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CAREER
TRANSITION TOOLKIT
ACTIONING YOUR
CAREER PLAN
Having a career plan in place is just the start when it comes to achieving your ultimate career goals. Now
comes the hard work! Bear in mind though that when you take any step to further your career, you have
a number of resources available to you if you just look for them...
Your support network
Consider your own network of contacts. Many
opportunities become available through referrals and
“word of mouth” - so, if you are able, spread the word
amongst close friends as to what sort of role you are
looking for.
Getting the best out of your Consultant
Recruitment consultants are there to guide and assist
you. The better they understand your career objectives
the more likely they will be able to help you achieve
them. We like customers to be ours for life (or career at
least!) so you can expect honest and open feedback and
assessment as you progress through your career.
We want to collaborate with you to get the best results
possible. One of the biggest issues is the communication
between you and your consultant. If you don’t feel as
though he/she is giving you the right opportunities or
talking to you about the right jobs, ask the consultant
to restate to you what it is he/she is looking for on your
behalf.
It is important for you to keep the communication going
so that any changes in circumstances can be activated
promptly on your behalf.
It is our intention to service our customers professionally
and effectively.
Quick tips to get you started
Making a good impression on a prospective employer now
involves your online social media profile, so make sure
it is in good shape. Not all vacancies are advertised so
networking will help you access opportunities.
Effective networking covers more than simply adding
new LinkedIn connections. It means staying in touch
and one of the best ways to do this is to join an industry
association or professional group and attend functions or
seminars.
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Referees are still very relevant in today’s jobs market
despite the explosion of social media and online
recommendations. Online recommendations are great for
showing the skills you are best known for but they are not
a substitute for the role references play.
Get referees “ready” to take calls - there is nothing
more positive for a prospective employer than to take a
reference from an enthusiastic previous employer. This is
much more likely to be the case if you have discussed the
prospect with your referee before they get the call. At the
very least, you need their permission to give their contact
details.
Provide your referee with a bit of detail about the job and
the key skills, qualifications and attributes the employer
is seeking. You might also outline some of the examples
of your work and achievements that you will be relaying
in the job interview from the period of time when you
reported to your referee.

CAREER
TRANSITION TOOLKIT
SETTING YOUR
CAREER GOALS
Career planning is essential to achieving success in your chosen career. Whether you are aiming
to be a Bookkeeper in a small business or the Finance Director of a multi-national corporation,
knowing in which direction you are headed and what is required will help you to achieve your goal.
Planning is a basic, yet key principle used by successful business people. So why not apply the same principles to
managing your career?
Our suggestions below may assist you with setting out your plans:
1. Explore possibilities
Once you have some idea of your occupational
preferences you can research the specific skills and
qualifications required for those occupations. Ask
yourself:
•
•
•
•
•
•

How do my skills and interests match up with these
occupations?
Where are the gaps?
What options do I have to gain these skills or
qualify for these occupations?
What skills do I need?
Where is the work?
How can I get advice on my capability?

At the end of this step you will have a list of preferred
occupations and/or learning options.
2. Compare options
The next step involves comparing your options,
narrowing down your choices and thinking about what
suits you best. Ask yourself:
•
•
•
•
•

What are my best work/training options?
How do they match with my skills, interests and
values?
How do they fit with the current labour market?
How do they fit with my current situation and
responsibilities?
What are the advantages and disadvantages of
each option?
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At the end of this step you will have narrowed down
your options and have more of an idea of what you
need to do next to help you achieve your goals.
3. Take action
In the third step you need to look at what you need to
do to put your plan into action. Ask yourself:
•
•
•

What actions/steps will help me achieve my work,
training and career goals?
Where can I get help?
Who will support me?

At the end of this step you will have a plan to help you
explore your options further (eg. work experience, work
shadowing or more research).
Or, alternatively, you will have a plan which sets out the
steps to help you achieve your next learning or work
goal. Decide which step is relevant for you right now
and start from there.

CAREER
TRANSITION TOOLKIT
TIPS FOR WRITING
GREAT RESUMES
Writing a resume can be a daunting prospect. This is a document that a potential employer uses to make
their first judgement about you – so you’ll want to ensure these judgements are positive.
Contact details - Start with the basics such as your
name, phone number, email address (make sure it’s a
professional sounding one) and LinkedIn profile link.
Professional summary - In 50 to 150 words, describe your
applicable experience. This summary should prove your
value and help to differentiate you. Avoid describing what
you’d like from your next job and instead focus on what
you can offer. Use keywords from the job description so
that an ATS can find a match.
Skills summary – List the systems, skills and competencies
that are most relevant to the job you are applying for. Use
keywords from the job description here too.
Achievements - Then list your key career achievements,
supported by facts, statistics or links. Keep in mind, this
is a summary to grab interest by demonstrating you can
successfully add value to an organisation.
Try to include an indication of salary level achieved and
reasons for leaving each position.
We advise you not to leave gaps in your CV. If you took a
year out, carried out an interim assignment, or travelled
for six months, say so.

Download our CV template today
CV writing can be a daunting prospect when
starting your job search. This, along with your
cover letter, is what a potential employer uses
to make their first judgement about you.
Follow our tips for updating your CV or
download our CV template here

Stating the years, rather than the months you started
or finished a role can also send off alarm bells. Writing
“2018 - 2019” could be interpreted as employment from
December 2018 to January 2019 unless you say otherwise.
References - It is also important to include details of
two references, such as former employers. If you are a
graduate with no work history, include details of a former
lecturer.
Online recommendations are great for showing the skills
you are best known for but they are not a substitute for
the role references play.
The referees recruiters and employers value the most are
those people you reported to directly. Former managers
can also speak to your personal attributes such as
reliability, ability to build and leverage relationships and
whether you collaborate well with other team members.

Document format - Most companies will upload your
resume into their databases so make sure it is written
in a common format. Most applicant tracking systems
(ATS) accept a variety of document formats, including
PDF, DOC, TXT, ODF and HTM.
We suggest using a clean format with no graphics,
images or tables. ATS software doesn’t pick up images
and graphics as they aren’t searchable inside the
database. It is best not to use any special characters or
fonts. Avoid headers and footers, too, as these can be
incompatible with most ATS.
We recommend not placing too much information
on one page or using graphics and flowery or small
fonts that are difficult to read as they distract from the
content.
If you have your own website profiling your work,
include the URL, but do not simply submit the URL
address instead of a resume.

Final checks - Don’t forget to spell check your CV.
Remember, it is the first impression your potential
employer will have of you, so take the time to get
it right. If possible, ask someone to proof read your
resume to check for any spelling, layout or typing
errors.
Finally, attach your resume to an email, rather than
pasting the text into your email program.
Unless otherwise stated, you do not need to attach
copies of certificates relating to educational and/or
professional qualifications (including recent academic
transcripts) or references from previous employers.
You should instead bring these to a job interview.
Make personal contact - The best way to make sure
your resume is seen is by following up with a phone
call.

Not sure what salary you should expect? Use our
Salary Checker tool for an indication of typical
market salaries for your desired role and location.
Click here to check your salary

hays.com.au

CAREER
TRANSITION TOOLKIT
WRITING A COMPELLING
COVER LETTER
The introduction to your resume is a chance to capture the attention of the reader and demonstrate
the qualities that set you apart from other applicants.
Each application should be tailored to suit the job you’re
applying for and demonstrate you’re a ‘fit’. Search through
your own career history for specific examples of how you
can demonstrate you have what the employer is looking
for. It should be written so that the reader cannot possibly
pass it over without opening the resume document itself.
Your cover letter should complement your resume by
highlighting the most relevant aspects relating to the
position.
If you are not sure of the qualities or competencies
required, try to work out what they are likely to be. Why
not talk to your recruiter or consider a similar position you
have seen in operation elsewhere?
Competition for good roles always remains strong and
the preference from employers is for candidates who can
clearly demonstrate that they meet the criteria outlined in
job ads and position descriptions.
Tips for writing a great cover letter:
•
•
•

•
•
•
•

Start by talking about what you would bring to the
company, role and opportunity.
Keep it succinct and get to the point.
Link your skills and work experience to why you are
suitable for the job by including a few achievements
from your last two roles that demonstrate how you
added value to your employer’s organisation.
Demonstrate why you are the right person for the
vacancy by being clear on how you can potentially
solve the position’s problems and challenges.
State what your motivation is behind your application.
Don’t repeat your resume. Use your cover letter to
show personality, curiosity, and an interest in the field
you are applying to work in.
Close the letter strongly by explaining briefly how
your experience and skills will help you excel at the
job.
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Email introduction/cover letter checklist:
Length - One A4 page, well spaced.
Language - Be sure to make your letter clear and
concise. Use strong verbs which demonstrate action and
accomplishments, such as “organise” and “supervise”.
Name, Title and Address - Find out the details of the
contact person (including all spelling) in the organisation
and address your letter accordingly. Don’t forget to
include your address, phone number and email.
Layout - This includes an introduction and identification of
the position. For example, commence with the reference
number, followed by your reason for applying and a
summary of your unique skills/qualifications.
Substance - Identify your skills, experience and attributes
that match what the employer wants. Look for keywords
in the advertisement and address the main elements.
Proofing - Proof read very carefully! Proofing is so
important; you may even benefit from someone else
double checking your cover letter for you.

CAREER
TRANSITION TOOLKIT
BUILDING YOUR PERSONAL
BRAND & ONLINE PROFILE
These days, impressing a prospective employer is much more than just what is on your resume.
There is also your social media profile to consider – your online, personal brand.
Your personal brand now spans your presence on social media, your relationships with past employers, your work
network and personal networks, including how you work with recruiters.
Your personal brand is your reputation – what you are known for – and harnessing this will help you demonstrate what
you have to offer an employer.
Companies want to make sure that prospective employees are a cultural fit, as well as having the right competencies.
Social media makes it easier for employers and potential managers to check you out online so it is imperative that you
take control and actively create and manage your personal brand online and offline.
Use these five tips to get started on developing your winning personal brand:
1. Conduct a “brand review”
List the words you believe people use to describe you such as “reliable”, “proactive”, “focused” or “often late”,
“full of excuses”, “looks at his/ her phone/iPad when speaking to colleagues”. Put some thought into what is
working for you and what is holding you back. Ask for feedback from a manager or mentor but be prepared to
hear the truth. You cannot change a habit or behaviour if you are not prepared to see it.
2. Social media
Your personal brand is only a click away from being viewed by recruiters, employers and potential managers. The
good news is social media offers a quick and easy way to build, maintain and control your personal brand.
Ensure you align your online profile and activities with the personal brand you want to project. For example, if
you are building a personal brand that stands for leadership and creative problem solving then you don’t want
your online activities to be negative or clichéd.
We recommend creating and maintaining a LinkedIn profile and being active in endorsing skills and asking others
to endorse your skills or provide recommendations. Consider joining online groups relevant to your industry or
profession or even follow industry leaders on Twitter.
Better yet, start an industry-related Twitter feed or blog to share useful insights and links.
3. Stay in touch with former employers
It’s vital you stay in touch with former managers and other referees to let them know when you are applying
for a new role and if they will be contacted but also to project your personal brand values. Ensure you remain
respectful of people’s time but provide updates about your skills and level of responsibilities where appropriate
and congratulate others on their career wins. You never know who will be in a position to hire or recommend you.
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4. Make the best use of recruitment consultants
Building a relationship with a recruiter is an important way
to promote your personal brand to employers. Recruiters
are also a great source of information about employment
and salary trends and, of course, the details of any job
they put you forward for.
It is vital that you put maximum effort into your
interactions with recruitment consultants. If you impress
the recruitment consultant, they will become your
advocate with the employer.
As recruitment consultants are engaged by an employer
to find the right candidate for a role it is important to
always be consistent with what you tell consultants and
employers.
5. Make time for networking
Continue to update your LinkedIn profile and update any
other social media you have created such as a Twitter feed
or industry blog.
We advise keeping up with employment and salary news.
Consider joining an industry association or professional
group and attend functions or seminars when you can.
At least once a month make time for a coffee chat with
someone who can help your career. Stay in touch with
recruitment consultants you have had positive dealings
with. Even when you are in a job, it pays to keep valuable
contacts fresh.
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CAREER
TRANSITION TOOLKIT
WORKING WITH A
RECRUITMENT CONSULTANT
It’s our job to find the best person for each role, but by partnering with a recruiting expert you will
have an advocate who will promote your strengths and expertise to potential employers.
Benefits of an expert recruiter
Our expert recruiters invest many hours building
relationships with employers so that when they are thinking
of hiring they call us. We make a point of getting to know our
clients, so as well as promoting you to potential
employers, we can give you advice on what it’s like to work
at the organisation you’re applying for and the type of
questions you are likely to be asked in the interview.
Your consultant will understand the special terminology
of your industry, how your particular job works and where
your skills are most suited to the potential job. We can also
provide you with advice on how to remedy any gaps in your
industry knowledge.
Insights gained from our research provide us with an
in-depth knowledge on the type of salary you can expect
from a new role.
We understand the importance of social media in your job
search and can advise you on your personal brand and
online profile so that you can make a good impression on a
prospective employer. In addition, our unique relationship
with LinkedIn allows us to further access the platform so that
we can connect millions of people globally with relevant job
opportunities, materials and employment-related content.
As not all vacancies are advertised, our proactive
consultants will regularly find out about available roles for
you through our networks.
On meeting with you, your consultant will give you
feedback on your interview technique and resume layout.
We can provide “pre interview coaching” to improve
your chances. It is our role to ensure you have all of the
information about a role to enable you to decide whether
you are interested in it.
If you are not the successful candidate, we will give you
feedback from the company as to why you were not
selected. If you are the lucky one, we will negotiate to secure
you the package you are after, without jeopardising the offer
of employment.
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Developing a partnership
We are there to guide and assist you and the better we
understand your career objectives the more likely we are to
be able to help you achieve them.
Keep us informed as to which jobs appeal and which do
not. Never go on an interview to make us happy - go on
it because you are interested. If you are in a temporary
assignment, let us know how to contact you. Also advise us if
you are nearing the final stage with another role.
Do let us know your honest salary and benefit expect tions
throughout the negotiation process so we can ensure there is
no misunderstanding when we speak to employers.
By building a trusting relationship with us, we can “tell
your story” to potential companies, and will advise you of
every role before your resume is submitted (unless you
have agreed otherwise). You can be sure that your current
employer will not find out about your job search through us.
No reference check would be taken up with them until you
advise us we are able to do so.
If you’re not sure about leaving your current job we are more
than happy to discuss the trends, and types of roles available.
Above all we are passionate about people and our
enthusiasm compels us to match the right person to the right
job. We believe this is fundamental to improving lives and
allows people to be all they can be.

CAREER
TRANSITION TOOLKIT
DURING THE INTERVIEW
Interviews range from conversations lasting a few
minutes to several formal meetings, sometimes with
more than one interviewer. The better prepared you
are, the more relaxed and comfortable you will be
when the interview questions begin.
There are common questions which arise in most job interviews,
and while you should be prepared, try not to rehearse answers
that are too precise. We suggest working on broad subject
areas that are likely to come up during the interview. Some of
these areas include:
General background - Often the first question is a request for
a summary of your background. People applying for their first
job should focus on extra curricular activities, education, and
qualifications
Qualifications - A specific question often asked is “Why do you
think you are qualified for this position?” Qualifications, in this
context, mean all qualifications which could make you suitable
for the position including educational, employment-related and
personal. This may be the question that will win or lose you the
job, so your answer needs to be clear and memorable.
Experience - Here is where your research pays off. Your answer
should include details about relevant employment, community
or educational experience and a discussion of the nature of the
industry, the organisation and the position itself.
Reasons for applying - If you are applying for your first, or one
of your first jobs, your answer should describe what you find
appealing about the position, how you prepared yourself for a
career in the organisation and how you believe your present job
equips you for the position.
Career objectives - Be ready to discuss your long-term
aspirations. Your best approach is one that indicates you have
thought about your career in these terms and have taken some
action towards realising your ambitions.
Crisis management - In some organisations, employers give
candidates questions designed to test their ability in situations
or crises. You should try to find out the most common type
of dilemma for employees in the job you are seeking and
formulate an intelligent response.
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Top tips for your interview:
To be on the safe side, bring a spare copy
of your resume to the interview. We advise
arriving at least ten minutes early.
A firm handshake with a big smile will
do wonders when you first meet your
Interviewer. Some small chit chat from the
reception area to the interview room will
also help. These are the vital seconds (not
minutes) in making your first impression.
Body language and other forms of nonverbal communication are important
elements in the way an interviewee
performs. Appearing relaxed and trying
to act naturally is easier said than done
but good appearance is mostly a matter
of assuming a position that you are
comfortable with. We suggest sitting up
straight, leaning forward slightly and always
maintaining good eye contact with the
interviewer or panel.
Always treat the interview as a two way
discussion and answer questions honestly,
directly and keep to the point. If you are
not certain about a particular question, do
not be afraid to ask if it can be rephrased.
Listen, never interrupt and answer only
what is asked.
Towards the end of the interview, you will
usually be asked if you have any questions
of your own. Be confident when asking your
questions and use them to score additional
points in your favour.
At the end of your interview, smile and
thank the people involved for their time.
While decisions and job offers are usually
made some time after the interview(s),
should an offer of employment be made
at the conclusion, ask whether the offer
will be confirmed in writing. Also, it is not
unreasonable to request a short period of
time to consider the offer before formally
accepting.

CAREER
TRANSITION TOOLKIT
REFINING YOUR INTERVIEW
TECHNIQUES
Interviews range from conversations lasting a few minutes to several formal meetings, sometimes
with more than one interviewer.
The better prepared you are, the more relaxed and comfortable you will be when the interview questions begin. The
following offers a few interview tips and suggestions on ways to refine your interview technique
Research
Gather information about the company and try to relate your experience to the specific duties of the job opportunity
available. Prepare a list of questions you want to ask about the organisation and the position. These could include:
•
•
•
•
•
•
•

Do you have a detailed job description?
Why is the position available?
What training and induction will be given?
What prospects are there for personal and
professional development?
What are the company plans for the future?
What attributes would you hope that I bring
to the job?
When can I expect to hear from you?

•
•
•
•
•
•

What skills and attributes do successful people at
your company usually have?
What do you like best about working at the company?
What results are expected from me?
What specific problems are you hoping to solve
during the first six months?
What communication style do you prefer?
What are your goals for the department?

Look the part
Dress for success! At an interview it is extremely important to look, act and dress professionally as you won’t have a
second chance at making a good first impression. Ideally, a business suit should be worn. Clean shoes, clean finger nails
and clean well groomed hair are important.
We can’t overemphasise how important first impressions are. Research has shown that an interviewer has made an
impression within the first eight seconds of meeting the person. The remainder of the interview is spent confirming this
opinion, or turning this opinion around.

Sample interview questions
• What job would you like if you had a completely
free choice?
• Why are you seeking a position with our company?
• Why do you want to be a *****?
• How do you cope with pressure situations? Be
ready to give an example.
• Have you come across a situation like this? How
did you handle it?
• What was the outcome?
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•
•
•
•
•
•
•

What are your greatest achievements to date?
What objectives did you set yourself at the
beginning of your career or study?
Have you achieved those objectives?
What interests you most/least about this job?
Describe your own personality.
Describe a situation where you have... (Have
relevant examples at the ready.)
What salary are you looking for? (Do your
homework beforehand!)

Plan ahead, Be prepared!

Prepare interview answers

Practice interviewing - Enlist a friend (better yet, a
group of friends and colleagues) to ask you sample
questions. Practice making eye contact.

Interviewers will follow up your preliminary answers
with further questions about your actions. To prepare
for these types of interview questions, the following
tips might help:

Video record your practice sessions - Pay attention
to body language and verbal presentation. Eliminate
verbal fillers, like “uh,” and “um.” Practice using positive
body language to signal confidence, even when you’re
not feeling it.
Handle logistics early - Have your clothes, resume, and
directions to the interview site ready ahead of time, to
avoid any extra stress.
Anticipate likely questions
Behavioural interview questions are aimed at
establishing various core competencies relevant to
the role, such as teamwork, creativity and innovation,
decision making ability, business awareness or conflict
resolution. The interviewer is looking for examples of
past behaviour that demonstrate these competencies.
Sample behavioural interview questions include:
•

Describe a situation in which you didn’t meet your
stated goal, how did you handle it?

•

Tell us about a situation in which you encountered
resistance from key people, how did you convince
the person or people to do what you wanted?

•

Describe a situation in which you took the initiative
to change a process or system and make it better,
how did you identify the problem? How did you go
about instituting change?
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•
•
•
•

Review your research about the company and the
position.
Make a list of key attributes for your desired job.
Write sample interview questions that are likely to
uncover the attributes you identified as important.
Create answers to the sample interview questions
based on a template such as “Situation – Task –
Action – Result” with specific details from your
work experience. This is known as the STAR
technique:

Situation - Describe a situation you were in eg. A
colleague was struggling with performance.
Task - Tell them what you decided to do eg. I sat down
with my colleague to discuss how I could help.
Action - Describe what you actually did eg. I gave
my colleague examples of how I improved my own
performance.
Result - Tell them what happened as a result of your
actions eg. His/her performance improved dramatically.
Practice answering the interview questions and followup questions so that you are very familiar with several
detailed examples.
Naturally it is better to use an anecdote with a positive
outcome, but if this isn’t possible explain what you
learnt from the situation and how you would do it
differently next time.

