
JOBS 
PACK
Helpful tips and tricks from 
the Skills & Jobs Centre



Cover letters
Tips on content to include and how 
to layout a cover letter.

Your Name
Your Address

Your Phone Number
Your Email Address

Date
Contact Name
Position Title
Company Name

Dear <Contact Name> OR To Whom It May Concern,
Re: <Position Title (Reference Number)>

OPENING PARAGRAPH
Use this paragraph to state the reason for the letter – “I wish to apply for the position of <Position Title> 
that is currently advertised on <your website/Seek/in the Warrnambool Standard>.”

BODY
This section should be used to highlight the skills/experiences/qualifications you have that are most 
relevant to the position you are applying for. Begin the section with an opening statement that provides 
an overview of who you are – “As an experienced driver I have worked in the transport industry for the 
past 10 years.”

Carefully read the job ad, it should identify the key skills/experiences the successful applicant is 
required to have. Make sure you respond to all of these requirements, and if possible highlight duties 
you have completed in previous roles that match those of the position you are applying for.

CLOSING PARAGRAPH
This section should be used to confirm the key skills/personal attributes you would bring to the 
role and highlights your interest in working for the specific employer. To finish the section, confirm 
your interest in attending an interview – “I would welcome meeting with you to further discuss my 
application.”

Kind regards, 
<Your Name>
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Resume Checklist
An example of sections and contentto include in 
a resume as well as general appearance tips.

TOP TIP
Ask a friend or family 
member to read over 

your resume.

If they can’t easily tell 
what type of role you 
are applying for, then 

it needs to be more 
tailored.

General appearance
• Ensure formatting is consistent throughout

• Text size is either 11 or 12 point, and font is easily legible (Calibri or Arial)

• Recommended length is 2 pages (or in line with the employer’s requested 
length)

• Print on A4 white paper

Content
• Tailor your resume to the industry/specific role you are applying for

• List your information in logical order

• Ensure the Employment History and Qualifications sections are in reverse 
chronological order (most recent first)

• Only include relevant information – no date of birth or marital status/health

• Include at least two methods of contact information – home phone, mobile and 
email address

• Use short statements and bullet points rather than lengthy paragraphs

• Use figures where possible to highlight your accomplishments (e.g. “Managed a 
team of 5 administrators”)

• Ensure the language used is professional and free of abbreviations or 
unexplained acronyms

• Check your resume for spelling mistakes and grammatical errors

• Ensure your resume is easy to read with plenty of white space around the text

Sections to include
 Career Objectives/Summary

 Key Skills

 Employment History

 Qualifications/Relevant Training

 Community Involvement

 Referees
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Key Selection Criteria
What are they and how to address them in a 
job application.

How to address Key Selection 
Criteria 
Prospective employers are looking for examples 
of a time when you demonstrated the personal 
quality/skill/knowledge they are requesting, rather 
than vague statements that yes, you do have 
excellent communication skills.

The easiest way to structure your response is to 
follow the STAR model:

 
Situation – Set the context by describing 
the circumstance where you used the skills 
or qualities and/or gained the experience 
required.

Task – What was your role?

Action – What did you do and how did you 
do it?

Result – What did you achieve? What was 
the end result?

Example Response 
KSC: Experience in the development of 
communication material

Whilst working as a Receptionist at The Diary 
Factory I initiated a monthly staff newsletter to 
improve team morale. 

To prepare the newsletter I would liaise with both 
the HR team, in order to find out which staff had 
birthdays in the upcoming month, as well as the 
Marketing Department, to source photographs 
and details on any events members of the team 
had been involved in. I also included a short trivia 
competition with prizes such as movie tickets and 
vouchers donated by the HR team. 

I received a lot of positive feedback from staff 
and senior management about how much they 
enjoyed the newsletter and that it helped them to 
feel more socially involved at work.

What are Key Selection Criteria?
Key Selection Criteria (KSC) identify the personal qualities, skills, 
abilities, knowledge, and/or qualifications a person needs to perform 
a role effectively. During the shortlisting process applicants will be 
addressed against these criteria. If a job advertisement asks for 
KSC to be addressed, it is highly recommended you take the time to 
respond individually to make your application stand out.
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Interview Tips and 
Tricks

Prepare and present 
yourself
• Prepare and practice responses – but 

don’t overdo it! You need to be able to 
adapt to the unexpected.

• Take care with your appearance.

• Present yourself professionally, showing 
interest and enthusiasm.

• Research thoroughly the position and the 
organisation you are being interviewed 
for.

• Prepare some questions to ask the 
interview panel.

• Be on time – no excuses.

• Switch off your mobile phone.

• Practice responses with a friend/family 
member, or record yourself practicing 
responses.

• Prepare a list of 3 ‘selling points’ about 
yourself, and make sure to say each of 
them at least once through the interview.

In the Interview
• Being nervous is expected, but learn how 

to manage your nerves, relax and let 
your personality show.

• Take your time with responses, if needed 
ask for the question to be repeated or 
clarified.

• Be positive with your answers.

• Convey enthusiasm in your body 
language and tone of voice.

• Use the STAR technique for behavioural 
questions to tell a story.

• Close the interview on a positive note.

Group Interviews
• Remember – If you don’t participate, 

there is nothing to assess.

• Research beforehand

• Prepare a self-introduction

• Listen very carefully

• Answer first every once in a while

• Smile and nod a lot.

• Ask brilliant questions.

Top Tip

swskillsandjobscentre.com.au



The New Work Mindset
There are 7 different career clusters in Australia 
that you can choose from

Coordinators 
Jobs that involve repetitive 
administrative and behind-the-
scenes tasks.

 
Generators 
Jobs that include a high level 
of interpersonal interaction 
in retail, sales, hospitality and 
entertainment.

 
Artisans 
Jobs that require skill in manual 
tasks related to construction, 
production, maintenance or 
technical customer service.

Designers 
Jobs that involve deploying 
skills and knowledge of science, 
mathematics and design to 
construct or engineer products 
or buildings.

Employability skills considered  
most essential:

 Interpersonal Skills

 Customer Focus

 Communication

Personality Traits considered  
most essential:

 Attitude

 Reliability

 Work Ethic

Technologists 
Jobs that involve deploying skills and 
knowledge of science, mathematics 
and design to construct or engineer 
products or buildings.

Carers 
Jobs that seek to improve the mental 
or physical health or wellbeing of 
others, including medical, care and 
support. 

Informers 
Jobs that involve professionals 
providing information, education or 
business services.

Don’t ask kids what they want to be when 
they grow up. Ask them what problems they 
want to solve.

This changes the conversation from who do 
I want to work for to what do I need to learn 
in order to be able to do that!

Work Skills identified as 
essential

Why people dont get 
an interview
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Lack of 
relevant 

experience

Medium to Higher 
Skilled

54%

38%

13%
16%

29%

11%13%

24%

16%
13% 13%

8%

Lower skilled

lack of soft 
skills

Poor job 
application

Applicant’s 
availability

Insufficient 
qualifications 

or training

Applicant 
located out of 

area

Source: The Foundation of Young Australians (FYA)



Whether you’re exploring career options, 
transitioning from school to the workforce 
or looking to study after school, we 
provide independent advice on any future 
pathway.

Our Careers coaches are also available at 
in the Hamilton and Portland and regions 
one day a week and in Colac one day a 
month. 

With a well-qualified team of career and 
course advisers and an extensive list of 
industry contacts, we are here to help you 
take the next steps towards your future.

We can help 
you with:
• Career and course advice

• University pathways

• Transitioning from school 
to further study or into the 
workplace

• Assistance with job application 
and interview skills

• Resume support

• Job search

we’ll help  
you find  

your way

At the Skills & Jobs Centre...

CONTACT  
US TODAY.

Open Monday-Friday 8am-5pm 
South West Skills & Jobs Centre 
located in the ‘Old Courthouse’ building, 
South West TAFE 
197-205 Timor Street Warrnambool

For more information contact the  
Skills & Jobs Centre on 5564 8515 or  
email skillsandjobscentre@swtafe.edu.au


