How to land the career of your dreams
without leaving the house
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Finding the right path
The Secret to a fulfilling career
When you meet someone new, and they ask
you what you do for a living, how do you
feel? Are you proud or excited? Do you love
to talk about your work so much, you risk
boring people at parties? Or do you mumble
something under your breath and talk about
what you did on the weekend instead?

Finding work that
doesn’t feel like work
Zero In On Your Career

What skills do you need and
how can you get them?

What is online education
and is it right for me?

Extract the most from your
learning experience

If you’re one of the mumblers, this guide
could be the answer.

I've got the perfect
job - now to climb the
corporate ladder

I've got my qualifications now what?
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We want you to love Mondays
Are you stuck in a job you hate or can’t seem to settle on one? Perhaps
you want to try something new but you’re afraid to leave the security of
your existing career?
This resource is all about helping you take control of your working life.
Everyone deserves to have a job, or career path that suits their talents
and personality. It’s a plan for your long term happiness and prosperity.
We’ll help you explore what you love to do (not what you feel obliged
to do) so that you're in a career that makes your days go quickly and
everything else in your life much easier.
Don’t forget, the hard work is all up to you. You might have to juggle
your other commitments, complete assignments and do exams. But the
harder you work, the more you will be rewarded, by an awesome job that
you bounce out of bed for.

What this guide does:
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•

 elps you identify your dream
H
job, or a career you can really
get excited about

•

 oints you in the right direction
P
to obtain the qualifications
you’ll need

•

 hows you how to extract the
S
most benefit from your studies

•

Reveals a few tips to get you
started in your career

•

Gives you a push up the career
ladder with some useful advice
for when you’re in the job.
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Whether you’re a school graduate, unhappy at your
current job, or facing unemployment it feels like the
right time to start considering a new career path.
This is an enormous decision, and one not to be rushed
into. We’ll guide you towards your perfect job by
helping you realize your skills and strengths, identifying
what makes you happy, so you’re fully equipped to
recognise your career calling.
Scott Belsky, Adobe’s Vice President of Community, cofounder and head of Behance, and bestselling author
of Making Ideas Happen, believes the secret to a great
career and successful creative projects is finding your
work ‘sweet spot’, or the intersection of these three
factors: Genuine Interest, Skills, and Opportunity or ISO.

Obligation versus intention

Chapter 1
Finding work that doesn't feel like work
3

Scott says, “There are two kinds of work in the world.
The first is the laborious kind, which I call ‘work with
obligation’...work we do because of a contractual
obligation. The second — very different — type of work,
is ‘work with intention’.”
This is the work we do because we love it.
Working with intention often means toiling endlessly all
night on projects we’re deeply invested in. These are
upskilled.edu.au

the projects that we care about, whether it
is a new opera, the next greatest novel, or a
business plan for the food truck that you’ve
been wanting to set up.

Genuine interests: the best way to
career happiness

Intersection of interests, skills and
opportunity (ISO)

The first question to ask yourself is what
makes you happy. What would you be
doing if money wasn’t an issue? How would
you spend your days? What things would
you gladly do regardless of the financial
compensation? Grab a pen and make a
list of every instance where you felt utterly
happy and absorbed in an activity, no
matter how shallow it seems.

When asked, many leaders and
entrepreneurs who have made a significant
impact in their respective fields say their
success has come from doing what they
truly love, and a truckload of hard work.

Was it shopping? Bathing animals at the
pound? Raising money for children with
disabilities? Was it helping your cousin
design her apartment or drafting a new
business plan?

If we put intention behind everything we do,
we’ll be more likely to make an impact in the
projects that matter the most. So how do we
go about working with intention in our lives?

The biographies of the world’s best known
business success stories such as Richard
Branson, Oprah Winfrey and Warren
Buffett show they were all powered by the
intersection of genuine interest, skills, and
opportunity.
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Ask yourself:
•

What would your ideal job be?

•

•

What interests do you have outside of
study or work?

Where do you most enjoy directing your
energy, time and talents?

•

•

Where do you think you might be
happiest working?

What kinds of activities do you most
enjoy being involved in?

What do you like to do? What can you
talk about for hours on end? Many
successful creative careers come about
because of a pure interest in a specific
field. Maybe its food, or Chinese
painting, Scandinavian furniture, or
travel.
A genuine interest isn’t always the
one promising the largest amount
of economic gain, it’s the one that
surpasses economic gain because it’s
so treasured.We’re not saying money
isn’t important. It is! But the drive
towards creative success comes from a
deeper and more meaningful place.
5

“Attempting greatness
without a genuine interest
in the field is like running
a marathon after fasting.
Remarkable achievements are
fueled by genuine interest.”
- Scott Belsky
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It’s not always what you’re best at
You don’t need to be good at an activity for it to be an interest. It might be something
you wish you were good, or better at. Identifying your interests is an excellent starting
point for thinking about your career. As you identify the common features of your
different interests you can begin to explore jobs, education and training.
Consider these:
• activities you enjoy and like to spend your time doing
•

things you would like to spend more time doing

•

things you plan to do in the future.

The interests activity from my career profile is a tool you can use to explore your
interests.
Return to check them as you progress along your career path. Your career will also be
influenced by your abilities, opportunities and personal circumstances. How would
you spend your days? What things would you gladly do regardless of the financial
compensation? Grab a pen and make a list of every instance where you felt utterly
happy and absorbed in an activity, no matter how shallow it seems.

Key Skills: What can you already do?
Do you have any inherent skills? A talent for acting or science? Are you exceptional at
anything? Take a step back and assess what you know and what your natural gifts
are. Your innate skills are beacons guiding you towards potential career opportunities.
Have you learned any skills through your interests, study, work or training?
6
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Try asking your close friends, classmates, or family about your strong points. They may be
able to identify your personal qualities and skills much more objectively than you.
The more relevant skills you can show a prospective employer, the better match you’ll be
for the job.
Some examples of skills are:
•

coaching others

•

selling

•

guiding others

•

event organising

•

dealing with the public

•

writing

•

public speaking

•

creating presentations

•

listening

•

controlling machinery

•

communicating information

It doesn’t matter where you’ve learned your skills. It doesn’t have to be from your work. You
might have developed them at school, while volunteering, studying or in other settings.
Think about which skills you really enjoy using or if there are any you’d like to learn or
become better at. This knowledge will help you when exploring different career paths and
guide you in choosing education or training courses.
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This skills activity is a useful exploration tool. Use it to identify your:
•

current skills (what you can do now)

•

enjoyed skills (what you enjoy doing)

•

planned skills (what you would like to
learn)

•

Remember: your skills can change
and they’re only a part of helping you
make career choices

Opportunity Stream
The third and last factor in every successful career is opportunity. Unfortunately
for most, this is where we run out of steam, seeing the potential opportunities as
insufficient, inadequate, or just “not right.”
The right opportunity is not going to come running at you waving its arms. You must
be open to situations that may not seem ‘perfect’ or whose potential benefits are
unclear. We define “opportunity” as a stepping stone that will bring you closer to your
genuine interest.
Belsky says, “Opportunity is less about leaps forward and more about the slow advance.”
Many opportunities happen through an accidental meeting or a new network. Belsky
suggests using personal introductions, conferences, and other networking efforts
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to increase your opportunity stream. Allow the people you meet to bridge you to your
success.

Using that ISO Intersection
These three factors, interests, skills, and opportunities, only work when they’re used
together. An intersection of only two factors just won’t give the same results.
For example: A passion for music and a direct line to the best producers is useless unless
you’re able to sing or play an instrument. You must find your trifecta, because your
maximum potential unlocks at its intersection. At this magical point, anyone can become
a force of nature – full of passion, conviction and no hesitation.
The “intersection you” has the power to rise above short-term rewards and the need for
approval. The “intersection you” can successfully turn your hobby into a very lucrative and
fulfilling calling.
Working with intention is the kind of activity that propels industries forward. Pushing
yourself to work within the intersections of genuine interest, skills, and opportunities will
give you the fulfillment, purpose, and success that everyone yearns for.

Finding a job that matches your personality
The secret to having a fun & exciting career lies in matching your personality style with
careers you’d love the most. Upskilled’s Career Profiler gives you the right information to
start planning for a successful and happy future.
Take the test.
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Top tip
You’ll learn:
•

What your personality style is

•

What your natural strengths and talents
are

•

Your ideal work environment and what
qualities you would bring to a job

•

How to choose a career that’s right for
you

•

The right content to use in your resume

•

A list of jobs that match who you are and

•

A list of suggested Upskilled courses to
reach your career goals

what you’d be good at

Conclusion
The way to a job or career you can enjoy is via the things you love to do. Take some time to
think about what your interests are. What would you stay up all night to do? Consider your
skills. What are you good at already? What would you like to learn, or be better at? What
have you learned in your existing jobs that you can carry forward into a new career.
Think about your personality. Take some tests and let science give you a hint at what you
might be suited for. You don’t have to listen to it, it’s all part of your research.
Now you’ve done all this, do you have some ideas? Write them down. Run them by your
partner or a close friend. Don’t start thinking of why you can’t do this. Be positive.
Next, we look at how to narrow down all these discoveries you’ve made about yourself into a
career or a job you can really work towards.
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Don’t let your age limit your
options and you’ll be doing
what you love.
You might think you’re too old to
start studying something new or
begin a new career. And it’s true,
some qualifications do take a
long time. Law takes at least four
years and Medicine takes six. But
plenty of qualifications take just six
or twelve months. And every day
you’re procrastinating, is a day you
could be working towards it.
And if you do want to be a doctor,
if you’re 25, you’ll be just 31 when
you’re done. Still very young. And if
you’re 45, you’ll be 51. There are still
years of productive work ahead of
you.
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How To Find Your Career Calling
Dr. Howard Thurman, influential American author,
philosopher, educator, and theologian, famously
said, “Don’t ask what the world needs. Ask what
makes you come alive, and go do it. Because what
the world needs is people who have come alive.”
This quote may be pretty general, but in your case,
as you stand on the precipice of your entry into the
real world or as you sit there reassessing what it is
you want to do in the future, it may as well be about
finding your true calling.
Martha Beck, life coach and O Magazine columnist,
says many young people are unsure about their
career paths because the old and well-trodden
career paths are disappearing. The good news is
they are making room for new and innovative ones
but the transition period is leading to quite a bit of
confusion.

Chapter 2

We often fall into the trap of evaluating a good
career by how much money it can potentially make
us or by what other people expect from us.

Zero in on your career
11

upskilled.edu.au

Beck believes the best way to find a fulfilling
career is to abandon the rational part of yourself,
the part that thinks about monetary compensation,
job stability, and all those other things.
The next step is to zero in on jobs or professions
that incorporate the things that make you happy
and the things you’re good at. We discussed
this in greater detail in Chapter 1. If you like
being outdoors, perhaps a career in geology. If
crunching numbers is something you’re good
at, maybe investment banking. If you find joy in
troubleshooting computer issues, maybe your true
calling lies in IT.

Look at both the upsides and downsides
Pilot or flight attendant: lots of days spent away
from your home and family
Entrepreneur: are you ready to handle the risks?
Corporate training: will you be able to manage
being around people for most of the day?
What will life will look like if you proceed down
a particular path? Considering this will help you
make a more informed decision.
12

“To find – or rather, design –
your perfect career, you have
to let your animal self lead
you through a wilderness of
choice.” -- Martha Beck
upskilled.edu.au

Talk to people
Touch base with professionals who are already in
your chosen industry. Do they have any advice for
beginners? What kind of talents did they have to
cultivate? What skills came in handy? This will give
you a better feel for the career that you’re entering.

Try it out
If you think you’ve found the job for you, get a job in
the industry, at base level. Learn all you can about it
on the job while you’re studying for it. Your manager
and potential employers will love this, and you’ll
improve your skills faster because you’re learning
theory and practice at the same time.
You will also discover quickly if you’ve made the
right decision, without investing too much time or
money into the experiment.
Occupations are always changing in growth
projections, and growing occupations offer better
job prospects. So, how to find out if your career
choice is in growth?
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Four main factors affecting the job prospects of occupations
These four key bits of information, put together, will show you the trends in jobs for an
occupation.
Number of people employed: put simply, the more people employed in an
occupation, the more likely there will be jobs in every location.
Employment growth: this can show availability of work and by telling you how many new
jobs have been created. You can also look at projected growth information to discover
how many additional jobs there are likely to be in the future.
Shortages: this shows good opportunities in an occupation for people with the skills
and experience that are ‘short’ or scarce. Be careful, some shortages may be for
highly experienced or specialist workers and not new graduates. Shortages vary by
location and change over time.
Job turnover: the annual percentage of employees who move out of the occupation
into other occupations, retire or become unemployed. It also includes employees
who change jobs within the same occupation. Turnover creates opportunities in all
occupations when workers need to be replaced.
If you’ve narrowed down your ideas on what direction you’d like to move, you should
consider the four factors above. Spending time and money qualifying for a career
where jobs are short is frustrating and disappointing

14
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Where to find out more
Explore your options

A couple of things
to remember
•

•

Fast growth within an occupation
does not guarantee more job
opportunities, because the
number of people seeking work
may out number the job openings.
Occupations with declining
job prospects can offer job
opportunities, as people move
across jobs.

So when you are thinking about a
career direction, as well as looking
at which occupations are growing,
include all relevant issues in your
decision making, such as interests,
skills, values, work preferences,
education and training requirements.
15

Discover occupations on the myfuture website is a useful place to
start researching occupations. Each profile includes job prospects
data under the heading ‘Is this occupation in demand?’

Australian Jobs
The Australian Jobs publication provides information about
Australia’s labour market.

Job Outlook
Job Outlook provides information on job prospects, occupation
size, earnings, age profile, full-time and part-time breakdown. It
also includes direct links to vacancies and training.

Labour Market Information Portal
The Labour Market Information Portal provides you with the latest
information regarding the labour market in your local area.
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What industry are you most passionate about?
Once you find the answer, get started on
researching the industry
Which industry would you like to work in?
This may seem obvious, but it pays to remember that some careers are more
flexible than others in regards to the industry you can work in. For example:
Accountants have the opportunity to work across many industries. You can work
within a company as their accountant, in a small business for individuals, or
within a large accounting firm.
Travel agents on the other hand, primarily operate in the travel industry, although
you can decide whether to work in a smaller franchise or a larger airline or travel
wholesaler.
You’ve already thought a lot about the kind of career or job you’d like. Now have
a think about the industry you’d prefer and find a compromise between the two.
Consider these industries:
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•

Finance

•

Community Services

•

Retail

•

IT

•

Health

•

Education

•

Hospitality

•

Travel

Pursuing a career that
you’re passionate about
may be scary, but if you
put in enough research,
you’ll feel happy knowing
that you’re prepared for it.
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Would you rather work B2B or B2C?
B2B stands for business to business. B2C stands for business to customer.
You may really enjoy working directly with and for individuals. Or you may operate
better when you’re dealing with businesses. Take this preference into account as you
draw closer to deciding on the career of your dreams.
This point is best illustrated by the travel agent example above. Someone who prefers
B2C would look for a job in a smaller or franchise travel agency. A B2B oriented person
would lean towards a job at an airline, arranging corporate travel.

Conclusion
Take the time now to consider not only your short list of possible jobs, but the
likelihood of finding a position once you’ve completed a course, degree or certificate.
We’ve given you some excellent tools to conduct this research with.
This research will likely lead to the question of which industry you’d like to work in. You
may simply be thinking of the job itself but many careers are quite different within
different industries. The job of chef in the latest hipster tapas restaurant is a very
different experience to a chef in a fine dining establishment.
Finally, think about your customer base. Every job has customers, do you want yours
to be individuals, or other businesses.
We hope by now, your path is becoming clearer. We’re now ready to look at your skills
gap, and how to obtain the qualifications you need to get started in your new job.

17

upskilled.edu.au

Have you picked your ideal profession?
Congratulations! Or do you at least have a rough
idea of the direction you’d like to go? We can work
with that too.
It’s very likely your chosen job or profession is
something you can’t do right now. You may have
identified the skills you DO have in Chapter 1. but it’s
very unlikely you have all the skills you need at this
point.
If you do, skip to chapter seven and start writing
your resume.
Otherwise, go back to the Browse occupations
site. If your chosen career path is there, note what
minimum qualifications and skills are expected for
that role. Compare these to your existing skills and
qualifications. Are they the same? No?
The difference is your skills gap.

Chapter 3
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What skills do you need
and how do you get them?
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Study the job ads
An examination of job openings and listings will give you a better idea of the
qualifications and requirements you’ll need to do it well. You must possess or
exceed these requirements. Be prepared to commit to study, a course or work
experience.

For example:
You want to be a business manager and the position requires several units of
accounting? Sign up for the course.
You want to be a museum curator and you notice positions vacant require some
sort of experience guiding museum tours. Position yourself so that you have
those.

Where to go to sort out your skill set
Many potential employers ask for a particular level of education or qualification.
To find out whether your employers or future employers will be impressed by your
course, talk to people already working in the industry. Find out if any courses are
particularly useful or highly regarded.
Qualifications can be in range of subject areas eg. IT, hospitality, business,
tourism, science, commerce, or any of the trades and the qualifications can start
at a Certificate I and go all the way to a Doctorate.
Courses can take from 9 months to several years. You may wish to study online
or attend a campus. You may prefer full time study, or find part time suits your
existing obligations better.
19
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First, establish what level of qualification you need. Some qualifications (up to
advanced diploma) are available through a Registered Training Organisation
(RTO) such as Upskilled and others required attendance at a University.RTOs
like Upskilled also have access to Government grants and incentives to
encourage people to enter professions with a skills shortage.
The course you choose will depend on how big your skills gap is.

I’m beginning my career
If you’ve chosen to start a new career from scratch consider online study
because it allows you the flexibility of working and earning money while
setting yourself (and your skills) up for the journey down your career path.
Upskilled has a great selection of entry-level certificate courses to help you
kick off your career.

I want to further my existing skills.

Online learning is a great way
for you to still keep your job,
maintain time for your family,
while at the same time getting
your diploma.
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If you already have some of the skills you need for your chosen profession,
you may need a course which will update or expand on your prior knowledge.
Investing in your current skill set is also a great way to show any future
employer just how serious you are about your chosen career. If this is what
you’re after, a postgraduate course or an advanced diploma may be just the
thing for you.
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I need a career change, but have many existing skills which will be
relevant.
If you’ve already worked for some time in a career and are making a
change, further study is a great option. Doing it online allows you the
opportunity to learn the skills involved in your new profession as you
continue to work or job-seek.

As you start to narrow down courses, there’s much to consider
Find out everything you can about your course, including how it will be
delivered. Make sure you find out:
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•

How are assessments to be
delivered?

•

What kind of internet
connection or computer do I
need?

•

Will there be mandatory
workshops or classroom
sessions?

•

Will there be someone for me
to contact and what are their
hours?

•

How heavy is the workload?

•

How will I be interacting with my
teachers, trainers, and peers?
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Top Tip
The answers to these questions should
help you make a more informed decision
as to whether or not your course is right
for you.
If the 2013 Sloane Consortium Survey
of Online Learning is any indication,
then more and more people are
turning to online study as their primary
educational vehicle. It found, in the
United States alone, online enrollments
have surpassed the seven million mark
and now account for a massive 33% of
total higher education enrollments.

If you’ve come this far, and used the
resources we’ve offered, you should be
nearly ready to choose a course. You
have discovered your skills gap and
know what qualifications are required
for the career path you’ve decided on.
Even if you’re still wavering on a career
choice you should start considering
possible courses. Reading about their
outlines, expectations and materials
might help you make a decision.
Have to listen to it, it’s all part of your
research.

Pick Yourself
This tip is so important. There is simply
no way you’ll ever succeed in, or even
start your new career without backing
yourself. Seth Godin said this better
than we ever can. Make a wonderful,
beautiful, fulfilling new career on your
own terms.

Many course providers give you the
option of studying online or attending
classes or a combination of both. RTOs
provide the highest quality courses
Australia can offer, fully accredited by
the department of education. Upskilled
(an RTO) is committed to making
education as easy, flexible and available
as possible, allowing you to apply for
your dream job sooner.

22
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An article by Richard Garner for The Independent
states that “Education’s time has come, and though
it will be unrecognisable within ten years. Not at
the expense of lecturer’s jobs” he predicts, “but by
changing the way students on degree courses learn
as well as by attracting a new online audience.” He
calls online learning “the blackboard of the future.”
It’s true, more and more universities, colleges, and
educational and training facilities are turning
towards online learning as an invaluable tool to
dispense education.

Online Learning: The Blackboard of the
Future
Online learning or E-learning has its roots way back
in the 1960s when faculty at the University of Illinois
linked computer terminals so students could access
resources on various courses.

Chapter 4
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What is online education
and is it right for me?

Online learning as we know it was pioneered in
the 1990s by the Open University of Britain and the
University of British Columbia. These institutions
made heavy use of web-based training and utilised
online discussion between students.
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Today, students who enroll in online courses can log into an online learning
system, which delivers all their learning materials. Tools such as e-books,
webinars, podcasts, discussion boards, presentations and videos make
online education an excellent vehicle for higher learning.

Let’s look at the advantages
1. Learning can take place anywhere, anytime, at any pace
The main advantage of online education is you can do it anywhere. All you
need is access to a computer and the internet. Having a remote system
also makes it easier for students and instructors with physical challenges
to participate.
Time efficiency is another major strength of online learning. In the
past, students who worked had to schedule around their jobs or other
obligations. This meant they risked missing required classes or were unable
to study under their preferred professors.
Online learning gives students access to a virtual classroom 24/7, allowing
a working student or professional the flexibility to juggle family, work, and
studies.
Continuous access to course material helps those who may need to take
more time to process and reflect on material before moving on to the
succeeding modules.

24
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$

Anywhere,
Anytime

Cost
Efficient

2. Online learning may be more cost efficient
Once you factor in commuting to campus, dining and buying books, you may
find the cost of online learning is significantly lower.
3. Online learning allows for greater student instructor student synergy
The online format allows students and instructors to engage in the
continuous sharing of ideas, resources and energy make online learning
dynamic and vital.
Having time to sit down and think about comments and responses gives
students and instructors the luxury of providing well thought out and
articulate responses.
4. Online learning provides a level playing field

Online
Discussions

Group
Discussions

An online course provides a certain degree of anonymity. Discriminating
factors like race, age, gender, disability, or physical appearance are absent.
The focus shifts towards the individual’s ability to respond and contribute to
the active discussions.
5. Online learning allows for more innovative teaching
Above all else, online learning provides a wonderful vehicle for instructors to
challenge what they know about traditional learning systems. The nature of
the virtual classroom makes it a great way to take creative and innovative
approaches to instruction.

Innovative
Teaching
25

Remote classrooms also make it much easier to invite resource speakers or
instructors from all over the world because they don’t have to be physically
present in the classroom.
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Disadvantages
While we are pro online learning, we believe it’s only fair to warn you about the most
commonly mentioned disadvantages of this learning method. Online learning does
have its detractors.
1. Online learning makes for a sterile environment
In an article for The New York Times, Mark Edmundson, professor of English at the
University of Virginia, says “Internet learning promises to make intellectual life more
sterile and abstract than it already is – and also, for teachers and students alike, far
more lonely.” Edmundson is an advocate of face-to-face learning in which students and
instructors are able to sense things, like the mood of the room, or an engaged audience.

Sterile Environment

Computer
Access

Learning
Style

Only Conceptual
Topics

2. Online Learning is exclusive to those who can afford a computer and connection
It’s true that online education is accessible and flexible, but it’s also limited to those who
can afford a computer and an internet connection. It also excludes people who have no
prior experience with computers. This is a significant issue for people from rural or lower
socioeconomic neighborhoods.
3. Online learning doesn’t suit everyone’s learning style
Self-study is an effective mode of education for self-disciplined students, but for
individuals who are less organised, motivated, or lacking in time management skills it
places them under more pressure and responsibility.
It may be inappropriate for younger students and students who are dependent learners
who struggle with the responsibility of online methods.

26
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4. Online learning is limited to conceptual topics and theories
There are things that just cannot be taught through a video or
webinar. Surgery, public speaking, or sports are hands-on by nature
and must be learned by demonstration.
Online learning has clear advantages and disadvantages. It’s up to
you to decide if this mode of learning is right for you and will play to
your strengths as both an individual and a learner.

What should you look for when choosing to study
online?
There are plenty of courses and providers out there, so it pays to
spend time choosing carefully.

Do your research
More people are studying online courses than ever before, and
providers are meeting this demand by offering more courses. This
makes for excellent choice but you do need to sort the good from
the bad. One of the best indicators of quality is accreditation.
An accredited course tells employers and other education
institutions you’ve completed a high standard, relevant and
rigorous course of study.
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In Australia, quality providers are listed as Registered Training
Organisations; visit training.gov.au to search the listings, and visit
the Australian Qualifications Framework at aqf.edu.au.
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Look at the reputation of the course and the provider
If most previous students have positive things to say, you’re on to a good
thing. But don’t forget, not everyone leaves feedback, and even reputable
providers are stronger in some fields than others.
Look at completion rates. A high dropout rate is a flashing red light. So is
what happens after you’ve completed the course. Ask how many students
have found relevant employment or gone on to higher education after
study. If the figures are low, it’s not a good sign.

It’s all about communication
Communication should be seamless between you, other students, and
your tutor. Distance learning means there’s no campus or college library,
and your desk is your classroom. A solid, fully interactive network of support
allows you to reach out to others whenever you need. Look for plenty
of active discussion forums, and a responsive tutor who gives regular
feedback and support.

Watch for alarm bells
If the provider is pushing you to take out a loan, or has more to say about
financial aid than study aids, these are very loud alarm bells. Information
about tuition fees should be easy to follow and transparent. If it isn’t, it’s
time to move along.
We’ll roll up tips five and six into one, because they’re closely related. Let’s
say you’ve found the right course delivered by a reputable provider.
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Take a good look at the course itself
Look for logical, dynamic and easy-on-the-eye course materials,
with plenty of graphics. You don’t want to be scrolling through
screens of unbroken text.
If you’re looking for a vocational or IT course, number six is to make
sure the course is bang up to date.
The beauty of distance learning is its flexibility, which makes it easy
for you to fit in your learning around other commitments and study
when it suits you. Knowing what to expect is key, and a good course
will set this out clearly from the start. Look for a comprehensive
course introduction, with a rough guide to the time commitments
you’ll need to plan for each element.

Check what sort of internet speeds and computer capacity
the course demands.
You’ll need a working computer. Obvious, right? A good course
should take into account that not everyone has a super-computer
on the desk. Pages should load quickly, links should work, images
should be small and videos linked rather than embedded.
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Choose a course offering credits that can be counted towards
further studies, awards and membership of professional
associations
Do you want to use an online course as a stepping-stone to further
education, or to build up your CV? You’ll want your course credits
to be transferable and relevant to higher education institutions,
employers and your industry.

Send the tutor an e-mail or contacting them in a forum
Most tutors will be happy to talk about their subject, but this is also
a good way to find out how responsive and engaged the learning
provider is, and what to expect from the course and assessment.
This is the closest you’ll get to meeting the tutor, probably one of the
most important relationships you’ll have during the lifetime of the
course.

Conclusion
Online learning has come of age. There are multitudes of courses
available from a wide range of providers, leading to both academic
and vocational qualifications. Learning materials are fully interactive
and engaging.
Due to the amount of offerings out there, intensive research is the key.
Ask professionals already in the industry, and really assess what it is
that you want and what kind of future you envision for yourself.
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You’ve chosen your perfect job or career path.
And now you’ve selected a course. It’s time to start
soaking up all the information you can so, no matter
what you’ve decided you want to be, you’re going to
excel at it.
We’re going to share some ideas to make your
learning experience meaningful and successful,
and give you a few tips on how to juggle all your
new responsibilities.

Aim to be a deep learner

Chapter 5
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Extract the most from your
learning experience

A study was conducted among 160,000 students of
the University of California. Each person was asked
to name the biggest factor in why they don’t do as
well as they should when it comes to their studies.
Most students pointed to things like work, anxiety,
and stress, but an overwhelming amount said they
just didn’t know how to make the most out of their
studies.
A growing body of evidence is showing that where
you take your education doesn’t matter as much
as how you take it. This just means it’s possible to
get the most amazing educational experience no
matter the school or program.
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One of the keys to excelling during your university (or any) education
is to figure out how you learn and how to maximise it. Ken Bain,
historian, educator, and author of What the Best College Students
Do, suggests there are three types of learners –
Surface learners: who do as little as possible to get by
Strategic learners: who aim for top grades rather than true
understanding
Deep learners: who leave college with a real, rich education”
In his book, Bain introduces the reader to a slew of real-life
examples of deep learners, from every background, age bracket,
and race. While these deep learners each have unique insights,
what they all have in common strikes the biggest chord.

Push for passion, not high marks
Astrophysicist Neil deGrasse Tyson said that during college, he
allowed himself to be “moved by curiosity, interest, and fascination,
not by making the highest scores on the test.” It makes sense. In
the real world, few people ask what your grades were. People
are moved by your enthusiasm and excitement. “Ambition and
innovation trump grades every time.”
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Don’t fear failure
Stephen Colbert, popular comedian, once worked at an improvisational
theatre in Chicago. He said the experience opened him up in so many
ways, most of which were entirely unexpected. “You must be okay with
bombing…there’s no way you are going to get it right every time.” Being
comfortable with failure will change the way you view risk and, by
extension, will allow give you the courage to push beyond your safety
zone.

Connect to your studies
Don’t view your education as a series of lectures. Think of them as
studies about your interests, who you are, and what you’d like to be.
Apply whatever you learn in your own personal context. Eliza Noh,
professor of Asian American Studies at California State UniversityFullerton, suggests using your own experiences to feed your curiosity. “I
didn’t just listen to lectures, but I began to use my own experiences as a
jumping off point for asking questions and pursuing certain concepts.

Read and think critically
The economist Dean Baker’s fascination at college was with how the
economy was able to shape people’s lives. He expanded on this by reading
and thinking critically. “I was always looking for arguments in my reading,
and then pinpointing the evidence to see how it was used.”
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This is not encouraging you to be argumentative or belligerent. Looking at the information
you’re given with a critical eye means you’re taking a more active role in cultivating your
own curiosity and ability to make mental connections between everything you’re learning.

Ask impossible questions

Passion

Don’t Fear
Failure

Jeff Hawkins, the engineer who created the first mobile computing device, structured
his schooling around four profound questions: “Why does anything exist? Given that
a universe does exist, why do we have the particular laws of physics that we do? Why
do we have life, and what is its nature? And given that life exists, what’s the nature of
intelligence?”
These four questions weren’t ones that could be answered through books or lectures.
These questions served as Hawkins’ impetus to keep searching, pushing, questioning the
things that he knew and the things that he was yet to know. Don’t be afraid of these huge,
audacious questions, because in the end, these questions will be what lead you to those
amazing answers.

Learn to empathise
Connect To
Studies
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Read Critically

Reyna Grande, author of the novels Across A Hundred Mountains and Dancing with
Butterflies, began writing in her third year of college. She says writing has taught her to
empathise with the people in her stories, a trait that she carried on to her real life. “When
someone makes mistakes, I always look at what made them act the way they do.”
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Set a crystal clear goal
Tia Fuller, now an accomplished saxophone player, said that her future was
planned as early as college. “I would keep focused on the light at the end of the
tunnel, and what that accomplishment meant.” Keep your vision in the back of
your head at all times. It will allow you to act and make decision in ways that will
better the outcome of your future.

Live a significant life
Joel Feinman, presently a lawyer who offers legal services to the poor, chose his
career path after reading a book in college: The Massacre at El Mazote, a real
life account of the 1981 slayings in El Salvador. Feinman was moved to write and
and stage a campus play about the massacre and later traveled to El Salvador
himself. He “decided that I wanted to do something to help people and bring
a little justice to the world.” Feinman’s career was dictated by his desire to
make a true difference, so can yours if you permit it.
Making the most out of your education isn’t done by simply studying hard and
getting good grades. It’s done by absorbing the core values and ideals and
using what you’ve learned to better the world in some way.
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Learn to manage your time
The key to successful learning online is being in control, being organised, and staying one
step ahead. When you know how to manage your time effectively, everything is easier.
We’re sharing some valuable techniques to help you make the most of your time and get
the most from your course.

Know what to expect
Create A
Study Space

Write Down
Important Events

Before you start any course, find out what’s involved. Look through the syllabus or course
outline, take a good look at the reading list, and familiarise yourself with what’s expected
of you – and when.

Create a study space
If you don’t have the luxury of a study, create a dedicated space for study, even if it’s a
table under the stairs. You’re less likely to be distracted and more likely to manage time
better once you’ve staked out your study territory.

Make friends with your calendar
Time
Management
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Set Your
Own Pace

Effective time-management means never being taken by surprise or finding yourself up
against a deadline with just a day to go. Write down key deadlines somewhere you’ll see
them. This can be a calendar on the wall, an electronic diary, whatever works for you. In our
opinion, nothing beats a wall calendar next to the desk for an at-a-glance timetable
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Micro-managing time
Create your own milestones or stepping stones with self-imposed mini-deadlines.
These will help you to pace your work and meet your deadline with ease. Your
milestones could look like this:
1. Finish reading set book at the end of week
2. Draft essay by end of week
3. Submit final draft in week
Treat self-imposed deadlines in the same way as course deadlines, and it’ll soon
become a habit.

Say goodbye to procrastination
Stolen time always has to be paid back, usually all at once, often in a frantic
scramble to get the work done in time. When students are working against the
clock they rarely produce their best work. It’s an old saying, but it still holds true:
don’t put off until tomorrow what you need to do today.

Setting your own pace
Remember Goldilocks? Too little time at the desk will put you behind; too much
study time without a break will sap your energy. So what’s just right? It varies
from student to student, but most find stepping away from the desk every half
hour or so sets a good working rhythm, and recharges the brain.
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Reach out
Sooner or later, you’re going to need the support of friends, family and colleagues
to help out so that you can manage your time. Reach out for help when you need
to – with housework, the children, and at work. Don’t feel guilty when you do. If
you can’t find the support you need for free, think about paying someone to help
out with babysitting or housework.

The rewards of time management
Once you’ve established your priorities, lined up your deadlines, and figured out
your working pace, you’re managing your time effectively. You’ll work better, sleep
better, and learn better. You’ll enjoy it too. Welcome to the learning zone.
Time management is the key to online learning. It may seem a challenge at first,
but a few simple techniques put you in control. Knowing what to expect from the
outset is the first step to an orderly and rewarding course of online study. Once
you’ve mastered time-management, self-discipline and great results follow as
night follows day.
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How to study for your new career when tiny people depend on you
for everything
In today’s competitive world, more and more people are recognising that a good
education is integral to achieving the life that one wants. Whether it’s via a vocational
course, diploma, degree, or master’s program, it’s important to take any chance to learn
and further your own skill and talent.
But what happens if you just don’t have any time to devote to classes and studies?
Pursuing higher education is daunting enough, but pursuing it alongside raising a family
AND working a full-time job can seem downright impossible.
The bad news is getting your diploma while working and raising a family will challenge
you more than ever before, but the good news is it’s possible. Many graduates have
balanced their personal life, work, and studies very successfully.
If you’re a full-time parent or work a full-time job and are thinking about furthering your
studies, or if you’ve already taken that big step but find yourself a little disoriented, we’ve
got some tips to help you get that qualification despite your busy schedule.

Having a study buddy
pressures you into
studying so you can be
thoroughly prepared for
your study sessions and
it’s a great way for you to
connect with the other
students.

Make a Plan
American entrepreneur, author, and motivational speaker, Jim Rohn said, “If you don’t
design your own life plan, chances are you’ll fall into someone else’s. And guess what they
have planned for you? Not much.”
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Start by working through all the fine details. Sit down with an academic advisor
or education manager and go through EVERYTHING. How many classes or units
do you need to complete your course? How long will it take you to graduate as a
part-time student? What kind of loan system do they have?
Look at your budget. Do you have enough to handle the additional cost of
your tuition without taking anything away from your annual running household
expenses?
Once you have all the information you need and some sort of strategy, you’re
ready to do the rest of your legwork.

Build a Support Network
One of the most important resources you have is your support system. Make
sure you have 100% backing from your employer, spouse or partner, friends, and
extended family. Your employer may delegate some of your work commitments
to your peers to give you extra time for studies. They may even help fund your
education through tuition reimbursement.
Ask your family beforehand if they would be willing to help you out with the kids
and house.
If you’re going it alone, find a reliable babysitter or daycare center. If your children
are older, you could enlist their help in running the household and looking after
the younger ones. You may have to pay them!
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Plan your curriculum
It’s a good idea not to overload your schedule with difficult or demanding classes. Spread
them out and create a good balance between challenging classes and easier ones. This
will allow you more time to work, study, and devote to the family.

Be ready for emergencies
Kids are always coming down with colds and infections. Because of this, having back up
babysitting for them if they can’t go to school or care is crucial. So is keeping track of your
schedule. Mark down due dates, exams, quizzes, and presentations. Master the art of
doing your work in advance to give yourself a buffer against future disaster.

Maximise your time
In a world with so many distractions, it’s important to delegate a couple of hours a day
to dedicated study. Turn your TV off, put the phone on silent, and focus on your work.
Cassandra George-Sturges, author and parent says, “If you have a favorite TV show,
watch it, but don’t idle in front of the TV.” No aimless channel surfing.
Maximising your time also means learning to prioritise. Make sure you plan to spend time
with the kids without distractions. Split the weekends between catching up with family
and friends and study. Sturges says, “Determine who and what is important to you and
delete the excess from your life.”
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Top Tip
Put in the hard work
It’s while you’re here, at the pointy end of
your career change or journey towards
a new job, that you realise you’re not
going to get there without putting in
some elbow grease. You don’t just want
to be able to do your new job, you want
to be awesome. Don’t settle for mediocre
results. Don’t let yourself become lazy. If
you find the course easy, don’t become
complacent.
Take this opportunity to direct your
efforts towards realising your potential
and watch as your results soar. At the
end of your course this will translate
into interviews, job offers and an extra
confidence and spring in your step
as you enter the world with your new
qualification.
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Simplify your Life
Life is only complicated because we make it so. If you spend ages doing your
hair in the morning, consider a low maintenance cut. If you feel like you’re always
cooking, simplify your recipes and allow yourself the occasional takeout. Buy
comfortable clothes. Arrange your home so it’s practical and easy to study or
work while you watch your children. If this means moving their toys and crib into
the living room, then so be it.

Find a study buddy
Seek out other parents who are in the same boat. If you’re enrolled in online
or distance classes, use the forums to find other studying and working parents
in the same area. Arrange study playdates or take turns caring for them while
you adjust to your new demanding life. Either way, it’s a win-win situation. You
and your kids both make new friends and you’re able to free up more time for
learning.

Spend time with your children
Remember your kids are a big reason for the sacrifices you’re making, so don’t
let them be the excuse for not pushing yourself to fulfill your dreams. Let them
inspire you, knowing one day, your achievements will inspire them.
Always make time to spend with them. This will help you feel less guilty about
the times you can’t be there. Activities like playing in the park or going to the
beach will help you release a bit of tension and tire them out. With any luck
they’ll go to bed early!
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Be confident
It’s easy to lose confidence, especially
when you’re surrounded by younger, more
energetic and savvier people. The trick is to
keep focused and to never lose sight of your
goal. After all, education is blind to age, race,
or gender (especially if you’re enrolled in
online courses that don’t require face-to-face
situations), and it doesn’t matter who you are
as long as you have the desire for it.

Conclusion- one step at a time
The demands of your courses, your job, and
your family can become overwhelming.
Remember every day brings you one step
closer to your goal, and every completed
requirement, project, or responsibility is a
small, but very real, victory.
You’ve taken some huge, life-changing steps
by now. Don’t waste the opportunity to learn
and expand your knowledge by making a
half hearted effort. Put as much energy as
you can spare into your studies and you will
reap the rewards accordingly.
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It’s a heady feeling, knowing you’ve made it through
your studies and are now qualified for your new
career path. It’s time to talk about selling yourself to
your potential employers, how to create a stand out
resume, a cover letter that can’t be ignored and how
to make the absolute best impression in an interview.

Moving from classroom to payroll
Your first job after study will be the most difficult
you’ll ever secure. You might have trained for years,
at significant cost and you’re up against other
graduates with similar qualifications. To top it off,
it’s likely you’ll need to prove yourself without any
industry experience at all!
Fortunately there are strategies and skills you
can implement to give you the edge over the
competition and increase your chances of
receiving job offers.

Chapter 6
I’ve got my qualification, now what?
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While the following ideas may seem a little
tangential compared with the content of
your coursework, remember the reason you’re
undertaking all of your study is to get a job. Your
educational qualifications may see to it you’re
considered, but it’s the following types of skills that
will secure you your coveted position.
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Embrace the power of networking
If you’re looking for great employment opportunities focus less on carpetbombing every listing on Seek.com.au and more on networking.
US recruitment luminary Lou Adler, author of books such as Hire with your
head, claims job hunters should only spend 20% of their time responding to
job postings with another 20% dedicated to maintaining their resumes and
LinkedIn profiles, and the final whopping 60% focused on networking.
As a first stop, make sure you have a LinkedIn profile, currently the
most powerful online tool for networking. Fill it up with your background
achievements and ensure you have an appropriate high-quality photograph.
This is your professional online presence.
Next, keep your eyes out for any career fairs. Attend as many relevant ones
as you can, dress smartly, and start talking. You never know whom you might
meet. If you can’t get to any career fairs, research all the relevant associations
and look into membership. They often facilitate networking events.
Finally, chase down all relevant leads. Perhaps a family friend has some insight
on your target industry or maybe you have a relative working for your dream
company. Don’t pressure them to find you a job. Instead buy them a coffee
and discuss their industry and what they do. The more people who know
you’re out there looking, the better your chances of being recommended.
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Create your brand
Branding is no longer the domain of Coca-Cola, Apple, and beer producers. With the
digital age dictating how we communicate and with information so readily available,
it’s imperative you take control over how companies perceive you.
In the flesh the indicators are obvious. Dress to match the industry you’re entering
and take meticulous pride in your appearance. In the ‘blink’ age where people make
snap judgements about those they meet, you can’t be too pedantic or fastidious. If
you’re set on entering the professional services industry and have a strong Australian
drawl, for instance, you may want to consider a few elocution lessons.
Now more than ever your branding exists online. It’s important to have a professional
LinkedIn account, but you should also maintain your brand across social media sites
like Facebook, Twitter, and Instagram. Make sure all your privacy settings are in place
and think carefully before you’re the star of any incriminating photographs.

Map out your own direction
Back when the ancient Greeks spent their days drawing triangles in the sandpits of
the Temple of Apollo, some old seer decided to carve ‘know thyself’ on the temple
wall. It was wise then, and it’s wise now.
Many students don’t put much effort into working out who they are and the
corporate environment that would see them excel. Why spend all that time on an
Advanced Diploma of Marketing but not consider the type of company that would
make you happiest?
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Not knowing this will see you struggle through the job application process. An
interviewer wants you to have more than a cursory understanding of the business.
They want you to have a macro perspective of the industry and how their company
fits within it. Above all, they want you to know what you’re signing up for and that
you’re eager to be part of their team.
Map Out Your Own
Direction

Highlight Your
Achievements

This is where industry research becomes vital. Apart from information gleaned in the
networking stage, jump online and research, starting with the main players in your
industry and working along to the smaller boutique participants. Then when you
network with someone you’ll be able to ask better questions, like “have you heard
what the culture over at Company XYZ is like?”
Perhaps you want to work for a large multinational and are happy to endure longer
hours and a taller corporate ladder for the promise of greater financial reward? Or
maybe you’d flourish in a smaller organisation with minimal office politics?
Don’t be afraid to ask for work experience if an opportunity presents itself. A lot of
companies will turn you down based on issues related to insurance and pay, but it
doesn’t hurt to ask the question. Nothing beats learning about a company by getting
boots on the ground. And if they like you, you’re chances of getting a position will
skyrocket.

Include Your
Qualifications
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Be Specific
About Dates
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Resumes: tips and tricks
Writing an excellent resume is a difficult task.
A well written resume will get the reader’s
attention within the first 20 seconds. For a
job with 100 applicants, 20 seconds might
be too long to make an impact. You need to
create a resume that makes an immediate
and positive first impression.
A hiring manager with two resumes on
the table will be drawn to the one which
is professionally presented and correctly
formatted. No matter what the resume
says, the first impression is already made.
And if both candidates share similar skills,
education and experience, guess which
resume they’re going to choose?
When you sit down to write your resume,
remember one thing. Your resume is a
marketing document. This document is all
you have to prove to the hiring manager
you’re the right person for the job. Think
about who’s reading it, how many other
resumes they might be reading and what
unique qualities and talents you can bring
to the role you’re applying for.
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For every job you apply for, re-read
your resume and tweak it to suit the
job. It will only take a few minutes and
could make all the difference. Without
a doubt, the biggest boo-boo made
by applicants is that they fail to tailor
their resume for each role. A cookie
cutter submission is akin to a cheesy
pickup line and screams a lack of
sincerity.
As a job seeker, everything you
include in your resume needs to
reinforce the message to the reader
that you are the right candidate for
the position.

Include a qualifications profile
Ideally located at the beginning
of a resume, this is a powerful 2-3
sentences highlighting your valueadded skills and qualifications and
telling the reader exactly what you
are able to bring to this particular
role.
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Highlight your achievements
Most people who apply for the same job can all do the standard day to day duties.
A good resume stands out because it includes achievements and highlights. It
shows the reader how this candidate was valuable in their previous job.
Employers want to see how you added value to the company. Don’t be modest,
your achievements are the most interesting part of your resume to your potential
employer.
If you require a certain qualification or licence make sure this is easily located on
your resume. Make it as easy as possible for the recruiter or hiring manager to find
the information they’re seeking.
Go through the job requirements to find out exactly what the employer is looking for
in the right candidate and incorporate these directly into your resume. For example,
if the job is looking for someone with leadership skills, make sure you provide
examples about the leadership you performed either in your past jobs or through
community involvement or extra-curricular activities
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Grammar mistakes and typos
Mistakes like these show you up as a
careless amateur with poor attention to
detail. And they’re glaringly obvious on a
resume. Make sure you use spell-check, but
more importantly, re-read your resume.
Give it to someone else to read over and
comment. A set of fresh eyes is great for
feedback and a new perspective.

Be specific about dates
Don’t make the reader guess. Include the
dates you went to school, the start and finish
dates of any courses and qualifications
you’ve completed and the jobs you’ve had.
Make sure you account for any gaps with an
explanation. eg. travel, kids, study

Go easy on personal information
There’s no real need to include hobbies or
personal interests unless they relate directly
to the job you’re going for. Receiving your
CPR certificate is relevant when you’re
applying for a job such as a lifesaver or
50

swimming instructor. It isn’t so relevant
if you received your CPR certificate 10
years ago, and now you’re going for a
job as a CEO.
If you’re concerned about your
resume looking too short, there
are lots of ways to increase the
content without having to lists your
hobbies and interests. Think about
substituting them for something
more work-related, like a section for
your professional qualifications or
computer-related skills. Or maybe try
adding some achievements onto your
professional experience section.

Your resume is a marketing
document, so make sure
to alter each one you send
out so it highlights the
relevant job requirements
that you already have.

If you must include your hobbies,
make them pertain to the job you’re
applying for. Do any of your hobbies
involve using your leadership skills,
for example? Do they show a pattern
of long-term commitment? The most
important thing to remember is to
keep the content on your resume
professionally relevant.
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Don’t be long-winded
Don’t ramble on about every detail from your last ten jobs. State your primary tasks
and give a brief explanation. The person reading your resume may have to read 100
of them. A boring resume will go straight to the discard pile.

Be careful with graphics and artwork
If you must include them keep them simple and professional. Unless particularly
requested for the role, no pictures are needed. A simple border and no fuss font
is perfect and keeps the readers attention. Unless you are a graphic designer, it
simply isn’t necessary.

Provide specific examples
Hiring managers hate to read clichéd resumes. It’s boring and adds no value to your
resume. Use quantitative examples as much as possible to highlight your experience
and the value-added skills that you can bring to the job.
From a hiring manager’s perspective, would you rather read “strong communication
skills” or read this statement backed up by an example:
“Strong communication skills capable of projecting a strong, credible, articulate and
engaging personal presence with experience in producing and creating PowerPoint
presentations”
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Demonstrate Flexibility, Adaptability and Innovation
Employers want to hire individuals who can demonstrate flexibility, adaptability and
innovation and a passion for further knowledge and experience.
Your job duties will change constantly and you must demonstrate that you’re a
forward-thinking self-starter with vision and desire to implement innovative solutions
to any problem that may arise.
Every potential employer wants to know you’re going to bring value to the
organisation.

Keep language simple and direct
You may think using words such as “meticulous,” “scrupulous” or “industrious” to
describe yourself may make you sound smart, unfortunately they can have the
opposite effect. Never use a long, complex word or term when a short one would do
just as well.

Avoid jargon
You might be an expert in your field and well versed in all the terminology. The poor
HR manager reading your CV may not. Never assume those reading all have the
same level of expertise as you do and keep wording straightforward, assuming little
prior knowledge.
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Be Concise and Succinct
Use bullet points to emphasise your skills and experience. Write short, snappy
sentences that catch the reader’s attention immediately and portray a no nonsense,
professional image.
Make your resume stand out by including action words throughout. Strong action
words will further highlight your skills and expertise.

Include Keywords
With the demand for jobs so competitive, hiring managers and recruiters regularly
receive more than 500 resumes for one position. Many firms now use software
programs to perform “first round interviews”. Using selected keywords will help your
resume pass the first stage of selection and prevent it being deleted before it’s even
read.
The best way to find these keywords is by simply reading the job positions. See what
skills and talents the company is looking for and include as many as possible in your
resume.
Job seeking is a cut throat business and in order to succeed your resume needs
to be 100% right, presented and formatted professionally and correctly. When you
apply for a particular job you only have one chance to succeed. Give yourself every
opportunity to get selected for an interview.
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Writing the perfect cover letter
You should always send a cover letter with a resume. Not all hiring
managers read them but you should send one anyway. It shouldn’t be long,
or include lots of detail, that’s what your resume is for.
Your letter should:
•
•
•
•

Introduce yourself
Explain why you’re applying for the job
Highlight your most relevant qualifications, skills or experience, keep it
interesting, enough to keep them reading and leave the detail for the
resume itself.
Give a couple of brief examples

The cover letter must be targeted to each role you apply for. Never simply
send off the same letter you wrote last time with just the name and address
changed. Every role is different and readers of resumes are quick to
identify a form or standard letter.
It’s an opportunity to inject a bit of your personality into your first contact
with a potential employer and explain how and why you’re interested in the
role and the company.
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Preparing for the interview
The last thing you want is to make it all the way to the interview stage then blow it. If
you’ve got experience with interviews you’ll know no two are the same and it’s best to
over prepare.
Success is about understanding interviews for what they are – a sort of strategic test
with their own rules and etiquette.
Like many career advice experts, Steve Fogarty, staffing partner at Waggener
Edstrom, says job seekers must always research a company before an interview. Even
if it’s a private company.
“Where there’s a will, there’s a way, and finding a way to gather information on
a company distinguishes the great candidates from the good candidates,” says
Fogarty
Find out everything you can about the organisation and think hard about any
questions you’d like to ask about it. Showing an interest in the company is a sure fire
way to show enthusiasm for the role and will impress your interviewers.
Have an elevator pitch ready about yourself so you don’t stutter and mumble. A quick
30 second summary of you, and why you think you’d be great in the role.
Go over the job description and the requirements and make sure you can respond to
every one. If you don’t have a particular qualification, show how your experience fills
the gap.
Be ready to elaborate on your most recent jobs and to give examples of problem
solving and innovation.
Google will give you examples of some tricky questions you might be asked.
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The interview itself
First interviews are sometimes simply with a recruitment specialist or a
representative from HR. They can quickly discover whether you’re a personality ‘fit’
for the organisation you’re hoping to work for, and they can assess your skills at a
rudimentary level. They will refer you on to an interview with your direct manager
and/or other company representatives.
At the second interview your qualifications and skills and talents will be quizzed at a
deeper level.

Dress code
Don’t leave anything to chance. Dress professionally for your interview, even if
the company has a casual dress code. Show them you respect the process of
interviewing enough to dress up for it. For girls this means smart suit or dress with a
jacket, for men, suit and tie.

Body language
Before you’ve said a word, your body will be telling stories. Stay as relaxed as possible,
look alert, interested and open. Smile. Firm handshake. Make and keep eye contact.
Don’t fold your arms, slouch, cross your legs, cover your mouth or mumble.

Don’t talk too much or too little
Don’t ramble. Answer the questions succinctly. At the same time, just answering yes
and no isn’t going to help the interviewer get to know you. Be pleasant, open and
honest (never lie).
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Listen
Don’t spend all your time thinking up your next pithy comment, listen to what your
interviewer is saying. Vague out and you might miss an important cue or fail to hear
the next question. They’ll be telling you information about the company and if you
have your wits about you you’ll have the opportunity to impress them by using this
information in your answers.

Be appreciative
At the end of the interview, no matter how you feel you’ve done, say thank you for the
opportunity, meet eyes and shake hands. Always be professional. Even if you haven’t
got the job, you’ve gained an experience.
After the interview, if you still want the job, send a thank you email for their time and
reiterate your enthusiasm for the role. A few days later call up and ask for feedback
on how you went. While follow-up tactics won’t help your cause if they’ve decided
you’re not right for the role, it may be advantageous if they’re still mulling over their
decision.

Testing
If your interview is successful you may be sent for psychometric testing. These tests
determine your aptitude and personality. Don’t try to game these tests, be honest
in your answers. They are used to see if you can cope with the new concepts and
whether you’re a good personality fit for the company. If you’re not, it’s best for
everyone to know this upfront.
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Every interview is an experience you can refer to later.Reflecting on what you did well or
poorly will inform how you approach your next one. Don’t be discouraged if you don’t
get the first job you interview for, or even the 10th one. Keep refining your technique and
learning from it and one day you WILL nail it.

Top Tip

Conclusion - start early for the best results

Never, never, never be negative on
your resume or cover letter (and most
importantly, in your interview). If you
left your previous job because you
hated your boss, keep it to yourself.
Do not try to explain this on your
resume because you cannot explain
those reasons in writing.

Landing a job straight out of study often feels like hopping through a gauntlet to snag
the legendary Golden Fleece. It’s competitive, alien, and above all intimidating. But it’s
something every graduate has to face and the majority find success over time.
As you can see from the above, there’s a lot to it. Start working through how you might
approach it all now while you’re studying to ensure you can turn your education into a
productive and enjoyable career.

Never ever be negative

Remember, a resume’s job is to
promote and sell. Negativity and
bitterness towards old employers
makes you look bad, not them. Do
not get eliminated immediately for
being negative.
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Once you’ve found your job, you might just want to sit
tight for a while, enjoying the fruits of your studies and
relishing being in a job you love.
And after a little while you might be ready to make a
move into a position of more responsibility. You might
think it’s time to take on more challenges or start
managing others. You might have some excellent
ideas you’d like your company to consider.
If you’re ready to move up the ladder, we have a
couple of suggestions for you, to smooth the path
ahead.
Building a strong relationship with your boss.

Be reliable

Chapter 7

Being reliable is as simple as showing up for work
on time, to delivering work by the deadline, or giving
fair notice if you can’t. Don’t take the mickey by
staying out for long lunches all the time, or calling in
sick (when you’re not).

I’ve got the perfect job – now to climb
the corporate ladder
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Remember, it’s business not personal
Your boss is not your friend. At least, not when you’re at work. Many people are excellent
friends with their direct report but in a professional environment, relationships should
stay professional.

Don’t give problems, give solutions
Try not to approach your boss with every little problem you encounter. Solving problems
yourself is an excellent way to learn and it’s not their job to solve them for you. A good
boss will guide, lead and teach but won’t hand everything to you on a platter. Impress
them and develop your own skills by finding solutions to any issues you come across.

Exceed expectations
Go above and beyond. Deliver early, deliver more. Anticipate what needs to happen next.
Don’t wait to be asked to perform a task. Think of new, better ways to do things. Ask for
more responsibility.

Take responsibility
Everyone makes mistakes. If you’ve made an error, own up to it, the faster the better.
Accept responsibility and do what you can to fix it. A good boss will appreciate your
honesty and together you can plan how to avoid repetition.
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Tips to get the pay rise you deserve

Top Tip

Most companies give pay rises at review time. This is usually once, sometimes twice a
year. Most are within the 3-4% mark, in line with inflation. Pay rises are also tied in with
performance so you can’t always expect one just for showing up.

Never stop learning

It’s also possible and reasonable to ask for a pay rise outside of the usual review period.
The important thing to remember if you plan to do this, is to back up your pitch with good,
solid reason. Not just because you’ve been at the company for 2 years, or the person in
the cubicle next to you is being paid more.

Do your research.
It’s easy to discover what average salaries are for jobs. If you can find concrete evidence
that other people doing your job are being paid more, you could approach your boss
and ask them to meet that.
Ask yourself what have you done for your boss, or the company lately?
•
•
•
•
•

Have you saved enough money?
Implemented a new idea that saved time or made things easier?
Have you solved a tricky problem or achieved an amazing result?
Have you just completed an extra qualification?
Have you taken on new responsibilities?

You’ve done your course, and qualified
for the job you want. But is your
education over? We certainly hope not.
Education is a lifelong process and we
hope the future see you signing up for
courses and training days and even
post graduate qualifications. You may
have just started on your career but
you have years ahead to become an
expert, a leader or manager or teacher
of others. You’ll want to keep up with
developments and changes, you may
even be required to have continuing
education to keep your qualification.
Enjoy it, don’t resent it. At Upskilled, we
believe learning is for life. And we love it!

State your case calmly and clearly. Approach your manager at a time when they are
not busy, distracted, stressed or tired. First thing in the morning is good.
Be prepared for them to set you a goal or a timeframe rather than receiving an
immediate yes. You may also get a flat no.
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Useful resources for you
Resources to help you find a job or career

After you’re qualified

My future website

Seek

Find your skills

Careerone
Adzuna

Here’s more information on skills
Watch a summary of the Interests, Skills, Opportunity
intersection on Slideshare.
Occupations by Alphabetical order

General
How to write a cover letter
Comparing pay across a huge range of jobs.
Upskilled's SkillsTalk blog is a giant source of information.

You’ve chosen an occupation, now choose a
course
List of RTOs
15 things to look for in a learning provider
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Where to next?
Now we’ve given you the path on how you should
start heading into the career of your dreams, now
it’s up to you to start paving your path.
The thought of committing to something new and
not having a clear outcome of your effots can be
intimidating. But some of the top regrets people
have are that they wished they had let themselves
be happier and lived truer to themselves.
So, this is the moment where you can decide your
future and what you want to do with it. By pursuing
a career you’re passionate about, you’ll live a much
happier life knowing that you took the leap and
tried. What are you waiting for? It’s time to chase
your dream.

We love questions!
Ready to make an enquiry? Contact one of our
Education Consultants who can answer just about
anything you need to know about starting your
online education journey.
1300 009 924
or visit us at
upskilled.edu.au
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Sydney

Adelaide

29-57 Christie
St Leonards
NSW 2065

Unit 2/3 Park
Way
Mawson Lakes
SA 5095

Phone
1300 009 924

RTO ID
40374

Postal
PO Box 487
St Leonards
NSW 1590

ABN
14 125 906 676

We b

upskilled.edu.au

Email

info@upskilled.edu.au

Disclaimer
Upskilled knows the information included in this report to be true and accurate at time of publication. Upskilled owns no responsibility for
amendments to federal or state government data at a later date or any misinterpretations of the data and information presented in this document.
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