
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

When it comes to landing your dream job, there are plenty of factors to take 
into consideration and even for the most competitive roles; below are some 
steps you can take to give yourself the best chance possible. 
 

The application process. 
It all starts with the application process. Take your time to read and fully understand the 
position you’re applying for. 
Do you have the right stuff? 
Are you experienced and qualified? 
Is it a step forward in your career or a step backwards? 
It’s important to answer these questions before you even begin writing. If you don’t 
completely comprehend the role, now is the time to find out more. 

 

Answering key selection criteria. 
Approach the application methodically - most jobs these days have Key Selection Criteria 
questions - make sure you answer each one thoughtfully, honestly and concisely. 
You want to address each question with an example of why you are capable of meeting 
the expectations. 
Avoid the temptation to write too much as employers will likely have a mountain of 
applications to wade through. 

 

Writing the cover letter and your 
curriculum vitae. 
Once you’ve completed and carefully proofread the Key Selection Criteria, it's time for the 
cover letter and curriculum vitae. Again, brevity is your friend and while your parents are 
undoubtedly proud of you winning the Grade 4 maths competition, a potential employer is 
more interested in recent achievements. 
When you submit the application, double check that you’ve done everything you’re 
supposed to do before you hit ‘send’. 

 

First impressions. 
Also, consider what first impression you’re giving – a humorous email address may be 
great with friends and family, but may not be suitable for a professional position. 

 

The job interview. 



 

 

After you’re concise, relevant, articulate job application impresses, its time for the job 
interview. Many people are scared by job interviews, but with a little planning and 
preparation they don’t have to be terrifying. Look at them as a learning experience. 
Make sure you dress appropriately and give yourself plenty of time to get to the interview - 
there’s nothing worse than being stressed before you even sit down in front of a panel. 

 
 

Remember to be yourself. 
The most important thing to remember is to be yourself - it’s who you’re best at being. You 
want to show your skills and attributes without having to do a tap dancing show. 
Be confident 
Consider what words you choose 
Make sure you listen carefully 
Use eye contact 

 

Use examples to show your skills. 
Use examples of your abilities rather than simply saying you’re good at things, it will help 
the interview panel put your abilities in context and show that you’re focused. 

 

Research the employer. 
Where possible, illustrate that you have an understanding of your potential employer - you 
don’t have to retell the entire corporate history, but you do need to make it clear you 
respect what they do and that you’d like to be a part of their future. 

 

A little bit nervous? 
It’s okay to be a little nervous, and its okay to acknowledge it - however once you’ve 
mentioned it let it go. Resist the temptation to continually apologise or get hung up on it. 
You’ve come this far because the selection panel saw something in you, so don’t convince 
them they were wrong. 

 

Asking questions at the interview. 
As an interview is wrapping up, you’ll often be asked if you have any questions for the 
interviewer. This is a brilliant opportunity to find out more about the role and to show some 
of your personality. 
Consider taking a notepad and jotting notes throughout the interview so you have 
questions relevant to ask. 

 

After the interview. 



 

 

When it’s all said and done, you should be leaving an interview room having represented 
yourself as honestly and positively as you can. 
Hopefully you’ll soon be receiving good news, but if not don’t become despondent, use the 
opportunity to improve by asking for feedback. 
It’s unlikely that an interview panel will give brutally honest feedback but they should be 
able to give you an overview of areas where you can improve. 

 
 

INTERVIEW TECHNIQUES 
A job interview can be one of the most important situations in your business life. A good 
performance may be critical in enhancing your career and can significantly improve your 
chances of being selected.  It is therefore important to consider your interview technique 
and to prepare carefully and thoroughly for each interview. 
During the interview the recruiter will be making three critical assessments about you: 
• Can you do the job? 
• Do you want to do the job? 
• Will you fit into the team? 
 
This equates to you: 
• Selling your skills 
• Selling your potential 
• Selling yourself 
 

Phone Interview 
The telephone interview is a crucial step in the process. It is used to discover whether or 
not an individual ticks enough boxes to attend an interview or not.  

• It is imperative that you answer each and every phone call you receive when you 
are applying for work in a professional manner.   

• It is also ok to ask for an alternate time for the telephone interview to take place.  
This is important if you are driving or if you are somewhere where you may become 
easily distracted such    as in a supermarket – or if you have applied for several positions 
so you can ensure you know the job they are talking about. 

• If possible, have a copy of your application in front of you.  If you are applying for 
multiple jobs, ensure          that you do not let on to this point and make sure that 
you have a clear recollection of each and every job    you apply for.  If you have to 



 

 

ask which job the interviewer is calling about it can show a lack of interest of this 
particular job.  

• Make sure that you have a response to the question. “Why did you apply for this 
job?” 

• Make sure that you answer all questions in a clear, concise method.   

• It is perfectly fine to ask for a moment to think.  It is also ok to pause and take a 
breath prior to responding to questions.  A very big no-no is making negative 
comments.  All comments need to remain positive even if your experience was not 
a positive one.  You also need to ensure that you do not speak negatively about 
previous or current workplaces and never divulge confidential information about 
another company. 

In improving your technique there are four stages to consider: 
1. Interview preparation 
2. The interview - opening techniques 
3. The Interview - general tips for success 
4. The Interview - closing techniques 

 

Fears & Concerns 
(For example you may not feel confident for the role; you may be worried about the 
interview process) 
 

1. Interview Preparation 
A minimum of several hours of research and personal introspection is usually required.  
Detailed below are areas that you may wish to address in preparation for your interview. 
NB: Write down your answers - in the pressure of an interview it is extremely easy to forget 
your ideal response or omit important arguments / detail. 
Company Information 
(Example: Product/Service, Size/ranking, Performance, History, Key Personnel) 
 
Position Information 
(Example: Responsibilities, Reporting structure) 
 
Your Career Goals 



 

 

(Example: Short term/Long Term objectives and goals, Why this job?, Why are you 
moving?, How ambitious / realistic are you?) 
 
Your Strengths (at least four or five in total) 

• Professional 

• Personal 
 

Your Weaknesses (two of each to be safe!) 

• Professional (offer this unless asked for a personal weakness) 

• Personal 
 
NB: These should not be serious enough to prevent you from attaining the position. You 
should have a counter point that, for example, shows your ability to handle or overcome 
the weakness (e.g. joining Toastmasters International to improve presentation / 
communication skills) or a weakness with a positive side (e.g. stubborn tenacious). Do not 
feel the need to volunteer this information unless it is asked. Quite a few candidates 
answer about their weaknesses when asked about their strengths. 
Your Current Work 

• Duties 

• Level of responsibility / Progression 

• Achievements 
 
Presentation  
(What you are wearing and how you want to look):   
 
NB. First impressions do count, Personal grooming e.g. hair, polished shoes, Select 
clothes that portray a professional image 
Your Information 

• Check your written application and your CV to make sure you know what you’ve 
submitted.  In the heat of the moment, you’d be surprised how many people forget 
their background or gloss over important and relevant work experiences. 

Interview Details 

• When you receive advice on the interview, make sure you have details on the date, 
time and venue, the interview panel – how many on the panel and their 



 

 

names/positions, and the interview structure – are there any special tasks, written 
tests or presentations. 
 

2. The Interview - Opening Techniques 
• What’s your plan for the start of the interview? 
 
Arrival 

• Be on time.  This means not only don’t be late, but don’t be early. 

• Don’t arrive with unnecessary items – this will give the wrong first impression. 
Develop a Positive Attitude 

• Imagine the interviewer is already your work colleague. 

• The interviewer already feels positive about you (she / he likes your resume). 
Relax 

• If you are nervous, try deep breathing while waiting - Think positively! 
Develop a Rapport 

• Firm, positive handshake (with dry hands!). 

• Greet the interviewer(s) enthusiastically using first name(s). 

• Be prepared to engage in small talk for a few minutes. Do not initiate small talk and 
remember to keep answers brief. 

• Be yourself- the interviewer wants to employ someone with character - so show 
yours! 

• SMILE! 
 
Example Interview Questions (refer to behavioural interview information) 

Tell me about a time when you have had numerous tasks and deadlines to 
complete. 

When have you experienced conflict in the workplace? 
Tell me about a time when you have made a mistake.  What did you do about it? 

 

3. The Interview - General Tips for Success 
 



 

 

Body Language 

• Correct posture (but natural), avoid clenched fists / closed posture. 

• Avoid irritating habits and nervous gestures e.g. touching your face. 

• Give expressive feedback to show that you are a thoughtful and perceptive listener. 
General Tips 

• If you feel your body language is conveying anxiety it is usually best to verbalise it.  
For example, “I haven’t interviewed in years and I am a little surprised to find myself 
nervous”. 

• Verbalising your nervousness often reduces it and interviewers are usually 
empathetic. 

• Remember to look at the interviewer while talking and listening. Do not stare. Do 
not look around the room. 

• Speak clearly and concisely. Don’t talk too quickly. Speak up! 

• Phrase your responses in positive terms instead of negatives, as it makes for easier 
understanding and presents you as more of an optimist than a pessimist. 

• Pause before you answer to assist you in preparing your response. Your response 
should answer the question initially then go on to provide structured evidence. For a 
more lengthy answer you may need to summarise quickly at the end of your 
response. 

• At all times keep the job in question closely in mind — phrase your replies to suit 
the particular requirements of the role. 

• Don’t let your answers go on for too long. Watch for signs of boredom from the 
interviewer and keep to the point. If more detail is required it will be asked for with a 
further question.   

• Never lie at an interview. You are usually found out. 

• Don’t give confidential details away about your present employer. If you let your 
interviewer think confidential information is unsafe with you, it will seriously affect 
your chances of success. 

• Avoid asking questions about salary and benefits at the first interview. However, if 
asked, be as general as possible and quote market ranges. Justify your own market 
worth relative to market conditions and your own qualities. The purpose of this is to 
ensure that the interviewer will commit themselves first with a figure that will be a 
guideline to you. 

• Remember to include all interviewers in your answers, even if only one does most 
or all of the talking. Make sure that you maintain eye contact with everyone in the 
room. 



 

 

• Never give answers you think the interviewer(s) wants to hear, that are untrue, or 
not thought out. The insincerity usually shows. 

 

4. Closing Techniques 
What questions are you likely to ask? 
 

• Prepare some incisive questions in advance for example: 
- New or existing position? 
- Responsibilities and priorities? 
- Reporting relationships? 
- Financial, human resources, equipment and time resources?  
- Criteria for measuring success? 

• Express your positive interest in the position even if you have your doubts at the 
time. You may change your mind once you have had a chance to reflect on the 
interview. 

• If offered the position at the interview, always ask for time to consider it. The 
employer has thought about it and you are only asking for an equal opportunity to 
think it over and perhaps discuss it with your family, colleagues and friends. 

• Finally, thank the interviewer(s) for their time and give firm handshakes all round. 
Last impressions are as important as first impressions and the way you leave may 
well be the way that you are remembered. 

 
 

5. After the Interview 
• Immediately after the interview, write a follow up letter – regardless of how you think 

the interview went.  The letter should be brief, relevant and: 
- Express that you appreciate the time taken and the opportunity. 
- Re-cap/emphasise prominent points. 
- Add points you didn’t cover. 
- Reiterate/elaborate how you can contribute. 
- Express interest in continuing dialogue. 
 



 

 

6. Common Traps 
• Being too friendly. 

• Saying “we” instead of referring to your own achievements. 

• Making general statements that lack substance. 

• Being over enthusiastic. 

• Being poorly prepared. 

• Slouching, mumbling or speaking slowly. 

• Making derogatory remarks about your present or former employers.  
 

7. Possible Inclusions 
Role plays  

• A role play is when you are asked to act out a scenario as given to you by the 
interviewer.   

 
Example: When recruiting for a sales role, we have asked the interviewee to sell their 
mobile phone to us.  Generally, you will not be told what you will be selling prior to it being 
sprung on you.  
The interviewer is testing your on the spot skills – your natural style.  
 
Written Tests  
This can cover anything from spelling and comprehension tests to case studies and more.  
Generally the purpose of a written test is three-fold.   
 
It is to test your: 

• hand writing skills 
• your ability to think under pressure 
• your aptitude for the given subject. 

 
Presentations  
It would be very rare that you would be asked to undertake a presentation without prior 
warning.   
 
There can be many reasons for asking an applicant to present a topic but generally the 
reason is one of the following:  

• to test your ability to research a particular topic 
• to scrutinize your communication style 
• to get an insight into your ability to work under pressure and your public speaking 

abilities.  
 



 

 

If you are asked to present on a topic, ensure that you know how long the presentation 
should be and what tools will be available for you to use (ie. Overhead projector, laptop) 
 
Group Interviews 
Some people consider group interviews a good chance to discover how people interact 
with others.  Who lets others have a say and who interrupts and doesn’t listen?  
An opportunity to see who emerges as the leader of the group and who is happy to be the 
working bee.  They are generally used in bulk recruitment situations where there are many 
vacancies to fill. They are also often just one step in a more lengthy process as opposed to 
the sole decider for an interviewer. 
 
Psychometric Testing  
There are many psychometric tests on the market today. ESE Consulting have qualified 
assessors in both MBTI and DISC.   
 
As taken from Wikipedia:  

• Psychometrics is the field of study concerned with the theory and technique 
of psychological measurement, which includes the measurement of knowledge, 
abilities, attitudes, personality traits, and educational measurement. The field is 
primarily concerned with the construction and validation of measurement 
instruments such as questionnaires, tests, and personality assessments. 

 
The best piece of advice we can give you with regards to psychometric testing is to be 
honest.  If you try and answer what you think they want to hear, the results will show this.  
If answers are not consistent, the result will come out as inaccurate and you will either be 
discounted or made to sit the test again. 

 
On-line/Computer Tests  

• There are many types of on-line testing available.  There are the usual Office tests 
including typing speed/accuracy tests, MS Word, Access, Excel, Outlook etc tests 
but there are also many more including medical terminology, mechanical aptitude, 
memory, reasoning and more.  If you are asked to undertake on-line tests, where 
ever possible take them in a quiet location where you will minimise distractions. 

 

BEHAVIOURAL INTERVIEWS 

Behavioral interviewing is a technique commonly used in the recruitment process. Even if 
you don’t encounter this technique in an interview, the very process of preparing will help 
you perform well in any interview situation. 
       
 



 

 

Competency 

(generic/transferable skills or 
attributes often sought by 
employers) 

 

 

 

IDEAS to get you 
thinking….. 

(questions to ask 
yourself in order to 
generate ideas about 
where and when you 
have demonstrate 
these competencies) 

Possible examples to 
refer to….. 

(Some likely 
scenarios in which 
this skill would 
typically be utilised or 
developed. Can you 
recall any such 
scenarios that may 
be worth 
mentioning?) 

Sample behavioral questions  

(… which would typically prompt 
a discussion of a past situation 
in which you have displayed this 
skill) 

Verbal Communication/ 
Interpersonal Skills  

 
 

When have I really 
relied on language to 
sort something out? 

When have I handled a 
difficult or intimidating 
person especially well? 

Resolving conflict 

Negotiating an 
agreement 

Presenting a paper 
tutoring 

Clarifying a request 
from a supervisor 

Dealing with an 
unsatisfied customer  

Tell me about a time when you 
had to deal with a difficult 
person. 

Give an example of a situation 
when you had to teach 
something very complex to a 
‘lay’ audience. Who was 
involved? How did you manage 
it? 

Give an example of a time when 
a co-worker or classmate 
criticised your work in front of 
others. How did you respond? 

Research Skills 

 
 
 

When have I thoroughly 
gone ‘beyond the 
obvious’ to research 
something? 

Preparing for a trip 
overseas 

Researching your 
thesis or assignment 

Project undertaken 
during vacation work 

Tell me about a time when 
you’ve had to work on a topic 
you knew nothing about. 

What did you do? 

Describe a situation in which 
you had to use reference 
materials to write a research 
paper. What was the topic? 
What journals did you read? 

Flexibility/Adaptability  

 
 
 

When have I had to be 
very flexible to make 
something work? 

When have I had to 
change plans at the last 
minute? 

Sudden changes in 
duties at work. 

Assuming someone 
else’s role in a team 
situation at short 
notice. 

Think of a time when important 
plans you made had to be 
suddenly altered at the last 
minute. Tell me about the 
situation and explain what you 
did. 

 
 
 
 
 
 



 

 

 
Critical Thinking/ Analytical 
Ability 

 
 
 

When have I had to 
make sense of some 
especially 
contradictory 
information? 

 

When have I had to 
think on my feet? 

Deciding between two 
or more options. 

Analysing some 
contradictory 
information in order to 
make a decision. 

Give me an example of when you 
had to gather information for two 
or more resources. 

What patterns or inconsistencies 
did you notice? 

Judgment/Problem Solving 

 

 

When have I actually 
had to think ‘laterally’ 
to ‘get around’ 
something? 

When have I had to 
thoroughly evaluate 
consequences before 
I could make a 
decision? 

Facing an ’obstacle’  
in your thesis 

Resolving a problem 
at work i.e. under 
staffing, low stock. 

Deciding what course 
to study at uni. 

Tell me about a time when you 
had a problem to solve. What 
happened? 

Tell me about a time when you 
had to choose between two 
equally attractive options. What 
was the outcome? 

Team Work 

 

 

 

When have I 
worked in a team 
situation that went 
very well or quite 
poorly, and what 
made it that way? 

Playing in a team 
sport. 

Working as part of a 
committee or 
organizing group. 

Involvement in a 
team-based 
assignment. 

Tell me about a time when you 
were working as part of a team 
and one person wasn’t pulling 
their weight. Who was involved? 
What did you do? 

Tell me about a time when you 
got co-workers or classmates who 
disliked each other to work 
together. How did you accomplish 
this? What was the outcome? 

Quick Learner 

 

 

 

When have I had to 
learn about something 
in a very short space 
of time? 

Preparing for an exam 

Being ‘thrown in to the 
deep end’ at work. 

Tell me about a time when you 
were given a task to complete in a 
very tight timeframe. What was 
required of you? 

How did you approach it? 

Enthusiasm/ Motivation 

 
 
 
 

What things have I 
done beyond the 
‘essentials’ of work 
and study? 

Decision to take on 
extra responsibility i.e. 
become a 
captain/president/ 
treasure  

Pursuit of a hobby or 
interest 

Travel 

Tell me about a time when you 
pursued an interest or hobby.  

Tell me about a time when you 
decided to take on something 
‘extra’. 

 

 
 
 
 



 

 

Imitative/Innovation 

 

 

 

When have I identified 
a problem and come 
up with a solution 
without being asked? 

Introducing a change 
to your workplace. 

Inventing something 
to ‘make life easier’ 
for yourself. 

Suggesting a new 
way of running a 
social event. 

Tell me about a time when you 
noticed that a system wasn’t 
working efficiently. 

What did you do? 

Tell me about a time when you 
came up with an innovative 
solution to a challenge your 
company or class was facing. 
What was the challenge? What 
role did you play and how did 
others respond? 

Leadership 

 
 
 

When have I 
voluntarily taken a 
leadership role? 

Captain or vice-
captain of sporting 
teams 

Treasurer, secretary 
or president of 
committees 

Team leader in 
workplace 

Tell me about a time when you 
were responsible for directing 
others. 

How did it come about? What 
was involved? 

 
 

 

ONLINE APPLICATIONS 

McDonalds 
Step 1: Online Application Form 

Step 2: Interview 
Step 3: Reference Check 
 
Online Application: 

1. Home Page: https://apply.mcdonalds.com.au/public/index.cfm (Click apply) 
2. Registration form, privacy policy 
3. Begin Application 

a. Choose the restaurants that you would like to work at 
b. Answer a few questions about yourself (work history, education, referees etc) 
c. Availability: times and days that you can work 
d. How you work quiz: Selection of “what if” questions with multiple choice 

questions based on team work, customer service, speed and accuracy. 
4. Submit Application 

Coles 
1. Careers Homepage: http://www.colescareers.com.au/ 



 

 

2. Select retail support jobs and choose category of work: ie. Nightfill, checkouts, 
service 

3. Scroll down to step 2: click “apply now” 
4. Begin registration: enter email, agree to privacy statement 
5. Upload resume or attach linked in account 
6. Enter personal details 
7. Welcome page: continue 
8. Residency Status 
9. Enter availability 
10. Select location preference 
11. Safety: declaration of medical condition or injury 
12. Submit application 

Target       
1. Career Homepage: http://careers.target.com.au/ 
2. Job search number: 492221 (Expressions of interest for store level roles) Apply now 
3. Enter email: agree to privacy policy 
4. Upload resume or attach linked in account 
5. Register and enter personal details 
6. Age declaration (over or under 16) 
7. Eligibility to work in Australia 
8. Upload resume and cover letter 
9. Areas of interest: position you are interested in and why? 
10. Enter availability 
11. Employment history and roles 
12. Select preferred location and stores 
13. Role requirements: declaration of illness or injury 
14. Diversity: selection of country preference 
15. Submit application 

Kmart 
1. Career homepage: http://careers.kmart.com.au/ (job search page) 
2. Job search number: 407813  
3. Begin registration: enter email, agree to privacy policy 
4. Pre-fill application: upload resume or attach a linked in account 
5. Residency status 
6. Location preference: search via postcode 
7. Availability  
8. Requirements of the role: declaration of injury or illness 
9. Enter referee details 
10. Document upload: resume, cover letter, certifications 
11. Submit 



 

 

 
Woolworths 
 
Woolworths wowcareers page covers: Big W, Woolworths, Dan Murphy’s, Petrol, 
Woolworths Liquor and a number of other stores. 
 

1. Careers Homepage: http://www.wowcareers.com.au/ 
2. Login or create account: 

https://career10.successfactors.com/career?career_company=Woolworths&lang=e
n_GB&company=Woolworths&site=&loginFlowRequired=true&_s.crb=87dhrdSB1t2
GOTAWPpyWYNEfKbw%253d 

3. Job search for area, role  or particular company and apply now. 
 
Myer  
Careers Homepage: http://careers.myer.com.au/  (Job search specific roles and apply 
now) 

1. Role Requirements  
All applicants are initially considered and short-listed by matching applicants' key 
skills and experience against the role's key requirements. 

2. Initial phone interview/questions  
The applicant may be required to confirm details or answer preliminary questions to 
assist in the screening process. 

3. Group interview criteria 
Group interviews and activities are used widely within our Store Recruitment 
Process. In these situations, the HR Representative is identifying how the individual 
interacts and communicates with others in a group setting. 

4. Behavioural interview criteria  
During a Behavioural Interview, the candidate is asked to give specific examples 
from their previous working experience. The HR Representative or Line Manager is 
looking for the applicant to step them through a relevant situation and outline what 
action they, as an individual, took and what the outcome was a result. Generally 
giving examples from the last two years is best. 

5. Line manager input  
The Line Manager, in consultation with the HR Representative, makes the final 
hiring decision. 

6. Best match  
Final decisions are based on the role's key requirements, the applicant's previous 
experience, the skills and attributes the applicant can bring to the role and the team 
dynamics. 

 

 

 



 

 

 

SOME HELPFUL LINKS 
 
Another helpful tool is the SEEK website (www.seek.com.au ). SEEK is Australia's number 
one job searching site. 
 
You can now search for full time, part time, casual and temporary jobs from an array of 
employers by just a click of a button.  
 
SEEK also enables you to create a SEEK account which is the best way to stay up to date 
with the latest jobs and allow employers and recruiters advertising relevant roles on SEEK 
to find you. By creating an account you can specify on your profile which area of work 
you’re interested in, a base salary and other preferences and SEEK will automatically send 
you emails on new job ads when they become available and listed. 
 
Here at ESE Consulting we advertise on SEEK for all of our 
vacant positions. 
 
Be sure to ustilise this helpful tool in seeking employment! 
 
 

Graduate Career Opportunities 
 
www.gradconnection.com.au 
www.graduatecareers.com.au/ 
www.graduateopportunities.com/ 
www.unigrad.com.au/home/ 
 

Government Career Opportunities 
 
www.graduates.vic.gov.au/ 
www.defence.gov.au/graduates/  
www.defencejobs.gov.au/ 
www.jobsearch.gov.au/ 
 

Job Search 
 
www.seek.com.au 
www.mycareer.com.au 



 

 

www.careerone.com.au 
 

Online Applications – Retail 
 
http://mcdonalds.com.au/#/careers 
http://careers.target.com.au/ 
http://careers.kmart.com.au/  
http://www.wowcareers.com.au/ 
http://careers.myer.com.au/   
http://www.colescareers.com.au/ 
 

Career Pathways 
http://www.jobguide.thegoodguides.com.au/ 
 
 

Resume Templates 
 
www.office.microsoft.com/en-au/templates/results.aspx?qu=resumes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 

RESUME EXAMPLE 

 
 
 
 
Name:     Michelle Johnson 
 
Address:    108 Mollison Street 
     BENDIGO, VIC 3550 
 
Telephone:    M: 0000 000 000  
 
 
 
 
I have a passion for human resources and dealing with people, I am looking to start career 
in an organization where I can contribute to improvements in the workplace and develop 
and grow as a person. 
 
 
 
 

 
• MS Office Suite including Word, Excel Access and PowerPoint 
• MYOB 
• QuickBooks 
• Various in-house databases 
• Fast and accurate typing speed 

 
 
 
 
 
2010 – 2013          Bachelor of Business  

Majoring in Human Resource Management/Marketing 
    La Trobe University, Bendigo 
 Subjects:  

• Business Law (83%) 
• Organisation Behaviour (85%) 
• Information Technology (78%)                

 
Achievements: Graduated in the top 10% of the class 

 
2009    Victorian Certificate of Education 

Personal	  Profile	  

Objective	  

Computer	  Skills	  

Education	  and	  Training	  



 

 

    Bendigo Senior Secondary College 
 
 
 
 
 
July 10 - current  Mexican Kitchen 
    

Employed as a Waitress, my responsibilities included: 
• Customer service 
• Responsible for the opening and closing restaurant 
• Managing other waitresses and front of house 

 
 
 
 
Communication  
 

• Effectively conveyed tasks completed with team members 
• Completed numerous written assignments at university 
• Accurately Conveying Contract details, terms and conditions 
• Creating an interest in certain products 
•  

Teamwork  
• Worked effectively as a member of the work team of up to 7 waitresses 
• Coordinated and worked effectively to complete group tasks and group 

presentations for university classes 
• Regularly filled in for members of staff at Mexican Kitchen who were unavailable 

 
 Problem Solving  

• Able to efficiently and professionally solve disputes with customers 
• Able to coordinated bookings and their times to effectively manage and get the 

most use out of the restaurant seating capacity 
 
 Leadership 

• Coordinated staff in their roles in the front of house  
• Effectively trained new employees on best practices 
• Motivated and encouraged new staff in their development 
• Conducted the role of team leader at an educational camp for children 

 
 
 
 
References available upon request. 
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References	  



 

 

SAMPLE POSITION DESCRIPTION 

 
 
 

 

Company Details        
 
 Company ESE Consulting (Bendigo) Pty Ltd 

 Employees 5 

 Company  
 Culture  Professional, friendly, flexible, results/success driven. 

 Environment  The successful candidate will share an office with five existing 
members of staff. 

 
 Products/ Services our services include Executive Search, Permanent, Contract and 

Temporary recruitment as well as Human Resource Auxiliary Services. 
 
 Background Established in 2004, ESE Consulting has become a market leader in 

quality recruitment and Human Resource Auxiliary services.  With 
clients across all industries and preferred supplier agreements with 
clients such as Powercor, CitiPower, Vic Roads, La Trobe University 
and Bendigo Bank, we believe that the key to our success is the 
people that work for us. 

 

Position Details 
 
 Start Date To be confirmed 
 
 Reason for   
 Vacancy  Growth 
 
 Tenure Permanent, Full time. 
 
 Location 108 Mollison Street, Bendigo Postcode 3550 
 
 Position Overview Working along side the directors, two consultants and part-time 

receptionist/administration assistant, this is an exciting opportunity to 
join this growing business. 

 
 
 Objectives To be an integral part of a growing and successful boutique recruitment 

consultancy, in the provision of administrative duties associated with 
the recruitment of temporary and permanent staff members in the 
commercial and industrial sectors.  

 
 Responsibilities Learning all aspects of work associated with temporary and permanent 

recruitment including administration and reception.   

Executive Support/Receptionist 



 

 

 
ADMINISTRATION/PA: 

All duties associated with the day to day operations of the business, in 
accordance with ESE Consulting’s procedures, government legislation and 
the RCSA code of ethics, including: 
 
• Updating/maintaining the database 
• Updating/maintaining client and candidate files 
• Assisting in invoice preparation 
• Liaising with stakeholders 
• Assisting in debt collection 
• Typing correspondence 
• Conducting reference checks 
• Photocopying duties 
• Attendance at team meetings 
• Familiarisation with ESE Consulting’s policies and procedures, relevant 

government legislation and the RCSA code of ethics 
• Processing advert response 
• Liaising daily with candidates 
• Updating spreadsheets weekly 
• Documenting temporary staff birthdays and sending vouchers 
• Responding to Position Description enquiries 
• Temporary OH&S  inductions 
• Other administration duties 

 
RECEPTION/CUSTOMER SERVICE:  
 

• Greet all candidates, clients and visiting staff in a professional, 
courteous and friendly manner at the counter and over the telephone 

• Create a positive image of the organisation at all times and ensure it is 
a pleasant experience for all in contact with ESE Consulting 

• Ensure all incoming calls are answered before the third ring in a 
professional and polite manner using the approved greeting 

• Transfer calls to relevant staff in a timely manner 
• Record accurate messages from candidates and clients and ensure 

they are passed onto the relevant person in a timely manner 
• Assist with telephone, email, mail and counter enquiries 
• Maintain the cleanliness of the reception and office areas 

 
 
 Reports To Directors –Katie and Michelle 

 Direct Reports Nil 

 Remuneration To be negotiated 

 Review Period Review after initial six-month trial period.  

  Formal review annually 



 

 

 Basis of Review Performance 

  
 Training On the job training and induction, coupled with external training 

seminars where required 
 
 Key Attractions Friendly working environment 
  Varied position 
  Ability to grow with the company 
   
 
 Transport Parking available 

Must have licence and access to own vehicle 
 

 Hours 8.30am - 5.00pm. 

 Dress Code Business attire. 
 
 

Position Requirements 
 
 Preferred University qualification (Human Resources and Marketing) 
 Qualifications 
 

 Preferred   
 Background Customer Service background is essential.  A background in 

administration is preferred but not essential.  
 

Key Selection Criteria 
 

1. Proven high level of customer service skills 
2. Advanced verbal communication skills with the ability to communicate effectively with a 

diverse range of people 
3. Intermediate to advanced MS Office skills 
4. Excellent written skills 
5. Ability to work autonomously and within a close knit team 
6. Ability to multi-task and prioritise work load 

 
Additional (preferred but not essential): 

1. Degree /diploma in HR or Marketing or similar experience 
 
 
 
 
 
 

 

 



 

 

SAMPLE JOB ADVERTISMENT 
 

 
 


