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You can get your copy of Get the job you really want by Erin Devlin HERE




Chapter 1 Resources

Career Plan Template
Use this digital Career Plan Template in conjunction with instructions in Erin Devlin’s book Get the job you really want. 


Life and career vision board	

Using an art board, the space here, or a platform like Pinterest, you can pull together images that resonate with you relating to your life and career, or write some descriptive text. Examples might include a businessperson winning an award, a mother holding a baby, a traveller on top of a mountain or a social worker reaching out to someone in need. Choose images and words that resonate with you and include them here.
	

















Career Vision

Create a vision statement for yourself which reflects you and what you want your career to look like in five or ten years’ time; e.g. ‘To be a world-class solar panels expert, furthering the use of renewable energy’. Include your vision statement here.







Motivating factors

From the list of motivating factors below, circle those which are important to you in a job, or list additional options. Choose your top ten and rank them in order of importance. 
Keep them handy when assessing job opportunities to help you choose a job that you’ll enjoy. 
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Caring for the environment
Social good
Giving back
Community engagement
Making money
Status
Business ownership
Entrepreneurship
Leadership opportunities
Making people happy
Having order and structure
Being creative
Lots of social interaction
Meaningful work
Being rewarded or recognised
Standard hours
Flexibility
Work-life balance
Being seen as an expert
Close to home
International travel
Autonomy
Work friendships
Growth and development
Being innovative
Career progression
Working with technology
Ability to challenge
Problem solving
Realising potential
Great work environment
Stimulating work
Being physically active
Other?


1. ______________________________________________________________________________
1. ______________________________________________________________________________
1. ______________________________________________________________________________
1. ______________________________________________________________________________
1. ______________________________________________________________________________
1. ______________________________________________________________________________
1. ______________________________________________________________________________
1. ______________________________________________________________________________
1. ______________________________________________________________________________
1. ______________________________________________________________________________
Interests

What do you love doing? How do you spend your spare time? List your interests here.

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________



Strengths

What are you good at? What are your natural abilities? List your strengths here.

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________


Values exercise

Using the list below, choose 20 values that really resonate with you. Then group them together under five or six related headings with an accompanying phrase. For example, you might choose values like adventure, fun, joy, playfulness and happiness, and therefore your key heading and phrase might be ‘Happiness: having fun and seeing the positive side of situations’.


Accountability 
Achievement
Adventure
Advocacy
Ambition
Autonomy 
Balance
Brilliance 
Calmness 
Career focus
Caring 
Challenge 
Charity 
Cheerfulness 
Cleverness 
Collaboration 
Commitment 
Community 
Compassion 
Consistency 
Contribution 
Creativity 
Credibility 
Curiosity 
Decisiveness 
Dependability 
Development
Diversity 
Empathy 
Encouragement 
Enthusiasm 
Ethics 
Excellence 
Fairness 
Family 
Flexibility 
Freedom
Friendships 
Fun 
Generosity 
Growth 
Happiness 
Health 
Honesty 
Hope
Humility 
Humour 
Inclusiveness 
Independence 
Individuality 
Innovation 
Inspiration 
Intelligence 
Joy 
Kindness 
Knowledge 
Leadership 
Learning 
Love 
Loyalty 
Making a difference 
Mindfulness 
Motivation 
Open-mindedness 
Optimism 
Originality 
Passion 
Peace 
Perfection 
Performance 
Playfulness 
Popularity 
Power
Proactivity 
Professionalism 
Quality 
Recognition
Relationships 
Reliability 
Resilience 
Resourcefulness 
Responsibility 
Responsiveness 
Risk-taking 
Safety 
Security 
Self-control 
Selflessness 
Service 
Simplicity 
Spirituality 
Stability 
Success 
Teamwork 
Thoughtfulness 
Trustworthiness 
Understanding
Usefulness 
Versatility 
Vision 
Wealth 
Wisdom


Once you’ve completed this exercise you will hopefully have a list of five or six core values. Here is an example of what this might look like:
Giving: giving back and contributing for good
Happiness: enjoying life and work, and always seeing the positive 
Achievement: learning, developing, seizing opportunities and continuously improving
Integrity: staying true to what I believe in, and having the courage to advocate
Teamwork: helping and supporting others 

Your values
List your values here.

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________



Profession

List your chosen profession, or jobs and professions to explore further.

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________


Goals

What are your short- and long-term S.M.A.R.T career goals? List them here.
S.M.A.R.T. stands for Specific, Measurable, Assignable, Realistic and Time-based.

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

Action Steps

What are the action steps you need to take to achieve your career goals? List them here.
· Include education, training, work experience and exploration steps 
· Include skills, knowledge and certifications you need

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________



Status 

Include status updates as you take steps towards your career goals

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________





Chapter 2 Resources
p.50 Example of a LinkedIn or CV tagline
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p.51 Example of an EVP summary on your LinkedIn profile
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p.52 Examples of technology that you can list on your LinkedIn profile or CV
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p.55 Example of proactive language
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p.59 Space to list your personal branding goals and target audience:


Personal Branding Goals

List what you would like to achieve in relation to your employment through personal branding goals

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________


Target Audience

Define your social media audience in relation to your personal branding goals

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

Chapter 6 Resources
p.73 Title examples
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p.73 – 74 Tagline examples
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p.74 Contact details example
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p.76 Career summary example
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p.80 Company description example
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p.81 Example duties list for a Senior AFL Coach
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p.84 Referee format example
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p.84 Example professional development list
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Chapter 7 Resources
p.97 Example of how to show promotions within organisations
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p.99 Example of transferable skills within different professions
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p.100 Key Highlights example
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Chapter 8 Resources
p.105 Cover Letter Format example
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p.111 Cover Letter Video Format
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Chapter 9 Resources
p.120 Job applications tracker
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Chapter 12 Resources
p.173 Research questions to answer prior to interview
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p.175 – 176 Commonly Asked Interview Questions
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p.176 – 177 Examples of S.T.A.R. questions
[image: Graphical user interface, text, application

Description automatically generated]
    [image: Text

Description automatically generated]


Chapter 13 Resources
p.189 Checklist for a great interview
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Chapter 14 Resources
p.194 Questions to consider ahead of a job offer
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Chapter 15 Resources
p.208 Career plan roadmap

12-month plan:

What would I like to achieve in this position over the next 12 months?

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
What action do I need to take to make that happen?

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
What support, training or resources do I need from my manager or organisation to get there?

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Five-year plan:

Where would I like to be in my career in five (or ten) years’ time?

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
What action do I need to take to make that happen?

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
What support, training or resources do I need from my manager or organisation to get there?

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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Sales Consultant 5+ years | Solar, Insurance, Health
| Immediately Available

Marketing Graduate (Honours) | Web Development
| Copywriting | Graphic Design | Available Now
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“MD, people2people Recruitment Victoria
CEO, Infront Sports Consulting
RCSA Professional Recruiter of the Year 2017

Carcers & Employment Media Commentator: ABC,
Channel 7, Foxtel, 2UE, Nine Entertainment

Speaker - World Employment Conference 2019, CPA
Congress 2019

RCSA Chairman - VIC/TAS Council
#loveyourwork Ambassador and Business Mentor’
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Accounting: Xero, SAP, MYOB, Reckon, QuickBooks, NetSuite
Website development: WordPress, Adobe Dreamweaver,
Shopify, Weebly, Bluefish

Design: Adobe programs, Architect 3D, Canva, Autodesk
SketchBook

Presentation: PowerPoint, Keynote, Prezi, Google Slides, Visme
Enterprise resource planning: Oracle, NetSuite, Sage, SAP,
Microsoft Dynamics, Salesforce

Social media and SEO: AdWords, Facebook, Tiktok, Instagram,
Snapchat, LinkedIn

Medical: Zedmed, Medical Director, PrimaryClinic, Clinic

to Cloud

Appointments: Appointuit, Calendly, Timify, Acuity, Setmore
Video editing: Apple iMovie, Lumen5, Pinnacle Studio,

Adobe Premiere, Corel VideoStudio

Making music: GarageBand, Cubase, Pro Tools, FL Studio,
Ableton Live
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Candidate A: Candidate B:

« dealing with customers ~ + helping customers and
« hanging up clothes providing excellent service
« handling difficult people ~ * Proactively managing stock
+ pushing sales and merchandising
« answering queries and
providing solutions

« meeting and exceeding sales
targets and KPIs
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Your Name Your Name
Graphic Designer Fibre Optics Technician

Your Name Your Name
Registered Nurse Policy Analyst
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Receptionist with 3+ years' experience in professional services
Medical assistant with Zedmed and MedicalDirector experience
‘Marine biologist specialising in jellyfish species
You can also use a spaced format such as:

Front Desk Manager | Five Star Hotels | 8+ Years Industry Experience
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Tax Accountant | MYOB, Xero | 4+ Years Experience

Commercial Property Agent | 120+ properties sold
| 10+ years Canberra Market
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Alisha Patel
{0400 000 000

& yourname@yourprovider.com.au
@ Your Suburb, State, 0000

M linkedin.com/in/yourname
@your_instagram_handle

& www.yourportfoliolink.com
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Director
Engineering Manager
Manager Eng. Solutions
Design Engineer
Design Engineer
Engineering Graduate

LMN Board

ABC Company
ABC Company
XYZ Company
QRS Company
TUV Company

2016 - Current
2015 - Current
2013 -2015
2008 - 2013
2006 - 2008
2004 - 2006
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General Manager, People and Culture  February 2012 to present
ABC Organisation

‘wwwabcorganisation.com

ABC Organisation is a multinational chemicals manufacturer
operating in 12 countries and headquartered out of Boston,
Massachusetts, USA. Listed in the Top 100 Fastest-Growing
Companies by Fortune.com, ABC Organisation supplies to

some of the worlds largest health, laboratory, food, agriculture
and manufacturing organisations worldwide.




image12.png
+ Leading and developing a team of coaches and acting as an
adviser to the Senior Coach

« Ensuring that the football club program runs smoothly

+ Taking a key role in developing and supporting the
leadership group

+ Providing coaching and technical strategy relating to all
areas of the game

+ Undertaking opposition analysis and presenting information
toplayers

« Reviewing game trends and incorporating strategy into
the game

+ Coaching ruck technique for the team with a focus on high
performance

« Developing pre-scason and in-scason training programs

+ Undertaking performance reviews with team members
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Brenda Algave

CEO of ABC Corporation

Former Managing Director of XYZ Organisation
M: 0400000000 ~ E: hername@provider.com
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Leadership Program

ABC Science Company, 2020

A Culture Masterclass’ Webinar

American Association for the Advancement of Science, 2020
Clinical Trials Fundamentals

Monash University, 2019

Biodiversity and Conservation Conference
ConferenceSeries LLC Ltd, 2019
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Company name February 2015 to present
‘Www.companyname.com
[Description of the company.... 2-3 sentences]

Position A Title March 2019 to present

[List 8-10]

Key achievements:

[List 2-3]

Position B Title October 2017 to March 2019
[List 8-10]

Key achievements:

[List 2-3]

Position C Title February 2015 to September 2017
[List 8-10]

Key achievements:

[List 2-3]
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If you would like to access some free CV templates,
scan the QR code here, or visit people2people.com.a.
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Current position

Nurse:
In-depth knowiedge and understanding
of pharmaceutical medicines

Excalent relationship-development
skills obtained through qualty patient
Strong administrative and.
‘organisational skils used to triage:
patients, update records and
communicate with all departments via
‘email and phone.

In-depth knowledge and
understanding of pharmaceutial
medicines.

Relationship and business
development

Strong administrative and
‘organisational skils.

‘Graduate Accountant:
Prepaing presentations for the CFO to.
presentto the board

Coordinating delivery of auditing
documents onsite

First point of contact for the accounting
department and providing financial
data o the marketing department
regarding social media campaigns

Marketing Coordinator:
Prepaing presentations for sales
pitches to markating departments
Coordinating promotional tems for
events

Managing communication and
Social media pages

Dancer:

‘Attending opening night functions and
promoting the dance company's work
‘and philanthropic opportunities
Collaborating with team members on
dance sequences and choreography
projects

Using organisational skils to
coordinate travel requirements and
preparation for each performance

Fundraising Coordinator:
Attending networking events and
promoting the chariy to prospective.
donors

Collaborating with team members.
‘on fundraising projects

Using organisational skils to
coordinate events and campaigns
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Joseph Bungala

Marketing Coordinator

SEO | SEM | ABL | BTL | Collateral | Copywriting |
Design Coordination | Video Production | Social Media |
Public Relations | UX Design
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Your name

‘Your address or suburb
‘Your phone number
Your email
Date
Recipient’s name
Title
Company
Address
Email address

Dear (person's name),

Re: Title of position you are applying for
Body of letter

Sincerely (or another formal sign off),

Your signature

Your name
Mobile number
Email address
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If you would like to access a free cover letter template,
scan the QR code here, or visit people2people.com.au.
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Format

+ Explanation of who youare

+ What experience, skills and qualifications you bring
« Why you're interested in the job.

+ How you can add value

« Why they should select you

« How they can contact you
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g person), my name is (your name). I'm a
(title of profession) with (number of years)) experience. 1 have
(a), (b), (¢) skills and a (name of qualification/s). T like (say
something about their company or industry). T bring (skill/
experience) to the job and, if appointed, look forward to
assisting with (d). With (e), (f) and (g) I believe I could help.
(name of company) achieve its goals of (h), underpinned by the
‘values of (list the company’s values). If you would like to discuss
further, please contact me on (mobile number) or (email)”

Example

Hi Louisa, my name is Owen. I'm a pool lifeguard with

two years' experience. I have first aid, CPR and emergency
procedures skills and a Bachelor of Physical Education. I like
the community focus that Neighbourhood Swimming Pool has
and how you have engaged your guests with events, activities
and links to local festivals. I bring strong teamwork, diligence
and physical capability to the job of lifeguard. If appointed,
Ilook forward to helping keep Neighbourhood Swimming
Pools guests safe, happy and cared for. With knowledge of
advanced water rescues, a passion for customer service and an
eye for detail, I believe I could help Neighbourhood Swimming
Pool support and engage the community, underpinned by the
values of teamwork, safety, service and excellence. If you would
like to discuss further, please contact me on 0000 000 000 or
owensemail@email.com.au!
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Job applications tracker

company
‘wepsite
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Here are some great questions to ask and answer as best you can

throughout your research:

= Whois the organisation, and what is their mission, vision
and values?

= How many people are in the organisation, and where does
this position fit within the organisational structure?

= What are the ke requirements of the position?

= What are the key challenges of this position going to be?

= Can you identify previous candidates who have filled this
position? What have they done wellin the position and what
could be improved?

= What are the positions and backgrounds of the people who will
be interviewing you for the role?

= What are they looking for in a prospective candidate?

= What might they be concerned about when looking at your
background and experience, and how can you overcome this?

= What makes you a standout candidate for the job?
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Prepare responses to commonly asked interview questions

Here are some examples of commonly asked interview questions:

= Tell me about yourself.

= Why are you interested in this position?

= Why are youleaving your current position, or why did you leave
‘your past position?

= Where would youlike to be i five years time, and how does
this position factor into that pathway?

= What are the three greatest achievements in your carcer to date?

= Why do you fecl you would be successful is this role?

= What are the three attributes that you possess that could add the
‘most value in the position and to the organisation?

= What are your strengths?

= What are your areas of development?

= What would you do in the first six months if you were successful
in obtaining this position?

= What are your salary expectations?
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= What are you looking for in a company?
= What questions would you like to ask the hiring manager about
the position and the organisation?
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“Please think of an example of a time when you

‘What was the ituation and task, what action did you take and
what was the outcome?”

... managed a large project

.. negotiated an important contract

dealt with a difficult customer

influenced a stakeholder

...identified an error

...faced conflict within a team
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... worked with a person whose personality was different to yours
....didn't agree ethically with something that youd been asked to do
... were given negative feedback

... faced change in your role

... balanced attention to detail with deadlines

... prioritised an overwhelming workload

... used your initiative

... contributed an idea
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Checklist for a great interview

Be prepared.
Build rapport.

Mirror body language.

Be succinct.

Answer the question!

Showcase examples of work and achievements.
Show that you can hit the ground running.
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= Play to your strengths.
= Talk about what you have done and would do in the role.
= Clarify next steps and thank the interviewer.
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Does this employer provide flexible and remote working options?
What are the working hours like, and the approach to workife
balance?

How do they celebrate success?

What is the organisational culture like?

Whois in your proposed team, and what are they like?

Do you like the manager that you wil be reporting to? Whatis
their leadership style?

Are you happy to travel to the work site regularly?

What sort of opportunitics are there for career development
and growth?
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Audiobook Resources

Digital Resource to accompany Erin Devlin’s book
Get the job you really want

job you

really
want

Erin Devlin

produced in conjunction with Major Street Publishing

and brought to you in partnership with people2people

people
Follow Erin Devlin on social media
for career advice and tips
[ tinkedin.com/in/erindevlin
@erin_devlin_
) @etin_deviin




