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Ideas for Job Seekers 
 

It’s not easy for young people to get a job in today’s world of work.  There is a lot of competition and 
employers may be hesitant to hire because of the economic environment.  Therefore, you need to polish up your 
job seeking skills to be in the best position to get the part-time or full-time jobs that are available.  The 
following tips will start you on the road to success. 
 

1. Know about you 
 

There are a few things you need to know about yourself before you start looking for a job.  These include: 
 

What sort of work do you want? 
 

 Have you got a specific job you want or do you want to work in a particular industry e.g. hospitality, 
construction, health, retail? 

 Do you want full-time, part-time, casual or contract work? 
 

Write a list of the types of jobs you would like to apply for.  Use the Good Universities Guide at 
http://www.gooduniversitiesguide.com.au/ (click on ‘Careers’) or myfuture at http://myfuture.edu.au/ (‘Sign-
up’ if this is your first time on this site) to help you come up with ideas. 
 

What are your skills and abilities? 
 

If you are going to promote yourself to an employer, you need to know what employers want and what you 
have to offer them.  Employers don’t just want work related skills; they want their employees to have: 
 

 Good communication skills (speaking, writing, reading, getting on with other people) 

 The ability to work effectively in a team 

 Problem-solving and Technology skills (e.g. computer skills). 
 

In addition, they want people who are enthusiastic, motivated, show initiative and are willing to learn and take 
direction.  Having previous work experience can also help. 
 

Make a list of your skills.  Write down an example of when you actually used the skill and what the outcome 
was.  Who knows about the skills you have?  Would these people write you a reference?  Or be your referee? 
Ask them.  A reference is a written document that you can include with your job application.  It can be used to 
back-up items in your resume (e.g. skills, work experience).  A referee is someone who is prepared to talk to an 
employer on your behalf.  List their name and contact information on your resume. 
 

2. Develop your resume 
 

Your resume should be short (2 or 3 pages only).  It should catch the attention of the employer without being 
elaborate.  It needs to be easily read, with no spelling errors or spilt coffee!  Also, try to make it specific to the 
job you are applying for (i.e. adjust your resume to suit each job you apply for).  Include the following sections 
in your resume: 
 

 Name and contact information (include your email address and mobile number) 

 Career objective – what you want from the job and what your future career aims might be 

 Education and qualifications (e.g. QCE, VET certificates) 

 Your skills – include examples of when you have used them 

 Work history (even if unpaid) and a brief summary or list of the tasks you did 

 Interests (optional, but could be useful if related to the job) 

 Names and contact details of people who have agreed to be your referee. 
 

See Youth Central at http://www.youthcentral.vic.gov.au/jobs-careers/applying-for-job or Careerone 
Career Advice http://career-advice.careerone.com.au/for more information about writing a resume. 
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3. Identify employers 
 

There are several resources you can use to find employers who are, or may be, looking for workers.  These 
include: 
 

 The Internet e.g. 
Jobactive https://jobsearch.gov.au/for-jobseekers 
Australian Defence Jobs http://www.defencejobs.gov.au/recruitment-centre/job-finder/ 
Indeed http://au.indeed.com/ 
Seek http://www.seek.com.au/ 
Careerone http://www.careerone.com.au/ 
Adzuna http://www.adzuna.com.au/ 

 Newspapers 

 Group training companies http://www.grouptraining.com.au/ 

 Apprenticeship web sites http://www.aapathways.com.au/Self-Help/Job-Sites#General_Jobsites 

 Websites of organisations e.g. Coles, Woolworths, etc. 

 Trade and professional associations e.g. http://www.training.qld.gov.au/training-careers/overseas-qual-
recognition/professional-associations.html 

 Your social network, including your extended family, friends, neighbours, coach, etc. 

 Previous employers e.g. from work experience or part-time work. 
 

Don’t be afraid to approach employers who have not advertised a vacancy.  It is said that almost 70% of 
jobs are obtained through contacts. 
 

4. Investigate employers 
 

Once you have identified several employers, find out as much as possible about them; things like: 
 

 What does the business do?  Does it have a website?  How many staff do they employ? 

 What positions might they have available?  Do they have a training program? 

 Could this employer help you meet your long-term career goals? 

 If a vacancy has been advertised, what is the due date for application? 

 Who would be the best person in the organisation to speak to for more information? 
 

5. Complete an application 
 

Employers usually use the application to help them select the people they want to interview.  So your 
application must impress the employer.  Find out about the type of application that is required.  Do you send a 
letter, fill in an application form, write answers to questions about your skills, email your resume, or apply 
online?  Imagine you are the person who has to sort through the applications.  What would you be looking for 
in an applicant?  Include these things in your application.  Show your family, friends, teachers or guidance 
counsellor/officer your completed application.  Listen to their suggestions and make changes if necessary. 
 

6. The interview 
 

Congratulations! You have an interview.  Will you be expected to do any tests or will you be asked questions?  
Ask the employer.  Before the interview, brainstorm possible interview questions and write answers to them.  Do 
a practice interview.  Get feedback from your family, friends and guidance counsellor/officer.  A good 
resource to help you prepare for interview questions can be found at 
http://www.careerfaqs.com.au/careers/interview-questions-and-tips/how-to-answer-interview-questions/.  
Look in the mirror.  Would you impress an employer?  Your personal presentation at the interview is important.  
Wear clean, appropriate clothing.  Look eager, smile and be friendly. 
 

7. How did it go? 
 

It is a good idea to review every unsuccessful application.  Some employers are prepared to tell you why you 
didn’t get the job.  Take this information seriously.  It could lead to success next time. 
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