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Job Search Tools
A Skills & Jobs Centre Presentation

Learn about your suite of job search tools including why 
a resume is important, what information needs to be 

included and how to put together key selection criteria. 
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What will we cover

• What are you job search tools?

• Compiling a resume 

• Writing a cover letter

• Addressing key selection criteria

• Building an online profile

• Where to look for employment opportunities 

• How to access support 
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Job Search Tools 

Your job search tools encompass all of the resources you need to apply 
for employment opportunities including:

• Resume

• Cover Letter

• Key Selection Criteria 

• Interview Skills 

Your tools should put YOUR best foot forward.



OFFICIAL

OFFICIAL

Job Search Tool Tips

• Always tailor each and every application to the individual job 
you are applying for

• Never re-use the same cover letter

• Build a solid foundation and go from there 

• You may have multiple resumes- that’s okay! 

• There is no right or wrong formula to putting together a 
resume 

• Quality over quantity 
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Resume key facts

The key function of a resume is to secure you an interview. You should 
only include relevant information ideally no more than 10 years old.

Did you know you have:

• Less than 10 seconds to capture the readers attention
• Approximately 30 seconds to capture interest
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• Contact details
• Key Skills 
• Experience summary covering ALL 

experience
• Education/Qualifications 
• Career Achievements
• Referees

What to include?
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Do not include:

• Age
• Nationality
• Marital Status
• Religion
• Gender
• Photo – unless requested
• Passport number
• Information about children
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• A resume should follow a logical format starting with the most 
important information first. 

• The format needs to be in a standard font (Arial, Calibri etc) and 
the size should be no bigger than a size 12 font. 

• A resume should not exceed 2 pages as this plenty of room to 
include all of the key information. 

• If using a traditional style of resume always save as a .doc or PDF 
file 

Resume Format
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Cover Letter

A cover letter or letter of introduction is your chance to let a 
prospective employer know some key information on you and what 

exactly you are looking for! 

Some useful tips:

• Stick to one page

• Use an easy to read font such as Calibri, Ariel etc.

• Keep it professional, sometimes less is more!
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A cover letter should cover the following:

1. Identify the job you are applying for and where you learnt of it

2. Say why you are suitable for the job

3. Explain why the job fits in with your plans and why it is appealing to you

4. State that you would like to be interviewed and how you can be 
contacted

Cover Letter
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Key Selection Criteria

• Key selection criteria are the skills, attributes, knowledge and 
qualifications that the employer has defined as being essential for 
satisfying the requirements of the job.

• When applying for a job you are required to write a short statement 
against each criterion, which outlines how your current skills, attributes, 
knowledge or qualifications satisfy this criterion.

Source: https://about.unimelb.edu.au/careers/selection-criteria
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Key Selection Criteria
1. Create a new document

Start the document with your name, the job title and position number and a 
heading such as Statement of Claims against the Key Selection Criteria or Summary 
Addressing Key Selection Criteria.

2. Read the Selection Criteria carefully

One capability may ask for ‘experience in’ while another may specify ‘knowledge 
of’. Make sure that you understand and address these subtle differences.

3. Address each Selection Criteria individually

Use each of the key selection criteria as a separate heading in the document 
and summarise in the space below how your skills, qualifications, experience and 
personal attributes are relevant for that particular criteria.

Source: https://about.unimelb.edu.au/careers/selection-criteria
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Key Selection Criteria

4. Break the Key Selection Criteria into key points
The selection criteria may be written in such a way that more than one quality is being 
assessed. Underline key words and determine what the employer is asking for.

5. Support your claims with evidence
Avoid blank unsubstantiated statements such as ‘I have extremely well 
developed communication skills’. This is your opinion; the employer needs evidence that 
it is true. It may be easier to do this if you use the CAR approach:
Context - Describe the situation.
Action - Explain your actions. What were your actions? What did you do?
Results - Detail the result of the actions which you took.

Source: https://about.unimelb.edu.au/careers/selection-criteria
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Online Profile 

Online profiles are another way to connect with employers! 

Source:https://www.seek.com.au/profile/
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Online Profile 

Source:https://www.seek.com.au/profile/
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Where are the jobs?

• Online job search websites

• Company website 

• Social media 

• Industry Events 

• Networking

• Cold calling

• Target marketing 

FACT: 40-60% of available jobs will never make it to an online advertisement! 
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Tips! 

• Wherever possible make contact with the 
business/recruiter before you apply

• Always take the time to tailor your 
application to the position you are applying 
for

• Never send a resume without a cover letter 

• Follow up! If you don’t hear from the 
business, reach out to them 
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Online Resources

There are lots of online resources that you can utilise to access support:

https://www.seek.com.au/career-advice/

https://joboutlook.gov.au/

https://myfuture.edu.au/

https://www.seek.com.au/career-advice/
https://joboutlook.gov.au/
https://myfuture.edu.au/
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You can access the Skills & Jobs Centres at Box Hill Institute by:

8892 1350

or

sajc.lilydale@boxhill.edu.au

Please note our centres on campus are currently 

closed due to COVID-19. 

Free Support 

mailto:sajc.elgar@boxhill.edu.au

