
GATHERING & 
EVALUATING 
INFORMATION



Why?

Researching a company shows 

the employer that you are 

extremely motivated , can 

prepare and have initiative .



Looking at Job Ads:

Companies use standard 
abbreviations.  

Decipher what the ad says.. know 
what the job involves first.



What to look for:
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Attractive sal. Plus commission opp. to earn min. 
$35,000pa

Sydney’s learning furniture retailer is seeking a 
bright, enthusiastic, exp. person to fill a new perm. 

vac. in their sofa dept. at the city store urg.

Full ‘in house’ training on home furnishings will be 
given and applicants will be expected to attend 

regular programs as part of their career 
development.

If you have an appreciation of fine furniture and are 
keen to develop a career in this industry working 

with an enthusiastic professional team then phone 
Ms Kim Johnston for an appt. on 8234 9870 on 

Monday after 10.00am

People with ref. and prev. exp will be highly 
considered. 

What does The 
Country Life 
Furniture Store 
do?That’s me!

What transport 
would I need to get 
into the city? How 
long would I need to 
travel each day?

How will I 
convince them 
on the phone?

Who do I ask for 
when I phone?Must call right on 

10.00 – they may 
stop talking to 
applicant by 
11.00 if they get 
lots of early calls

Must get my 
references in 
order.



Unadvertised Positions
- The hidden job market:

� Direct Canvassing

� Be Creative

� Networking



Finding Jobs or Information

� Ring people directly

� Look in the yellow pages

� Use local telephone directories



Contacting the Company:

Find out :

• Whether the company employs 
people with your skills/qualifications

• The size of the company

• How often they recruit new 
employees and how they advertise 
positions



Networking

What do you think networking 
is?

- Discuss

Ever heard the saying: 

‘It’s not what you know but who 
you know?’


