an interview. If you are 
not grown up and independent enough to attend an 
interview alone, you're insufficiently grown up and 
independent for a job.  
 
 
 

http://www.career.vt.edu/Handshakes.htm


Questions to Ask  

• Asking the right questions at an interview is important for two reasons: 
 First, when done correctly, the questions you ask confirm your qualifications as a candidate for the 

position. 
 Second, you are interviewing the employer just as much as the employer is interviewing you. This 

is your opportunity to find out if this is an organization you want to work in. 
Some of the Questions you might consider asking, include but are not limited to: 
 What skills and experiences would make an ideal candidate? 
 What is the single largest problem facing your staff and would I be in a position to help you solve this 

problem? 
 What have you enjoyed most about working here? 
 What constitutes success at this position and this firm?  
 Do you offer continuing education and professional training? 
 Can you tell me about the team I’ll be working with? 
 What can you tell me about your new products or plans for growth?  
 Who previously held this position? 
 What is the next step in the process? 

http://www.nextavenue.org/article/2014-06/flexible-work-it-lip-service-employers
http://www.forbes.com/companies/next/


Questions 
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