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Your Job Application

…. will consist of

· a covering letter;
· a resume; and
· a statement addressing the selection criteria

You must tailor every application you make to the position for which you are applying.   Many, many people miss out on gaining interviews because they –

· use the same application for all their positions which means they haven’t targeted the specific job
· spend too much time selling what they have or what they’re good at, instead of selling what they have that matches the selection criteria
· feel uncomfortable about describing past achievements so don’t sell themselves
· don’t provide evidence or proof statements that support their claims against the selection criteria.

If you are serious about getting the job, you cannot afford to be half-hearted about your application.


How much effort is required?

Whenever a decision is made to advertise a job, a risk is being taken.  There is a risk that the appointee won’t be able to do the job, will not fit in or will not like the job.  To minimise the risk involved in selection, the person making the decision will collect as much evidence as they can about each applicant and then assess this evidence against the requirements of the job.   

They will collect written evidence (your covering letter, resume and your Statement against the Selection Criteria), verbal evidence (your interview and what your referees say), and sometime, they may even do some testing to further substantiate your claims.

So, if you don’t make an effort with your application, it is very likely that you will be overlooked for interview because the initial evidence suggests that you are not serious about the job or incapable of making an effort.

Remember also that the person reading your application may have received many, many applications (sometimes up to 100).  If your application does not stand out from the crowd or is not well presented or too long, applicants who have a better resume will be selected for interview over you.   This will be the case whether you are applying for a job outside of Greater Dandenong or for an internally advertised position.

Your application is your chance to impress – it is not the time to be backward or shy about how capable you are or achievements.  Blow your own trumpet!  Remember that it is a competition – you against everyone else!!!

Even if you are applying for an internal position, don’t assume people know who you are or that they know what you are capable of.    We are often judged by our current role (kind of like a box we are put in) rather than on our capabilities. 

Going for a job is like a competition – it’s you against everyone else

As a first step, read through to the end of this Workbook so you know what to expect, and to focus your efforts on a successful application right from the start.  Then come back and work through the areas which apply to you.

The Covering Letter

The purpose of the covering letter is to attract the reader to your resume.  

It should be short and simple, yet be persuasive enough to make the reader want to learn more about you.  You should keep the AIDA principle in mind when writing your covering letter:

	A
	Attention
	An opening paragraph that grabs the reader’s attention

	I
	Interest
	Your interest in the role (why you want it), your capability match to the role and your experience match to the role

	D
	Desire
	Your desire to make an impact in the role

	A
	Action
	The action you seek, i.e. an interview to further discuss your application




Attention

Your opening paragraph must immediately catch the attention of the reader, so steer clear of statements like:

“I hereby make application for the position of….”    Or
“I am writing to apply for the position of….”

The fact that you are applying for the job is obvious so you don’t need to repeat your intention in the letter.  Instead, use a clear statement of why you want to apply for the position.  An opening statement for a position you are applying for might be:

“I am keenly interested in the Service Co-ordinator position which was recently advertised on Council’s website .  I feel that the knowledge and skills which I have acquired during my years of employment make me the ideal candidate.”


EXERCISE 1

DRAFT AN OPENING STATEMENT FOR THE POSITION FOR WHICH YOU ARE APPLYING:
	
	
	
	
	
	
	
	
	
Interest 

The middle of the letter is for your “promotions campaign”.  This usually takes around 2 to 4 short paragraphs.   This is when you sell yourself.

Make sure that in this section of the letter, you clearly indicate your interest in the position and show how you match the requirements of the position.  A good guide is to provide proof of your ability to meet the first three selection criteria, but there’s no need to go into too much detail in the letter – a short sentence on each is sufficient.  An example could be -

“You are seeking a person with extensive contract management skills.  I have worked as a contract manager with ABC for [XX] years.  During this time, I have successfully managed numerous significant contracts including the waste management contract for [XX] years and the cleaning contract for [XX] years.

In addition, you require a skilled trainer for your induction program.  I have been the sole provider of training programs for new employees during my current employment and believe that I would have no difficulty meeting the requirement to devise and deliver training for new members of your organisation.

In relation to my communication skills, I am often told that I am able to successfully communicate with a wide range of people with whom I come into contact. I would enjoy the challenge of establishing a new circle of clients with your organisation.”


EXERCISE 2


DRAFT AN ‘INTEREST’ STATEMENT FOR THE POSITION FOR WHICH YOU ARE APPLYING

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
Desire 

The second last paragraph of your letter should be a desire statement which indicates how you would impact, make a difference or perform in the role.  Where you can, link it back to something mentioned in the advertisement.   For instance:

“I have a keen interest in further developing my career and feel my experiences to date would enable me to develop innovative solutions for your business and residents of the Greater Dandenong community.”

EXERCISE 3

DRAFT A “DESIRE” STATEMENT FOR THE POSITION FOR WHICH YOU ARE APPLYING

	
	
	
	
	
	
	
	


Action 

The last paragraph of your letter should be an action statement of what you want, e.g. an opportunity to meet in person to further discuss your application at an interview.   For instance:

“I would be very pleased to expand further on my abilities at interview and in this regard, please feel free to contact me any time.”


EXERCISE 4

DRAFT A CLOSING STATEMENT FOR THE POSITION FOR WHICH YOU ARE APPLYING

	
	
	
	
	
	
	
	


Further hints

You need to leave a lasting first impression with your covering letter so:
· Keep it to one page and make it brief and snappy;
· Don’t be afraid to blow your own trumpet;
· Use good quality paper and only send an original letter – never send a photocopy;
· Always have your letter typed;
· Ensure it is perfect with no errors.  Make sure you check the spelling and grammar;
· Word your letter to specifically address your suitability for the position – don’t send the same letter every time you apply for a job;
· The letter should be formatted in business letter layout;
· Ensure you address the letter properly.  If you don’t know the name or title of the person who should receive your application, find out this information and use it in your letter; and
· If someone has referred you to the job, mention this in your letter.



Example of a Covering Letter

298 Williams Road
JOHNSONVILLE   VIC  3009
0429 753 021
May.Lee@gmail.com

[insert date]


Ms C Kelly
Manager Organisational Development
City of Greater Dandenong
PO Box 200
DANDENONG  VIC  3175


Dear Ms Kelly

APPLICATION FOR POSITION OF SERVICE CO-ORDINATOR

I am keenly interested in the position of Service Co-ordinator which was recently advertised on Council’s website.  I feel that the knowledge and skills which I have acquired during my years of employment make me an excellent candidate.

You are seeking a person with extensive contract management skills.  I have worked as a contract manager with ABC for [XX] years.  During this time, I have successfully managed numerous significant contracts including the Waste Management contract for [XX] years and the cleaning contract for [XX] years.

In addition, you required a skilled trainer for your induction program.  I have been the sole provider of training programs for new employees during my current employment and believe that I would have no difficulty meeting the requirement to devise and deliver training for new members of your organisation.

In relation to my communication skills, I am often told that I am able to successfully communicate with a wide range of people with whom I come into contact.  I would enjoy the challenge of establishing a new circle of clients within your organisation.

I have a keen interest in further developing my career and also feel my experiences to date would enable me to develop innovative solutions for your business and the residents of the Greater Dandenong community.

I would be very pleased to expand further on my abilities at interview and in this regard, please feel free to contact me any time.

Yours sincerely



May Lee 
Your Resume

Your resume must be put together in a professional manner.  After all, its purpose is to advertise you and your abilities to a potential employer or management, so that they can clearly understand who you are, what you have going for you, what you can offer them and why they should choose you over everyone else.

Your resume is not designed to get you a job – it is to entice someone to interview you, so it must attract attention.  To do this, it needs to be neat, presented in a logical sequence, neat, clean, typewritten, current and written so the reader can see it was prepared specifically for the job for which you are applying.  Your resume must not contain any spelling mistakes or grammatical errors.

Messy, dirty, photocopied, out of date or handwritten resumes do not help you get a job.  If you submit a resume which is not of a high quality, you should expect to miss out on an interview. 


Getting started

You may wish to use the Resume Template provided at the back of this workbook to help you put together your resume.   As a guide, it needs to include the following information:

Personal Information	Name, address, telephone numbers, email address.  There is no need to include personal information such as your date of birth, marital status or gender.

Career Objective	A 4-5 sentence statement which outlines what your ambitions are, particularly as they relate to the job for which you are applying.

Employment History	In reverse order, (i.e. from current job to first job, providing these jobs are relevant).  This should detail the dates you were employed, the name of the organisation, your job title, your key duties and 1-2 notable achievements.  If you wish, you might include a brief summary about the organisation and where you sat within the organisation structure.

Qualifications/Relevant Training	Focus on your highest level and most recently attained qualification.  Only include training courses if they are relevant to the job for which you are applying.  

Referees	Provide the full name, job title and telephone numbers of up to 3 referees.  At least one referee should be a direct supervisor in a previous job. Alternatively, you can state ‘References available on request’.  

Make sure you have told your referees about your job application and that you will be using their name on your resume before submitting your application.

Statement on the Selection Criteria	A separate statement which lists each of the published essential selection criteria, with a brief summary underneath each describing how you meet the criteria.  You must be able to provide examples to support your claims. (See section 7 below and the STAR method of responding to behavioural interview questions at exercise 8).


Further information

· Always address your employment history from the present to past.  Roles of more than 10 years old need only short statements (unless they directly relate to experience or capabilities required for the new role).

· Always address the application requirements as stated in the advertisement or Role Statement (not what you think they want, but what they’ve stated they want).

· Ensure you have addressed all of the selection criteria with proof.  For example, don’t just say “I have excellent communication skills” because anybody can make this claim.  You always need to back up your claims with evidence.

· Only include information which is relevant to the position and good evidence to support your suitability (either from your professional life, social activities, educational experiences, sporting activities, etc).

· Never assume your personnel file is up to date.  You are responsible for ensuring the interviewer is well aware of your latest achievements, education, training, development, successes, or results.  Even if you know the manager well, you must submit a well-presented and comprehensive resume.

· Take care with the layout.  White space is very attractive to the eye to read.

· Keep jargon to a minimum.  Only include industry or organisational jargon if you are sure the reader will understand what you mean.  If in doubt, leave it out!

· Don’t attach copies of certificates, references, examples of work and other superfluous information to your resume.  Wait until the interview to show the selection panel this information.

· If applying internally, you could include some thoughts on goals you would like to achieve within the new role or plans for improvements in the new role.  An appropriate place for this might be in the “career objective” section.


APPLICATIONS ARE NOT THE TIME TO BE MODEST.  YOU MUST BELIEVE IN YOURSELF AND HAVE ABSOLUTE CONFIDENCE IN YOUR ABILITY.  DON’T BE SHY OR UNDERSELL YOUR ACHIEVEMENTS!



Resume Template
Use this template to help you draw together the information needed to create your Resume

PERSONAL INFORMATION 

(Keep this personal information brief)

	Name
	


	Home Address
	


	
	


	
	

	Postcode

	Telephone Number (bus hrs)
	


	Telephone Number (after hrs)
	


	Telephone Number (mobile)
	


	Email Address
	




CAREER OBJECTIVE 

(A 4-5 sentence statement which outlines your vision and career objective.  Where possible, you should try to tailor the statement to the job for which you are applying)

	
	
	
	
	
	
	
	
	
	
	
	

SUMMARY OF KEY ACHIEVEMENTS 

(Provide a summary of your key achievements, presented so you can capture the attention of the reader.   These key achievements should focus around the requirements of the advertised job.  If you wish, you might include a “vision” statement of how you believe you could contribute to the employer’s business.  READ THE LIST OF ACTION VERBS ON PAGE 21 TO HELP YOU WRITE YOUR ACHIEVEMENTS).

	Example
	What you did
Reduced the cost of employment advertising within Council by $7000 per annum

	
	How you did it
Negotiated to extend coverage of the State Government advertising contract to Council

	
	The specific benefits to the employer
Council was able to advertise jobs with the Age at discount rate of 20%




	Achievement 1
	What you did



	
	How you did it



	
	The specific benefits to your employer






	Achievement 2
	What you did



	
	How you did it



	
	The specific benefits to your employer






	Achievement 3
	What you did



	
	How you did it



	
	The specific benefits to your employer






EMPLOYMENT HISTORY 
(2 pages – The usual format is to provide this information in reverse order – i.e. your most recent position first.  For jobs over 10 years old, a summary will suffice, unless it specifically relates to the position for which you are applying.)

Example

	Position Title
	CUSTOMER SERVICE OFFICER

	Employer
	CITY OF GREATER DANDENONG

	Dates
	July 2010 – To Date

	Description
	I was one of 10 Customer Service Officers responsible for providing over-the-counter and call centre customer support for all areas of Council.  Over 100 visitors per day called or visited the customer service centre, which is one of the busiest in Victorian Local Government.

	Responsibilities
	· Respond to customer requests over the phone, by email or in person;
· Process cash and credit card payments;
· Provide a reception service to staff in the office;
· Resolve customer issues as far as possible and refer to appropriate Council Department if resolution was not possible.

	Key Achievements
	On my own initiative, I introduced a procedures manual to assist other Call Centre Staff to refer calls appropriately.



Current Position

	Position Title
	

	Employer
	

	Dates
	

	Description
	



	Responsibilities
	· 
· 
· 
· 
· 
· 

	Key Achievements
	




Previous Position (1)

	Position Title
	

	Employer
	

	Dates
	

	Description
	



	Responsibilities
	· 
· 
· 
· 
· 
· 
· 

	Key Achievements
	






Previous Position (2)

	Position Title
	

	Employer
	

	Dates
	

	Description
	



	Responsibilities
	· 
· 
· 
· 
· 
· 
· 

	Key Achievements
	







EDUCATIONAL QUALIFICATIONS 

(½ page only – Summarise the most relevant Tertiary/Technical qualifications and any other relevant courses) 

	Date Completed
	College/Institution/Training Provider
	Name of Course

	Example
2015
	Casey Institute of Technical & Further Education
	Diploma of Business Administration

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




6	REFEREES 

(1/3 page.  List 2-3 referees, but ONLY after you have received their approval for you to nominate them.   List any restrictions on contact.  If you do not wish to include referees, you should include a statement to the effect of “Referees will be provided on request”.) 

Example

John Jones
Manager Corporate Planning
ACME Enterprises
(03) 9756 4876 (office hours)


1 ………………………………………………………………………………..

…………………………………………………………..……………………

…………………………………………………………..……………………


2 ………………………………………………………………………………..

…………………………………………………………..……………………

…………………………………………………………..……………………


3 ………………………………………………………………………………..

…………………………………………………………..……………………

…………………………………………………………..……………………


7	STATEMENT ADDRESSING THE SELECTION CRITERIA

In this section, list how you meet the stated (or implied) Selection Criteria for the advertised position.  Always provide examples and evidence to support your claims.  To help you do so, refer to the STAR method in Exercise 7 below.

	CRITERION NO
	EXAMPLES
	OUTCOME

	
Example

Demonstrated ability to use initiative to improve processes
	· Developed an Access database to record job advertisements and to monitor costs.


· Redesigned the …. Form.



· Evaluated and improved the method for processing of invoices.

	· Able to monitor advertising costs and produce reports which lead to an identification of potential cost savings.

· The form was redesigned in a logical sequence according to workflow and information needs of recipients.

· Cut out two steps in the process which saved two days in the processing process.



	CRITERION NO
	EXAMPLES
	OUTCOME

	1
	


	



	CRITERION NO
	EXAMPLES
	OUTCOME

	2
	


	




	CRITERION NO
	EXAMPLES
	OUTCOME

	3
	


	



Continue to address the selection criteria in this way.


Sample Resume 

PERSONAL INFORMATION

Michael Smith
32 Hightown Crescent
SPRINGVALE  VIC  3171

Mobile: 0411 283 584
Email: MJSmith@hotmail.com

CAREER OBJECTIVE

I am a dedicated and experienced HR professional seeking to add value to an organisation by reviewing the HR function and making productivity achievements where feasible.

SUMMARY OF KEY ACHIEVEMENTS

· Reduced the cost of employment advertising at [organisation] by $7,000 per annum by negotiating an extension of the State Government’s Master Advertising contract to statutory authorities.  This resulted in a cost saving of approximately 20% per annum.

· Enhanced the quality of personnel selection by designing a range of tools and delivering training and one-on-one coaching sessions to staff.   This resulted in a 2% reduction in turnover.

· Raised the profile of a small HR Unit in a manufacturing company to the extent that the CEO asked me to join the Senior Management team.

EMPLOYMENT HISTORY
	
	

	Position Title
	HR MANAGER

	Employer
	BROWN BROTHERS MANUFACTURING

	Dates
	July 2010-To Date

	
Description
	
Brown Brothers is a small manufacturing company employing approximately 400 employees in a range of occupations across Victoria.  The Human Resources Group consisted of two people, the Human Resources Manager and me.  This led to me learning a great deal about all the functional areas of HR.

	
Responsibilities
	
· Redesign of anti-discrimination and anti-bullying policies
· Induction of new employees
· Administration of Graduate Certificate in Management
· Major upgrade of computerised payroll system
· Provision of human resources advice to senior managers and employees

	
Key Achievements
	
Receipt of Excellence Award for efforts in implementing the upgraded payroll system on time and under budget.

	
	

	Position Title
	HR OFFICER

	Employer
	ACME ENTERPRISES

	Dates
	August 2000-July 2010

	
Description
	
ACME Enterprises is a medium-sized company employing approximately 700 employees.  The company underwent significant restructuring during my employment which resulted in my learning and participating in a significant change management process.

	
Responsibilities
	
· Development of human resources strategies, policies and procedures to meet corporate Business Plan objectives
· Provision of advice to management on complex employee relations issues
· On-site consulting on issues relating to the human resources and payroll systems
· Managing the Graduate Recruitment program for all departments

	
Key Achievements
	
Completion of Graduate Recruitment program on time and on budget (in previous years, the program had not been completed on time)



	Position Title
	VARIOUS HR ADMINISTRATIVE ROLES

	Employer
	SHIPLEY & CO

	Dates
	January 1995-August 2000

	
Description
	
During this period, I held many administrative roles with Shipley & Co, a global exporting company.  My final administrative role was in the Human Resources Department.




EDUCATIONAL QUALIFICATIONS

1999
Chisholm Institute of TAFE
Advanced Certificate in Personnel

2005
Monash University
Graduate Diploma of Business

REFEREES

Deepa Patel						Jack Jones
Manager Corporate planning				Manager Human Resources
ACME Enterprises					Brown Brothers Manufacturing
9756 4876 (business hours)				9875 2568 (business hours)


STATEMENT ADDRESSING THE SELECTION CRITERIA



1 DEMONSTRATED KNOWLEDGE OF RECRUITMENT PRACTICES

During my employment with Brown Brothers, I have been responsible for all recruitment – for positions from shop floor to management.  This responsibility has required me to undertake significant research and planning to ensure a thorough understanding of each vacant position, thereby ensuring a proper match between job and applicant.

On average, I would recruit approximately 100 people per year and our labour turnover was a low 2%.  I believe this turnover rate can be partly attributed to the fact that the recruitment processes I put in place were sound.

At ACME Enterprises, I managed a graduate recruitment program which required a different set of skills, and I developed an integrated policy and procedures manual to ensure consistency amongst those responsible for the selection of graduates.

I am qualified in the use of XYZ Psychological Testing and have administered group and in-basket tests, as well as the use of role-plays to aid selection decisions.

2 ABILITY TO USE COMPUTERISED SOFTWARE PACKAGES

I am an experienced and extremely competent user of software packages.  This is demonstrated by my ability to produce documentation of a high standard using a range of packages and databases, including MS Word, MS Access, MS Excel, MS PowerPoint and Crystal Reports.  

Documentation I have developed includes basic letters and memoranda, complex management reports requiring interrogation of Access and SQL databases, forms, templates, lengthy council reports and training presentations.

I am also proficient in a number of HR information systems including CHRIS and Empower HR.  As proof of my abilities in this regard, I implemented a new payroll system so effectively that the software vendor sought to employ me as an implementation consultant.

3 EXCELLENT WRITTEN COMMUNICATION SKILLS

Whenever I prepare any written communication, I first consider the purpose and the audience.  I always use appropriate language and am able to effectively tailor my writing to the audience’s needs.

I am able to write in a variety of styles, including for:

· Job Advertisements;
· Council reports;
· Brochures;
· Procedural documentation;
· Letters and memos;
· Training sessions; and
· Statistical reports and analyses.

I would be pleased to bring a range of documents with me to interview as proof of my ability to produce high quality written documentation.


Your Interview

If you make it to the interview stage, CONGRATULATIONS!

The hard work hasn’t finished though.  You must thoroughly prepare for the interview to ensure you appear professional and competent and are able to put your best foot forward.

Remember, interviews are a two-way street.  It is an opportunity for the potential employer to assess you, but it also gives you an opportunity to assess the role, management and organisation.  So never go into the interview thinking that it is one-sided.  You need to prepare questions to find out about the job and organisation, culture and specific details about the job.  You should prepare a list of questions you want answered.

First things first – preparation!!!!

Before you attend for the interview, you must do some preparation.   The first thing you need to do is to clarify why you want the job.


EXERCISE 5: ASK YOURSELF - WHY ARE YOU APPLYING FOR THE JOB?
Ask yourself these questions - WHY DO I WANT THE POSITION? and WHY AM I THE BEST PERSON FOR THE JOB?   Write your answers below.
It is very probable that you will be asked one or both of these questions in an interview, so you should spend some time preparing an answer now, rather than being put on the spot in the interview.
Remember, employers will want to hear that you have researched the organisation (see the next Exercise) and what you could contribute to the role.  Why are you excited about the position? Why do you want to work for that organisation?  Why are you a good fit for the job? What aspects of it particularly appeal to you?  It is not enough just to say how it suits you personally, for example that it’s the next step in your career.

	
	
	
	
	
	
	
	



EXERCISE 6: WHAT WILL I TAKE WITH ME TO THE INTERVIEW?

After identifying your reasons for applying, get together a portfolio of evidence that you can take with you to the interview which will demonstrate your abilities further and prove your claims against the selection criteria.  Take things like reports or plans you have prepared, written submissions, letters of commendation - anything which relates to the selection criteria and which you feel is an outstanding demonstration of your abilities.  Also take a full copy of your job application, so that you can refer to it during the interview if you need to.

	
	
	
	
	

EXERCISE 7: FINAL RESEARCH
You should have already done this before applying for the job. But if you haven’t, your next task is to undertake some research about the organisation or department. 
· Get copies of the annual reports, corporate plan or other brochures produced by the organisation or department.  Read them, digest them and try to become familiar with the company’s approach and culture.
· Research the organisation through your local library.
· Find someone who works for the department and ask questions about the department, the staff and their methods of operation.
· Arrange a visit.
· Try and find something recent about the company or the department that you can quote in an interview that shows you are interested in what is happening.
Try and find out as much as you can.  The more research you do and information you obtain, the more at ease you will feel during the interview and the more you can relate your responses to the organisation/department.


Identifying your achievements

Another important task is to identify your achievements so that you can use these during the interview.  Your achievements demonstrate how you are different from others who may have the same qualifications and position description.   In other words, your achievements are what will make you stand out from the pack!

Employers want to know what you can do for them.  The best way to inform them is by describing what you have done for others – this is where your achievements become very important.  

Achievements usually commence with an action verb, so when you speak or write about your achievements you can make them sound more important by starting with a verb.   Here is a list of action verbs you might consider using:

	Accomplished
	Expanded
	Negotiated
	Staffed

	Achieved
	Formed
	Normed
	Started

	Adapted
	Followed-up
	Operated
	Streamlined

	Advised
	Generated
	Organised
	Strengthened

	Approved
	Grossed
	Ordered
	Stretched

	Built
	Gathered
	Performed
	Structured

	Balanced
	Halved
	Presented
	Succeeded

	Briefed
	Headed
	Processed
	Supervised

	Completed
	Implemented
	Produced
	Terminated

	Conceived
	Improved
	Promoted
	Traced

	Conducted
	Improvised
	Proposed
	Tracked

	Consolidated
	Increased
	Provided
	Traded

	Controlled
	Installed
	Purchased
	Trained

	Converted
	Innovated
	Recommended
	Transferred

	Created
	Introduced
	Redesigned
	Trimmed

	Decided
	Instituted
	Reduced
	Tripled

	Delivered
	Invented
	Researched
	Turned Around

	Demonstrated
	Launched
	Reorganised
	Uncovered

	Designed
	Learnt
	Revised
	United

	Developed
	Lead
	Rewarded
	Unravelled

	Directed
	Leveraged
	Scheduled
	Utilised

	Earned
	Located
	Serviced
	Verified

	Edited
	Maintained
	Simplified
	Won

	Eliminated
	Managed
	Sold
	Worked

	Estimated
	Monitored
	Solved
	Wrote



Types of questions you might be asked

As mentioned before, the purpose of the selection process is to gain evidence about the abilities of each applicant.   A good interviewer should always seek evidence to back-up claims made by an applicant.   

There are four main types of questions you might be asked :

· Technical 
· Scenario
· General
· Behavioural

Technical questions are designed to assess your knowledge.  Technical questions require you to describe your knowledge and will be similar to - “tell us how you create a document in Word” or “tell us the steps involved in repairing a pothole”.

Scenario questions ask you to describe how you would deal with a hypothetical situation.   An example of a scenario question could be: “How would you deal with a difficult customer who threatened to take his complaint to the Mayor?” 

General questions are hard to predict, but it is recommended that you, at least, think about your responses to the following questions:

· Where do you want to be in five years?
· What are your career goals?
· What are your strengths/weaknesses?
· If I were to call one of your referees, what would they say about you?


Space is provided below for you to jot down your responses to the above questions.

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

Behavioural questions are the most common type of question asked and require you to provide evidence of an actual situation or example that you have been involved in.   The purpose of these types of questions is to see what you have done previously (how you acted, responded), so a prediction can be made about what your future performance in similar situations might be like.  Examples would be:

· Give me an example of a time when you faced a lot of obstacles to achieving a goal;
· Tell me about a project or role that you’ve taken on that is outside your job description;
· Talk about a time when you were faced with a difficult decision and describe how it turned out;
· Describe a stressful situation you’ve experienced;
· Describe a time when you had trouble seeing eye-to-eye with a colleague. How did you attempt to resolve the situation?

Before any interview, you should try to anticipate a few questions you think you might be asked.   The majority of questions will relate directly to the Selection Criteria, so you should base your questions on the criteria. 

To help you, use the STAR method.   

	S
	Situation
	Give background details on the situation – set the scene. 
You might talk about where you were working at the time, how the even took place, and how it was that you became involved.

	T
	Task
	Describe the full magnitude of the task that was to be fulfilled, including any specialist skills that were required.

	A
	Action
	Indicate what you did (decision made, actions taken, people consulted, skills employed…)

	R
	Result
	What was achieved?  How do you know?  What feedback was received?



EXERCISE 8: PRACTICE RESPONSES TO BEHAVIOURAL QUESTIONS

To help prepare for your interview, use the STAR method to write a response to each of the following questions which are commonly asked at interview.   Then, think of some questions which might be asked which relate to the selection criteria for the job for which you are applying.   The Panel will be most interested in your Actions and the Response, so don’t spend too much time describing the situation or task (just enough to give enough context to the size of the project and your role).  Don’t use “WE” in your response - the Panel is interested in you and your actions, so use the word “I” a lot.

Once you have prepared in writing, practice answering questions out loud. You can do this in a private room, or use a friend or family member to help you practice.

1	Tell me about a time when you implemented a new procedure or approach into your workplace?

SITUATION		
	
	
	
	
	

TASK	
	
	
	
	
	
	
	
	

ACTION	
	
	
	
	
	
	
	
RESULTS	
	
	
	
	
	
	
	

2	Give me an example of a time when you faced a lot of obstacles to achieving a goal?

SITUATION	
	
	
	
	
	
	
TASK	
	
	
	
	
	
	
	
	

ACTION	
	
	
	
	
	
	
	
RESULTS	
	
	
	
	
	
	
	


3	Tell me about a project or role that you’ve taken on that is outside your normal job description?

SITUATION	
	
	
	
	
	
	
TASK	
	
	
	
	
	
	
	
	

ACTION	
	
	
	
	
	
	
	

RESULTS	
	
	
	
	
	
	
	


4	Talk about a time when you were faced with a difficult decision and describe how you decided what to do and how it turned out?

SITUATION	
	
	
	
	
	
	
TASK	
	
	
	
	
	
	
	
	

ACTION	
	
	
	
	
	
	
	

RESULTS	
	
	
	
	
	
	
	

5	Tell us about a time you’ve had to deal with a conflict situation and how you went about it?

SITUATION	
	
	
	
	
	
	
TASK	
	
	
	
	
	
	
	
	

ACTION	
	
	
	
	
	
	
	

RESULTS	
	
	
	
	
	
	
	

6	Your question

SITUATION	
	
	
	
	
	
	
TASK	
	
	
	
	
	
	
	
	

ACTION	
	
	
	
	
	
	
	
Practice answering other questions that you can think of which address the selection criteria.

Attending for the interview

By now, you are fully prepared for the interview and are about to present for interview.  Here are a few do’s and don’ts for the interview (reproduced with thanks to ValueEdge Pty Ltd).

Be aware that first impressions are critical.  Pay close attention to:

· Your punctuality;
· Your dress and grooming (dress appropriately for the type of job for which you are applying); and
· The way in which you greet panel members.

Do:

· Shake hands with all interviewers;
· Greet each interviewing individually and, when asked questions, refer to interviewers by name;
· Only make positive comments, e.g. instead of saying “It’s a cold, wet and miserable day”, it is as easy to say “It’s nice to get some rain”;
· Present as a problem solver, someone who will improve the work environment and make it more efficient, profitable, etc;
· Wait to be shown where to sit;
· Speak clearly and concentrate on the pace of your speech.  It is common for people who are nervous to speak too quickly;
· If you don’t understand a question, ask the interviewer to clarify and give yourself time to think about your answer;
· Do not overstate your skills, experience or ability.  It is likely to come back to haunt you;
· Be aware of your body language, i.e. folded arms, poor eye contact, etc;
· Do not fidget.  It takes the interviewers mind off your responses;
· Maintain eye contact with all interviewers, not only the one that asks the question;
· Even if the question appears to require a ‘yes’ or ‘no’ answer, always elaborate;
· Be confident and proud of your achievements;
· Make sure you ask questions;
· Don’t interrupt the interviewer;
· Don’t feel that you are bragging by highlighting your strengths and achievements;
· Make sure you mention particular skills, talents and experience not covered in specific questions.  Don’t feel that because they are detailed in the resume that you will be repeating yourself.  Assume that the interviewer has not read your cover letter or resume;
· Allow the interviewers to terminate the interview; and
· When leaving, thank each interviewer individually and shake hands with each.

Don’t:

· Indicate that you are desperate for the job;
· Criticise a former employee/employer;
· Don’t smell of odours such as garlic, alcohol, etc;
· Don’t talk about domestic or financial problems; or 
· Don’t attend the reception area with anyone else.

After the interview:

· If there is something that you think is important and you forgot to mention it at the interview, make contact and tell them;
· If you miss out on the job, phone and ask for some feedback.  You never know what might happen with their preferred candidate.


The 7 Stages of an Interview

Typically, an interview will usually progress through the following stages:

· Introductions
· A chat about the position, duties and responsibilities
· Questions (see “Types of Questions” below).
· What you can offer the organisation
· Your questions (see “Asking Questions” below)
· Closing Comments
· Farewell

Overcoming the Nerves

Butterflies are normal, but here are a few tips to help you overcome your nerves:

· Arrive with about 5 minutes to spare.  Any longer and you will get more nervous because you’ll have too much time on your hands;
· If you think it will help, take something light to read to take your mind off the interview.  Sometimes interviews run late, so you might have to wait until your interview begins;
· Before you go in – STOP- breath deeply 3 or 4 times, focus and say some positive statements about yourself; and
· Take some notes with you if you feel you might need them.  Mention at the commencement of the interview that you have brought some notes with you to help you during the interview.

Asking Questions

It is important for you to ask questions at the interview, particularly if you are unsure of anything.  Asking questions shows interest in the position and also helps you make up your mind whether or not you really do want the job if it is offered to you.

Some of your questions might be:

· What does a typical day look like?
· What aspects of the role have been handled well in the past, and ineffectively in the past?
· What improvements do they hope the new incumbent will bring to the role?
· What does it take to be successful in this role? What are the key outcomes they are looking for?
· Who would I be working with most often?
· What performance review and development procedures are in place?
· What career opportunities does the role offer?



EXERCISE 9 : WHAT QUESTIONS DO YOU WANT TO ASK?

Think of the job you are applying for and note down some questions you would like answered?
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