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Careers and Employment

www.deakin.edu.au/careers

Finding part-time work

Your vacation and part-time jobs can do more than make you money; they can also help you develop skills and valuable experience for employment after you graduate. The key to landing a fabulous job is simple: plan, prepare & get started early! Set aside a particular time on a daily or weekly basis for your job search.
International Students 
Check the Department of Immigration website for information on conditions for permission to work while studying in Australia at www.immi.gov.au 
Perfect your resume to market your strengths

Getting a part-time job follows the same process for getting a full-time job. You will need a good resume and cover letter to submit to employers. Your applications will be most effective if you tailor these documents for each position.
Resumebuilder
Simply enter and save your details in the fields relevant to you, then at the end of the process you can produce a word document formatted for a standard Australian resume. You can also go back to Resumebuilder to continue improving your resume throughout the year. www.deakin.edu.au/resume
Resume Workshops
Group resume checking sessions are held daily. Bring along a copy of your resume and get tips on how to improve and tailor it to specific jobs. 

Resume Checking
	Warun Ponds campus

Student Life, Administration Building, Level B
	By appointment Monday to Thursday

Tel: 03 5227 1221



	Warrnambool Campus
Student Life, 
Building B, Level 2
	By appointment Monday to Thursday 

Tel: 03 5563 3256


	Burwood campus

Careers and Employment  Building B, level 2
	Set resume checking times- Trimester 3 2008/9:

Mondays, Wednesdays, Fridays
1.00pm – 2.00pm

Tuesdays & Thursdays

10.00am- 11.00am

	Off-campus
	Email: careers@deakin.edu.au Tel: 03 5227 1221


Where can I look for jobs?
Job Shop 
Check out the job postings listed at www.deakin.edu.au/jobshop. Employers advertise part-time, volunteer & internship opportunities directly to Deakin students.
Newspaper Job Classifieds

Most newspapers have their largest employment classified sections in their Saturday edition. Try The Age, Herald Sun, Geelong Advertiser, your regional or local newspapers and free community newspapers (e.g. Whitehorse Leader for The City of Whitehorse).

Internet job boards
www.seek.com.au  
One of the most popular online job boards in Australia. 

www.mycareer.com.au Online job board with partnerships with newspapers The Age and Geelong Advertiser.

www.careerone.com.au   Also has useful tips & videos on interviews and applications
www.hippo.com.au   
Employers nominate if experience is required.

www.pattimeonline.com.au Specifically for part time and job share positions.

melbourne.gumtree.com.au Search for jobs, post a work wanted ad, classifieds.
Tips for searching: 

· Use the advanced search options to narrow your search by location, part-time/casual work. 
· Set up a job alert email so you’ll be emailed positions you are interested in daily or weekly.
Networking & Cold Calling
Only 20 to 30% of jobs ever get advertised, so use your network or cold call to identify hidden job opportunities. 
Talk to people you already know about the kind of job you are hoping to get. You may be surprised by the great leads you can get from your people you know. 
Look around your local area for companies that may offer the kinds of part-time work you are interested in. 

Tips for cold calling:

· Know about the business

· Be aware of  what you have to offer i.e. skills, qualities, experience

· Practice a short (45 second) “script” for contacting employers, in which you clearly explain what you are looking for and what you have to offer
· Ensure you talk to the appropriate member of staff

· Ask about a convenient time to bring in your resume and discuss job vacancies

· Take in a copy of your resume and cover letter
· Be prepared to answer questions
· If they don’t have vacancies now, ask to leave your contact details for future positions, and ask if they know of other businesses in the area that are looking for staff

· Be polite but persistent.
The Yellow Pages

Agencies specialising in providing services such as babysitting, home maintenance and cleaning can be found in the Yellow Pages. Register with them for work. www.yellowpages.com.au 
Need to improve your job skills?
Short courses
Increase your opportunities with recognised training specific to the industry in which you want part-time work. 

www.shortcourses.vic.gov.au Search for short courses by location, venue or subject.
DUSA also provide a variety of short courses at a reduced price for DUSA members. Bookings must be made in person by visiting the BOOKS4U store or DUSA4U reception on your campus:
· Espresso making/ Food Safety/ Waiting for Beginners /Basic Bar /Responsible Service of Alcohol – useful if you are applying for restaurant or bar work.

· Level 2 First Aid (2 days) is useful if you are applying for childcare work 

· Kick Start Retail
Check out dates and prices at www.dusa.org.au/pages/get-involved-get-active/short-courses 
Volunteering
Volunteer work can sometimes lead to paid work. It is also a great way to get relevant experience, and community involvement is viewed very positively by graduate employers. 

Go Volunteer is Australia’s national volunteer recruitment website providing all you need to find out about volunteer opportunities in Australia.  Search for volunteer positions by organisation type, position or postcode. www.govolunteer.com.au  
Pro Bono Australia's Volunteer Match is a specialised service matching skilled professional volunteers to not-for-profit organisations. www.volunteermatch.com.au   
More resources

Visit the Careers and Employment Centre on your campus

You’ll find useful guides on the topics above, further career information and DVDs on interviews and job seeking skills.  You can also make an appointment with a Careers Counsellor (through Student Life Reception) to work on your long term plans.

Visit the Careers website
Download any of the guides on these topics from our website and save a tree! www.deakin.edu.au/careers/resources  
You can also visit our facebook page where you’ll find handy tips on resumes, interviews and careers events. (Search for “deakin careers” on facebook)
Find out about your rights at work
Download a copy of People and Work from Victoria Legal Aid at www.legalaid.vic.gov.au  or visit the Workplace Ombudsman website for fact sheets at www.wo.gov.au 
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