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HOW TO WRITE YOUR RESUME

Creating an effective resume is critical to your job search. A 
resume helps to introduce you to an organisation, presents 

your background and achievements and emphasises what you 
think is most important about you. 

COMPONENTS OF THE RESUME
The following is a possible guide for your resume layout:

1. Name and contact details - Display your name, address, telephone 
number(s) and email address at the top of the page.

2. Profile - It is recommended that you include a personal profile 
on the first page. Your profile sets out a short description, in four 
or five lines, of your previous experience, abilities and personal 
attributes.

3. Work/Business Experience - It is best to list your work experience 
in date order, starting from your most recent position. Your 
company name should be listed, together with the overall period 
you worked for the company.

4. Responsibilities - Your responsibilities should then be listed 
briefly. This should be no more than two or three lines, and should 
be a responsibility overview for each job.

5. Your Achievements - Your achievements in each position should 
then be listed. What you accomplished, how you did it and the 
resulting benefit to the company.

6. Education and Qualifications - Include year completed, school 
attended and any other training you may have.

7. Personal Information - This information is optional and a matter 
for individual consideration. It is also customary to provide 3-4 of 
your interests.

8. Referees - Be sure to advise your referees that employers may be 
calling about you. Include details for at least 2 referees on your 
resume.



HOW TO WRITE YOUR RESUME
USE ACTION WORDS TO DESCRIBE YOUR ACHIEVEMENTS

Some examples include: analysed, conducted, designed, examined, 
initiated, managed, operated, proposed and supervised.

YOUR WORK EXPERIENCE
Detail any work experience you have, include everything, even baby 
sitting or labouring etc.
You may not think it is relevant to the job you are applying for, but it 
shows a potential employer you have worked and can be responsible.

SELL BENEFITS, NOT FEATURES
Don’t just describe a list of your personal qualities, but remember 
to include your personal achievements E.g: Student Peer Support 
Leader, sports captain or top 5% in class for Maths.
Your achievements are your unique contributions, and show that 
there may be greater benefits to hiring you.

PRESENTATION AND LAYOUT
Your resume must be easy to read, scan or email.
Make sure your resume has a clean and professional appearance. Do 
not cram too much information onto one page. Use simple fonts and 
plain white paper.

Some additional hints and tips on presentation:
• A resume should always be typed

• A resume should be printed on quality paper

• Using colour, graphics and artwork is not recommended unless it 
is considered appropriate for the industry

• Do not include clip art or photographs

• Your resume should not be bound

• The ideal length for a resume is no longer than 3 pages

• Avoid long sentences or paragraphs

CHECK YOUR RESUME CAREFULLY
Avoid misspellings, typographical errors and poor grammar.
Make sure you have at least two different people edit it before you 
send it to an employer.



Presenting yourself effectively in an interview is crucial to 
landing a job. What can you do to prepare yourself? What 

questions will you be asked, and what can you say to convince 
the interviewer that you are the best person for the job?

PREPARING FOR THE INTERVIEW
The key to performing well at an interview is preparation. Preparation 
includes researching the company, anticipating questions and 
practicing responses, and being aware of the appropriate way to dress 
and behave. Preparation and practice can boost your confidence and 
your overall performance within the interview.

Interview Tips



Interview Tips LEARNING ABOUT THE COMPANY
Find out as much about the company as possible. You can find 
information about the company in a number of ways, including its 
website, internet searches or simply call the business and request 
some information. By learning about the company’s culture, you may 
be able to find out which skills and experience the employer needs 
most.

PRACTICE QUESTIONS AND ANSWERS
Your success at the job interview will depend on your answers to a 
wide variety of questions. These questions can range from your early 
background and education to your personal effectiveness and job skills.
You need to prepare and rehearse answers to these possible questions 
to make sure you give a good impression.

MAKING A GOOD FIRST IMPRESSION
First impressions are all important, so put some thought and effort 
into your appearance. You should dress to create a good impression, 
arrive early, smile, be polite to everyone you encounter and remain 
positive and confident.

DEALING WITH REJECTION
Unfortunately, rejection is part of the job search process, and 
happens to most people at some time. The main thing is to be 
prepared and to remain positive about yourself and your prospects, 
as there are many reasons why your application or approach may 
have been unsuccessful. It can be worthwhile to ask the employer 
why you did not get the position (make sure you thank them for your 
feedback), as this can help you focus on areas for improvement.



DO'S AND DONT'S IN AN INTERVIEW
      Check the interview address and plan your travel time the day before

      Be early or on time

      Shake hands firmly

      Be prepared

      Listen to and answer the questions

      Answer questions completely and concisely

      Give examples of achievements to demonstrate your capabilities

      Display confidence and enthusiasm

      Ask properly prepared questions about the company to reinforce your 
interest to the interviewer

      Maintain eye contact

      Show an understanding of the company and its needs

      Avoid using negatives. Instead of problems, talk about challenges and 
opportunities

      Thank the interviewers for their time at the end of the interview

      

      Criticise former employers

      Smoke or chew gum

      Lose your temper or show frustration

      Ramble

      Oversell or undersell

      Slouch, fidget or look distracted

      Discuss personal issues

      Exhibit defensive body language (E.g crossed arms or legs)

      Be careful not to display nervous mannerisms such as nail biting or 
giggling



Possible Interview Questions 
To be successful at job interviews, you will need to be prepared to 

answer a wide variety of questions. The following questions are 
examples of what you may be asked in an interview.

JOB SPECIFIC QUESTIONS
• What attracted you to this job?

• How do you think you could be successful in this role?

• What are your most important considerations when choosing a job?

• Give an example of a time when it was necessary to reach a goal in a short 
period of time.

• How do you organise your day?

• Do you prefer to work independently or with others?

• When you have a problem, what steps do you take to resolve it?

• What work experience have you done?

• Can you describe a situation where you were criticised? What did you do?

• Please give me your definition of (position you are being interviewed for)

• What do you want to be doing in 5 years time?

• Have you been working whilst at school?

• Tell me about what you do at work?

• What did you like least about your last position?

• What did you think about your boss?

COMPANY/INDUSTRY SPECIFIC QUESTIONS
• How much do you know about your organisation?

• Why would you like to work for this particular organisation?

• What do you know about our industry?

• Why do you want to be a _______? 

• What other jobs have you applied for?



GENERAL QUESTIONS
• How did you find meeting deadlines for assignments at school?

• How would your teachers describe you?

• Describe what you believe to be the ideal working environment.

• What is your most significant achievement?

• How would you rate your attitude to work out of 10, with 10 being 
the best?

• Why did you rate this and what can you do better?

PERSONAL QUESTIONS
• How would you describe yourself?

• What are your strengths?

• What are your weaknesses?

• What are you doing to improve these areas (of weakness)?

• If I spoke with your previous boss/work colleagues, what would s/he 
say are your greatest strengths and weaknesses?

• What adjectives would others use to describe you?

• How would you deal with a problem you have not encountered 
before?

• What are your long term goals?

• What are your interests outside of work?

• What balance do you maintain between your work priorities and 
your personal life?

• How do you get along with other people?

• What was the last book you read? Movie you saw? Sporting event 
you attended?

• Why should we hire you?

TIP 1. All questions should be answered as honestly and 
openly as possible.

TIP 2. When you answer questions about previous 
employers or positions, do not criticise, and instead focus 

on the positive aspects of the position/company.



How to keep your new job

The first few weeks in any job can be awkward and present 
you with new challenges and expectations. Observing and 

understanding your workplace requirements and your employer’s 
expectations can increase your chances of maintaining long term 

employment.

DO YOUR BEST TO CREATE A GOOD IMPRESSION
• Present yourself as best you can.

• Don’t wait for others to introduce themselves to you.

• Take the initiative and extend the hand of friendship from the 
beginning.

• Personal hygiene is very important. 

• Offer yourself for extra work if you run out of things to do.

• Keep your mobile phone switched off and catch up on calls and 
messages during your lunch break.



RELIABILITY IS KEY
Always be on time. Late comers can be considered uninterested and 

potentially unreliable.
• If you know you are going to be sick, call the employer before your 

starting time. It will be appreciated. A medical certificate needs to be 
supplied if you are sick.

• Don’t miss work for unnecessary or unimportant reasons and organise 
external appointments outside or working hours.

• Ensure you have emergency childcare arrangements organised.

• Make sure transportation is reliable. Maintain your vehicle and ensure 
you always have enough petrol.

• If you have been unemployed for a long period of time, you may find 
you need to change your social arrangements and adjust your sleep 
patterns. Make sure you check your roster and always be aware of any 
changes to your start and finish times.

FOLLOWING INSTRUCTIONS IS VITAL
• Find out who your direct supervisor is. You are usually responsible to 

only one person.

• Listen carefully, observe and follow instructions exactly as given. 
Usually things are done a certain way for a good reason.

• Ask questions if you are unsure of what you are expected to do or how 
to operate equipment.

• If you are a smoker, enquire about regulations or smoking arrangements 
and never take unauthorised or extended smoke breaks, even if other 
staff members might.

• As a new employee your opinion may not always be considered. It takes 
time to earn the respect of employers and workmates. Once earned, 
you may be given increased responsibility.

• Make sure to arrange for your lunch and other refreshments to be taken 
within the allocated periods.



MANAGING PERSONAL ISSUES
Unfortunately, we all have to deal with crises in our personal lives from 

time to time.
• Resist burdening your workmates with your problems. They may already 

have enough of their own.

• It is not a major crisis if your dog gets a flea or your cat coughs up a 
fur ball. It is more important you attend the work place. A tickle in the 
throat is not a sufficient reason to take a day off work.

• Absences for insignificant reasons like these will not gain you the 
respect of your employer or your workmates.

RECENT SCHOOL LEAVERS
• You will find that your working hours may be longer and with fewer 

breaks and holidays.

• Pace yourself and you will get used to the longer hours.

• Make sure to get enough sleep, particularly in your first few weeks.

• Employers don’t appreciate your friends hanging around the workplace 
and distracting you. Arrange to do your socialising outside of work 
hours.

• Mobile phones should not be used constantly whilst at work. Tell your 
friends to ring you after work.

OTHER THINGS TO REMEMBER
• Be aware of swearing in the workplace. What may be appropriate 

language to use with friends might not be acceptable in the workplace.

• Sexual innuendo may be interpreted by some as harassment and you 
might be the subject of complaint. Don’t risk it.

• If you have a medical problem that requires medication you should 
make your employer aware.

• It is not a good idea to criticise your employer with other work mates, 
they may pass it on.

• Don’t be a clock watcher. Time will pass without your assistance.

• Racial slurs will not be tolerated in the workplace. It is also illegal.

• WHS is a big issue to an employer. Observe safe work practices at all 
times and let your employer know of any potential risks.



Recruitment Process



Recruitment Process

An apprenticeship or traineeship with My Gateway will get 
you a qualification AND verified skills PLUS - no student fees, 

guaranteed fair pay, paid study time and support from an 
experienced career mentor.

HOW TO APPLY
Visit our website - www.mygateway.org.au

Go to the 'Job Seekers' page and click on 'Search Jobs'

Search the available positions and apply!

NOTE: If you can't find a job that you are looking for, fill in the 
'Expression of Interest' position in the job list. Our recruitment team 

will give you a call to see what you are interested in.

Your career starts here!



To learn more about My Gateway, 
check out our Social Media pages!

www.mygateway.org.au                            
1800 993 200


