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About this information guide 

Tips to Finding Employment booklet has been compiled as part of Ethnic Communities Council of Queensland’s 
SWEEP (Supporting Women’s Employment and Economic Participation (SWEEP)) Project funded by the Department 
of Home Affairs in 2019-20. Over 50 women from Culturally and Linguistically Diverse communities participated in 
this project, attending workshops, information sessions or individual sessions. Many were seeking employment 
opportunities. It has been prepared by SWEEP Project Worker Linh Nguyen.  Linh assisted many of our SWEEP 
participants to create resumes and cover letters.    
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1. Example of a basic resume 

  
Do your resume (basic to advance from 1 page to 3 pages 
but best to have no more than 3). 

 Remember to-  

• Keep it short (if it possible) 
• Clear headings 
• Consistent fonts 
• Positive language 
• Easy to read 
• Include relevant volunteer work  

There is a template you can use on page 10. 

2. Referees 
A referee may be called to give your potential employer some information Check first with your Ask and talk 
to referees first. 

• Ask someone that you know – your supervisor, team leader – that has worked with you. Or a teacher 
or trainer – from a course that you completed, such as TAFE or another intuition  

• If you think your referees will be contacted make sure to ring them to let them know.  Tell them 
what the job is and any other details that will help them to give relevant information to the potential 
employer 

• Preferably, make sure at least one of your referees is Australian-based 

Remember to get someone to check your spelling and grammar 

3. Where to start your job search 
Look on-line, local newspaper and/or on the organisation/company’s website for the job that you want to 
apply.  Such as seek.com.au-  

 

Other websites include- 

https://au.jora.com 

www.careerone.com.au 

www.ethicaljobs.com.au 

https://au.indeed.com/ 

about:blank
about:blank
about:blank
https://au.indeed.com/
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Tips to search through a job website (such as seek.com.au) -  

• On the front page you can put in the keywords of the job that you want to work; for e.g. support 
worker, sales or cleaning etc. 

• Put in the area that you like to work – Where = All Brisbane QLD and then click SEEK. 
 

Cover letters and resumes 
Tailor and update your resume to make sure it is relevant for the job description and requirements. 

It is always important to include a cover letter where possible. 

Advice:  Check the organisation/company’s website before you write your cover letter and revise your resume.  This 
will give you information about the organisation, including what they do and what their values are.  

Another example of how to use one-  

https://www.wowcareers.com.au/   

1. Click on find a job. 

 

 

 

 

 

 

  

And fill in the appropriate field & click search scroll down to 
see the jobs available. 

Apply for the job that you wish to work. 

Fill out all the information that required. 

Up load your resume. 

 

 

https://www.colescareers.com.au/ 

 

Click on job that you wish to apply e.g. check-out/service jobs 

about:blank
about:blank
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 Click on filters e.g. casual or part-time. 

Click on location e.g. Qld – Metro/Regional. 

Click on the job that you wish to apply and fill out all the 
information that required. 

Upload your resume. 

 

 

4. Cover letters 
In the Cover letter you should include: 

1. Your name, email address and mobile number (address is optional) and date 
2. Name and address of the organisation/ company 
3. Organisation contact name “Dear Ms Smith”. If you don’t have the contact name use “Dear Sir or 

Madam”. 
4. The position and reference number of the position (if available) that you apply for 
5. A short or brief summary of your work experiences, skills and abilities that related to the job descriptions 

(refer back to your resume). 
6. It is important to answer all the selection criteria clearly (see next section for more details).  
7. End with a sentence thanking them for their time,  and including your contact details. 
8. At the end – please put “Your Sincerely” for a specific person (know the contact person). 
If you don’t know the contact person “Your Faithfully”. 

Example of the beginning of a cover letter- 

 

 

Important Note: Get someone to check your spelling and grammar 
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5. How to address the selection criteria 
A job advertisement may state that your application must include a separate response to all the selection criteria. 
This can be very important for some employers in Australia however often this step is missed out.  Sometimes 
employers will not read your application if you have not addressed each selection criteria.    

Examples of selection criteria might include- 

• Ability to contribute positively within a team environment and to demonstrate a friendly, positive attitude, 
with a willingness to learn 

• Ability to maintain confidentially on information at all times 
• Demonstrate genuine respect for all people regardless of their situation 

To address the selection criteria- 

1) Read each criteria carefully and highlight the key words, such as 
High level written communication skills, with the ability to write memos and reports for senior staff 

2) For each criteria write down all your relevant knowledge, skills, abilities, training and experience that relate to 
this. 

• Give specific examples where you have used your skills, abilities, etc., and note these down. Consider them in 
terms of: 

o Activity - what happened, what the situation was 

o Behaviour - what you/others did 
o Consequence - what the outcome was. 

You could also focus on any achievements for example: 
o suggestions you made that were implemented 
o satisfied clients/colleagues 

Addressing selection criteria can be tricky so it is good to get help and advice once you have given it a go. 
(based on http://www.jobs.uwa.edu.au/applying/written/addressing#how ) 

6. Job interviews 
 
Before the Interview, a few steps that could be important: 

Put cover letters, resume and relevant certificates (Certificate 3 or 4, Diploma, First Aid Certificates, or letters of 
thanks or achievement certificates from any organisations you have worked or volunteered with). 

 
To prepare for the interview consider-. 

• Personal presentation – go for classic outfit and colours 
• Wear clothes clean, neat and well pressed (iron clothes) 
• Wear classic make-up, jewellery and bags etc. 
• Keep your hair and nails neat. 
• Find more information about the organisation/company – check on their website. 
• Prepare some questions that you would like to ask about the organisation/company (to show that you 

interested). 
• Practice the interview with someone or in front of the mirror with questions that the interviewer more likely to 

ask: 
- Tell us about your strength and weakness – be honest and don’t pretend that you don’t have weaknesses.   
- Team work – think of the time when you work in a team (big or small) and give example) 
- Tell us about the time you overcome challenges – think about the time that you overcome challenges and give 

example. 

 

about:blank#how
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At the interview: 

• Arrive early about 5 to 10 minutes.  (This is a good way to calm yourself before the interview). 
• Be prepared – know the name of the interviewer (the contact person). 
• Speak politely to receptionist and staff 
• Make eye contact 
• Listen to the questions carefully 
• Be confident and honest when answer questions 
• Speak from experience and given example when you can while answer questions. 

What happen when you are NOT Successful and the interview? 

If you are not successful for the job that had the interview for: 

• Ask for feedback about the interview 
• Learn from the feedback 
• Apply another job. 
• Keep positive- congratulate yourself on getting an interview that is an 

achievement!! 
• GOOD LUCK!  
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7. Examples of Organisations that can assist with Resumes and looking for work 
Name of the 
Organisation 
 

Phone 
number  

Email Address Information Contact 
person  

MA – 
Multicultural 
Australia  

3337 
5400 

keving@multiculturalaustralia.org.au  Multicultural 
Australia can 
provide help 
with resume 
writing 

Kevin Green  
Employment 
Advisor 

Goodna Youth 
Service  
 

3818 
1050 

 11 William 
St, 
Goodna. Q 
4300 

Goodna Youth 
Service can 
assist 
Centrelink 
customers 
and can help 
or to refer to 
other 
organisations 

 

Help Enterprise  3868 
1765 

enquiries@helpenterprises.com.au 520 Curtin 
Avenue E, 
Eagle 
Farm. Q 
4099 

Help 
Enterprise can 
assist 
Centrelink 
customers 
and can help 
or to refer to 
other 
organisations 

 

Belong  3277 
4893 

info@Job belong.org.au 21 Hanify 
St, Acacia 
Ridge  
 

Belong may 
be able to 
assist as they 
also has 
employment 
team. 

 

Vietnamese 
Community 
Association 
(VCA) 

3375 
6036  

admin@vcaqld.org.au 2709 
Ipswich 
Road, 
Darra 

VCA can help 
with resume 
preparation 
including for 
people not 
registered 
with 
Centrelink 

Linh Nguyen 

Maxima Joblink  1300 629 
462 

www.maxima.com.au 1 Helen St, 
Hillcrest 

Maxima 
Joblink can 
assist  in 
navigating the 
Centrelink 
system; help 
in preparing 
for a new job 
including  
training and 
re-skilling.  

All staff at 
Maxima. 

 

about:blank
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8. Cornona Virus (covid-19) 
Looking for work during the time this guide was compiled (March 2020) is even more difficult due to the impacts of 
Corona Virus.  To keep up to date on a wide range of related topics including health, financial, employment,  social 
isolation restrictions and more you can visit http://www.eccq.com.au/eccq-covid-19-portal/ There are links to lots of 
translated information.   

Another important website is Queensland Health- https://www.qld.gov.au/health/conditions/health-
alerts/coronavirus-covid-19 

 
Corona virus assistance for temporary visa holders-  
https://www.studyinaustralia.gov.au/English/student-support 

https://www.choosebrisbane.com.au/study/covid-19-information 

These pages provides information and links that might assist international students affected by covid-19 oubreak. 

Other Queensland Government information includes- 

Care Army – 1800 173 349                                   Community Recovery hotline – 1800 173 349 

www.qld.gov.au/community/disasters-emergencies/queensland-disasters/novel-coronavirus-covid-19 

Emergency food relief- 

https://www.qld.gov.au/community/cost-of-living-support/emergency-relief-program 

 

Renter’s rights- 

Tenants Queensland have created a COVID-19 factsheet with useful information for 
renters. https://tenantsqld.org.au/coronavirus-covid-19-information-2/ 
 

Financial- 
The Government has announced a $130 billion JobKeeper Payment to keep more Australians in jobs and support 
businesses affected by the Coronavirus. https://treasury.gov.au/coronavirus/jobkeeper 
For information on how to register your intention to claim a Centrelink payment if you are affected by the 
Coronavirus- https://www.servicesaustralia.gov.au/individuals/subjects/changes-payments-from-20-march-2020#a1 
For more information on ‘More financial support for people affected by corona virus- 
www.servicesaustralia.gov.au/individuals/news/more-financial-support-people-affected-coronavirus 

For advice on economic assistance for affected small business and industries in Queensland- 
https://www.business.qld.gov.au/ 

Telehealth  

You may be able to access a doctor through a phone consultation.  The service is bulk billed for patients under 16 

years of age, Concession Card holders and those considered vulnerable to COVID-19 such as patients who are 

pregnant, or aged 70 or older, or required to self-isolate.  Find out more- www.mbsonline.gov.au 

  

http://www.eccq.com.au/eccq-covid-19-portal/
https://www.qld.gov.au/health/conditions/health-alerts/coronavirus-covid-19
https://www.qld.gov.au/health/conditions/health-alerts/coronavirus-covid-19
https://www.studyinaustralia.gov.au/English/student-support
about:blank
http://www.qld.gov.au/community/disasters-emergencies/queensland-disasters/novel-coronavirus-covid-19
https://www.qld.gov.au/community/cost-of-living-support/emergency-relief-program
https://tenantsqld.org.au/coronavirus-covid-19-information-2/
https://www.servicesaustralia.gov.au/individuals/subjects/changes-payments-from-20-march-2020#a1
http://www.servicesaustralia.gov.au/individuals/news/more-financial-support-people-affected-coronavirus
https://www.business.qld.gov.au/
about:blank
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9. A guide to do a basic resume 
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