3. Gathering & Evaluating Information
Industry Research:

Researching the company shows the employer that you are extremely motivated, can prepare and have initiative.

( Activity:

Imagine you are applying for a job with the following companies:
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Step 1:
Locate their website 

Step 2: 
Find out the following information:
How long have they been operating?
_________________________________________________________________________

What jobs are available?

__________________________________________________________________________________________________________________________________________________

How many people do they employ?

_________________________________________________________________________

List some of their locations:

__________________________________________________________________________________________________________________________________________________

What is their Mission Statement?
__________________________________________________________________________________________________________________________________________________

Step 3: 
Collate this information, ready to use for the application and to take to interview, to show how prepared you are. 

The advertised job market:

These are the methods employers use to recruit people. Usually they advertise in newspapers, or inform Job Networks of vacancies. There are, however, many more ways of getting information about possible jobs. 
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Looking at Job Ads:
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When companies advertise for staff in newspapers, they use some standard abbreviations. It is important to be able to decipher exactly what the advertisement says so that you know what the job involves before you apply.

( Activity:

Read through this list of abbreviations used in advertisements. 

How many do you know? Write down your answers.

	acc.
	
	opp.
	

	appt.
	
	O/T
	

	ass.
	
	p.a.
	

	Awd.
	
	perm.
	

	cas.
	
	ph.
	

	co.
	
	pref.
	

	conds.
	
	prev.
	

	C.V.
	
	ref.
	

	dept.
	
	rep.
	

	D.O.B.
	
	S.A.E.
	

	ess.
	
	sal.
	

	Esc.
	
	swbd.
	

	expd.
	
	tech/n.
	

	gen.
	
	temp.
	

	hrs.
	
	urg.
	

	max.
	
	vac.
	

	min.
	
	wkly.
	

	occ.
	
	yrs.
	


( Activity:

Read through the following ad and write down the main pieces of information in the table provided.

Key Words are the words that indicate the important parts of the advertisement. Work Conditions include the hours of work, and salary or award. Experience and training requirements will be listed under Application Requirements. 
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	Key Words
	Work Conditions
	Application Requirements

	
	
	


Unadvertised Positions – The Hidden Job Market:
In Person:
· The first impression you give is just that! You don’t get a second chance. Your appearance and manner are just as important as your opening statement. So check yourself out (in the mirror) before you start out.

· Be open and direct in your manner and communicate at eye level.

· Have your opening statement prepared and have it well rehearsed (in front of that mirror again!). Keep it simple. For example:

· I’d like to introduce myself, my name is ……………………….. I’ve been working for two years as a hairdresser and I was wondering if there are any job opportunities in your company.

· Have a clean, neatly typed resume or personal data sheet in an envelope ready to handover.
· Smile! – be positive – look confidant.
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Over the Phone: 
· Whether the company employs people with your skills and qualifications

· The size of the company

· How often they recruit new employees and how they advertise positions.

Prepare your questions before you ring. Write notes about each company on a separate page.

Check that you have recorded all the important information – such as the name and number of the personnel manager. You’ll need these details in case they ask you to ring back in a few weeks.

If you have difficulty with this task, ask a Job Network provider to help you. People are often willing to help you if you are sincere. You can also ask friends who have experience looking for jobs.

Here are some tips to help you with direct canvassing for jobs. Firstly, prepare your introduction and opening questions. For example:

Could I speak to someone who deals with personnel hiring?

Hi. My name’s Mary Baker and I was wondering if you had any vacancies for an experience fork-lift driver?

If they say ‘no’, don’t hang up. Ask:

Do you expect things to change in the next few months?

Secondly, get as much information as possible from each phone call. If the person on the line sounds sympathetic, ask them if they know of any other company which is looking for fork-life drivers. Offer to leave your name and number in case any work comes up in the future.

Remember that all such calls need to be courteous, and that timing is important – don’t ring at 4:55pm, for instance, when you know that the company closes at 5pm.

If you’ve kept good notes in your diary you’ll be able to follow up on any leads later at the appropriate time.
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 Application Letter Checklist
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Choose an advertisement from the paper and write an application letter and resume for the position on your own paper.

When you have finished your application letter, complete the following checklist.

Did you:

	
	
	Yes
	No

	1.
	Make a draft letter first so that your final letter had no mistakes?
	(
	(

	2.
	Address the letter as requested in the advertisement?
	(
	(

	3.
	Take not of whether you were asked to write or type your application?
	(
	(

	4.
	Write your application on a clean new sheet of paper?
	(
	(

	5.
	Refer to the title of the position and the newspaper and date it appeared?
	(
	(

	6.
	Indicate that more information is included on the personal data sheet?
	(
	(

	7.
	Check for any spelling errors?
	(
	(

	8.
	Keep it short, including only relevant information?
	(
	(

	9.
	Indicate why you are interested in the job.
	(
	(

	10.
	Show why your qualifications or experience suit the job requirements?
	(
	(

	11.
	Sound confident in handling the job?
	(
	(

	12.
	Go back and re-read what you had written?
	(
	(

	13.
	Check the closing date for applications?
	(
	(


If you answered no to any of these points, you should go back to your copy of the letter format and make a note to yourself to remember it next time.
( Activity:

Before you post your letter, you must proofread it. Employers are not impressed with letters that have errors in them. Let’s find out if you are able to proofread and correct work.

Look at this letter and see if you can find the following:

· Three spelling mistakes

· Two errors in punctuation

· Two grammar mistakes

· Two problems with expression (perhaps too informal or too wordy for example)

	37 Jones St.

Broome WA 6725

24 June 2004

The Personal Manager

Northern Building Society

301 Blues rd

Port Hedland WA 6721

Dear Sir,

I’m writing to apply for the position of clerical assistant as advertised in the western herald on 22 June 2004.

I have for years experience as a clerical assistant at the National Bank. I’ve done all sorts of things there as you’ll see from my attatched resume.

I have also enclosed a written reference off the manager which has supervised me for the last two and a half years.

I’d love to get an interview for this position. You can contact me at the National Bank during business hours.

Yours sincerely,

James Connor

James Connor


Interview Skills

THE INTERVIEW

Interview Review
Overall how well do you think you performed?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

Which questions did you feel most confident answering? Who do you think this was the case?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

Which questions did you feel least confident answering?  Explain why.

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

Was the interview what you expected?  Explain.

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

Based on your performance at the interview would you give yourself the job? 

Why?   Why not?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

What would you do differently at your next interview?

________________________________________________________________________________________________________________________________________________________________________________________________________________________
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TOY LIBRARIAN (part time)





Council’s Library seeks a person to manage its Toy Library which has a lending collection of approximately 2000 toys. Good communication skills and some library experience are essential and experience with toys in a professional capacity would be an advantage.





The position is for 21 hours per week including one evening and Saturday morning.





Conditions of employment are in accordance with the Local Government Salaried Officers Award and salary is in the range of Librarian Grade 1 Year 1 $321.40 per week to Grade 2 $343.00 per week plus shift allowance.





Applications in writing addressed to the undersigned will be received until 5pm Friday 20th May 2006 and should include relevant personal details outlining qualifications and experience, telephone number for contact and copies of recent references.





Note: Council views the first twelve months of employment as a probationary period.





Equality of employment opportunity is Pretty Beach Council policy.





R J Eggins


Town Clerk


Administrative Centre


7-15 Wetherill Street


Pretty Beach 5080
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