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Welcome to Career Launch!
MESSAGE FROM THE VICE-CHANCELLOR
Looking forward to life after university is both exciting and challenging. Many of you will embark 
upon first stages of your career while others will use your new qualifications to re-enter the 
workforce or seek career change. It is useful to start thinking about career options early in your 
degree in order to prepare well for the opportunities and expectations of the current labour 
market. Career Launch will help you do this.

The Australian National University is committed to preparing you for a better future. The 
University has gained an enviable reputation for attracting the best staff and students; for the 
quality of its teaching programs and its international links. Facilities and service providers such 
as the Careers Centre add great value to students as they progress through their studies, giving 
ANU graduates both the generic and specialist skills needed to succeed in a competitive labour 
market.

I commend this 2nd edition of Career Launch to you. I am sure that this publication, along with 
all the services that the Careers Centre offers, will provide invaluable assistance in your career 
planning.

Ian Chubb
Vice-Chancellor
November 2004
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MESSAGE FROM THE CAREERS CENTRE MANAGER
This publication offers wide-ranging advice and information to assist you in planning and 
preparing for your career beyond university. It has been written for ANU students by the staff  
of the Careers Centre who assist students on a daily basis with career questions like:

■  What does my degree qualify me for?

■ What job options exist for graduates?

■ How do I make myself competitive in the labour market?

■ What are my career interests?

■ Am I doing the right course?

■ Should I consider post-graduate study?

■ How do I access work experience and vacation work?

■ How do I best market my skills, experience and qualifications?

■ What job search strategies are most effective in my field?

Career Launch will set you in the right direction to identify and tackle your particular career 
questions.

The ANU Careers Centre is staffed by leading career professionals who have broad ranging skills 
and experience working in education and industry. They want to ensure that all ANU students 
have access to excellent opportunities for career development.

Additionally, the Centre has an excellent library of career resources including books, newspapers, 
videos and employer information. A new bank of computers is now available for student use to 
assist with career planning and job search.

Good luck with your brilliant careers!

Kate Gemmell
Manager, Careers Centre
Australian National University
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Careers Centre Services
The Careers Centre assists ANU students to maximise their potential and make a successful 
transition from education to work. The Centre provides a wide range of career and employment 
services for ANU students, recent graduates, and university faculties and schools. Services 
include:

■  Online career information and employment noticeboard

■  Confidential career counselling 

■  Regular drop-in sessions

■  Careers seminars and workshops

■  Careers Resource Centre

■  Computer-based career guidance

■  Employer Visits Program (EVP) and Campus Interview Program

■  Careers fairs 

■  Law Graduate and Summer Clerkship Recruitment Program

CAREERS WEB SITE - WWW.ANU.EDU.AU/CAREERS/
ANU CareerHub is a sophisticated career information and employment opportunity web system 
for the exclusive use of ANU students and recent graduates. Students should register on the 
ANU CareerHub system as soon as possible. The system provides access to: 

■  part-time and casual employment opportunities

■  graduate and full-time employment opportunities

■  work experience and internships information

■  job search, job application, and interview skills seminars

■  résumé builder

■  information about upcoming events

■  plus plenty of useful career information 

CAREER ADVICE
The Careers Centre advises students and recent graduates on career implications of their course 
and employment opportunities, as well as preparing them for employment or further study. 
Advice can be given on an individual basis and consultations are confidential.
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RESOURCE CENTRE
The Careers Centre has a comprehensive resource centre including: books, videos and useful 
articles on topics such as job search, job applications, interviews, international employment, and 
labour market trends. The Centre also has four student computers. 

CAREER EDUCATION
Professional staff provide seminars, discussions and workshops relevant to graduate employment 
options, labour market trends and career development issues.

GRADUATE RECRUITMENT
The Centre promotes ANU students to graduate employers and coordinates employer visits to 
campus and careers fairs. These events are advertised on CareerHub.
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10 Ways to Increase Your 
Employment Prospects
 1   START career planning and job search early – the more you know about yourself and the 

opportunities on offer, the more effective your job search will be.

 2   FIND a range of work experience throughout your degree. Employers look favourably on 
graduates with a variety of experience.

 3  ENSURE your résumé is in top shape – current, targetted and well presented.

 4   RESEARCH the labour market – think laterally and flexibly; don’t disregard opportunities 
offered by smaller organisations.

 5  PARTICIPATE in Careers events like the Employer Visits Program and careers fairs. These 
events offer direct contact with recruiters and recent graduates so that you can learn 
about the graduate labour market and employer expectations and make some valuable 
contacts.

 6   JOIN and contribute to professional associations. Attend their functions – meetings, 
conferences and seminars offer valuable opportunities to learn about an industry and 
meet people with information that will help you in your job search.

 7   FIND out who does the recruiting and how. It is important to be familiar with graduate 
recruitment guides, recruitment agencies and on-line agencies. Brush up on interview 
skills - telephone, group, one-on-one, on-line and assessment centres. Learn about the 
various psychometric tests used by employers.

 8   LEARN how to network - conduct information interviews; consider who your top 3 or 4 
referees might be and whether they know enough about you 

 9   ATTEND job search and career development training – this will help you to identify your 
career interests and options as well as give you the skills to write excellent applications 
and attend job interviews with confidence. Check the CareerHub website for details.

   INVEST the time and effort needed for successful job search – career planning takes 
time. You can make informed choices once you have gathered information about the 
labour market and matched this with your interests.

10
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The essence of 

effective career 

management is the 

continual shaping and 

refining of your work 

by combining what you 

value with what you 

do well.

Planning Your Career
THE BENEFITS OF CAREER PLANNING
Career planning is an ongoing process that involves making positive choices  
about the direction you want your work and study life to take. Individualised  
career planning helps you to:

■   understand yourself better – what motivates and interests you and  
what your skills are

■  understand the labour market and identify a range of options

■  prepare positive and targetted applications

■  access work experience and professional development opportunities

■  gain confidence in decision making

■  gain employment at the end of your degree

People who know exactly what they want to do with their lives are a rare breed. Our experience 
at the Careers Centre suggests that most students have general career ideas that can be 
developed and clarified by looking inward through self assessment as well as outward through 
accessing relevant and current information about the workplace.

CAREER PLANNING PROCESSES
Self Evaluation – Things That Count
A range of factors can help in unravelling the mysteries of what you are going to do in the 
future. Whether you have some idea about your career interests or no idea at all, it helps to have 
an understanding of the following components of good career planning:

Values
Values are like the guiding lights that help you to make life decisions. Understanding what is 
important to you in life and work will really underpin good career choice and effective job search 
strategies, and will also affect the satisfaction you feel in your work.

Here are some examples of work values to consider. Try ranking them in order of importance:

Adventure  Security Fast pace

Variety Flexibility Travel

Income  Public contact Challenge

Development Independence Status

Helping others  Autonomy Problem solving

Having identified your values, use them as a reference point when considering employment 
options.
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Career Interests
Following your interests is crucial to career success and satisfaction so it makes sense to spend 
some time exploring and clarifying them. It’s likely your interests, whether they be vocationally 
focussed or more generalist in nature, have guided you into the course you’re now doing. 
Interests beyond what you are studying will also be important in determining what industries 
and career settings attract you.

Spend some time identifying your interests and any related work options by asking questions like:

■  What would I love to do in my life?

■  Where do I want to work?

■   What types of activities engage me the most? For example those focused on people,  
data or technical activities?

■  Who does work that interests me? Why?

■  What organisations interest me?

■  What have I done in the past that really motivated me?

Skills
University students with various types of life experience have a considerable range of skills to 
offer. The trick is in identifying them and knowing how to demonstrate them in an application or 
job interview. Understanding what skills you like to use most is also very important. Once you 
undertake a skills audit, you may also recognise skills gaps that need to be addressed to improve 
your employment prospects.

There are certain skills needed to thrive in our working lives:

■   Specialist skills. It helps to be an expert at something. All students acquire specialist 
skills or knowledge through their degrees.

■   Generic skills. Teamwork, leadership, interpersonal skills, research, writing, analysis, 
creativity, organisation, administration, computing and problem solving are examples of 
skills employers consistently rate higher than many specialist skills. You have developed 
them to some extent through study, paid and unpaid work, involvement in community 
and sporting groups and international experience.

■   Career management skills and attributes. These are the skills that ensure you will 
thrive in changing work environments. They will underpin success and satisfaction and 
allow you to take charge of your destiny. They include decision-making, negotiation, 
ability to explore and create opportunity, ability to apply skills in new contexts, conflict 
resolution, cultural sensitivity, networking and adaptability.
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Skills Required for Entry-Level Professional Employment

Communication ■  persuading and negotiating
■  establishing and maintaining networks
■  listening and empathising
■  delivering presentations
■  maintaining good client relationships
■  being assertive
■  writing to the needs of the audience
■  maintaining an effective network

Research and analysis ■  develop research strategies for projects
■  understand and apply research methodology
■  interpret statistical data
■  quantitative reasoning
■  present research findings effectively

Leadership and teamwork ■  working effectively with people’s differences and 
strengths

■  coaching, mentoring, giving feedback
■  applying teamwork skills to a range of situations

Problem-solving ■  developing creative, innovative solutions
■  showing independence and initiative in identifying 

problems and solving them
■  resolving customer concerns in relation to complex 

project issues
■  apply continuous improvement principles

Initiative and enterprise ■  adapting to new situations
■  being creative
■  generating a range of options

Planning and organising ■  managing time and priorities
■  change management
■  establishing clear project goals and deliverables
■  collecting, analysing and organising information

Technology and information 
management

■  having a range of current IT skills
■  applying IT as a management tool
■  attention to detail

Career self-management ■  having and articulating ideas, vision and personal 
career goals

■  evaluating and monitoring own performance
■  taking responsibility

Learning ■  enthusiasm for ongoing learning
■  management of own learning needs
■  using a range of mediums to learn

Adapted from: Employability Skills for the Future, Department of Education, Science and 
Training, 2002
Review this list of skills and start to think about examples from your own experience  
that would enable you to demonstrate them through job selection processes.
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Personality Preferences
Your personality will have an impact on what career plans you 
make and also how you go about making them. How would 
you describe your personality traits? Are you: self-directed, 
cautious, determined, easy-going, extraverted, aggressive, 
ambitious, serious, adaptable, imaginative, enthusiastic, logical, 
sensitive, decisive? Would you prefer to work in the high-
powered world of international consulting, work at the coalface 
of social welfare or beaver away at challenging research 
projects? Preferences about options like these will partly be 
determined by your personality. Considering them alongside 
interests, skills and values will give you a great start in career 
planning. 

The Careers Centre offers  

a range of resources to help 

you plan your career. We 

recommend you attend career 

planning workshops, make 

an appointment to talk to a 

counsellor, complete the  

New Directions career planning 

package or consult the range  

of books and brochures available 

in the careers library.

“I put off going to university for a year so that I could travel.  

Then I started an Arts degree choosing subjects that I really liked 

– philosophy and anthropology. I didn’t give any thought to what  

I might do after university because I was having such a good time.  

I was offered a position in the honours program but decided after three 

years what I really needed was more money and I was lucky enough 

to get a graduate position with a government department. This was 

very comfortable but I could see the “tyranny of boredom” setting in. 

It was at this point that I’d realised how lucky I had been in my life so 

far but that it was now time to start making some informed decisions 

about my career. I enrolled in a postgraduate program in science 

communication and have moved into the public affairs section of the 

same department which is much more interesting and challenging.”

A Not-So-Recent Arts Graduate
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Job Search – Doing  
it the Smart Way
EMPLOYER WISHLIST 
The skills and attributes that recruiters consistently look for in graduates:

✔  People skills and interpersonal communication including customer service, ability to 
communicate effectively with people in a range of contexts, public speaking listening, 
negotiation and conflict resolution.

✔  Research, analysis and intellectual capacity are highly prized qualities and the ‘raw 
material’ that employers often recruit. Your credentials in this regard can be demonstrated 
through your academic record, special projects you have worked on and activities where 
you have used problem solving skills as an individual and in teams. 

✔  Teamwork and Leadership. The ability to work effectively as part of a team is near the top 
of most employers list of desirable traits. Gain experience in a variety of team situations 
both at university, in work and other extra-curricular experience. Look for opportunities  
to take on leadership roles.

✔  Writing. The ability to write well for both technical and non-technical people are highly 
valued skills. Typical writing tasks that graduates are asked to do include writing letters, 
developing proposals, composing reports and conveying complex information in clear terms.

✔  Information management and technology. The most valuable computer skills for new 
employees are: wordprocessing, spreadsheets, understanding databases and an ability to 
navigate the Internet. Also very useful is the ability to edit web pages, produce powerpoint 
presentations and to produce documents with desk top publishing software. Take 
advantage of courses offered at ANU to improve your IT skills. Depending on your studies 
you may develop a high level of computer literacy in various applications. Ensure you 
promote these to employers. 

✔  Paid or unpaid work experience is very desirable because it demonstrates broader 
exposure to a range of people and tasks. Employers are very interested in the experience 
you gain outside your university studies.

✔  Self management skills such as initiative, self-confidence, ability to set goals, persistence, 
flexibility, adaptability and sense of responsibility add a great deal of value to your 
employability.

✔  Technical skills and specific knowledge relevant to the organisation’s needs are also highly 
valued.

Being successful at job search is made a whole lot easier if you’ve put some thought into career 
planning (see previous chapter). Knowing what you want out of a job and what skills you have  
to offer allows you to assess opportunities more efficiently and apply for jobs in a targetted way.

Whatever you think you 
can do or believe you can 
do, begin it. Action has 
magic, grace and power.

Johann Goethe
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OPPORTUNITY AWARENESS –  
WHAT’S OUT THERE
The employment scene is undergoing constant change and keeping up 
to date with trends and expectations often underpins job search success. 
Take a broad and flexible look at the labour market - you are likely to 
discover opportunities you hadn’t thought about and some which may 
not be directly related to the content of your degree but which are 
nevertheless interesting.

Here are some ways to find current information on labour market 
trends and outcomes:

■   Graduate Destination Survey gives information about types of jobs and starting salaries 
for university graduates. The Careers Centre website has the latest information for ANU 
graduates: www.anu.edu.au/careers. Copies of reports are held in the Careers Centre’s 
resource library.

■   Australian Job Search published by the Department of Employment, Workplace 
Relations and Small Business is an excellent source of information about the broader 
labour market . Find it at www.jobsearch.gov.au/joboutlook

Here’s how to find more specific information on organisations and jobs that might interest 
you:

■   Publications like annual reports, graduate recruitment guides, newspapers and directories 
such as the Yellow Pages and Graduate Opportunities (available at the Careers Centre)

■   Talk to people – identify people that may have information you need or at least know 
where to find it; conduct information interviews (the section on Networking describes 
some strategies for doing this well)

■   Participate in events like the Employer Visits Program and come to Career Fairs

■   Gain paid employment or unpaid work experience in your fields of interest 

■   Contact recruitment agencies and talk to their staff about opportunites

■   Consult websites for peak employer bodies such as the Australian Chamber of Commerce 
and Industry and the Australian Business Council as well as employer websites

■   Investigate relevant professional associations. Become a student member.

JOB SEARCH ON THE INTERNET
The Internet is a first and essential source of information about organisations, recruitment 
(more and more of this is now being done on-line) and job prospects. Having access to on-line 
information can certainly help your career planning and job search. There are sites that:

■  help you assess your personality, skills, values and career interests

■ provide industry and occupational information

■ give details about education and training options

 
 
 
REMEMBER! Success at 
job search relies on your 
ability to know yourself 
and to continually 
keep up to date with 
opportunities and what 
employers are looking 
for. These are the skills 
of career resilience that, 
once mastered, will allow 
you to thrive through 
your working life. 
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■ receive on-line job applications

■ teach you how to write a résumé and prepare for interviews

■ provide on-line career counselling

■ list job vacancies – both local and international

There is an extensive list of career and employment links on CareerHub - these have been 
selected to be especially relevant to ANU students. Also check the links featured in the Selected 
Resources section of this book – they are good first sources for information about further study, 
career planning, job vacancies and employer information.

Preparing On-line Applications 
Many organisations and companies now require job applications to be lodged on-line either 
through on-line application forms or through email. When submitting applications, be careful to 
follow the instructions and check attachments are in an accepted format before sending. On-line 
application forms usually ask specific questions and have word limits. Usually you can work on 
them, save and return to them at a later time. Just as with hard copy applications, it is important 
that you write in a positive and targetted way so that the employer gets the best possible 
impression of your skills and attributes as they relate to the position.

NETWORKING
Networking is one of the most effective ways to find employment. Many jobs are not advertised 
and are filled through referrals. Networking is about identifying people and organisations that 
may be of use to you in your job-search and future career. The activity of networking can range 
from seeking information from people who are engaged in work you are interested in doing, to 
advising these people that you are looking for work and letting them know your range of skills 
and interests.

Networking requires commitment and can be a challenging activity for those who are not used 
to it. It is however one of the most powerful strategies a jobseeker can use. 

Finding Contacts and Expanding Your Network
Everyone has contacts – whether they be friends, relatives, work colleagues or academic staff. 
These contacts in turn know many more people, who could have information and advice to 
assist you with your job-search. Add to this the contacts you can find through sources like 
careers fairs, employment directories and websites, and you are well on the way to identifying 
a substantial network (refer to section in this book entitled ‘How to Make the Most of Careers 
Fairs and Employer Events.’)

The key to effective networking, as with all job seeking, is preparation. It is not enough to simply 
meet people; you need to engage in an exchange of ideas and this requires research. 

■ Read industry journals and stay up to date with current trends. 

■  Join a relevant professional association/s. These organisations send regular newsletters 
to their members and organise seminars and other networking events. They also usually 
have cheap joining fees for students.
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■ Read the annual reports of organisations in the sector in which you are interested. 

■ Identify organisations that interest you.

■ Make sure your résumé is up to date.

■ Organise work experience with an organisation you would like to work with. 

■  Undertake some regular voluntary work with an organisation that has links into your 
industry. 

Information Interviewing
It is useful to interview people who are currently working in positions or at organisations in 
which you are interested in. This will help increase your knowledge about your field of interest 
and clarify and redefine your career goals. It will also help you improve your communication 
skills and allows potential employers to meet with you in a pleasant, low stress environment. 
Remember, this is an information gathering process which could lead to potential career 
opportunities so should be treated like a job interview. 

When approaching people in a formal way to learn more about employment opportunities you 
should:

1.  Arrange a meeting – face-to-face is best but may not always be possible. Make contact 
by phone, email or letter requesting a meeting and explain why you’d like to meet. Make 
reference to the mutual friend/colleague who referred you, if that is how you have 
identified the contact. Stress that you are asking for a short meeting and that you will be 
seeking information, not asking for a job.

2.  Prepare for the meeting – research the organisation. Think about a range of questions to 
ask. Make sure your résumé is up to date. Plan appropriate dress. 

3.  At the meeting – you have limited time, so focus on getting through the questions you 
want to ask. As with all good communication, pay attention equally to listening as well as 
speaking, adopt open body language and be friendly and relaxed. Ask informed questions 
about the organisation and the work your contact does. For example:

■ What qualities and skills help people to succeed in this industry/occupation?

■  Are there any professional associations and publications that you would 
recommend?

■ What do you think of my résumé? How would you suggest I change it?

■  How did you come to be involved in this kind of work? What has your career path  
been like so far?

■ What is a typical day like for you?

■  What advice would you give me for effective job-searching? Where are vacancies 
advertised? What steps would you recommend that I take to prepare to enter this 
field?

■ May I have your business card?

■ Can you suggest anyone else I might talk to?
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4.  Follow up the meeting with a thank you – this could include an update on progress 
you’ve made as a result of the meeting. There may be some information that you have 
found that is of use to your contact in return. Understand the importance of reciprocity 
both in job search and as you progress through your career.

Requesting an  
Information Interview
Here’s an example of  
how you might ask  
for an information interview  
in writing:

 
A Final Word about Networking…
Networking is the most effective way to find out about jobs. It will undoubtedly increase your 
knowledge bank by giving you the opportunity to meet people who can open the door to job 
vacancies. Through this activity you are demonstrating initiative and enthusiasm as well as 
research and communication skills – all highly valued in today’s labour market. Your visibility 
may also give you the edge over other applicants who only promote themselves through written 
applications.

Dear Ms King

I am in my third year of an Arts/Law degee at ANU and spoke with you 
briefly at the recent Tertiary-To-Work careers fair. Although I am not 
currently looking for a job, I am very interested in learning more about 
career paths associated with public health policy and the skills and 
experience I might need to develop in my final two years at university. 
I would greatly appreciate 10-15 minutes of your time to ask you about 
this field. 

Could you let me know if you would be able to offer me some time to do 
this – I would be more than happy to arrange this at your convenience.

Thanks for your consideration.

Jane Benson

Networking Success Story

A second year Arts/Science student wanted to gain experience in the field of science 
journalism and, while researching for an assignment, came upon a particularly interesting 
article in a science journal. To this student it seemed like a really good model of the sort of 
work that he wanted to do, so he decided to contact the author. He sent an email to her 
requesting an information interview and met with her two weeks later. It was an inspiring 
meeting from which the student gained lots of industry information and names of additional 
people to contact. He used this information to search for vacation work and was offered a 
placement with a publishing house in Sydney.  
His goal is to continue to build on this experience before making a decision about whether 
to pursue this field after graduation. And in the meantime he is gaining important and 
significant transferable skills that will make him more marketable. 
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FINDING CASUAL AND PART-TIME WORK
The Careers Centre’s CareerHub is an electronic noticeboard for the exclusive

use of ANU students and recent graduates. CareerHub provides access to part-time and casual 
employment opportunities, as well as job search advice and a résumé builder.

The Careers Centre does not keep a register of students looking for work. Its up to you to check 
the CareerHub online jobs noticeboard regularly and apply directly to the employer. You may be 
asked to present a student card at anytime by the employer or by the Careers Centre. CareerHub 
can be found at: www.anu.edu.au/careers/ 

To use CareerHub you must first register using your student number and password. Once 
registered, you will be able to customise the type of information you receive by discipline and 
career interest areas.

As well as checking CareerHub regularly for vacancies, be proactive in other ways:

■  Ensure your résumé is in top shape – current, targeted and well presented. Book in for 
a Careers Centre workshop to discover ways to improve your résumé. Bookings can be 
made on CareerHub. 

■  Network – identify organisations that may employ casual staff such as the many 
restaurants and retail organisations in Canberra. Also let friends and family know that 
you are seeking work and monitor notice boards around campus.

■  The ANU Casual Employment Office (CEO) may be seeking new employees. Check out the 
details at: http://info.anu.edu.au/hr/Jobs/Casual_Employment.asp

■  Many government organisations have registers of those interested in casual work. For 
links to the websites visit http://www.australia.gov.au

■  Check out positions advertised through the Canberra Times newspaper and online 
services such as www.jobsearch.gov.au

Other Considerations

Work and Study — It is a good idea to consider how part-time work can be combined with 
a study program. While there are no clear guidelines, be aware of your study workload, the 
newness or complexity of the particular courses you are taking, your health, level of fatigue  
and stress levels, other commitments and the nature of the work.

Centrelink Requirements – If you are getting Income Support from Centrelink, earnings 
above a certain amount will affect your payments. The ANU Welfare Officer can help you work 
out the financial implications. Telephone: 6125 5849.

International Students — International Students must obtain permission to work in 
Australia. There will be restrictions on maximum hours of employment allowed. Contact the 
International Education Office on 6125 4643. Information is also available on the Department  
of Immigration Website: http://www.immi.gov.au/study/index.htm
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ENHANCING YOUR EMPLOYMENT PROFILE THROUGH WORK 
EXPERIENCE, VOLUNTEER AND VACATION WORK
It is important to remember that employers are not just recruiting graduates who have good 
results but are looking for well-balanced graduates who have shown enthusiasm for and 
commitment to their chosen field. One of the most successful ways of demonstrating this is 
through targeted work experience. 

Benefits of Work Experience
■  Value adds to your degree and demonstrates your enthusiasm and commitment  

to your field.

■  Links the theory you have learnt with practical experience.

■  Gives you current industry knowledge and skills as well as information about workplace 
expectations and culture.

■  Builds your professional network.

■  Provides you with industry relevant referees.

■  Increases confidence and insight into personal career goals.

■  Can lead to ongoing part-time work and graduate jobs.

Types of Work Experience
■  Unpaid/paid - Please be aware that unpaid work experience is generally not allowed 

unless it is undertaken as a requirement of an education or training course or is part 
of a formal volunteer work program. For more information about unpaid and paid work 
experience and wages and conditions in general go to: www.wagenet.gov.au

■  Internship/Industrial Experience

■  Set block of time, eg vacation

■  Ongoing, eg one day a week

■  Vacation Research Scholarships

■  Work placement scholarships

Be Prepared
■  Assess your skills and experience and identify any gaps or areas which need 

improvement.

■  Attend job application and interview skills workshops at the Careers Centre. 

■  Update your résumé.

■  Research organisations you are interested in and target them.

■  Read industry publications so you are aware of current trends and industry gossip.
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Where to Search 
■  The Careers Centre is in constant contact with 

organisations and government departments. Many 
of them advertise work experience and vacation 
employment programs on CareerHub.

■  Graduate Opportunities and Graduate Futures are 
Australian publications which have a listing of 
organisations offering vacation employment and 
internship opportunities and the cut-off dates. It is 
important to note some of the larger organisations 
have cut off dates early in the year for the Christmas 
vacation.

■  Research the organisations you are interested in and find out if they have formal work 
experience programs. If not, talk to someone in the department or section you would like 
to work in and try to arrange it yourself. 

■  Use newspapers and professional journals to find out about interesting projects on which you 
may be able to work. Position Vacant advertisements usually state whether positions are 
new, and new positions often indicate growth areas that may be in need of an extra pair of 
hands. 

■  Use your networks. Let your friends, colleagues and relatives know what you are looking 
for and give them a copy of your up to date résumé so they know you are serious.

■  The Yellow Pages is also a good way to find small to medium organisations that do not 
advertise widely but remember to do your research before making contact with them. 

■  Consider volunteer work as an excellent way to get experience and extend your networks. A good 
place to start is Volunteering ACT http://www.volunteeract.com.au and GoVolunteer: http://
www.govolunteer.com.au/

How to Make Contact? 
■  Do your research. It is much easier to make effective contact with an organisation  

if you know what they do.

■  HR departments do not always know all the opportunities that exist within an 
organisation. Approach the specific area and people with whom you would like to 
gainexperience. You can usually find this information by ringing the enquiries number  
of an organisation. 

■  Conduct information interviews (see the section on Networking).

■  Ask family friends and colleagues for a referral.

■  Send a speculative letter and follow up with a phone call.

■  All organisations are different. Consider what method will be most effective within  
the organisation to which you are applying (phone, email, letter). 

■  Choose a technique that suits your communication strengths and style. 

My clerkship experience taught me  
to keep an open mind at all times  
and to take advantage of any 
opportunities which arose. It was  
from my rushed decision to 
accompany a lawyer to court one 
day, that my new-found passion 
for commercial litigation grew. Be 
prepared to take initiative and show 
interest in a range of areas and  
people will take notice of you.

4th year commerce/law student
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Make the Most of it
■  Know what you want from the work experience and discuss and negotiate expectations 

before you start. 

■  Observe office politics in action and tread carefully. Ask if you are unsure of protocol or 
expectations.

■  Identify the key people and make an extra effort to impress them.

■  Show initiative and enthusiasm and do more than you have to.

■  Make the most of networking opportunities by asking questions about the organisation, 
people’s career paths, and industry trends. 

■  Make a positive and professional impression.

■  Send a thank you letter outlining what you have gained from the experience.

■  Confirm your interest in the organisation and ask if you can send your résumé before you 
graduate.

ANU Student Work Experience Insurance
■  The University’s Personal Injury and Sickness (Work Experience) insurance covers students 

undertaking approved work experience programs. The policy covers non-Medicare 
expenses relating to injury, sickness, and travel to and from the place of work. 

■  For students to be eligible for cover under the policy, the work experience program must 
be a recognised component of an approved course of study at The Australian National 
University. Certification of a student’s eligibility to undertake work experience should be 
approved by the relevant Head of Department, Course Convenor or Program Convenor, 
by completing the appropriate form and forwarding a copy to the University’s Insurance 
Officer. Full details can be found at:

■  http://www.anu.edu.au/finance/chanserv/personal_accident_insurance.htm

My work experience over the summer vacation at Telstra was a challenging and eye-
opening experience. I found out about the position on Telstra’s website when I was just 
aimlessly surfing the net. There were only a few hours left before applications closed…
but it was probably two of the best hours worth of time that I’ve spent in my life!

For my interview, there was one engineer from the OnAir Networks Division and 
another from Computer Networks. It was held in a very casual manner. Academic 
results and technical ability are certainly important, but they were most concerned 
about how effectively you work in a team and how you would fit in their working 
environment.

When I first arrived I was thrown in at the deep end … and I was expected to pick 
things up quickly. After 2 weeks I was already doing work that graduates would be 
doing after 3 months. It was a steep learning curve but I gained an enourmous amount 
of knowledge.

I’m glad that I took the initiative to get work experience…working in the outside world 
is vastly different to hitting the books at uni. It is most helpful … when determining 
your future career.

4th yr B Comm (Finance)/B Eng (Systems) student 
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MAKING THE MOST OF CAREERS FAIRS AND  
EMPLOYER EVENTS
The Careers Centre organises a number of employer events throughout the year including large 
careers fairs such as Tertiary-to-Work, the Law Fair and the Employer Visits Program. These 
events are excellent opportunities for all students (no matter what year you are in) to find 
out more about job opportunities and to help clarify your career goals. You are able to meet 
informally with employers and get invaluable information and advice. Consider the following  
tips to help you to make the most of these events. 

Prior to the Event
■  Define your goals. What do you hope to get out of the event – for example, find out 

about graduate or vacation work; make initial contacts with employers or simply seek 
information about specific organisations

■  Research employers. Review the list of employers attending (usually available through 
CareerHub). Visit their websites and decide on those you particularly want to speak to. It 
will save you time by allowing you to be targetted in your approach. It will also improve 
the quality of your interaction.

■  Be prepared to answer questions from employers regarding your career goals and interest 
in their organisation.

■  Be prepared with questions to ask.. (see: Questions to Ask at a Careers Fair)

What Should I Wear?
Students often ask about what they should wear to careers fairs or employer on-campus 
presentations. While this is not a job interview and so won’t require a suit and tie, first 
impressions still count. Neat and casual clothing is recommended. Remember you don’t want to 
stand out for the wrong reasons.

At the Event
■  Prioritise and identify the employers you are most interested in but don’t be shy about 

talking to employers you hadn’t previously considered.

■  Allow yourself adequate time. Make the most of the few minutes you may have with an 
employer. Try to avoid the busiest times, but don’t leave making contact until the end as 
employers may need to leave early.

After the Event
■  Promptly follow up leads or advice to progress your career planning and job search.

■  In your job applications, mention you attended employer events and spoke to 
representatives.

Questions to Ask at an Employer Event
■  When preparing questions to ask employers remember to check their websites first: this 

may give you the answers immediately and also show that you’ve done your research.
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PREPARING FOR GRADUATE RECRUITMENT
Each year recruitment for graduate positions begins as early as February and March for 
employment commencing in February of the following year. This means you need to be applying 
for graduate positions at the beginning of your final year, and if possible, preparing even earlier. 
It is important you are able to make informed decisions about what sort of jobs appeal to you 
prefer and companies you would like to work for. 

Many employers have large, structured intakes of graduate recruits each year. In order to 
advertise these opportunities, many choose to take part in career fairs and on-campus employer 
visits programs. Attending these can help in the decision making process.

The Employers Visit Program (EVP) is held on-campus throughout the year, beginning in March. 
The EVP consists of one-hour employer presentations about their graduate recruitment and 
career opportunities. Often you will get the chance to meet and hear from recent graduate 
recruits about their employment experience. Some employers also invite you to join them 
for light refreshments and an informal chat after the presentation. All EVP presentations 
will be listed under EVENTS in CareerHub. You should book in through CareerHub for those 
presentations you wish to attend, so that the employers have an indication of how many 
students will attend. It is essential for you to attend sessions if you wish to be well informed  
and have the latest information about a company that you may be interested in applying to.

Visit the Careers Centre
Those employers who do not attend Careers Fairs or the EVP may send promotional brochures  
to be displayed in the Careers Centre. These, and many more employment opportunities, will also 
be advertised on CareerHub under the Final Year and Graduate category. Make sure you create 
some job searches for Final Year and Graduate Jobs and check these regularly 

Examples of questions you could ask at a careers fair:
■  I am interested in your organisation because … can you offer me suggestions on how  

I can successfully apply to your organisation?

■  Does your organisation offer international opportunities? How do I find out more about 
these? 

■  What type of skills, training and experience are you seeking?

■  Could you tell me more about what a graduate recruit might expect in their first year?

■  What vacation work/ internship/ work experience opportunities do you offer? How 
should I go about applying for them?

■  Given my particular career interests, are there additional people in your organisation  
I should talk to?

■  What are the main trends in your industry?

■  What advice would you give to someone wanting to break into this field? 
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Keep Your Information Up To Date on ISIS
Some employers may also request that the Careers Centre send information about graduate 
opportunities directly to students. This may be done via email or mail to your residential address. 
The Careers Centre identifies final year students by the expected completion date listed in ISIS. 
Email and residential address details are also identified from ISIS. It is essential that you keep 
these details current on ISIS. 

Application Process
There is no one application process used by all employers. Employers will tailor the process 
according to their needs. Many employers now use on-line application processes, although 
hardcopy applications are still common. To apply, you may be required to complete one or a 
combination of: an application form, cover letter, résumé and a statement in response to the 
selection criteria. Ensure you follow all instructions, and if in doubt call the contact officer.

Academic Transcripts. 
Most employers will request that you submit a copy of your academic results with your 
application. Official academic transcripts can be purchased from Student Administration. Full 
details and order forms can be found at www.anu.edu.au/sas/studentadmin/transcripts.php 

You will need to get photocopies of your transcript certified (or witnessed) by a Justice of the 
Peace. A list of Justices of the Peace at the ANU can be found on the ANU website. If submitting 
an online application you will need to either scan and attach your academic transcript to your 
application. If this is not possible, unofficial transcripts can be downloaded from ISIS. However, it 
is imperative to check with the employer that an unofficial transcript is acceptable first and you 
will still need to present your official, certified copy of your transcript at interview.

Career Centre Resources
The Careers Centre runs seminars on résumé writing to help you prepare competitive 
applications, as well as seminars on interview techniques and preparing for assessment centres. 
Dates for seminars are available on CareerHub. It is essential that you attend these seminars. 
Reference books and videos are also available on request from the Careers Centre. 

Selection Process. 
After your application has been processed, the next stage of the selection process could involve 
an interview, on-line or in-person ability testing, or an assessment centre activity. Many 
employers now incorporate each of these elements into their selection process. The order will 
differ for each employer. Refer to the relevant sections in this book for more information on 
applications, interviews and assessment centres.
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“I HAVE A JOB!!!” I still find myself overjoyed by this fact. I had spent over eighteen 
months looking for employment. In the process, I had collected over fifty rejection letters, 
and over twenty rejection emails. This is not including the dozen places that didn’t 
even bother writing back to me. Recently, my fortune changed. I was caught up in the 
delightful dilemma of choosing between two top tier law firms. It feels good when people 
fight for your services. It is funny how things can change so quickly. Here are some lessons 
that I learnt on the journey of job searching. Hopefully, they will be of use to you too.

THE OBVIOUS:
A good CV and good interviewing skills are a must. To improve your CV, I recommend 
reading other people’s CVs. The more you read the better. You will pick up what works 
and what doesn’t. Same with the interviewing skills. Try to observe interviews. Be the 
interviewer. The Careers Centre runs interview workshops where you get the opportunity 
to do this.

Have you seen my horse?
Apply to all jobs that relate to your area of interest. It doesn’t matter how tenuous the 
link is.  I’ve always wanted to practise in IT law (which I am doing now). My first job was 
in the totally unrelated area of migration law. It is a lot easier to find a job when you are 
in a job. As an old Chinese saying goes, sometimes you have to ride an ox in search of your 
steed.

PATIENCE 
You will get rejections. Don’t 
despair, keep your head up. 
It will get frustrating after 
a while, but if you keep 
putting the effort into your 
applications, and continue to 
apply for jobs, your time will 
come. Good luck!

GRADUATE RECRUITMENT – THREE FORMER STUDENTS 
SHARE THEIR EXPERIENCE

 
Tips and hints for securing graduate employment:

■  Start early - some applications start in Feb/March and 
getting those out of the way during the holidays will 
free up time during the semester. 

■  Organise - make a list of those companies that you 
want to apply for and note their due dates. Perhaps 
concentrate on doing 10 very good applications rather 
than 20 mediocre ones .

■  Small firms - a lot of my friends just focused on 
large firms who have high profile graduate programs. 
Those attract a lot of applications and the odds are 
pretty small. Go for programs that are not as heavily 
advertised. 

■  Work experience/summer vacation - it seems that 
getting vacation/work experience with the firm you 
want to eventually work for will put students in good 
stead for a graduate position. Plus summer/work 
experience is less competitive. 

■ Prepare - especially for the interview. Make a solid 
impression
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In 2004, I entered the Graduate Trainee program at the Department of Foreign 
Affairs and Trade (DFAT). As far as I know, I was the second-youngest person at 
DFAT. I had just finished university, and I had never had a full-time job.

I finished my ANU Arts/Asian Studies degree in 2003, majoring in Hindi and 
Asian History and doing Honours in English. I did casual work in hospitality 
and IT, and during Honours I was a research assistant on the Australian 
Oxford Dictionary. In my free time, I played sports and edited the ANU student 
newspaper. I spent my holidays travelling around the world, especially in India.

I prepared for the DFAT recruitment process in two main ways: through friends 
and through the ANU Careers Centre. I spoke to a friend who was a graduate 
from the previous year. 

I also got a lot of help from the ANU Careers Centre. 

First, I went to an interview with a career counsellor, to discuss what I was 
looking for in a job. This was useful in helping me clarify what I wanted and 
needed.

Next I attended workshops run by the Careers Centre. These looked at how to 
address selection criteria, how to prepare applications and how to prepare for an 
interview. 

The Careers Centre also organised a panel discussion where previous DFAT 
graduates talked about their experiences, and the audience of potential DFAT 
graduates could ask questions. This helped me get an idea of the DFAT work 
culture.

I also did hands-on practice exercises through the Careers Centre. I participated 
in trial assessment centre tests and a mock interview. Even though it was a 
practice interview, it was quite stressful, and very good for making me think 
about what interviewers look for, as well as allowing me to get used to the job 
interview format, since I’d never done a formal job interview before.

I have now been at DFAT for five months. My first placement, in the Canada, 
Latin America and Caribbean Section, has taught me a lot about foreign policy, 
trade and government, as well as increasing my knowledge of these parts of 
the world. I have also enjoyed our graduate training program, particularly an 
introductory course in economics. I’m looking forward to my first posting, which 
will hopefully take place this year or the year after.
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International Opportunities 
for Local Students and 
Graduates
Many local students (you are a local student if you are an 
Australian or New Zealand citizen or Australian permanent 
resident) go overseas during their study, or take a year off 
after graduating. Working, studying or travelling overseas 
provide wonderful opportunities for both career and personal 
development. While going overseas poses extra challenges 
in terms of visas and work permits, cultural differences and 
competitive labour markets, the experience is generally 
broadening. Few Australians go overseas to take up graduate 
employment, as most jobs available to Australian students/
graduates wanting to work overseas are unskilled and short-term 
working holiday jobs. But exceptions do occur. Many graduates 
go overseas to teach English as a second language. Generally 
speaking, previous experience in your field would put you in a 
stronger position to secure a graduate position. A significant 
number of postgraduates go overseas on postdoctoral fellowships. 
When pursuing opportunities overseas, it is important to consider 
the skills you want to gain, and the best way to acquire them.

Looking for employment overseas requires you to develop a network of individuals well before 
leaving Australia to ask for advice on job search matters. Start planning early, 12 to 18 months 
before departure, to give yourself time to carefully research overseas labour markets and job 
opportunities. 

A good starting point is the Careers Centre’s library section dedicated to international 
opportunities. The books and directories will help you to identify and assess what’s possible. In 
particular we recommend: Overseas Opportunities: A Guide to Useful Web Sites, prepared by 
the Careers Centre. We also suggest that you check CareerHub at http://www.careers.anu.edu.
au where international opportunities are posted. You can also use the internet to access useful 
information, and email to develop a network of contacts in your country of destination. Your 
web search should focus on the overseas labour market, job vacancies, and general employment 
issues. You can of course also search overseas newspapers in your country of destination.

You may want to visit www.goabroad.com and www.goingglobal.com - both extensive websites 
featuring information about study abroad, internships, language schools, volunteer abroad, 
teaching and job opportunities as well as practical travel tips. You can also pick up a copy of 
Overseas Opportunities: A guide to useful web sites prepared by the Careers Centre.

Goinglobal.com
A great resource for students 
seeking information about working 
overseas is http://www.goinglobal.
com. The Careers Centre subscribes 
to this site, giving ANU students 
access to information about 
job sites, employment trends, 
networking groups, resume writing 
guidelines, cultural and interview 
advice and work permits for more 
than 23 countries. Goinglobal can 
be accessed through the computers 
at the Careers Centre.
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The Question and Answer section below is primarily about finding employment overseas; 
however, many students choose to go on international exchange or study abroad programs to 
complement their university degrees, while some opt for volunteer work in developing countries. 

WHERE DO I START?
Prepare yourself carefully before leaving Australia.

Planning
The planning stage includes researching all overseas options available, and deciding on a job 
search strategy appropriate for you. Looking for work in another country/culture can be a 
challenge. You will also need guidance from a local upon arrival in your country of destination. 
This could be a careers advisor, a recruitment agent, a human resources manager, or someone 
within a professional association or industry body, who may help you navigate through the ins 
and outs of the local labour market. 

Saving
It will not always be possible to cover all your travel and living expenses through overseas 
employment. It’s a good idea to have some savings as a back up. Some working holiday visa 
programs require evidence of proof of funds for partial support, and onward/return travel.

Passport
Needless to say, you will need a valid Australian passport. It is a good idea to apply for a 
passport, or renew an existing passport, early on in the planning stage. Check the Department of 
Foreign Affairs and Trade’s web site at www.passports.gov.au

Visa
Once you have decided in which country to seek work, you will need to enquire about an 
appropriate visa from the relevant embassy, consulate or high commission. A list of Foreign 
Embassies in Australia is available at http://www.dfat.gov.au

Work Permit
Make sure you are eligible for a work permit in the country in which you intend to seek 
employment, and be aware of any restrictions that might apply. The relevant embassy can supply 
details. If you are in the 18–30 age group, ask about working holiday visas (for temporary work) 
in Canada, Cyprus, Denmark, Germany, Ireland, Japan, Korea, Malta, The Netherlands, Norway 
and Sweden. Students in the 17–30 age range may enquire about working holiday visas in the 
United Kingdom. Other visas may be available for other age groups and types of employment. 

Language Ability
Familiarity with the local language is often a useful (though not always mandatory) prerequisite 
to obtaining employment. A short course in the relevant language would not normally be 
sufficient. A year or two of language study at university level will put you in a stronger position.
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HOW DO I KNOW WHAT JOB SEARCH STRATEGY  
IS BEST FOR ME?
There are four ways of getting a job overseas; choose the one most appropriate for you. 

The Do-It-Yourself Approach
The do-it-yourself strategy, most common amongst the 18–30 age 
group, requires considerable preparation before leaving Australia, 
such as identifying suitable countries, cities and/or regions, and 
making lists of possible employers to approach. The do-it-yourself 
traveller will most likely be looking for unskilled work while 
overseas (for example pub, child care or grape picking work), and 
is therefore unlikely to be made an offer of employment before 
leaving Australia. The do-it-yourself traveller usually ends up 
spending some time searching for suitable jobs upon arrival, 
often getting further ideas about possible options from other 
travellers in youth hostels, bars or on the road. The most common 
destination for the do-it-yourself person is the United Kingdom.

The Do-It-For-Me Approach
Many travellers under age 30 prefer to go through one of the many organisations which help 
young Australians find employment overseas. The do-it-for-me strategy suits those who need 
help organising visas, work permits, and accommodation. Opportunities exist for Australians to 
work as camp counsellors in the USA, ski instructors in the Alps, or teachers of English in China 
or Japan. Australian Volunteers International is an example of an organisation which takes 
professionally qualified Australians with some experience. Some organisations take mature age 
individuals up to 60 years of age, if they have substantial experience in a particular field (for 
example, engineering, construction, health, sanitation, or education).

Submitting a Résumé to a Recruitment Agency
Postgraduate students and mature age individuals who hold a professional qualification followed 
by a number of years’ experience in fields such as accounting, engineering, IT, teaching, nursing, 
occupational therapy, and medicine, often find that a specialist international recruitment agency is 
the best way to find overseas employment. This strategy only works for countries with a shortage 
of qualified professionals (for example, teachers to work in the UK). Recruitment agencies generally 
are not in the business of recruiting unskilled or inexperienced workers. A web search using the key 
words “international recruitment” will provide information on agencies to contact.

Obtaining a Transfer Through Your Current Place Of Employment
If you are currently employed by a large organisation with international links, it might be 
worthwhile enquiring from the Human Resources Department about the possibility of an 
overseas posting. Some government departments (for example, the Department of Foreign Affairs 
and Trade) and management consulting firms offer overseas opportunities. Other organisations 
(for example, universities) may offer staff exchanges with a counterpart in a similar position 
overseas. Overseas transfers are usually (though not necessarily exclusively) available to 
employees with qualifications and experience in particular fields. Check out:  www.dfat.gov.au

Key words for a web search on 
international opportunities

go abroad, study abroad, work 
abroad, jobs abroad, go overseas, 
study overseas, work overseas, 
employment overseas, overseas 
recruitment, overseas jobs, 
recruiting overseas, international 
recruitment, international jobs, 
graduate employment overseas
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WHAT TYPES OF EMPLOYMENT ARE THERE?
Overseas employment opportunities can be categorised as follows.

Full-Time Employment
Are you hoping for full-time on-going employment of a year or more in an overseas location? 
If so, you would need to have qualifications recognised by the relevant authorities, for example 
as an accountant, engineer, or medical doctor. Alternatively, if you are currently working for an 
Australian company as, say, a geologist, the company might send you overseas in that capacity 
on the basis that your expertise is required by the company in that location. Other full-time but 
limited term opportunities include post-doctoral fellowships.

Part-Time Employment
Would you be happy to work part-time, to supplement savings yet be able to do some sight-
seeing or travelling? Teaching English as a second language in Eastern Europe and Asia is popular 
with those who have completed an undergraduate degree. Some organisations require a teaching 
qualification. You might be offered a contract for a whole academic year, or for one or two terms. 

Casual/Relief Work
Opportunities for casual or relief teaching are available in London. Pub work is also widely 
available throughout England. Casual work means unpredictable hours, and no commitment on 
the part of the employer to guarantee longer-term employment. This is ideal work if you plan to 
spend most of the time travelling.

As I arrived back in Australia after a year on exchange in Sweden, I promised myself it wasn’t the 
end of my overseas adventures. I had such a rich experience, met so many interesting people, saw 
so many amazing things and engaged with such a diversity of cultures. It lit up  
a world full of opportunities.

Within a few of weeks of being home I was so itching to re-live this experience that I had already 
amassed a pile of pamphlets and a page full of website links about exciting opportunities abroad. 
Environmental education on the Galapagos Islands, community projects in Vanuatu, teaching in 
Vietnam, health care in Kenya – it was hard to know where to start!

The two greatest sources of this eclectic pile of information were the ANU Careers Centre and, 
simply, Google web search. The Careers Centre, as an obvious target for organisations to send 
information, stock a great variety of pamphlets and books on international opportunities as well as 
provide many excellent website links on CareerHub. As for the Google searching, I narrowed down 
what I was looking for in a few key words – in my case ‘volunteering’, ‘conservation’, ‘education’, 
‘south america’, ‘asia’ – punched them in the search bar and surfed away. You’ll be surprised how 
many opportunities are out there. It’s just a matter of really honing those search skills, which 
develop steadily with persistence. 

Admittedly, it was quite daunting at first. So many choices, so many opportunities, how to choose? 
Which organisation would be the best to work for? How do I approach them? I quickly discovered 
the best way to answer these questions is by calling people, chatting, and learning along the way.  
I also realised it was important to make sure that my own aspirations aligned with the organisation. 
So I learnt a lot, spoke to some very interesting people, and narrowed my choices down.

In the end, I couldn’t narrow it down to simply one …in a few days I leave for Latin America where  
I will work in a National Park in Bolivia, spend 3 months living and working in a community in Costa 
Rica, and work as an environmental educator in the Galapagos Islands for 6 months. And after that? 
Make myself more promises for more adventures I’m sure. 
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Permanent/Ongoing Employment
Usually, the only way to compete with locals for permanent/on-going employment would be to 
secure permanent residency/citizenship. If this suits your circumstances, you would be able to 
apply for a wider range of positions. Near native fluency in the local language and familiarity 
with local culture are prerequisites. Queries regarding permanent residency for Australians in an 
overseas country need to be addressed to the relevant embassy or consulate in Australia.

Short-Term Employment/Contract Work
Some organisations advertise opportunities for individuals to go overseas on short-term contract, 
for example as IT specialists, international aid workers or environmental consultants. Generally 
speaking, relevant experience and qualifications are required. Applicants are screened and 
interviewed in Australia, before being sent overseas. For example, AusAid’s Australian Youth 
Ambassadors for Development program (AYAD) places skilled young Australian volunteers 
on short-term assignment in developing countries throughout Asia and the Pacific. For more 
information go to: www.ausaid.gov.au

Seasonal Work
Backpackers often have great success in finding seasonal work during the fruit and vegetable 
picking season. You need to know where the work is available, and the start and finish of the 
season. Similarly, during the snow season there are many opportunities for instructors, bar 
workers and cleaners in the ski resorts of Europe, Canada and the USA.

Freelance/Self Employment
Do you have writing experience? Have you published? Got a camera? If so, then freelance work 
might offer attractive opportunities. You could line up a series of freelance articles with photos 
for various magazines and newspapers before leaving Australia. Once at your destination, it is 
simply a matter of researching, writing, and submitting finished pieces by any deadlines agreed 
to. Private tutoring (say in English as a second language) is another way of making money. 

What if I do not have the qualifications and/or experience to find overseas 
employment in a professional capacity?
■  Volunteer work is a great way to gain experience in a field related to your study and 

long term career goals. Volunteer work can be used to strengthen your résumé in 
the same way as with paid overseas employment. Let’s say you have not yet, or only 
recently, completed your degree, and have limited or no experience in your field. You 
are going overseas but realise it won’t be possible to find paid employment in your new 
career. How would you go about finding volunteer work? You can either go through an 
organisation using the do-it-for-me approach, or do-it-yourself (as described above). 

■  Informational interviewing. One of the most valuable tools to learn more about how 
your chosen occupation is practised overseas, is to arrange one or more interviews with 
individuals already working in your field. Let’s say you are in the very early stages of a 
career as an actuary in Australia. You are going to Europe for several months. While you 
are overseas, take the opportunity to interview several actuaries about their work, to get 
a feel for how the industry may differ from that in Australia. Then type up your notes 
in the form of a report, and you have a document to show future employers back home 
– guaranteed to impress. While interviewing people, you can also take the opportunity to 
ask about the possibility of volunteer work or work experience, say for two weeks.
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Work Experience
Many students are confused about the difference between volunteer work and work experience. 
Other frequently used terms are internships, traineeships and vacation work. In Australia, 
volunteer work is the term used when volunteering your services in the not-for-profit sector. 
Work experience is the preferred term in the profit-making sector. In some countries it may be 
easier to gain volunteer experience in a not-for-profit environment, than work experience in a 
business environment. Different countries may have different names for these undertakings. And 
some countries may never have heard of the idea working for free!

Work Shadowing
If volunteer work/work experience is difficult to come by, then work shadowing is your next 
best option. This refers to the act of shadowing someone, who is employed in your field of 
interest (say, computer programming), for a day or two at work. The purpose of work shadowing 
is to observe how the other person is going about his or her work, again comparing notes with 
Australian work practices. This strategy obviously works best with someone you already know 
and enjoy reasonable rapport with. Approval of the manager is required.

OTHER TYPES OF INTERNATIONAL EXPERIENCE:
■  Graduate exchange programs such as AIESEC’s (Association Internationale des Etudiants 

en Sciences Economiques et Commerciales) International Exchange Program offer 
traineeships in many international locations. Traineeships may focus on management, 
technical and developmental issues. The experience provides a great opportunity for 
leadership and career development. 

■  Overseas voluntary work opportunities range from short term or occasional 
commitments, to longer-term positions where you become immersed in the culture of 
another land. Check out opportunities in Volunteer Work Overseas for Australians and 
New Zealanders (by Peter Hodge and contributors). Another source of information is The 
International Directory of Voluntary Work (Victoria Pybus, Editor). Reference copies of 
both books are available at the Careers Centre. You can of course offer your services as a 
volunteer directly to not-for-profit organisations in your country of destination. It is good 
practice, when conducting information interviews, to always include a question about 
opportunities for limited term volunteer work in your field of interest. Obviously, if you can 
combine informational interviews with a period of, say, three weeks volunteer work, you 
will have gained valuable insight into your field of interest.

■  Teaching overseas – many English language colleges recruit Australian students and 
graduates to work as English language teachers. These can provide great opportunities to 
learn about another culture and develop your own foreign language and teaching skills. A 
good book to read is Teaching Overseas (Bryan Havenhand). You may also search the web 
using the key words “teaching overseas” plus the name of the country.

■  Work and travel programs such as Work and Travel Britain and Work and Travel USA 
allow Australian students the opportunity to work overseas for limited periods of time. 

■  Career opportunities with international and local companies, NGOs and governments. 
A good starting point is Overseas Opportunities: A guide to Useful Web Sites, prepared 
by the Careers Centre. The Directory of Work and Study in Developing Countries (Tony 
Milner 1997) provides an extensive list of opportunities in developing countries. Both 
publications are available at the Careers Centre.
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Opportunities for 
International Students 
Returning Home
Some of the information in the previous section on international opportunities for Australian 
students may be of relevance to international students as well (you are considered an 
international student if you are not an Australian or New Zealand citizen or Australian 
permanent resident).

The good thing is that as an international student returning home, you won’t have to worry 
about visas and work permits! Generally speaking, international students return to their home 
country to take up full-time graduate employment. Unlike Australian students going overseas 
for employment, international students returning home often have a network of friends and 
relatives to ask for advice on job search matters. Even so, it’s a good idea to research the 
labour market and job opportunities back home well before leaving Australia. That way you will 
find employment much more quickly. We suggest that planning for employment back home 
needs to start the year before you are due to complete your degree, to give you time to assess 
opportunities and local competition. 

The focus of your job search back home should be on “what can I offer?” It is important to 
understand that an overseas education by itself is usually not enough. Most employers use 
additional selection criteria, such as academic performance, English language ability (written, 
spoken and oral), extracurricular activities including a degree of responsibility (for example, 
member of a committee, secretary of a club), paid and unpaid employment experience, and 
personal qualities. Remember that you will be competing with locally trained graduates familiar 
with local culture and business etiquette. Specific employer requirements will of course vary 
from country to country, and also depending on whether you are applying for public service or 
private sector positions.

Penultimate Year
In your penultimate year (second to last year) of study, you need to:

■ Research the labour market back home and decide on career options

■ Develop a long term career plan, identify possible employers and job titles

■  Work out what practical skills of relevance to employers you are developing in the course 
of your study and extracurricular activities; take particular note of skills local graduates in 
your home country are not likely to develop

■  Find out if you will have the qualifications needed to obtain the kind of employment you 
have in mind

■ Determine if a postgraduate qualification would enhance your employment prospects
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Final Year
In your final year of study, you need to focus on applying for jobs:

■  Identify key features about the work you want to do – this will help you to identify 
opportunities and target organisations more effectively. The section in CareerLaunch on 
Career Planning will get you started.

■  Identify the employers you want to work for back home

■  Check employer web sites for details of graduate recruitment programs or other 
employment opportunities

■  Start sending out applications by email to employers back home, explaining when you will 
be available to start

It is important to understand what employers expect your application letter and résumé to look 
like. You also need to know what to expect at interviews. The best way to find this information 
for your particular country is to look up job search websites, university careers centre web sites, 
and web sites of employment or recruitment agencies. You may also want to contact ANU 
alumni who have recently returned to your home country, for information and advice about the 
job seeking process.

Another option is to search the web for major newspaper web sites in your home country, to find 
out where the jobs are, who is recruiting, and what skills are in demand. Finding the right words 
in another language to describe skills and experience gained in an English-speaking context can 
be challenging. The best person to help with this would be someone who is already employed in 
the field you wish to enter.

It is also important to build a network of contacts. This can be done by email and phone to 
family, friends and other contacts such as professional organisations and industry associations in 
your home country well before leaving Australia, telling everyone what your plans are and asking 
for assistance. Don’t forget to give them a copy of your résumé.

You may also want to contact IDP Education Australia. IDP Education is in the process of 
developing its capabilities in employment placement services for international students. 
Through its Graduate and Professional Service, IDP conducts talent searches for government 
and corporate clients, and actively works with client institutions’ alumni chapters to position 
Australian education through their graduates. International students are introduced to potential 
employers in their home country who are seeking to recruit Australian graduates. Further 
information is available at www.idp.com/graduateservices/

The next step is for you to organise a schedule 
of meetings and/or interviews with employers 
back home in the weeks following your arrival. 
This too can be done by email. Explain when 
you will arrive home, and suggest some possible 
dates and times to meet. Remember to give 
a contact telephone number in your home 
country.

Overseas Opportunities:  
a Guide to Useful Websites
Many international job vacancies can be 
sourced through country-specific web-
sites. The Careers Centre’s publication 
- Overseas Opportunities: a Guide to 
Useful Websites – details websites for 
China, Hong Kong, India, Indonesia, Japan, 
Malaysia, Singapore, Sri Lanka, Thailand, 
Taiwan, USA, Vietnam and Korea. Call in to 
the Centre to get your free copy. 
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Upon arrival in your home country:

■  Allow for an adjustment period and perhaps times of awkwardness and frustration. You 
will probably experience your culture from an altered perspective and it can take time to 
re-acquaint yourself with it.

■  Identify people who can help refine/adjust your letters of application and résumé to suit 
the local style; see the section on Job Applications for advice about how to do this well 
and be aware of different cultural expectations. You also need to find out whether there 
are any differences between applications for public sector and private sector employment

■  Make enquiries with professional and industry associations about job opportunities.

■  Research workplace characteristics and opportunities to learn about workplace culture, 
politics and expectations. Familiarise yourself with the local economic/ labour market 
situation. Find out where the opportunities are through your networks, on the internet, and 
through local newspapers, business groups and alumni chapters. The Public Affairs Division 
at ANU will help you make contact with alumni in your home country.

■  Continue to build your networks, including friends, professional and industry 
associations, ANU alumni chapters, and other contacts, and give them a copy of your 
résumé. This is especially important in the first three months after returning home.

■  Most importantly, make follow up phone calls to all the employers you have been in touch 
with by email prior to leaving Australia and arrange to meet with the Human Resource 
Manager or Graduate Recruitment Officer in person.

If you follow this plan, it won’t be long before you’re in employment!

Other useful web sites for international students returning home:
www.careerbuilder.com - a Canadian site with links to All International Countries, including 
Asia, Europe, South America, the USA and Canada.

www.asia.hobsons.com - the Careers in Asia Career Search enables you to search by employer 
name and work location.
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How to Write Successful  
Job Applications
Before You Start Writing

The best written applications result from thorough preparation. Before starting an application 
consider the following:

1.  Know your career goal – if you know what you are looking for you can prepare a relevant 
and targeted application. Undertake some career planning and investigation to bring 
focus to your interests and options. Refer to the “Career Planning” section in this book for 
assistance with this.

2.  Identify your skills and attributes – an objective understanding of the skills and qualities 
that you can market is essential. Do not underestimate the skills you have developed in 
part-time work, extra-curricular activities and in your studies.

3.  Research potential employers- it is equally important to learn about the employers and 
organisations that you intend to apply to. This will allow you to target and customise each 
application effectively. Research the job and the organisation through the internet, annual 
reports, recruitment brochures, selection documentation, employees of the organisation, 
the contact officer for the job and information interviews.

BASIC PRINCIPLES FOR WRITTEN APPLICATIONS
When preparing written applications, whether it be a résumé, cover letter or response to 
selection criteria pay attention to the following:

■ Use plain, good quality A4 paper.

■ Use bold headings.

■ Avoid grammar/spelling errors.

■ Be consistent in presentation and content throughout.

■ Use a header/footer with your name and page numbers.

■ Use standard business fonts such as Times New Roman, Times, Helvetica or Arial.

■ Do not use a font size smaller than 11pt.

■ Make good use of white space where possible.

■ Proof read carefully.

■ Print each application on a good quality, laser printer.

■ Adopt a positive tone throughout. Use action verbs.
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KEEPING YOUR APPLICATIONS POSITIVE –  
USE ACTION VERBS 
It’s important that applications are written with a positive tone. Use words like those listed 
below to demonstrate achievement:

Accelerated
Allocated
Advised
Attained
Assessed
Balanced
Budgeted
Built
Coordinated

Collaborated
Concluded
Co-operated
Developed
Delegated
Devised
Directed
Displayed
Drafted

Edited
Encouraged
Estimated
Expedited
Facilitated
Fashioned
Finalised
Fulfilled
Generated

Identified
Implemented
Initiated
Influenced
Interpreted
Launched
Marketed
Moderated
Motivated

Negotiated
Organised
Persuaded
Performed
Produced
Recommended
Recorded
Reported
Represented

Researched
Reviewed
Revived
Strengthened
Submitted
Sustained
Upgraded
Validated
Wrote

 
 
WRITING EXCELLENT RÉSUMÉS
A résumé or Curriculum Vitae (CV) is an essential job search tool. It is important that yours is 
current, well presented, targeted and positively reflects your particular strengths.

How To Format A Résumé: Basic Sections
Career Objective – this is usually a short (1-2 sentences) statement about what work you want 
and what direction you’d like to go in. By being quite specific it can assist in targetting your 
résumé. 

Skills Summary – an opportunity to highlight the most relevant aspects of your skills and 
experience. Use statements with examples that clearly demonstrate your competency in a 
particular area. Research suggests that such statements appear to impress recruiters significantly 
when they are clearly targeted to the particular needs of an organisation. Some headings 
could include communication skills (interpersonal and written); I.T.; administrative; teamwork/
leadership; customer service; research/analytical; foreign language skills; sales/marketing; 
relevant specialist knowledge areas.

Education – clearly describe your educational achievements giving dates, institution, names of 
courses, majors and aspects of particular interest, for example relevant projects or thesis topics. 
Highlight good grades. 

Work Experience – in reverse chronological order detail work experience. Include information 
about dates, employer, job title and a short description of duties. Most part-time/ casual as well 
as full-time positions should be included. Emphasise the experience most relevant to the job for 
which you are applying .

Referees - these are people who can comment in a positive fashion about your work and 
academic skills and personal qualities. Include their position, title and full contact details. Ask 
them for permission to include their details before submitting your application.
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Other possible headings for your résumé

■ achievements

■ clubs/associations

■ other extra curricular activities

■ awards

■ hobbies/interests

■ professional affiliations

■ professional development

CONTENT TIPS FOR RÉSUMÉS 
■  Use reverse chronological order when listing education, training and  

work experience.

■  Put your name and contact details at the top and make sure your name 
appears on every page.

■  Avoid unnecessary personal information. Details about such things as 
marital status, gender, date of birth, nationality and drivers licence are 
not usually included in modern résumés. Some international recruiters 
require such information.

■  Target your résumé to each employer. Do this by highlighting relevant  
and recent experience (past five years). Each résumé should be prepared 
with the particular organisation in mind.

■  Highlight key aspects of your experience and skills in a skills summary, 
preferably on the first page.

■  Keep it short – 2-3 pages at most. Most recruiters receive numerous 
applications at the one time and can spend only a very short time on 
reading each to cull out the applicants they wish to interview.

■  Keep the tone positive throughout – a résumé is a marketing document 
and must reflect your skills and experience in a truthful and positive 
light. Use action verbs like organised, planned, contributed, coordinated, 
designed, constructed, developed, led, researched, liaised.

■  Use plain English – sounds obvious but often the impact of a résumé  
is diminished by poor grammar, too much jargon or repetition.

■  Use plenty of white space – appearance and layout are extremely 
important in ensuring your résumé is well received. Your document needs 
to be presented at a high professional standard that is easily read.

■ Laser print all copies. Do not use photocopies!

■  Proofread and review the drafts Ask someone you know and trust to 
help you with this. Avoid even minor spelling and grammatical mistakes.



37Strategies for Success

Denise Fraser

14 Cambridge Street

KINGSTON ACT 2606

Tel: 02 6574 8911

Email: fraser@friendsmail.com.au

Objective_________
_______________

_______________
____________

To work in the field of public affairs in a major national cultural institution.

Education______
_______________

_______________
_______________

2000–2004 Bachelor of Arts (Honours)

 The Australian National University

 Major studies in Anthropology and Australian History  

 with a Distinction average

1998–1999 Dickson College, ACT; TER 94.50

Skills Summary______________________________________________

Communication

•  Well developed interpersonal and customer service skills gained through 

experience as a volunteer guide at the National Gallery of Australia, part-

time sales work and involvement in ANU student societies.

•  Writing experience includes large research projects, class papers and social 

club newsletters.

Teamwork

•  As a student I have effectively worked with small groups of students in team 

projects. In my honours year I worked with 3 other honours students in a 

collaborative research project on aspects of indigenous culture.

•  I have also participated in a number of team sports while at school and 

more recently in the ANU Cricket team.

Information Technology

•  Intermediate level skills in Microsoft Word, Excel and PageMaker

Languages

•  I am a fluent speaker of Indonesian. In 1998 I spent a year travelling 

throughout Asia and am familiar with a range of Asian cultures.

Research and Analysis

•  I have a high level of skill as a researcher with a particular knowledge base 

in early Australian history and Aboriginal culture 

SAMPLE RESUMES
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Work Experience______________________________________________

2002–2004 Volunteer Guide

 National Gallery of Australia

  This position requires both knowledge about our major art 

collection as well as an ability to communicate to a wide variety of 

visitors to the Gallery.

2000–2001 Activities Co-ordinator

 Chaphouse Primary School, ACT

  Responsible for the organisation and running of activities  

for children in the after school care program.

1999  Customer Service Assistant (international visitors)

 National Museum of Indonesia

  This was a liaison role to enhance the experience of  

English-speaking visitors to the museum.

1998–99 Sales Assistant, Computers 

 Harvey Norman, Dickson, ACT

Extracurricular Interests__________________________________________

University cricket: Intervarsity competitions 2003 Brisbane, 2004 Melbourne

Member of ANU Boat Club: 2003 team member of ‘Try Sailing’  

         day for Camp Quality

Music and film appreciation: 2002 cast member of Bruce Hall musical

Referees______________________________________________________

Dr Gwen Plum

Faculty of Arts

The Australian National University

Canberra ACT 0200

Ph: 02 621543999

Mr George Lake

Director of Visitor Programs

National Gallery of Australia

Canberra ACT

Ph 02 4675830303
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T R A C E Y   L E A D S

University of Science, Dept. of Neuroscience, 0000

Tel: (xxx) 863-1234 email: T.Leads@science.edu.au

——————————————————————————————

Summary
• Practiced and effective writer, editor, and public speaker. Able to present 

complex material in a clear, concise, and persuasive manner, tailored for  

a range of audiences. My experience includes research publications and 

being a regular columnist with The Chronicle of Higher Education.

• Diverse research and teaching positions have proven my ability to become 

expert quickly in new subjects and techniques, to identify important concepts 

and information, and to troubleshoot problems creatively. 

• Completing a PhD, being a Writing Associate with the University of Science 

Writing Centre and teaching part-time demonstrates my expertise in 

managing multiple projects, setting priorities, meeting deadlines,  

and supervising others.

• Committed to popular science communication and currently seeking  

a position as a researcher or writer with a leading science publication.

——————————————————————————————

Education
University of Science Ph.D. in Neuroscience - (expected) June 2005

University of Science Mind and Brain Fellowship - 1996–98

Nexus University B.A., with distinction in Biology - 1994

——————————————————————————————

Writing and Editing Experience

Columnist  
November 2002-Current

The Chronicle of Higher Education’s Career Network  

(www.chronicle.com/jobs)

Write monthly columns giving first-person accounts of job search.

Writing Associate, University of Science Writing Centre  2000–2002

Conduct sessions with individual students to discuss all stages of the writing 

process. Provide assistance with research papers and dissertations on a variety 

of science topics. 

Research and Academic Publications 

7 publications in refereed scholarly journals, including an invited publication. 

Co-author of a book on dynamic neuroscience (in progress).  

(List of publications is appended.) 

Other 
Copy-editing course at Research University Learning Centre (July–Sept 1999). 

Staff Writer, High School Newspaper (3 years).
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Résumé of Tracey Leads page 2 of 2

——————————————————————————————

Research Experience 

Doctoral Candidate, University of Science  

Department of Neuroscience  
2001-2005

Dissertation: Behavioural and electrophysiological studies of cannabinoid effects 

on nociception (pain) in rats. 

NSF Undergraduate Research Fellow,  

Murdoch University  
Summer 2002

In Department of Biological Sciences, conducted cloning study of an ion channel.

Special expertise in spinal cord electrophysiology, pharmacology, and 

behavioural tests of acute and chronic pain.

——————————————————————————————

Teaching and Presentation Experience

Teaching Assistant, University of Science,  2000, 2001, 2004

Conducted lab demonstrations and review sessions, counselled students, and 

graded lab reports, papers and exams for courses in Physiological Psychology, 

Neural Information Processing, Structure of the Nervous System, Principles of 

Neuropsychopharmacology.

Honors Thesis Supervisor, University of Science   2003–2004

Presentations at numerous national and  

regional professional meetings. 1999–Current

Including: 2003 Neuroscience Conference workshop, “Careers in Neuroscience”

 2004 University of Science Public Seminar “Understanding Pain”

——————————————————————————————

Professional Affiliations

Society for Neuroscience

American Pain Society

The National Association of Science Writers, Inc.

——————————————————————————————

Interests
Writing for Children, Piano (Grade 5), Eco-Tourism, Alternative Medicine

——————————————————————————————

Referees
Professor John Academic, Ph 02 87654321

PhD Supervisor, University of Science

Ms Elaine Author, Ph 02 87093456

Editor, The Chronicle of Higher Education
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HOW TO WRITE A COVER LETTER
A cover letter should:

■  State the reason for your interest in the position, organisation, 
industry

■  Be tailored to suit the position/industry, so you must do 
research first

■ Link your résumé to a particular position

■ Be a marketing tool to draw attention to your skills and attributes, relevant to the position

■  Mention job requirements as in the advertisement/selection criteria and link to your skills 
and strengths

■ Persuade the employer that you are suitable

■  Emphasise skills, qualifications, experience, strengths, successes that you have documented 
on the résumé which give you the competitive edge

■ Usually be no more than one page in length.

In the greeting:

■  Make the effort to find out and hence include the name of the contact to whom your 
application is being sent.

■  Address this person formally, e.g. Professor <full name>, Doctor <full name>,  
Mr <full name>, Ms <full name>, Miss <full name>.

In the first paragraph:

■  Express your interest in the position/organisation, stating exactly what it is you are 
seeking; include the job reference number if appropriate.

■  Indicate how you were informed about the job. For example “as advertised in The 
Australian on 3rd March 2004”.

■  Inform the reader as to what you are currently doing by way of study and/or employment.

The body of the letter – usually two to three paragraphs:

■  Think clearly about how you will fit into an organisation and draw attention to your 
strengths; Do you have strengths in interpersonal skills? Are you a good leader or organiser 
or time manager? How will this give you advantages in fitting into the organisation’s 
culture?

■  Indicate how a position in that particular organisation will help you achieve your career 
goals or satisfy your interests/values.

■  Focus on the particular contribution you can make; show enthusiasm.

■  Explain why you want the job, give an indication of why you are interested in this 
particular organisation.

 
 
 
 
The cover letter, 
like your résumé, 
is a marketing tool 
for you. It must 
be well written 
and professionally 
presented. 
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■  Link your qualifications and skills to the position/industry.

■  Refer the reader to your résumé for more details.

■  If you do not have relevant experience or skills explain how you think you might gain 
them.

■  State how your course/work experiences (full-time, part-time, voluntary and community 
activities) have given you the necessary technical and generic skills and experience to do 
the individual duties of the position.

■  Explain how the position will fit into your career ambitions and plans for the future.

■  If responding to an advertisement you should focus on criteria mentioned in the 
advertisement.

■  If responding to formalised selection criteria, this section of the letter will be shorter as 
you will write a separate supporting statement to address the criteria.

■  Include a summary paragraph which clearly indicates your suitability for the job.

■  Always be positive.

■  Arrange the content of your letter so it flows logically.

■  Allow your own individual style or ‘voice’ to come through.

The conclusion:

■  Thank the prospective employer for receiving your application

■  Conclude with a confident statement requesting an interview, or discussion of possibilities 
if it is an inquiry letter, and reconfirm your interest in and suitability for the position/
industry.

■  If it is an inquiry letter, always suggest you will phone in ten days or so to check the 
progress of your inquiry.

General

■  Keep the letter brief and factual and no longer than 1 page

■  Proofread very carefully for grammar and spelling errors.

■  Show how you can “add value” to the organisation; to do this you must do your research.

■  Use words/jargon relevant to the industry; reading company brochures and web pages will 
help.

■  Keep a copy of everything you send to a prospective employer.
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Frank Ashbury

27 Appleby Rd

Chapman ACT 2611

Ms Kylie Noble

Graduate Recruitment Manager

ABC Bank

210 Bourke St

Sydney  NSW  2001

16 March 2005

Dear Ms Noble

After attending your presentation at the Australian National University last week, I wish to 

apply for a graduate position with ABC Bank. ABC Bank sounded particularly appealing 

to me because of its strong presence in the Asian markets.

I am in the final year of a combined Economics/Law degree and I am particularly 

interested in pursuing a career in investment banking. As well as holding a distinction 

average, I have been an active member of the Economics and Commerce Students Society 

for the past 2 years and have participated in many events conducted by the ANU Debating 

Society.

My skills and experience at university have been enhanced by five years as a part-time sales 

assistant at David Jones, a recent stint as a volunteer guide at the National Museum and a 

vacation placement last summer as a Research Assistant with the Australian Competition 

and Consumer Commission.

ABC Bank is a prominent and dynamic global organisation to which I would enjoy 

making a strong contribution. In addition, the opportunities for variety, advancement and 

international postings that you offer to staff as they progress through their careers are very 

appealing to me.

I look forward to the opportunity to discuss this application with you further.

Yours sincerely

Frank Ashbury

SAMPLE  
 COVER  
   LETTER
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Tracey Leads

Department of Neuroscience

University of Science ACT 0000

Ph: 000 863 1234

Ms Catherine Fishbone

Senior Editor

Aus Popular Science

601 Magazine Street

Sydney NSW 2000

27 August _ _ _ _

Dear Ms Fishbone,

I am writing to apply for the position of Membership Liaison Officer with the 

Institute of Science Communicators, advertised via your website. 

My excellent communication skills are demonstrated through several teaching 

appointments and most recently the position of Writing Associate with the 

University of Science’s Writing Centre. As Writing Associate I have developed and 

conducted writing seminars for small groups of students as well as editing and 

providing individual assistance to students writing a wide variety of research papers. 

I also have outstanding analytical and project management skills developed through 

completing a PhD in Neuroscience and working part-time as a regular columnist for 

the website The Chronicle of Higher Education. 

My ability to manage multiple projects, and my passion for science communication 

will make me an enthusiastic and valuable addition to the Institute of Science 

Communicators staff. I have attached a resume and sample of my writing for your 

further consideration. 

This is a unique opportunity to work with the best science communicators in 

Australia and I look forward to discussing my skills and experience at interview.

Yours Sincerely,

Tracey Leads

SAMPLE  
 COVER  
   LETTER
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SAMPLE  
 COVER  
   LETTER

RESPONDING TO SELECTION CRITERIA
What are Selection Criteria?
Selection criteria are the qualifications, skills and personal attributes 
and standard of work performance needed to perform the duties listed 
on the duty statement. They are written as statements, which need to 
be addressed. Selection documentation gives you a framework for the 
structure of your application. Essentially, the selection criteria represent 
the skills and behaviours that the employing organisation sees as pivotal 
to performing well in the advertised position. It is, therefore, up to you 
to build a case based on your past experience and behaviour which 
demonstrate how you have developed these skills.

Almost all government and university positions involve writing to selection criteria. These are 
formally written up in a document, which you are advised about in the advertisement and 
have to request from the organisation or obtain from the web. Take into consideration the duty 
statement, as well as the selection criteria, when framing you response.

Selection panels assess interviewees against the selection criteria, and must be able to 
demonstrate why one candidate was chosen over another.

The Contact Officer
It is a good idea to talk to the contact officer before you submit your application. Research 
the organisation and position on offer and then ask well considered questions focusing on the 
following:

■ Clarify terminology in selection criteria 

■ Direction/changes in the section/job/industry

■ Priorities for the organisation, section, position 

■ Ask about expectations of the person in the role

Talking to the contact officer gives you an opportunity to:

■ Gain useful information to assist in writing your application and prepare for interview

■ Give a good impression to this person who will almost certainly be on the interview panel 

■ Check out the area where you may be interviewed

Common Selection Criteria:
■  Excellent communication skills, including the ability to liaise with people at all levels of 

the organisation

■ Demonstrated ability to work effectively in a team environment

■  Excellent organisational skills, including the ability to meet tight deadlines and prioritise 
work tasks

■ Demonstrated skills in the development and delivery of programs

Recommended reference

Dr Anne Villiers’ 
publication, How to Write 
to Selection Criteria, is an 
excellent practical resource 
for addressing selection 
criteria. The Careers Centre 
has copies in the careers 
resource centre.
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■  An understanding of (demonstrated ability to implement, demonstrated commitment to) 
the department's/organisation’s policies on Equal Employment Opportunity, Workplace 
Diversity, Occupational Health &Safety and Industrial Democracy. Used for government  
and university positions

■ Knowledge and competence in the use of computer based word processing systems

■ Well developed interpersonal skills

■ Self motivated with an ability to display initiative

■ A capacity to deliver quality customer service

Steps in Writing to Selection Criteria
■  Read each criterion carefully and highlight the words which indicate the level and type  

of skill required. Note if there is more than one requirement in the criterion.

■  Brainstorm all the experiences you have had that could be relevant to the criterion.  
Edit and prioritise your points.

■  Use specific examples from a range of experience to support your statements. Choose 
which experience you will use to support each criterion: try not to use the same one too 
often. 

■  Try to be results/outcomes-oriented in your examples and quantify results where possible. 
Rather than writing that you have worked in a large team, for example, specify the size of 
the team (for example, 10 or 5 people). Rather than write you administered a large budget, 
quantify it in $ terms. If you have no specific examples to relate to a criterion, think 
laterally and use some of your transferable skills.

■  It is usually best to use point format as it is often easier to read. However some people  
find they can be more persuasive in prose form. The choice is yours.

■  Have a friend, parent, partner or careers counsellor check your draft. It must exhibit a 
high standard of written English and have no spelling or grammatical errors. Use powerful 
language, with active verbs. After all, it is an example of your communication skills!

Example responses to Selection Criteria
Interpersonal Communication

I possess well-developed communication and customer service skills gained through my 
experience as an explainer at Questacon, part-time sales work with Harvey Norman and 
the ABC shop, and as a committee member of the ANU Ski Association.

In addition, through my volunteer employment with the Canberra Bushfire Recovery 
Centre during 2003, I worked each weekend assisting people with information and 
referrals appropriate to their needs. 

As a Senior Resident at Bruce Hall at the ANU over the past 2 years, I have developed 
strong interpersonal skills through mentoring earlier year students, organising events  
and providing pastoral care to residents. 
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Written Communication

Teamwork

Research and Analysis

 

I possess strong written communication skills demonstrated by: 

■ Consistent credit and distinction grades in university assignments.

■ In 2004 I tutored 30 first year students in the foundation unit Report Writing.

■ Since 2001 I have edited the monthly newsletter for the ACT Tennis Association.

As a student I have worked effectively with small groups of students on team projects. 
In my honours year I worked with a group of three on a collaborative research project on 
indigenous culture.

I have also been a committee member of the ANU Theatrical Society for the past 4 
years. During this time I have worked with a small team to organise and promote regular 
monthly functions. Membership of the Society has doubled over this period.

■ Working at McDonalds/Grace Brothers/Target

■ Group assignments at university

■ Member of sporting team

■ Member of university or community association/club committee

I captained the ANU Touch Football team from 2004-05 successfully leading the team to 
win the intervarsity competition in Darwin 2004.

As a student I have successfully undertaken a range of research projects requiring well-
developed analytical skills including:

■  As part of my honours year in economics, I undertook research on the effect of the 
black market economy. This involved interviewing a range of government officials, 
analysing their responses and develop recommendations as part of my thesis.

■  During the 2004-05 summer holidays I worked casually for the Australian Electoral 
Commission, updating the electoral role. This position required accuracy and attention 
to detail and developed my research and analytical skills.

While studying psychology, I have developed my quantitative research skills by analysing 
complex statistical data and my qualitative research skills by interviewing a range of 
subjects as part of a major study analysing gambling and addictive behaviour.
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APPLICATION FORMS - HOW TO MAKE DIFFICULT QUESTIONS 
SEEM EASY
Application forms are sometimes required as part of the recruitment process. They are often the 
first source of information a recruiter sees about you. Usually application forms ask for similar 
information to your résumé such as name and contact details, educational achievements, work 
experience, relevant skills, and referees. Many also give you the opportunity to write something 
additional in support of your application. This is the section to which you need to devote careful 
attention.

Preparation, Presentation and Practical Examples – The Keys To Excellent 
Applications
■  Photocopy or print out a copy of the application form to do a draft. Then you can test run 

those answers to make sure they fit into the boxes!

■  Read through the form and follow instructions

■  Don’t attach anything to the form unless it is specifically requested 

■  Make the form look like something you’d really like to read if you were a recruiter. Put 
yourself in their shoes, having to read sometimes hundreds of applications and ask yourself 
which ones are more likely to stay at the top of the pile? Answer: the ones that look good, 
are easy to read and answer the questions.

■  Write you answers in plain English. Check grammar and spelling. Tardiness in this area has 
been shown to seriously affect an application’s chances of survival.

■  The content of your answers needs to be written with a positive tone and targetted at 
the particular recruiter. Where opportunities present themselves make sure the employer 
knows why you want to work for them and what you know about them.

Some Difficult Questions
Most of the more difficult questions you’ll be confronted with in application forms ask you 
to describe your skills and attributes and are phrased in an open-ended way. Here are some 
examples: 

■  What has been your greatest achievement to date?

■  Give a recent example of where you have worked effectively as part of a team.

■  Describe a situation where you have had to take responsibility as a leader? 

■  What relevant skills and attributes can you contribute to our organisation?

■  Why do want a career with us?

■  What are your career objectives?

Questions of this type present both difficulties and opportunities. They are the perfect forum to 
highlight your skills so long as you know what skills employers are looking for, (for help with this, 
see the earlier sections of this chapter ).
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Single Question Responses
Sometimes applications consist of only 1 question such as:

■  Tell us in 500 words why you want to work for the Department of PSQ or

■  Why CJB bank?

In responding to these questions :

■  ensure you link your skills, strengths, study and experience to the mission and values and 
core business of the organisation

■  highlight the key achievements and examples about yourself that would appear to be most 
relevant to them.

■  check to see if there is anything cutting edge they are working on. What’s in the news, 
what are the issues, what are their future directions? Link what you find out and express 
enthusiasm in this direction.

■  remember they will want to know as much about you as why you want to work for them 
- build the bridge between yourself and the employer

ONLINE APPLICATIONS
There are a number of ways you can apply for positions on the Internet

As an Attached Document to an Email
Differences in operating systems can create compatibility problems so always find out in which 
format the employer would prefer to receive your application. Common formats include ASCII, 
.DOC, .RTF and .PDF. Many employers request documents in Rich Text Format (.rtf) as the file size 
is small, allows most formatting and is virus resistant.

By Posting Your Résumé on Recruitment/Job Board/Employment Agency Sites
Organisations which have electronic databases of potential employees will use specialised 
software to scan your application on receipt and extract key information from your résumé such 
as your name, contact details, education and skills and experience. This database of applicants 
can then be searched when positions become vacant.

The scanned résumé is different to the traditional résumé in that it is prepared for computer 
readability, not human eyes. Thus style and layout are of little consideration. What is important 
is to maximise the amount of information software programs extract from your résumé. Key 
words and key phrases help facilitate as many hits as possible in the electronic/computer search 
process. Unlike traditional résumés, which use action orientated terms, key words on scanned 
résumés are usually nouns. For example, it is easier to search for “Web Master” then “Designed 
and maintained web pages”.

It is important to remember that applicant tracking software varies and is usually specific to an 
organisation. Consequently, it is essential to follow any organisational guidelines and clarify any 
points you are uncertain about with the Human Resources department of the organisation.
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Most large job sites list résumés chronologically and recruiters often look at the most current 
postings. Therefore it’s a good idea to re-post your résumé regularly.

By Completing an Online Application Form
Many employers will direct you to their own online application form on their organisation’s 
website. It is important to carefully read all instructions provided before completing the 
application. If possible, type all of your responses in a Word document first and then simply ‘copy 
and paste’ them over into the online application form. This will give you the opportunity to refine 
and review your responses before submitting them as part of your application and hence into the 
employer’s database.

Some Important Things to Remember About All Electronic Forms of 
Recruitment are:
■  Your email address is the primary contact method with these applications so ensure it is 

professional, current and correct.

■  Check your email regularly for messages relating to your applications.

■  Try not to leave it to the last day to submit your application as high web traffic may cause 
problems and delays.

■  It is usually possible to save a partially completed application and then return to complete 
it at a later time.

■  When complete, print a hard copy for your records.
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Interviews and  
Assessment Centres
SUCCESS AT INTERVIEWS
A face-to-face interview is your opportunity to convince the employer that you are the right 
person for the job. Having reached the interview stage suggests that you have met key selection 
requirements already, so take confidence from this and prepare to extend the employer’s 
knowledge of your skills, experience and qualities. Employers want to gain an understanding of 
why you have applied for the position, your level of interest, how well you could fit into their 
organisation’s culture and the contributions you may be able to make. Most interviewers look  
for the following:

■  A pattern of success (academic achievements, leadership qualities, extra-curricular 
activities)

■  Interpersonal effectiveness

■  Flexibility and adaptability (how you perform in an unfamiliar setting)

■  Consistency (how well your résumé mirrors your interview performance)

Remember also that the interview provides the opportunity for you to assess the desirability  
of the organisation and the position.

Preparation
When preparing for an interview, find out about:

■  the vacancy; talk to the contact officer if you haven’t already done so

■  the employer and the industry they are in; consult websites, annual reports, recruitment 
literature, industry/company publications; attend career fairs and employer presentations

■  the format of the interview and who will be conducting it; be clear about the time and 
location of the interview

You should also review and be able to articulate:

■  your academic choices and achievements

■  your strengths and weaknesses 

■  your range of experience – identify key examples of achievements that you want to 
promote at the interview

Finally, ensure that you:

■  practice responses to common interview questions

■  have friends or family help you with trial interviews

■  attend Career Centre workshops
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■  read publications/articles about interview preparation

■  devise questions you want to ask

INTERVIEW FORMATS
Screening Interviews
These are usually shorter interviews used for the purpose of conducting a brief evaluation of a 
candidate. Successful candidates are asked back for a more in-depth interview. 

One-On-One Interviews
These interviews involve a candidate being questioned by one interviewer – also common in early 
stages of selection.

Telephone Interviews
Occasionally interviews are conducted over the telephone. This can be a disorienting experience 
mainly because neither party can see each other. Hence you need to rely on verbal cues from 
the interviewer as well as demonstrating a lot of enthusiasm, clarity and positive tone with your 
voice. Avoid being caught unawares and unprepared for a telephone interview – you are entitled 
to have at least a day’s notice to prepare. Find a quiet comfortable place where you can ensure 
there won’t be any interruptions. Have a pen and paper handy and some prompt notes if they 
help. It can help to write down the interviewers’ names as they are introduced. Perhaps even 
position them around a table you have drawn on a sheet of paper.

Preparation for telephone interviews should be exactly the same as for a face-to-face interview. 
It even helps to wear your best business suit to put you in the right frame of mind!

Panel Interviews and On-Site/Second Interviews
After a first interview you may be asked to a second interview which is often on-site with the 
employer. Panels consist usually of 2-3 people, often from different parts of an organisation eg 
a graduate recruitment specialist, a technical expert and a person representing the area you 
could work in. Ensure you address all panel members equally. These interviews are sometimes 
incorporated as part of an assessment centre.

Case Study Interviews
Some organisations, especially consulting firms, use case study questions to evaluate a 
candidate’s analytical skills. These scenarios can often be quite challenging. The Careers Centre 
has a range of tips and resources to help prepare for these interviews.

AT THE INTERVIEW: QUESTIONS TO EXPECT
Most questions asked at interview can be predicted and usually focus on three issues:

■  Can you do the job? Do you have the qualifications and/or skills?

■  Will you do the job? Do you have the enthusiasm/motivation?

■  Will you fit in? Could they work with you? Do you get on well with people?
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Here are some interview common questions:

■  What interests you about this position?

■  Why do you think you would be successful in this position?

■  What are your strengths/weaknesses?

■  In what conditions do you perform at your best?

■  What are the key things you look for in a potential employer?

■  What have been your main successes/achievements so far?

■  What are your future career plans?

■  What motivates you to do a good job?

■  How do you evaluate success?

■  What value can your study program add to this organisation?

■  How does your work experience relate to this position?

■  How have you demonstrated organisational skills?

■  What do you hope to achieve in your time with our organisation?

■  Describe yourself as an employee

■  You seem to be interested in …? Tell us about this.

■  What criteria are you using to evaluate the organisation you hope to work for?

Competency-Based Interviews
Competency or behaviour-based interviews operate from the premise that the most accurate 
predictor of future performance is past behaviour in a similar situation. This type of interview 
is now commonly used in selection processes. Questions are probing in nature and the 
competencies employers look for include:

■  Team work/interpersonal skills 
Give me some examples about when you have had to handle difficult people.

■  Achievement drive 
What would be the best example of you giving a project or piece of work your absolute best 
effort and being disappointed by the outcome? What would you do differently a second time?

■  Flexibility 
Tell us about a time when you have had to adapt quickly to substantially changed 
circumstances at university or at work.

■  Persuasiveness and negotiation ability 
Describe a time when you have been required to negotiate in difficult circumstances.  
Why was it important for you to become involved? What strategies did you use?

■  Analytical thinking 
Describe a project that you have worked on that has required a high level of analysis and 
contribution of new ideas.

■  Customer/Client service 
Tell us about a time when you have delivered a high level of customer service. How did you 
know?



CA
RE

ER
 L

AU
N

CH

54

Be specific in your responses to such questions by 
using examples from your own experience  
to describe:

■  the situation: detail an example that relates 
to the particular kind of competency that is 
being assessed.

■  the action you took: describe what action 
you took in response to the situation; how 
were you involved? How did you react?

■  the results or outcome: detail the outcome. 
Demonstrate why it was a positive and 
successful and what you learnt from it. If 
you can, refer to independent feedback from 
another person.

Asking Questions at Interview
It is essential that you prepare questions in advance of the interview. Think about what you 
really want to know as it presents a great opportunity to demonstrate your knowledge, skills and 
enthusiasm for the job. Some questions may even come to mind while you’re at the interview.

Questions should ideally reflect your knowledge both of the position and the organisation. Do 
not ask questions if the answer to them can be found on the organisation’s website. Do, however, 
ask more probing questions based on your knowledge of what you have read on the website.

Questions you ask could relate to:

■  the strategic direction of the company

■  the potential for you to be involved in key projects

■  changes occurring in the organisation/industry

■  the team you’ll be working with

■  opportunities for development

COMMUNICATION STYLE
Much of what we communicate is not in the content of our words but in the way they are 
communicated through voice tone and body language. Focus on adopting a positive and 
enthusiastic approach to the job and the organisation. Convey this in an upright posture, an 
enthusiastic tone and eye contact with all interviewers. Listening effectively is also an important 
communication skill – remember to demonstrate it.

And remember an ideal interview situation involves an equal exchange of ideas and 
information.

Interview Advice from Employers

“You should make an assertive effort to 
market yourself i.e. This is what I have to 
offer you.”

“If you didn’t look at our website you are 
not in the hunt.”

“The depth of your answers as well as your 
questions are equally important. You should 
have examples promoting your experience 
and talents on the tip of your tongue.”

“Make sure your résumé matches the 
position we are interviewing for. We are 
looking for clear focus and commitment.”

“We look for times when you have had an 
idea, pursued it, sourced resources and 
organised a team to get the work done.” 
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Managing the Nervousness
For many people an interview and other job-selection activities can be nerve-wracking 
experiences. Though it is sometimes easier said than done, try to relax and be yourself. Ways to 
overcome at least some of your nervousness include thorough preparation, visualising yourself 
doing the job and using relaxation techniques such as deep breathing. Interviews are a learned 
skill - the more you practice, the better you will get at them and the less nervous you will be!

Focus on your achievements and adopt a positive attitude. Take into account the potential 
inexperience of interviewers or the pressures they are under. And always see the interview as a 
two-way street where both the employer and candidate want to find out more about each other.

DRESSING FOR THE INTERVIEW
It is worth investing in an appropriate outfit for interviews. Here are some guidelines:

For men

■  A 2-piece suit will suffice for most occasions

■  Stick to solid colours and understated tones in your tie

■  Wear polished shoes and socks long enough not to expose your skin when you sit down

For women

■  A suit with a tailored shirt/blouse

■  Keep accessories simple and minimal

■  Low-heeled shoes 

■  While pants are acceptable, they are inappropriate for some organisations

General Interview Etiquette
■  Be on time – a few minutes early is best

■  Introduce yourself with a firm handshake

■  Do not chew gum or wear too much perfume

■  Style your hair neatly and keep it off your face

■  Carry a well-organised briefcase or portfolio with additional information about yourself. 
For example certificates and awards; testimonials; originals of academic transcripts. Leave 
your backpack at home.

■  Turn off your mobile phone

Other Selection Methods
You cannot expect to always be appointed solely based on an interview. A combination of 
interviews and other assessment activities are now commonly used to select candidates. These 
could include psychometric and aptitude testing, group interviews and exercises, presentations 
and problem solving exercises.
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Employers’ recruitment methods are rarely a big secret – many explain their techniques in their 
recruitment literature or on their website. Some give you examples of what to expect. Consult 
them as part of your preparation.

ASSESSMENT CENTRES
Assessment Centres are used by organisations to assess applicants’ suitability in a more 
comprehensive way. They give recruiters the opportunity to observe candidates undertaking 
a range of work related assessment tasks in a small group environment. Assessment Centres 
involve an extended selection process, usually of one to two days’ duration. The formal program 
during this time may consist of psychometric tests, aptitude tests, presentations, case studies, 
business in-tray exercises, problem solving exercises, observed team work, discussions/interviews 
with staff at various levels and social events. Assessment Centres simulate work-related 
scenarios and are designed to give employers multifaceted information about candidates in 
assessing their suitability for the organisation. Candidates are measured individually against a 
predefined set of criteria and do not compete against each other.

Group Exercises
Group exercises are designed to assess your behaviour and effectiveness in a team. They could 
include group discussions about a topic determined by the employer or assessor. Sometimes 
these topics are deliberately contentious. Alternatively the group may be asked to discuss and 
then deliver recommendations in relation to a business problem.

Skills and qualities being assessed in such activities may include communication style, co-
operation, negotiation, ability to analyse and present a reasoned argument, participation and 
contribution.

In group exercises be aware that you are being assessed in terms of the quality and originality of 
your contribution, your effectiveness in drawing others into the discussion or moving the group 
forward and your skills in summarising group opinions at stages in the discussion. Remember 
to make eye contact with other participants and to speak clearly. Constructive teamwork is an 
essential ingredient of most jobs and these exercises give you an opportunity to showcase your 
skills in this regard.

Aptitude/Psychometric Tests
There are two main types of aptitude tests – personality inventories and ability tests. They aim 
to measure your ability and suitability for a job and are now used extensively in recruitment. 
Prepare by looking at examples and models offered by the recruiting organisation or at those 
found in books on the topic. Generally speaking, you should aim to work through the questions 
reasonably quickly. If you get stuck, move on.
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Presentations
Presentations, either individual or group, are a common form of assessment activity. You may 
know your topic a few days in advance or it may be given at shorter notice. An understanding of 
good presentation structure and style will help you to successfully get through these exercises. 
Remember to concentrate equally on content and how you come across – your body language 
and voice tone can make a huge impact on your presentation. Try to anticipate the needs of your 
audience and tailor the presentation to them. Essential elements of a good presentation include 
well defined structure; relevant, succinct content; appropriate body language, eye contact, voice 
and pauses; use of visual aids if appropriate; preparation of answers to likely questions at the 
end of your presentation; and practice.

Problem Solving Tasks
These exercises set you “real” business tasks such as prioritising a range of tasks or responding 
to a case study involving disparate information. These exercises are designed to test your ability 
to prioritise, plan, make deductions and analyse. They are an opportunity to demonstrate your 
clarity of thought and comprehension, your mental agility and your creativity and imagination in 
a practical context.

In-Tray Exercise
This exercise simulates a manager’s in-tray and your challenge is to prioritise the tasks. You 
will be given a short time to do this. Time will be of the essence as you will not be able to read 
all the material thoroughly; be prepared to read enough to enable you to come up with an 
understanding of the issues and be able to suggest a sensible solution, which you can justify.

The Interview
Many assessment centres also feature an interview which may be with one person, a panel or 
with a series of people. At this interview the recruiters will want to probe into areas about which 
they may have some doubts from the first interview. Remember to be well-prepared; be informed 
about the organisation and the position and prepared to discuss any technical skills you may 
require for the job. Be enthusiastic about the job and articulate why you wish to work for the 
organisation.

Social Events
Opportunities to interact at social events, such as lunches and cocktail parties are often part of 
the assessment process. Feel at ease to interact naturally but keep things on a professional level 
and take the opportunity to get to know more about the organisation. Your communication and 
social skills will be assessed, so avoid having too many gin and tonics!
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EXAMPLE   
A Day At An Assessment Centre

9:00   Introductions/registration. Meet other candidates, assessors 
and facilitator

9:30 Corporate video 

9:45 Job motivation questionnaire

10:15 Group discussion – about a staffing problem

11:15 Morning tea and feedback on progress so far

11:45  Aptitude test – numerical

12:30 Case study exercise – analyse a business problem 

1:15 Lunch with recent graduate recruits/ line managers

2:15 Case study presentations – 10 minutes with one assessor 

3:00  Afternoon tea

3:15 Panel Interviews 

4:15  Group exercise – choose a product for a company marketing 
campaign. Discuss the pros and cons of a range of strategies

5:00 Information about the next stages of the recruitment process

5:15 Taken out for drinks



59Strategies for Success

Transition to the Workplace
Congratulations, You Have a Job Offer! 
The next stage of the employment process is negotiating your employment contract, including 
your working conditions, incentives and benefits.

What is an Employment Contract and What Should it Include?
A contract of employment is made when an employee accepts an offer of employment from an 
employer. A contract of employment is a legal contract and can be in the form of a fax, an email, 
a letter or even a verbal agreement. In most cases it is best to obtain your employment contract 
in writing. This helps ensure your employment conditions are clearly defined and leaves little 
room for misinterpretation. The employee enters a written contract of employment by signing 
a formal agreement or a letter provided by the employer and returning it to the employer.

What Should Your Employment Contract Include?
Be aware that each profession will have different requirements and if you are unsure of these 
you should contact the appropriate professional association or union. However in general you 
should investigate the following before signing your contract and where possible have the 
details included in a written contract: 

■ Names of parties to the contract

■ Position title

■ Starting date of employment and if appropriate end date 

■ The amount of notice needed for termination of employment

■ Location of work, particularly if different from the party of the contract

■ Duties and responsibilities

■ Nature of the employment (eg permanent/temporary, full-time/part-time)

■  Classification and rate of pay and any requirements for how you are to be payed 
(eg electronic transfer, day of the week)

■  Superannuation details (fund and amount)

■  Details of benefits (eg salary packaging, health insurance, mobile phone, vehicle, share 
options)

■  Any performance bonus or commission arrangements

■  Hours of work and over-time and flex-time arrangements

■  Leave entitlements (eg annual, sick, parental, study)

■  Probationary period 

■  Termination arrangements

■  Performance and salary review requirements

■  Deadline for your response
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Many employment contracts will refer to an Award or Enterprise Agreement, or Australian 
Workplace Agreement that will cover the terms of your employment. If this is the case make sure 
you obtain a copy of the relevant document and understand all of the terms and conditions of 
your employment before signing any contract. 

If you are not covered by an award or collective workplace agreement it is important that your 
contract of employment cover all the important terms and conditions of your employment. 
These documents can also be complicated and it is important to clarify anything you do not 
understand. 

If you have any doubts about your employment contract you should in the first instance seek 
clarification from the employer. If you are still unsure about the employment contract you should 
seek independent advice from either a union or lawyer. 

Expiring Offers
In the competitive world of graduate recruitment some employers will send out offers that 
require a quick response. Examples include a 24-48 hour deadline, a first come first serve 
approach, and the offer of signing bonuses. This pressure creates a dilemma for many students 
as they are usually in the process of applying for multiple jobs and the offers are rarely all on the 
table at once.

If you are faced with this situation be proactive and ask for more time, as many employers will 
extend the deadline. If you are still being pressured and are unsure of what to do, come into the 
Careers Centre and talk to a staff member about your options. 

What if You Want to Break a Contract of Employment?
There may be circumstances when you want to pull out of an employment contract. As a 
contract of employment is a legal contract between an employer and employee, you should 
carefully consider the legal consequences of trying to pull out of the contract. It is possible 
an employer will exercise their legal rights in a court of law to enforce the contract or seek 
financial compensation from the employee for ‘breach of contract’. If you would like to pull out 
of a contract approach the employer in a tactful and professional manner, outline your reasons 
for wanting to break the contract, and seek their permission to take this course of action. The 
employer may be willing to allow you to pull out of the contract, especially if they are able to 
find a quick replacement. 

If you have any unresolved concerns about working conditions or your employment contract it is 
important to seek independent legal advice before signing any paperwork. If you are a member 
of a professional association or union they are a good place to go for more information.

Disclaimer: This information has been prepared exclusively for students of the Australian National University who are seeking 
employment advice from the Careers Centre. While it refers to aspects of law, it is not intended to provide legal advice in this 
area. Students who require legal advice about their employment contract should seek their own solicitor or visit the legal 
office at the Student Association.



61Strategies for Success

For more information:
Wagenet: online information about rates of pay and conditions and Awards -  
www.wagenet.gov.au

The Australian Council of Trade Unions (ACTU): represents around 1.8 million workers, and is 
the peak council and national centre representing the Australian workforce - www.actu.asn.au

Office of the Employment Advocate: provides advice on the Workplace Relations Act, 
especially Australian Workplace Agreements (AWAs) and freedom of association -  
www.oea.gov.au 

NEGOTIATING A BETTER DEAL
For most entry-level positions a “take it or leave it” attitude can apply. However, if you are 
dissatisfied with the employment offer it is common practice to try to renegotiate a more 
suitable offer and if done professionally this should only enhance your prospects with the 
employer. 

Salary Negotiations
Most graduate recruitment programs will have clearly advertised starting salaries and unless you 
have additional professional experience it may be difficult to negotiate more money. However, 
graduate recruitment is only a small part of the employment market and many students are 
offered employment through previous work experience and professional networks. In these 
situations it is much more common for employers to ask you what salary you will be willing to 
accept. 

Before you begin any salary negotiation you will need to research the typical salary and benefits 
of those already working in equivalent jobs. This will ensure you are well informed about the 
limits within which an acceptable offer has to fall. Think of your preferred position within this 
range. You will need to be able to justify your position in terms of your experience, expertise, and 
credentials. Don’t rush any negotiations 

The best way to find out information about salary levels is to use your networks, professional 
associations, and to do information interviews. You can find helpful information in the following 
sources:

■ Current job listings on CareerHub and in newspapers

■ Professional associations and professional journals

■ Grad Salaries Online: http://www.gradsonline.edu.au/gradsonline/ 

Salary Packaging and Other Benefits
Money isn’t everything! It often helps if you negotiate your terms of employment based on your 
needs. For example if your job requires you to use your vehicle request an appropriate allowance 
to cover this or if you wish to undertake further study a commitment from the employer to 
reimburse you for the fees. Other benefits you may be able to negotiate include mobile phones, 
laptops, parking, child-care, health-care, discounts on company products and stock options.
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Finally
■ Be ready to defend your position. 

■  Don’t rush the negotiations because they are awkward and you feel uncomfortable. 
Effective negotiations take time and a well thought out strategy. 

■  Negotiations are a two-way street so it is very important to be flexible and ready for a 
counter offer. Ask for time to consider the new offer. 

■  Think “win-win” as employers are more likely to respond positively if there is something in 
it for them. 

■  Confirm any changes agreed to in writing and it is important these are also reflected in the 
final documentation. 

TRANSITION TO WORK
Your initial transition to the workplace usually involves a steep learning curve and many 
challenges. You will be building new relationships, adjusting to new work arrangements and 
participating in orientation programs. The amount of new information can result in employees 
feeling overwhelmed or anxious. It is important to note this is usual and normal. It is how you 
approach the challenges of this transition time will determine how well you thrive. 

Full-time graduate employment is very different from university where you may have been able 
to build flexibility into your day. As a new graduate you will be expected to work a set number 
of hours and generally arrive at an appointed time each day. Once you have established yourself 
and have a reputation as a valued employee, you may be able to negotiate flexibility to cater for 
other elements in your life. 

Tips for thriving in your transition to work:

■  Set realistic goals and expectations and check these with your supervisor. 

■  Use already developed skills relevant to the task at hand.

■  Be aware of work life balance and maintain a health and fitness focus.

■  Find a suitable mentor, as such a contact can assist in clarifying many transition issues. 

■  Participate enthusiastically in any orientation and information sessions offered by the 
organisation.

■  Read any useful procedures manuals, company information, policy and award documents 
so as to be informed.

■  Find an organisational chart and find out the responsibilities of your colleagues.

■  Use time management skills to break tasks down into manageable components and 
prioritise   your tasks monthly, weekly and daily.

■  Evaluate regularly against your own goals and those of your supervisor.

■  Seek help and ask questions if you are unsure of anything.

■  Be considerate and always check if colleagues have time to help you.

■  Stay positive and confident, even if feeling overwhelmed by the change.
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Performance Appraisal in the Workplace
It is common to have a probationary period when you first arrive in any organisation and it is 
usual to have a performance appraisal at the end of the probation. This first appraisal is likely to 
become an annual event. Performance appraisal is a system for achieving organisational goals 
through the regular review of employee performance against individual or group objectives. 
Most large organisations have formal appraisal processes in place but some small to medium 
enterprises may have a less structured approach. A performance appraisal is an opportunity to 
evaluate your goals and achievements and raise any problems that you have encountered. It is 
also an opportunity to discuss professional development and training needs. 

To make the most of Performance Appraisals:

■  Be aware from the beginning, of the criteria to be used and the frequency of appraisal. You 
can find this out from your supervisor or the graduate program coordinator. 

■  If you work for an employer where there is no formal, structured appraisal ask for regular 
feedback and time to discuss your goals.

■  Keep a diary of your goals, achievements and professional development needs.

■  Be prepared to accept constructive criticism gracefully. 

■  Stay solution focussed at all times.

■  Make sure you raise negative issues diplomatically.

Office Politics 
This phrase has an unsavoury ring to it, but you need to be aware of how office politics work in 
order to maximise your opportunities at work. It is useful to understand how the organisation 
works in terms of power and interpersonal relationships. In the workplace you will be working 
with people who have different personalities and work styles and it will be your task to learn to 
work with all of your colleagues effectively. It is often good to make an effort to get to know 
them outside of the work environment, but remember at social occasions to keep in mind your 
reputation and professionalism. Most large organisations have structured social events planned 
through their graduate training programs and these are an excellent opportunity to have some 
fun and network. 

The hints below will help you keep office politics under control.

■  Observe first so as to discover the unwritten rules.

■  Be cautious, do not gossip, do not criticise publicly.

■  When problems occur stay solution focussed.

■  Do not take criticism personally, as usually it is given in a constructive sense.

■  Be patient with colleagues, your boss, the tasks and yourself.

■  Be considerate of colleagues with a high workload and help out when your own schedule 
permits. 

■  Be dependable and honour your commitments.

■  Be courteous, cooperative and cheerful as these are valued assets.
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■  In an open plan office be aware of noise levels and keep social conversations to a 
minimum.

■  Keep personal communications for home, unless they are urgent.

■  Remember you are new and may not initially be aware of all the undercurrents!

Finally Continue Planning Your Career
Many graduate employment programs will incorporate career-planning elements but you are 
ultimately responsible for your own career development. It is a good idea to have a career 
development plan right from the start. 

You can start by:

■  Grasping opportunities to develop and demonstrate skills.

■  Developing confident speaking and presentation skills.

■  Networking effectively; this includes social occasions.

■  Identifying and nurturing a mentor.

■  Developing a professional development plan.

■  Joining professional associations and participating in their activities 

■  Volunteering for committees and activities through which you can learn new skills and 
extend your networks

■  Exploring other job opportunities within and out of the organisation.

■  Finding out what skills are required in any of the positions that interest you.

■  Considering your own skill base and deciding what you may need to do to gain skills you 
do not currently have.

■  Taking charge of your own future!
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Resources – Our Top Choices!
Here is a list of some of the career development resources we recommend. They, plus more, are 
available at the Careers Centre or on the Internet

Books
Write a Winning Job Application, White (practical assistance with job applications)

Practice Now, How to prepare for recruitment and selection tests, ACER

Psychometric Tests for Graduates, Shavick

Preparing for Career Selection Tests, Joosten

Working the Web, Career Planning via the Internet, McCowen & McKenzie

What Colour Is Your Parachute? Bolles (good one for career planning)

Your Career and You, Gradlink (a self-help career planning book)

Networking Magic, Robyn Henderson (practical tips on how to network) 

Just The Job Handbooks, Phillips (practical advice written for university students)

Résumés That Get Shortlisted, Bright and Earl (based on recent research with recruitment 
personnel)

Graduate Opportunities (a key directory of graduate recruiters)

The Career Guide for Creative and Unconventional People, Eikleberry  
(if you’re one of these people, this could be the book for you!)

How To Write To Selection Criteria, Villiers (all you want to know about this topic)

The Australian Résumé Guide, Stevens (lots of examples of résumés)

Videos
The Written Edge (Job Applications for Graduates)

The Assessment Centre

Probabilities and Possibilities (making the most of work experience and internships)

Essential Interview Skills

Why Ask Me That? (Interview skills)

Booklets
Careers In Series : Physics, the Environment, Psychology , Science, Information Technology , 
Engineering, Marketing, Human Resources, Law, Accounting, Journalism  
(also available at www.gradlink.edu.au)

Goinglobal.com
A great resource for students seeking information about working overseas is http://www.
goinglobal.com. The Careers Centre subscribes to this site, giving ANU students access to 
information about job sites, employment trends, networking groups, resume writing guidelines, 
cultural and interview advice and work permits for more than 23 countries. Goinglobal can be 
accessed through the computers at the Careers Centre.
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Web Links

Careers Centre
CareerHub

 
The Careers Centre CareerHub:
• Job Vacancies
• Workshops and Events
•  Articles including Job Application 

Resources
• Useful Internet Links
• Résumé Builder 

http://www.anu.edu.au/careers

Career and Study Links

 
My Future – Study and Career 
Information in Australia 

http://www.myfuture.edu.au

Graduate Careers and 
Employment

Gradlink
• Occupation Information
• Job Application Resources
• Graduate Facts and Statistics 

http://www.gradlink.edu.au/

 
Graduate Opportunities
• Employment Opportunities
• Employer Information 

http://www.graduateopportunities.com/

 
Unimail
• Graduate Employment
• Handy Hints 

http://www.unigrad.com.au/

Government Links

 
Government Internet Gateway http://www.australia.gov.au

 
Workplace Information and  
Job Outlook http://workplace.gov.au

 
Government On-Line Directory http://www.gold.gov.au

Government  
Job Vacancies

 
Australian Government Gazette               http://www.apsjobs.gov.au

 
ACT                                                        http://www.actjob.com.au

 
Victoria  http://www.jobs.vic.gov.au

 
NSW http://jobs.nsw.gov.au/Start.asp

 
Queensland http://www.jobs.qld.gov.au

Job Search (General)

 
CareerOne http://www.careerone.com.au

 
Australian Job Search http://www.jobsearch.gov.au

 
Seek http://www.seek.com.au
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