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SYSTEMISE YOUR JOB SEARCH

Changing the way you think about your job search can have an enormous impact on your
success. Use the following checklist to help you keep track of your job search progress.

RESEARCH / PREPARATION YES \[®)
Is my resume up to date?

Help Job Portal
APPLYING YES NO
Tailoring your cover letter and resume to each job

Making phone calls
PRESENTATION / INTERVIEW YES \[®)

Interview clothes

Research the company
REVIEW - AFTER THE INTERVIEW YES [\[®)

Review question: What went well?

Review question: What challenges did | face in the interview?
FOLLOW UP YES NO
Send a thank you email

- This is an excerpt of the Help Employment & Training ‘Help 2 Motivate’ Workbook available to registered job seekers.
For help finding work or more resources, please call 1800 877 545 or visit www.helpemployment.com.au



