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Job Application
Pack  

 

SETTING YOURSELF 

APART 



WHAT'S INVOLVED IN

APPLYING FOR A JOB? 

Here are the main steps involved in applying for a job

Knowing what

employers want

is a extremely

helpful when

applying for a

job

Identifying

what  skil ls

Employers

want  

It is important

to be able to

indentify and

express the

skills you have

Expressing

your  own

skil ls
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Building

your  own

resume

A resume is the

tool to promote

yourself when

searching for a

job
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Understanding

Job

Advertisements

Writ ing a

cover

letter

Job

advertisements

tell you a lot

about what an

employer is

looking for

A cover letter is

a snap shot

showcasing

yourself as the

best person for

the job
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Technical skills are usually specific to

a particular task, role or  industry.

Technical skills include qualifications

such as licences, certificates or degrees

but also include skills developed from

on-the-job work that are specific to a

role or industry.  
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FYA NEW WORK ORDER REPORT

EMPLOYABILITY SKILLS 
What skills are employers looking for?

TECHNICAL SKILLS 

JOBS OF THE FUTURE 

of the jobs in the future 
will require more enterprise skills 

than those jobs in the past

ENTERPRISE SKILLS 

Enterprise skills are generic skills that

are transferrable across different jobs.

They have been found to be as

powerful a predictor of long term job

success as technical knowledge. 

Technical skills include, for example,

tool work as a tradesman, hair styling

techniques if you are a hairdresser, or

javascript if you are a computer

programmer. 

Examples of technical skills 

Enterprise skills include, for example,

being aware of your body language

when communicating, problem solving

when completing research, or showing

initiative by completing tasks without

being asked. 

Examples of enterprise skills 

Developing your self awareness of your skills is a pivotal part of writing a
resume. Knowing the skills employers are looking for, enables you to be able to

identify the skills you have, potentially increasing your chances of gaining
employment. 

https://www.fya.org.au/wp-content/uploads/2016/04/The-New-Basics_Update_Web.pdf


Research

Ideation

Production

ENTERPRISE SKILLS  

PROBLEM SOLVING  CRITICAL THINKING  

Use initiative to find and solve
problems  

Analyse and sum up information
to help make decisions

CREATIVITY & INNOVATION

Come up with original ideas and
put them in use 

DIGITAL LITERACY

Use and make technology to find
information, solve problems or

complete tasks

COMMUNICATION

Actively listen to others, share
ideas, give feedback and negotiate

in a respectful way

PRESENTATION SKILLS

Speak in front of an audience, use
technology and formats to

present information 

TEAM WORK

Work well in groups, manage
conflict, listen and respect the

opinions of others

FINANCIAL LITERACY

Understand the role money plays in
business and make informed

decisions about money 

PROJECT MANAGEMENT 

Plan and organise information,
people & activities

ENTHUSIASM FOR
ONGOING LEARNING

Strong and consistent active interest
in new learning and experiences



PACKAGING YOUR SKILLS

FOR EMPLOYERS  
What enterprise skills do you already have?

How do you use them?

Form a list of "I can" statements describing the skills
you have with examples

"I can" Statements 

CREATIVITY & 
INNOVATION

COMMUNICATION

"I can use a strategy that will help me form many ideas" 

"I can give helpful feedback to colleagues and/or clients"

DIGITAL LITERACY
"I can use photo/video stories to present my ideas clearly"

CRITICAL THINKING  
"I can determine how I can keep improving my work"

Teamwork  

"I can work as part of a team and take responsibility for
my role, completing allocated tasks"

ENTHUSIASM FOR 
ONGOING LEARNING"I can continue to develop my skills by identifying areas

for improvement and goal setting"

https://www.youtube.com/watch?v=oaY-S3sjwEs

https://www.youtube.com/watch?v=oaY-S3sjwEs


WHAT'S THE POINT OF A

RESUME? 
Your resume is a marketing tool.

That you are employable 01

02 Research

03

04 Production

05 Delivery

How you meet the job, and the

organisation's requirements 

That you have the required qualifications

and education 

That you have the experience and skills for

the job 

That you have the professionalism for the job

you are applying for

Your resume needs to demonstrate:



An opening statement is around 6 lines.

This statement begins with one sentence about who you

are and what you bring to the job. Then describe the skills

and attributes you have that suit you to the job.

Opening Statement 

WHAT NEEDS TO BE

INCLUDED IN A RESUME? 

This is usually the order to present
information on your resume:

Contact details include name, email address and contact

number.

Contact details

These include up to 10 skills that show that you're the

best person for the job. Personal attributes can also be

added to this list. 

List of key skills & Technical/Software skills

This needs to include the highest level of education you

have achieved. It does not need to include scores. 

Educational History

This part of the resume can include volunteering, work

experience, work placement, as well as previous jobs.

Employment History



 

 

Confident and articulate individual with commended ability to work with

others to achieve set outcomes. Young yet mature school leaver with

developed employability skills and personal attributes that support the

transition from education to full time employment. Leadership and

communication skills developed and demonstrated through engagement in

sports clubs and associations. Motivated individual keen to obtain

employment in warehouse and operations environment. Key strengths include

strong attention to detail and willingness to learn and develop

professionally.  

Highly communicative individual with strong interpersonal skills and an

ability to adapt to working in team environments. Motivated by challenge,

an astute and dedicated person working to the highest of ability and

effectively managing the challenges of part-time employment while

successfully completing VCE. Ongoing volunteer engagement demonstrates

a focus on community, while work in customer service field demonstrates

reliability, honesty, integrity and ability to collaborate.   

Personable individual with proven time-management skills developed from

ongoing casual employment while studying and undertaking internships and

volunteer placements. Highly articulate individual able to work confidently

with diverse cultures and situations in which cultural awareness and

appreciation are integral. Strong academic background with above-average

results. Knowledgeable and keen graduate with solid theoretical business

understanding and a range of practical experience. Seeking opportunity to

start a professional career with the long term aim of working as a

management consultant.  

EXAMPLES OF OPENING

STATEMENTS 

Recent school leaver seeking to start a career in warehousing

Recent school leaver seeking to start a career in administration

Seeking graduate level opportunity in a management consultancy firm



TAILOR YOUR RESUME TO SUIT

THE EMPLOYER 
It is important to know what employers want before spending time

creating a resume. 

It's always a good idea to look up some of your own examples of
resumes to ascertain what you like and what represents you best.

The type of resume you develop depends on the industry you are applying for.

Remember the skills employers are looking for: 

https://www.youtube.com/watch?v=4KiafeA8T3Q

https://www.youtube.com/watch?v=4KiafeA8T3Q


 

RESUME EXAMPLES



 

RESUME EXAMPLES 



 

RESUME EXAMPLES 



 

RESUME EXAMPLES 



Keywords from the employer's job ad have been

used to describe skills and past work tasks

and responsibilities

Your work history summary is accurate 

Only include information that is relevant to the job

and employer 

There are no unexpected gaps in your work history

timeline

Resume Quality Check   
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It looks
professional 

and is easy to read

It is tailored,
accurate and

relevant 

It has been proof
read

The font is easy to read

The format and layout is simple and eye catching

Sentences are short and factual

Dot points are used to break up blocks of text

Your email address is professional (eg: your name)

Check spelling and grammar

Ensure your contact details and any dates you have

included are accurate

Jargon or abbreviations should not been included,

unless they appear in the job ad



USE THE JOB ADVERTISEMENT

TO YOUR ADVANTAGE



JOB ADVERTISEMENTS

INFORM YOU WHAT

EMPLOYERS ARE LOOKING FOR



Writing an Impressive Application  

Match your skills and experience specifically 
to the job you are going for

Job postings usually 
contain the 

following sections:

1

2

3

4

Information
about

 the company 

Details on
 the desired 

qualifications of 
applicants 

Description 
of the 

responsibilities 
in the role

Directions for
 how to apply

Research the company to find out more about
 what they do and the goals of the position 

Ensure you meet the qualification requirements for 
the position and emphasise you have what they want 

Follow the directions exactly, right down to the type
of document they would like your resume and cover

letter to formatted as



Writing a Cover Letter  



What to include in a Cover Letter  

Under your details include:

The name of the person you're writing to

Their position or the name of the company

Their contact details

Their  name  and  contact  detials  

Contact details include name, appropriate email address and

contact number.

Contact  details  at  the  top  of  your  cover  letter

At the beginning of your cover letter you need to say which job

you are applying for. You can do this on a line by itself or in the

first paragraph. 

Job  Title  

Include a summary about your skills and experience that

matches what the employer is looking for. 

List  Your  Relevant  Skil ls

After listing your skills and experience, you should now explain

why you are the best person for the job.

Summary  of  why  you 're  Right  for  the  job

1

2

3

4

5

If you cannot find this information you can always call the

company and ask this information.  



COVER LETTER EXAMPLES 



COVER LETTER EXAMPLES 


