Ten steps to getting your first job

1. Before applying for a job think carefully about what you are applying for. Is it something you would like to do? What are the hours involved? It is important to consider this before making the application.

2. Make sure you have an up to date CV/resume- It is often a good idea to check your CV/resume and make sure it is suited to the job you are applying for (for example highlighting retail work if you are applying to work in a shop, catering for a catering job etc). Our resume template is a good way to make the information clear and concise (Resumes should not be more than 3 pages!)

3. A common problem is “Not enough jobs to get experience, not enough experience to get jobs.” However there are ways around this- volunteer work, work experience and being involved with amateur organisations (for example your local amateur dramatics society) can all demonstrate key skills that employers will want to see.

4. Get feedback on your CV/resume! It can be easy to miss typos and other errors and these can often mean you do not get past the first stage of applications. Someone neutral can also look at what you are saying (plus look at what you leave out) to make your CV/resume as effective as possible.

5. Consider practical details- will you need to get two buses to get to work? Do you have the right qualifications? It may sound obvious but plenty of people forget to do this and a lot of the time those applications go in the bin!

6. Do your research- Employers are more likely to be interested in a candidate that knows about them, plus it shows you are dedicated enough to do the work to find out (Little details can make a big difference- for example some sites add quirky details such as favourite films and knowing this trivia can often help you stand out!)

7. Don’t forget you can always apply for more than one job and if you are lucky to get more than one offer you can always turn them down.

8. If you haven’t heard back after an interview you can either ask to speak to the manager in person (Remember to dress presentably when you do this) or via phone/email. It is important to do this around 4 times, allowing a gap of around 3 days between each one (there is a fine line between following up and bugging people!)

9. Don’t lie- Employers will find out!

10.  If you get an interview remember to look presentable, it is better to be slightly over dressed than underdressed. Check the location and try to arrive at least ten minutes early (You can get more tips on job interview success with our free guide here- http://www.catch.nsw.edu.au/free-resources/)

