Industry Live – 4 Nov 2020 – 1pm to 2pm AEDT
Job interviews – How can I calm my nerves and nail a job interview? Professional advice on dress code, questions you might be asked and how to make sure your resume hits the mark.

Our panellists:
Lara from HAYS Recruiting – Lara is an experienced HR professional who works for HAYS, the biggest recruitment firm in Australia and New Zealand. Lara specialises in IT, HR, office and contact call centre recruitment and will share her advice on how to land that job of your dreams – from what to expect at interview to how to prepare that job-winning resume.

Narelle from Cummins – Narelle is the Asia-Pacific talent acquisition leader for Cummins Inc. Cummins is a global company that designs, manufactures, sells and services diesel and alternative fuel engines. Narelle has more than 20 years’ experience in HR and recruitment and will share with students exactly what large companies are looking for when recruiting field and office staff, and how you can avoid some common mistakes at your next job interview to stand out from the crowd.

Taryn from Dress for Success. Dress for Success is an international organisation that offers advice on how to build confidence and achieve employment goals by matching your dress style to the job you want. Hear first-hand from a style expert about what you should be wearing to your next job interview to maximise your fit for the job. 
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Find out more today
ebeacon.net.au/industrylive
Help inform our Industry Live program 2021!
Tell us what topics you’d like to see by completing our short online survey 
at the link below.

https://www.surveymonkey.com/r/XGPYHGL





Dress for Success
Advice below from Taryn from Dress for Success Hobart
Dressing for trades, apprentice, field jobs (known as “blue collar” jobs)
Dressing for job interviews for office-based or professional jobs (known as “white collar” jobs)
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Dress recommendations for trade-based (“blue-collar”) jobs
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Dress recommendations for office-based (“white-collar”) jobs
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Sample resume – from Narelle from Cummins
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Click on the PDF below to open up the full sample resume





Advice from Narelle from Cummins
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About Cummins
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From Lara from Hays Recruiting – Tips for Online Job Interviews
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Final advice from our three panellists - Resumes
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Final advice from our three panellists – Job interviews
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Company links
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Smart Casual

Men and Women

Neutra button
‘Gown shit
(Nojacketor
tie needed).

Neutralblouse or
top. (Mild patterns.
‘are good too)

.

Neutral coloured pants,
chinos or cordorouys
are great! No need to get
<00 fancy. Stay away from
bluejeans.

T,
pul ]

Casual heelsor
Ballet flats ifyou want
tosave your feet.
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Business Casual
Men and Women

i - _
e

\»

Tailored dress pants
are the move here.

e am\\J

-

Neutra coloured chinos
orslacks are perfect.
‘Again,avoid jeans a5

Some companies You'l want to
fromn upon thern. up your game with
leather dross.
“hoes here.
Comfortable pumps.
_/ orfancy flats are perfect.

-
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First Name
Last Name

Education
vt ofEducaton  Schom Lot

VitoanCuricst of Edcaton
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Sample  Resume.pptx


Sample Resume.pptx




Taylor your career statement for each job

Most recent education first – primary school not needed.  Check to se if the job requires scores and add them if required

List skills you have such as IT, teamwork, organization skills.  Make sure you have skills relevant to the job

As a school leaver, employers will not expect you to have much work experience, but any that you have would help, including work experience placements. Most recent first.  Enter a couple of lines about your duties, learnings and achievements

Easy to read and understand; 

Keep it simple and succinct – don’t waffle

Adjust your resume to highlight factors that are most suitable for the role

Use a professional font such as Arial or Calibre – not comic sans!

No pictures

Have someone review it for you – check for spelling and grammar mistakes.  Spelling mistakes especially put recruiters off









Putting any voluntary work you have done helps create the impression that you are committed and motivated.  Include any fundraising, involvement in teams, any positions of responsibility and awards

You don’t have to include a section on your interests, but it is an opportunity to tell employers about your strengths and give them a sense of what you might be like to work with.

You don’t include these – the employer will ask for them if you progress in the process.  Make sure you speak to your referees and ask them to be a reference for you





image1.png

First Name O,
Last Name i

Ifyou are not planning on a cover letter, briefly state your strengths and why you
want a career in the job you are applying for.

Friendly, positive and detai-oriented indvidual seeking an entry-fevel position
‘administrative position in an automotive business that will help me further develop my
‘customer service skils and use my organization and computer skills

Adaptable and reliable high school graduate seeking a general laborer position with strong
‘skils in woodworking, iting and carrying heavy objects, witten and oral communications,
‘basic math and physical stamina that provides steady employment and growth
‘opportunites.

Education
MONTH YEAR
Highest Level of Education / School, Location

DECEMBER 2020
Victorian Certificate of Education
Frankston Secondary School, Frankston

Add in HSC or ATR results if the job requires it, otherwise you do not need to
put them in

Skills
« Experienced user of Microsoft Office = Customer service experience.
applications « Probationary Driver's License

 Good teamwork skills

Experience
DATES FROM -TO
Job Title / Company, Location

Describe your responsibilties and achievements in terms of impact and resuits. Use
examples, but keep it short
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JULY 2016 - PRESENT
Customer Service Team Member
MacDonald’s, Frankston

« Take customer orders in store « Maintain restaurant cleanliness
« Manage cash register « Manage the customer drive through

« This role has helped me develop my customer service and communication skills.
Ithas also helped understand more about teamwork and working together for the
customer

Extracurricular and Volunteer Activity

Use this section to highlight your relevant passions, activites, and how you ke to give back.
I's good to include Leadership and volunteer experiences here. Or show off important extras
like publications, certifications, languages and more.

2018 - CURRENT
Football Coach

I volunteer as a football coach for Frankston Under 12's. We have won the grand final 2
years in a row.

2015 - CURRENT

Rowing Club

1 have been a member of the Frankston Rowing Club for many years.and participate in
individual and team sculing competitions. My team have won the Victorian championships 4
fimes.

Interests and Hobbies

Besides my sporting activities, | am also a member of the local coding club and
tutor grade 8 students in math and English. | also like to spend my weekends,
either rock climbing or working on building a new engine for my car.

References available on request
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A history rooted in innovation

Founded in 1919

‘Cummins was founded by Clessie Cummins and
W.G. Inwin, who believed in the power of ideas and
had a shared vision of what ingenuity and hard
work could achieve

The power of diesel
‘Cummins took the available technology and
transformed diesel nto a reliable and everyday use
of transformation power source.
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Powering a more prosperous world

190 61,615 1.4M+

Countries & territories Global employees Engines built last year

8,000 $1B 100

Wholly-owned &

independent e earch Years of industry
distributor & dealer RSB leadership
locations.
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The markets we serve

Heavy-duty Medium.duty Construction oilgGas Fire & Poer
Truck. Truck. Emergency Generation
Marine Mining  Lightduty Automotive  Defense Agriculture Rail

& Recreational
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New technologies and innovation

‘ Electrified powertrains ‘ 3D printing and additive manufacturing
Fuel cells Vehicle connectivity
‘ Hydrogen production technologies ‘ Big data

‘ Automated manual transmissions Artificial intelligence
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Cummins Australia

10f8 1,894 35+

Asia Pacific Countries Number of Employees Number of Locations

670 142 810 272

Diesel Mechanics™ Apprentices office Warehousing & Parts
Jobs
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Interview Tips

- Research the company you are applying to —you wil likely get asked what attracted you to the company

« If applying for apprenticeship,
program works

emship or other student to work program, make sure you can speak to how the.

« Ask the recriter what the format the interview wil take

* Usually it will b a review of your resume, some behavioral questions and fime for you 1o ask questions at the end
* They willdefintel ask you why you wiant the ob you are applying fo, 5o have a good reason ready

- What are behavioural questions?

* You are given a scenario and asked to explain what the situation was, what you did and how it tured out.
+ For example, Tell me about a fme when you planned and organized a task of project from star o inish?
* Name the project you are thinking of and specifically state what your contrbution was.
‘Ans: | had an assignment in Austrlian history that was worth S0% of my grade for hat subject | was asked to
rescarch Ned Kelly and present a project on him. | divided the work up nto 3 pieces and planned out when and how
11400l 4o he work. | tuck to my fimeframes and | completed the assignment on time. | received an A for this
assignment

+ Commonly you wil be asked about teamwork, communication, organisation sk
solving

and problem
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PLANET 2050 aspirational targets

DOING OUR PART TO ADDRESS
CLIMATE CHANGE AND AIR EMISSIONS

COMMUNITIES ARE BETTER m——
BECAUSE WE ARE THERE 2060 Target
0 Customer success powered by carbon neutral
2050 Targets @ /© technologies that agdress aif qualty
3 Net posive mpact /"3 Caruon sy and near zer poltion i Cumins’
faciies and aperatons

in every community
in which vie operate

e T
=
oo O] usinG naTurAL RESOURCES IN THE
impact MOST SUSTAINABLE WAY
2050 Targets

3 Nothing wasted
'3 Design out waste in products and processes

PLANET2050  :zmmiste .,
T I T m
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NINE WAYS TO
ENSURE YOUR
VIDEO INTERVIEW
IS A SUCCESS
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BEFORE
THE VIDEO
INTERVIEW
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CREATE AN
APPROPRIATE
ENVIRONMENT

TO CONDUCT YOUR
INTERVIEW IN
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AND ENSURE
YOU HAVE
GOOD LIGHTING
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TELL PEOPLE
YOU LIVE WITH
WHEN YOUR
INTERVIEW IS
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@ DO A TEST RUN
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ENSURE YOU’'RE
CONFIDENT USING
THE TECHNOLOGY

AND THAT BOTH
YOUR CAMERA AND
MICROPHONE WORK
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RECORD YOUR
ANSWERS
TO QUESTIONS
OUT LOUD
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THIS WILL ALLOW
YOU TO ASSESS

WHETHER YOU’RE
SPEAKING TOO
QUIETLY OR

TOO QUICKLY
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PREPARE SHORT
NOTES TO HELP
YOU SPRINGBOARD
THE CONVERSATION
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ENSURE YOU’RE NOT
TEMPTED TO READ @
FROM YOUR CV

MAINTAIN GOOD EYE
CONTACT WITH
THE INTERVIEWER . . ‘
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DUR
THE VIDEO OD
INTERVIEW




image34.png
LOGIN AND SET
@ UP AHEAD OF TIME
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TURN UP 10 MINUTES
BEFORE THE START
OF THE INTERVIEW

SO YOU’RE NOT
KEEPING THE
INTERVIEWER
WAITING

INTERVIEW
@15:00
v
S
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@ DRESS FOR SUCCESS
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DRESS AS YOU
WOULD FOR A
FACE-TO-FACE
INTERVIEW

AND BE AWARE
OF WHICH
CLOTHING WILL
BE IN THE FRAME

=
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BE MINDFUL OF
YOUR BODY
@ LANGUAGE
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SIT UP AND SMILE

LOOK DIRECTLY
INTO YOUR WEBCAM
WHEN YOU SPEAK
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USE
IGESTURES AS \
B TOlEACE '@ @
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BE PREPARED
TO EXPERIENCE
TIME LAGS
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MAKE SURE

YOU DON’T TALK
OVER YOUR
INTERVIEWER

AVOID SPEAKING
IN LONG BLOCKS

|

)
S
—

—
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TRY CLOSING

ALL OTHER
APPLICATIONS ON
YOUR COMPUTER
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STAY CALM IF
THE TECHNOLOGY
GOES WRONG




image45.png
DON’T OVERREACT
WHEN TECH GOES _\ L
WRONG 1

SHOW YOUR

GRS,
ARE ABLE TO DEAL

WITH DIFFICULT E
SITUATIONS
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Resumes

» Update your resume for each job

« Include a tailored cover letter

» Don't include a photo

» Ensure your contact details are correct

« List your most recent experience first

= Only include hobbies if relevant to the job
= Check for spelling mistakes

+ No more than 2 pages
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Job interviews

« Research the company ahead of time

« Arrive or log in 10 minutes early

« Dress for the job — neat, clean and comfortable
« Introduce yourself by name

« Share eye contact with all interviewers

« Take your time answering questions

* Prepare for behavioural questions

« Have questions to ask at the end

« Thank interviewers for their time
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« Dress for Success

«  https:/hobart.dressforsuccess.org/
https://sydney.dressforsuccess.org/

- Search “Dress for Success” in your state
= Also check out Facebook in your state

« Hays Recruiting
«  Look for job ads posted at www.careerone.com.au

«  https://www.hays.com.au/ and click “browse by location” for your state
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+ Cummins
+ About Cummins https://cummins.com.au/
« Jobs with Cummins https://cummins.com.au/about-us/careers
« Also look for Cummins jobs at www.seek.com.au
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