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The application


The usual way of writing job applications is to do it in two parts.


The first part is the cover letter: a short letter, fitting on one page, saying that you would like to apply for the job and the reasons why.


The second part is a summary of your personal details called curriculum vitae (CV). 





Cover Letter 


A cover letter is your opportunity to target your skills, highlight your selling points and answer three important questions employers want answers to: 





Can you do the job? 


Do you have the abilities, skills, knowledge, experience and qualifications? �


Will you do the job well? 


Are you motivated, dependable and enthusiastic?�


Will you fit into the organisation? 


Do you match the company's image, values and goals? Will you get along well with clients and co-workers?








What should be included in your cover letter?





 Contact details �Include your name, address, phone number and email. Make sure they are correct and up to date. �


 The date you are sending the application�


 Name and address of the contact person�Include their full name, title, company, street or PO Box, town or suburb, state or territory and postcode. If no name is given, try to find out by calling the organisation.�


 Salutation�Begin your cover letter with Dear Mr/Ms/Dr and their last name. �


 Opening paragraph�Explain your purpose and give the reader a reason to read on.


�








 Second paragraph�Demonstrate you can do the job. Use two or three selling points and focus on what you have to offer. Your aim is to encourage the reader to seek more details from your CV.  This is not just a narrative version of your CV, but a way of demonstrating what qualities you have, how you have developed them, and how they align with the organizations values and the selection criteria �


 Third paragraph�Thank the reader for considering the application and refer to your enclosed CV and other attachments. Indicate that you would appreciate an interview to further discuss your suitability. �


 Closing�If your salutation was Dear Sir/Madam, end with Yours faithfully.�If it was Dear Mr/Ms/Dr Smith, end with Yours sincerely. Type your name and sign it.





When preparing your final copy: 


Do not send cover letters that are photocopied.  They should be originals and signed. 





Only send material that was requested (e.g. photographs, transcripts)


If references, transcripts or certificates are needed, send certified copies, not the originals. 


A certified copy can be performed by a number of people including doctors.  This is done so that the original copy is officially signed and that the copy is a true copy of the original (not a forgery).





Keep a copy of your application.





Check your letter and CV carefully for spelling, punctuation, grammar and typing errors!





Curriculum Vitae 


A CV is a summary of what you have achieved and who you are. 


It is important that it looks interesting and is easy to read. It is designed to draw the attention of the employer and get you an interview. Only information that will meet the employer's needs should be included.


You can use the same résumé for several applications, but it is essential to make small changes to highlight special skills or experience that apply to the particular job you are applying for. 


Be careful to make sure when you change details that the correct address matches the correct text!


Be sure to update your CV when you gain new skills, undertake new work or gain relevant experiences. As a general rule try to limit your CV to as few pages as possible.





Here are some suggested headings and the kind of information that should go under these headings:





Contact details - include your name, address, telephone number and email address


Photo – supply a photo if requested, otherwise it is a source of unconscious bias related to gender or race.  It is not necessary.


Career Statements - brief 3 – 5 lines stating what your career goal is, who you are, and how this organization links with your goal. �Career history -


List your most recent experience first. Include job title, employer's name and location, dates of employment.


A brief description of your responsibility and duties, and a description of your achievements in each position.  Remember the person interviewing you will know what most generic job positions are, so you don’t need a lot of detail.  


Account for long gaps in work history.�Focus on achievements rather than role responsibilities!�Selection Criteria -


Many organizations require you to address specific selection criteria when you apply for a job. It is a way for the employer to focus on the specific skills and abilities they need the person to have to do the job. You will need to meet the criteria to be considered for the job.  Make sure you address the selection criteria in your résumé.





Major Achievements -


This is the most important section; you need to outline what you have achieved in an educational or training setting that will help you stand - out from your peers.





Education and training -


Show the highest educational level you have reached, where and when you studied. Emphasize your accomplishments.





Quality improvement activities – outline activities such as committees, involvement in national standards, audits etc.


Research Activities – publications, presentations etc. 


Educational activities - involvement in teaching, facilitation, mentoring, supervision


Continuing professional development – recent and relevant courses, conferences etc. 


Other skills (optional) - it is important to give details of any skills that you possess, such as speaking another language; leadership and organisational skills; ability to accept responsibility; or ability to work under pressure.  Illustrating these skills by example is more powerful and credible than making a statement.  Your skills show a prospective employer your range of abilities, but they need to be related to the job. �


Professional Affiliations, Activities and interests -


This section is used to show other sides of your personality that may help an employer to form a more complete and balanced picture of you. Include things like community activities, sports and hobbies. 





Referees - List three referees


For each referee, include their name, title, organisation they currently work for, work phone number, email address, and a brief statement explaining how they know you.�Ensure you have spoken to them before you list them and make sure they are comfortable with recommending you. �Give your referees a copy of your résumé.  


Keep their contact details up to date. Referees will only be contacted after verbal agreement.





The interview


Your carefulness and fit with the organisation demonstrated by your application have led to the offer of an interview. You ought to rehearse answering the types of questions interviewers will ask.


You should also think very carefully about your personal presentation at interview (imagine how you would dress for a critical older relative whom you want to please, iron the whole shirt, choose the top that doesn’t expose too much chest, choose a skirt that is not too short when you are seated).


Turn off your mobile phone or put it on silent during the interview.








Before the interview 


Take a commonsense approach and make sure that you know the time and location of your appointment, as well as the name and title of the person who will be interviewing you. Write this information down and remember to take a map as an added precaution.





If you are going to be late call ahead and let the interviewer know.





If you have not been to the venue before, allow plenty of time to find where the interview is being held.








During the interview 


Have confidence in yourself, your research and your preparation. Relax. Listen carefully to the questions and keep your responses concise and positive. Use practical examples to illustrate your skills and show how they suit the role and the organisation. Maintain eye contact and remain attentive throughout.�


Try to remember to smile. �


�





Interview Preparation 


With the right preparation you will be in the best possible position to answer key questions, sell your strengths and convince the interviewer that you can add value to the organisation.








Research the organisation 


Researching the organisation shows initiative, enthusiasm and a keen interest in the role. Organisational websites are the best source of information. Use them to research products and services, corporate details and recent organisation news.








Research the role 


Think about the role and analyse the job description. Wherever possible, relate your skills and experience to the role requirements. Focus on the skills you believe offer most value to your prospective employer. Always have practical examples ready to support your statements.





Prepare your own questions 


Remember that the interview is a two-way process. On the one hand, the interviewer uses it as an opportunity to source information from you. On the other, you have an opportunity to ask questions about the role and the organisation. It is essential that you have a detailed understanding of the role before you commit to anything. You should find out why the role became available, what you will be accountable for and how your performance will be measured. 





Interview Preparation 


With the right preparation you will be in the best possible position to answer key questions, sell your strengths and convince the interviewer that you can add value to the organisation.








Research the organisation 


Researching the organisation shows initiative, enthusiasm and a keen interest in the role. Organisational websites are the best source of information. Use them to research products and services, corporate details and recent organisation news.








Research the role 


Think about the role and analyse the job description. Wherever possible, relate your skills and experience to the role requirements. Focus on the skills you believe offer most value to your prospective employer. Always have practical examples ready to support your statements.





Prepare your own questions 


Remember that the interview is a two-way process. On the one hand, the interviewer uses it as an opportunity to source information from you. On the other, you have an opportunity to ask questions about the role and the organisation. It is essential that you have a detailed understanding of the role before you commit to anything. You should find out why the role became available, what you will be accountable for and how your performance will be measured. 





When finished, write down a short summary of the interview while it is still fresh in your mind. Note the areas in which you feel you went well, as well as any questions you found difficult to answer. This will help you to prepare for a possible second interview, or with future interviews for other roles.








There are different styles of interview categories. It is important to address their differences during the course of your preparation.





Situational interviews





These are very similar to behavioural interviews. The difference is that situational interviews pose hypothetical questions, rather than asking for specific examples of past performance. Questions are based on the skills that are required for the role.


Use the job description to identify key responsibilities because the questions are likely to focus on these areas.




















Behavioural interviews





This style of interview is based on the theory that past performance is the best indicator of future behaviour. The interviewer will ask you to describe how you handled various situations in your previous role. The emphasis is on your experience.


Prepare by identifying four or five examples that show how you faced certain challenges and achieved positive or negative outcomes. (Often the learning is knowing you made a mistake) Rehearse your examples, keep them concise and expect further questioning about the examples you use.


Some key competencies required in most roles are planning and organising, decision making, leading a team etc.





Unstructured interviews





This style is conversational with no pre-determined structure and information is gained through a free-flowing discussion. The interviewer does not ask a set of questions in a predetermined order.


You are required to carry the conversation and the topics you discuss generally lead to subsequent questions


 Rehearsal is important because the interviewer, although apparently casual, will be looking for details that reveal your skills, personality and cultural fit for the role. 











Panel interviews 





These consist of multiple interviewers who are usually sourced from different parts of the organisation. Agendas are Iikely to vary between members and this will affect the continuity of questioning.


Establish eye contact with the questioner and scan the other panel members during your response.


Take particular care when answering technical or strategic questions, as panel members will have specialist knowledge in these areas.


Try to speak clearly and try to avoid speaking quickly (this often happens when you are nervous).


You may pause to consider the question before you give your response.








Common Interview Questions





Q. What have been your achievements to date? 


(The interviewer is saying, "Are you an achiever?")


A: This is a common question so be prepared. Select an achievement that is recent. Identify skills you used in the achievement and quantify the benefit or outcome. 





Q: Tell me your approach when dealing with the most difficult situation you have had to face and how you tackled it? 


(The interviewer is really trying to find out your definition of "difficult" and your approach to problem solving) 





A: Select a difficult situation that was not caused by you. Explain how you defined the problem and what solution you applied to overcome the problem.





Q: What do you dislike about your current role? 


(The interviewer is trying to find out whether the job on offer has attributes you will dislike) 





A: Be careful do not speak negatively about individuals or an organisation.  





Q: What are your strengths? 


(The interviewer wants a straightforward answer as to what you are good at and how it is going to add value) 





A: Concentrate on discussing your main strengths. Strengths to consider include technical proficiency; ability to learn quickly; determination to succeed; positive attitude; team focus and your ability to work autonomously. If time permits, link the strengths to the role.








Q: What are your weaknesses? 


(The interviewer is asking about your self-perception and self-awareness)





A: Don't say you don't have any. We all have weaknesses. Either use a professional weakness such as a lack of experience (not ability) on your part in one area that is not vital for the job or use a personal weakness and show the steps that you have taken to combat it. An example would be," I'm not very good at delegating but I'm learning to pass work on to colleagues by sitting down on a weekly basis


and splitting the workload".� 


Q: What kind of decision do you find most difficult? 


(The interviewer is really saying, "I need someone who is decisive and how the individual internally cares about making the decision") 





A: Try to focus on decisions and describe the circumstances surrounding the decision you have made easily.





Q: Are there any questions that you have? 





A: This is often the final question that an interviewer will ask and is often asked merely as a gesture of courtesy. Do not attempt to obtain complete information about the job at this point, since you may unintentionally give the impression that you are unsure you really want the job. Wait until you have definitely been offered the job before asking questions about retirement benefits, chances for advancement, public transportation facilities, salary and so on. This information may be critical for you in making your decision but wait until you have been offered the job to ask about them.





The best practise is to say your answers out loud, corner the dog, your best friend, your mum, someone who will listen whilst you get the words right.





Before your interview, prepare ‘open’ questions you want to ask the interviewer. Questions that begin with what, how, where, will or who should encourage your interviewer to talk and provide you with additional information.


Some questions to consider 


What will my responsibilities be? How will you assess my performance? 


What encouragement is given to undertake further training? What sort of induction and orientation is provided? What are the requirements for travelling? How soon will you decide on the appointment?





Expectations of the employer





Below are attributes that employers WILL expect:


Clinical Competencies 


Clearly articulated clinical achievements, knowledge and experience�








Below are attributes that employers WILL MOST LIKELY expect


Initiative 


Can you tell us about when you have shown initiative at work, or in your studies?


Has creative ideas and suggestions 


Is pro-active in approach


Volunteers for additional activities











Team Participation/ Teamwork


What have you done to contribute to a team? 


Demonstrates respect for others 


Listens to and builds on the ideas of others


Solicits the opinion of others 


Participates openly in groups discussion 


Puts the good of the group above their own needs �








Accountability


Are you transparent, responsible & answerable?


Works hard to deliver commitments


Doesn't deliver surprises


Rarely misses deadlines








Integrity


Can you describe a time where you have disagreed with a policy of your employer? How did you handle the situation? 


Says the same thing in the same situation, despite the audience 


Doesn't blame others 


Is honest and open about mistakes 


Remains silent to protect an organisation's privacy or meet professional responsibilities 


Doesn't force personal opinions 











Respect


Do you treat everyone with dignity, consideration, equality and value?


Works as a team member bringing out the best in all the team


Values diversity in the team he/she works


Treats everyone with courtesy


Is even tempered irrespective of the circumstances


Doesn't force personal opinions 








Excellence


Do you continually strive for excellence?


Has high standards of success


Learns from mistakes 


Always sets stretching but achievable goals











Leadership


Describe a situation where you displayed leadership. What was it that made you a good leader in this instance? 


Clearly and convincingly articulates a vision 


Leads by example 


Influences others in a positive way 


Seeks and considers the opinion of others 


Shares information openly 


Continuously tries to improve 


Gives honest and constructive feedback








Ethics and Values


Think of a time when you were really committed to your work, how did you demonstrate your loyalty and commitment? 


Speaks positively about an organisation 


Adheres to core values and beliefs during good and tough times 


Practice what you preach








Innovation


Describe a situation where you were innovative. 


Improving quality and patient outcomes


Taking measured risks


Flexible in your approach








Below are attributes that employers WILL MOST LIKELY expect





Achievement energy


Describe a time where you feel your personal approach and enthusiasm had a positive impact on others? 


Displays energy and enthusiasm (both in the way you present at interview and in the contact of your response to the particular situation) 


Identifies goals 


Generates new ideas �





Communication 


Think of a time when you were really committed to your work, how did you demonstrate your loyalty and commitment? 


Encourage openness, show truth and honesty


Be open-minded, ask questions before we provide answers


Dialogue and debate are encouraged, not coerced


Be open to problems, no cover-ups


Listen carefully to each other








Patient Focus


Give an example to show that you are patient-focused? 


Aimed for excellent patient centred care balanced with accountable resource imperatives


Processes and structure support patient outcomes


On time and meet patient expectations








Below are attributes that employers MAY expect





Decisiveness


Describe when you have had to make a hard decision? We want to hear about how you made the decision and what you thought about at the time 


Makes good decisions based on a mixtures analysis, wisdom, experience and judgment 


Is sought by others for advice and solutions 


Evaluates rational and emotional elements of situations �


Flexibility


Can you tell us where your chosen course of action was not working? What did you do to handle the problem? 


Is adaptable to new ideas 


Readily tackles the challenges 


Accepts changed priorities without undue discomfort 





Self Confidence


Describe an incident that demonstrates that you have self-confidence?


Trusts own ability 


Displays assuredness 


Takes action easily 





Persuasion/ Collaboration


Can you tell us when you have had to negotiate on behalf of someone else?


Can win concessions without damaging relationships 


Can be forceful and direct as well as being diplomatic 


Gains trust quickly of other parties 











USEFUL WEBSITES








� HYPERLINK "http://careers.bmj.com/careers/advice/view-article.html?id=2660" ��http://careers.bmj.com/careers/advice/view-article.html?id=2660�








� HYPERLINK "http://careers.bmj.com/careers/advice/view-article.html?id=3043" ��http://careers.bmj.com/careers/advice/view-article.html?id=3043�








� HYPERLINK "http://www.services.unimelb.edu.au/careers/" ��www.services.unimelb.edu.au/careers/�








� HYPERLINK "http://www.SEEK.com.au/career-resources/" ��www.SEEK.com.au/career-resources/�








� HYPERLINK "http://computermatching.pmcv.com.au/" ��http://computermatching.pmcv.com.au/�








� HYPERLINK "http://www.ama.com.au/careers" �www.ama.com.au/careers�








� HYPERLINK "http://www.advancemed.com.au/careerdoctor/" �www.advancemed.com.au/careerdoctor/� 








� HYPERLINK "http://www.seek.com.au/career-resources/" ��www.seek.com.au/career-resources/�








� HYPERLINK "http://www.quintcareers.com/interview_question_database/interview_questions.html" ��www.quintcareers.com/interview_question_database/interview_questions.html�








� HYPERLINK "http://www.drandrewhuang.wordpress.com/2018/06/03/the-recruitment-process-getting-your-resume-and-cover-letter-in-order/" �www.drandrewhuang.wordpress.com/2018/06/03/the-recruitment-process-getting-your-resume-and-cover-letter-in-order/�








� HYPERLINK "http://www.drandrewhuang.wordpress.com/career/" �www.drandrewhuang.wordpress.com/career/�








� HYPERLINK "http://www.litfl.com/how-to-ace-a-consultant-interview/" �www.litfl.com/how-to-ace-a-consultant-interview/�














� HYPERLINK "https://onthewards.org/top-10-interview-tips-from-6-consultants/" �https://onthewards.org/top-10-interview-tips-from-6-consultants/�





� HYPERLINK "https://onthewards.org/top-5-mistakes-junior-doctors-make-with-their-cvs/" �https://onthewards.org/top-5-mistakes-junior-doctors-make-with-their-cvs/�





� HYPERLINK "https://onthewards.org/the-job-interview-process/" �https://onthewards.org/the-job-interview-process/�





� HYPERLINK "http://www.onthewards.org/onthejobs-blog-5-selection-critieria/" �www.onthewards.org/onthejobs-blog-5-selection-critieria/�





� HYPERLINK "http://www.onthewards.org/career-advice-for-junior-doctors/" �www.onthewards.org/career-advice-for-junior-doctors/�  








Sample cover letter





Header with your name


And part of application (eg cover letter, CV)





Your Name	Date


Your Postal address


Your email address


Your telephone numbers including mobiles





Name of Employer Contact person


Title of contact persons job


Employer Name








Re: The job you are applying for (e.g. HM02 application for 2019 [medical year]) 





I am writing to express my interest and enthusiasm for a HM02 position (medical year) at Northern Health. 





I am a graduate from the University of Learning and currently an intern at Memorial Health. I am eager to train as a doctor in the Northern Health network due to its renowned excellence in health professional education and research





I am currently undertaking a General Medicine rotation at St Mary’s Hospital and have completed rotations in Emergency Medicine, Palliative Care/ Geriatric Medicine and Upper Gastrointestinal Surgery at Compass, Trigonometry and St Mary’s Hospital respectively. 


Under the tutelage of experienced senior staff including Dr Highly Respected and Mr. Excellent Surgeon, I have gained a strong foundation in medical skills and knowledge such as effectively performing lumbar punctures, abdominocentesis and pleural taps. During my internship, I have also assisted in multiple laparoscopic and open surgical procedures. 





My future aspirations are currently leaning towards physician training, with interests in gastroenterology and cardiology. I believe that Northern Health can provide me with the high level of training that will help me realise my professional goal of becoming a leading physician in the field of my interest. During my medical student placement at Northern Health, I always found it to be a caring and welcoming environment and I look forward to joining the team again in my HM02 year. I am an academically strong and motivated person and will continue to work and study hard over the next few years to achieve my professional goals. 





The enclosed resume highlights my related work and educational experience. Thank you for your consideration of my application. 





I look forward to your favourable reply.





Yours sincerely


(Your signature)


Your printed name





Footer with your name


And part of application (eg cover letter, CV include page numbers)











Sample Curriculum Vitae


Make yours easy to read, as there may be numerous applications for the same position. Use lots of white space, large enough font (>8 pt), clear to read not “fancy” and accurate contact details.





YOUR FULL NAME





PERSONAL DETAILS


Name:	Your Full Name	phone:	xxxxxxxx


Address	Your postal address	fax:	xxxxxxx


	Postal address 	mobile:	xxxxxx





Email:	a current address please





CAREER/EDUCATION





2007: 	Internship 


	The Health Care Group


	Additional:


	Medical: Grand Round Medical Meeting Presentation: "Medical condition” June 2007


	Surgical: ongoing research and photography for website www. Respectedwebsite.com.au





2006: 	Bachelor of Medicine, Bachelor of Surgery, (MBBS)


	University of Melbourne 


	Clinical School: Austin Health, (transcript available on request)





2003-04: 	Bachelor of Advanced Medical Science (BMedSc) 


	"Title of thesis" 


	Name of Unit, Someplace Hospital 


	Supervisors: Dr. Senior Supervisor, Prof. Senior Supervisor 


	Duties and Achievements: 


Conducted a retrospective research examining field of study in patients who fitted parameters of study since key date in establishment of program�


Collected and statistically analysed pre- and post-treatment parameters and clinical indicators of all patients key date – present�


Submitted thesis (H2A) and orally presented research project�


Project findings used as a basis for publications pending 2007 





Attended (state all types of services offered by this unit)





2nd author in another publication “Title of paper” Authors name, your name, other authors’ names.  Journal Name, issue, page number





2000: 	Victorian Certificate of Education (VCE): 99.85 


	Gabo Island School 


	1999 State-wide VCE Top Scorer in Lighthouse keeping 











(footer) Curriculum vitae:  Your full name


page x of total





PREVIOUS EMPLOYMENT


2003 –2004	Name of previous employer


	Address of previous employer


	Position:	VCE Biology tuition teacher


	Duties and achievements


Provided constructive feedback to concerned parents whose children had academic difficulties. 


Formulation of effective plans of study and strategies that overcame student deficiencies. 


Assisted managers in supplementation of coursework with own material and advice towards improvement of tuition curriculum.








Research Foundation, Summer Program Student Awards�Respected Teaching Hospital�Position: 	Scholarship Student studying “topic of study”�Duties and achievements


Literature review of above topic; supervised learning and formulation of laboratory protocols necessary to test hypothesis


Worked as part of the laboratory team with procedures that required attention to detail and patience


Gained an appreciation and understanding of the complexities in laboratory work and some basic techniques in radioisotope tagging of DNA and creating cDNA libraries.








Private Biology Tuition


Position: English tutor for VCE and high-school students 


Duties and Achievements: 


Developed individualised approach to students of different backgrounds and capabilities. Also learned to deal diplomatically with challenging family members who had unreasonable expectations of their children's abilities





COMMUNITY SERVICE


Donation Austin building site 2006: "Adopt-a-Tile" sponsorship of front entrance roundabout


Certificate of Recognition in the "March Red Cross Calling" annual appeal


Harm-Prevention Program: safe sex education for a high-school as part of rural rotation


Voluntary community service at The Hill Library


SWOT - team of medical students tutoring under-privileged VCE students pro bono





Extra Curricular/ Additional Skills/ Interests


List your skills, include details of competencies in languages other than English


Memberships of societies, if you are an active member


Sporting/ other pastimes




















(footer) Curriculum vitae:  Your full name


page x of total








REFEREES





Dr W Hasworkedwithyou


Nominated specialty


Known Hospital


Email address (use the one the consultant gives you)


Phone: (use the one the consultant recommends)








Dr Another PreviousSupervisor


Nominated specialty


Known Hospital


Email address (use the one the consultant gives you)


Phone: (use the one the consultant recommends)








A/Prof HasGivenyouPermissionToUsehis/hernameAsaReferee


Nominated specialty


Known Hospital


Email address (use the one the consultant gives you)


Phone: (use the one the consultant recommends)








(footer) Curriculum vitae:  Your full name


page x of total
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