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Resume Workshop



What we will cover today

• What employers want to see on your resume

• Resumes – preparation

• Resumes – writing

• Cover Letters - writing



What Employers Want

Skills, knowledge and attributes



What are Employers looking for ? 

University of Adelaide 4

When assessing potential employees 
for graduate positions, what skills and 
abilities do employers look for?

?



What are Employers looking for ? 
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What employers want – in graduate recruits



Maximising Employability - Get involved
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Resumes

Preparation



1. 
2. 

3.4.

Make a list of all your 
skills, work history, 
volunteering, sports, 
music, strengths 

Reflect on your selling 
points, make notes, 
organise the 
information 

Research the job ad and 
the employer.
Pick out the key words 

Assemble and 
format your 
resume 



Skills, abilities, knowledge

Experiences 

Industry Experience

What sort of a role do I want?

Where would I like to work?

What would like to do?

What motivates me?

Step 1: Research ME
Make a list of all your 
skills, work history, 
volunteering, sports, 
music, strengths 



Research job opportunities

Where have past students gone

Job boards

Professional Associations

Employer websites

CareerHub

Step 2: Research Opportunities

CareerHub

Past students now?

Job boards

Professional Associations

Employer websites



Pick out the key words 

What does it offer you?

Are you suited to this position?

Does it match your goals?

How do you apply?

Step 2: Research Job Advertisements



Look at the Job Ad

What does it offer you?

Are you suited to this position?

Does it match your goals?

Questions to check

Type of practice / organisation?

Adelaide / country / interstate?

Full time / part time?

Does it have your specialty?



Reflect on your 
selling points, 
make notes, 
organise the 
information 

Step 3: Reflect on you



Assemble 
and format 
your resume 

Step 4: Assemble your resume



Resume

Writing your
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Common headings



Common headings:

• Personal details

• Career Goal

• Education

• Awards and Achievements

• Related Experience

• Employment History

• Skills Summary

• Extra-curricular activities

• Referees



Common headings:

• Personal details

• Career Goal

• Programming experience /languages  

• Education

• Awards and Achievements

• Related Experience

• Employment History

• Skills Summary

• Extra-curricular activities

• Referees



Full Name

Address: 24 Vine Street, Adelaide, SA 5000
E-mail: first.last@adelaide.edu.au 
Mobile: 0400 000 000
Linkedin Profile: yourpersonalurl.linkedin.com.au

Notes:
Font size in 11-12, spacing 1 or 1.15 is best
Your name in  bold, font size 14-18
Current contact details, Footer-name and page number
No personal details (age, marital status, religious status)
(Optional-International students Visa status)
Email address- not your Hotmail account from year 7

e.g. cutie_smoopy16@hotmail.com is not a good look

mailto:cutie_smoopy16@hotmail.com


Michelle McKinnon

Address: 24 Vine Street, Adelaide SA 5000

E-mail: first.last@adelaide.edu.au Mobile: 0400 000 000
-------------------------------------------------------------------------------------------------------------------------



Career Objective

A self-motivated engineer equipped with a solid theoretical foundation; 
drafting, surveying, research and problem solving skills; experience in 
bridge, road and structural design; as well as the ability to use various 
engineering related software packages proficiently.

Seeking to obtain a position within a growing company where my 
existing skills will benefit my employer, and be part of an environment 
where I will be challenged so that I may gain even more experience

Which one would you hire? 



Career Objective

A self-motivated engineer equipped with a solid theoretical foundation; drafting, 
surveying, research and problem solving skills; experience in bridge, road and 
structural √ design; as well as the ability to use various engineering related software 
packages proficiently.

Seeking to obtain a position within a growing company where my existing skills will 
benefit my employer, and be part of an environment where I will be challenged so 
that I may gain even more experience

Notes:
If you are struggling- leave it off. It isn’t worth the risk. 
E.g. Goal: To work for a company where I can use my skills. 
Employer reaction: So what?



Education

2011- present Bachelor of Civil and Structural Engineering 
The University of Adelaide
Expected Graduation November 2015
GPA 6/7  

2007-2011 South Australian Certificate of Education
Brighton High School
Adelaide 
ATAR 95.5 

Notes: 
• Details of each institution- full degree name, full institution, reverse 

chronological order. 
• Academic achievement, GPA (6 out 7), Thesis title, Honours. 

International qualifications





Awards and Achievements 

Scholarships and academic awards are preferable and 
employers value community recognition.

Leave out primary school swimming certificates or 
anything too outdated

Examples of awards
• Awarded Dean’s Merit Prize 
• Member of Golden Key International Honour Society



Awards and Achievements 

• 2013 Member of Golden Key International Honour Society for maintaining
academic average with the top 15% of university students

• 2011 Awarded Dean’s Merit Prize for Exceptional Academic Achievement 



Related Experience

Dec 2015 - Feb 2016 Internship, BAE Systems, Adelaide

Key Responsibilities:
• Received training in stress and stability analysis
• Assessed advanced electrical technologies 
• Shadowed Client Manager to gain insight into 

relationship building skills
• Completed research projects for business development

Key Achievements:
• Delivered a report and presented results to Company 

Engineering Executives on Engineering Practice. My 
recommendations were accepted and incorporated 
into the current project.



Employment History

June 2011- May 2012 Check-out Operator, Coles, Welland

Key Responsibilities:
• Packed customer groceries
• Developed quick and accurate cash handling and EFTPOS 

transaction skills
• Provided helpful customer service
• Counted and balanced registers

Key Achievements:
• Manager consistently commented on my exceptional  

communication and customer service skills
• Best Team Member award

Notes: 
• Part time work, reverse chronological order, dates. 

• If no employment history, add Volunteering instead. 
www.auu.org.au
www.volunteering.austraining.com.au 
www.australianaidvolunteers.gov.au
www.projects-abroad.com.au     
Local councils





Skills Summary

Computer Skills
Microsoft Office suite 
R statistical software 
C++
Java

Languages
French (Fluent)
Chinese-Mandarin (Fluent)
German (intermediate)
French (basic)

Training Certificates
Senior First Aid Officer (2013)
St Johns First Aid (2011-present)
OH&S Training (2011-present)

Notes:
Any relevant skills you have gained through Education/Employment
Learn a language  
http://www.adelaide.edu.au/pce/language-courses/language-benefits/

Microsoft office is something employers would 
expect – noting it down could highlight you 
have nothing else.

Need to rate skills, Eg
Expert user of C++ 
Competent user of R Statistical software



Extra-Curricular Activities

• Professional Association Memberships
• Volunteering
• Leadership Activities
• Student Club Memberships

Notes:
• Highlight your activities outside of education and work commitments
• Be positive and demonstrate these with passion



Interests

• Cooking- >>>>
• Reading ->>>>> 
• Yoga and meditation workshops 
• Travelling>>>>>>



Interests

• Cooking- passion for Indian cuisine, and sweet pastry work
• Reading- Non fiction  
• Yoga and meditation workshops 
• Travelling to far North Queensland especially throughout  The World 

Heritage Daintree rainforest



Referees

Dr Peter Lewicki
Senior Lecturer in Engineering
The University of Adelaide
+61 8 8272 3565
p.lewicki@wch.edu.au

Notes: 
Willing to attest to an employer on your behalf

3 References, previous co worker, manager, not a family member, 
International referee – consider level of spoken English





What don’t employers want to see on 
your resume?



What don’t employers want to see on 
your resume?

1. Long, wordy cover letters and resumes
2. Generic resumes- not targeted to the position
3. Putting your photo on a resume
4. Spelling errors, typos, and poor grammar
5. Dates not included, or inaccurate dates
6. Lying or misleading information
7. Content focuses on soft skills and neglects hard 

data



What don’t employers want to see on 
your resume?

1. Long, wordy cover letters and resumes
2. Generic resumes- not targeted to the position
3. Putting your photo on a resume
4. Spelling errors, typos, and poor grammar
5. Dates not included, or inaccurate dates
6. Lying or misleading information
7. Content focuses on soft skills and neglects hard 

data



Resume Fonts and sizes 

This is a very good resume and I will get the job.

This is a very good resume and I will get the job.

This is a very good resume and I will get the job.

This is a very good resume and I will get the job.





Summary

Keep it simple – and try different layouts

The first page is prime real estate

Use reverse chronological order

Don’t include photos

Don’t lie

Spelling and grammar checking is crucial (don’t rely on spellchecker)

Seek quality referees

Include page numbers

Include your name on every page



Creative Resume Designs!

E- resumes

http://www.rleonardi.com/interactive-resume/

http://www.albinotonnina.com/
http://www.rleonardi.com/interactive-resume/


Cover Letters 



Your cover letter is a professional introduction to a potential employer

• It is important

• Read the job specifications carefully

• Go through your resume and find your main achievements/ skills 

• Don’t be shy and really tell the employer why you’re the best 

candidate for the job

• Demonstrate your enthusiasm and passion 



Sections for a cover letter:

The heading

The formal greeting

The introduction

Job specific information

The close

Signing off



1st option:
Dear Mr Smith,

2nd option:
To the Graduate Recruitment Manager

Avoid:

To Whom it May Concern or Dear Sir/ Madam

Dig around the website, call the contact person or call reception and ask. 







What annoys employers when reading 
cover letters?



What annoys employers when reading 
cover letters?

• Being vague
• Changing subject in the same paragraph 
• Not using demonstrated examples

Eg. I am an expert in MS Excel ( what have you produced)

During my 7 weeks work experience with an SA construction 
company , I ******* ( which company)

I work well in a team situation and have excellent communication 
skills ( SHOW ME!) 

• Using the same cover letter for every application 



Summary

Check and then double check your spelling, grammar and expression

Avoid run on sentences – keep it bite size

Tell the employer why you want to work for them specifically (this is very important)

Tell the employer why you chose your profession

Use this as an opportunity to draw their attention to the most crucial information about you

Keep it to one page





Book a Resume Express Check

• Use the following link to self-book a 15-minute Express Check 
appointment with one of our Careers Staff:

https://careerhub.adelaide.edu.au/students/appointments/app/top
ic/5?typeId=48530

https://careerhub.adelaide.edu.au/students/appointments/app/topic/5?typeId=48530


Careers Service
Services to help you:
• Prepare for job applications & 

interviews

• Gather advice about career planning 

• Workshops (e.g., resumes, cover 

letters, interview skills, work 

experience, job hunting, LinkedIn)

• Events (e.g., Careers Expo)

• Networking with Employers

www.adelaide.edu.au/student/careers

career.services@adelaide.edu.au

+61 8 8313 5123


