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POMOCNE ADRESY INTERNETOWE

OGLOSZENIA O PRACE

sWWW.mycareer.com.au*www.careerone.com.au*www.seek.com.ausww
w.monster.com.au

http://www.employment.infoxchange.net.au/group/employment/ -
(community based organisations)

ADRESY E-MAIL’OWE AGENCJI REKRUTACYJNYCH
go to Search by Advertiser in MOTYWACJA

http://www.motivation123.com/

JEZYK CIALA

http://www.in.com.pl/~lemur/www/blang/main.htm

LEKTURA DO PODUSZKI

“"What color is your parachute?
A practical manual for Job-Hunters & Career-changers
Richard N. Bolles

WZOR CV LISTU MOTYWACYJNEGO - COVER LETTER
http://content.monster.com/resume/samples/coverletters/letter2/
http://www.betasearch.com/r/samples.htm

PYTANIA W CZASIE ROZMOWY REKRUTACYJNEJ
http://content.monster.com/jobinfo/interview/questions/
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INTERVIEW QUESTIONS

A LIST OF TESTED QUESTIONS

WARM-UP QUESTIONS

WORK HISTORY

JOB PERFORMANCE

EDUCATION

CAREER GOALS
SELF-ASSESSMENT

CREATIVITY

DECISIVENESS

RANGE OF INTERESTS
MOTIVATION

WORK STANDARDS

LEADERSHIP

ORAL PRESENTATION SKILLS
WRITTEN COMMUNICATION SKILLS
FLEXIBILITY

STRESS TOLERANCE

STABILITY & MATURITY
INTEREST IN SELF DEVELOPMENT

WARM-UP QUESTIONS

What made you apply for this position?

How did you hear about this job opening?

Poszukiwanie pracy w Australii

Briefly, would you summarize your work history & education for me?

WORK HISTORY

© Anna Bienert / HR Specialist
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What special aspects of your work experience have prepared you for this

job?
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e Can you describe for me one or two of your most important
accomplishments?

e How much supervision have you typically received in your previous job?

e Describe for me one or two of the biggest disappointments in your work

history?
e Why are you leaving your present job? (or, Why did you leave your last
job?)
e What is important to you in a company? What things do you look for in an
organization?
JOB PERFORMANCE

e Everyone has strengths & weaknesses as workers. What are your strong
points for this job?

e What would you say are areas needing improvement?

e How did your supervisor on your most recent job evaluate your job
performance? What were some of the good points & bad points of that
rating?

e When you have been told , or discovered for yourself , a problem in your
job performance, what have you typically done? Can you give me an
example?

e Do you prefer working alone or in groups?
e What kind of people do you find it most difficult to work with? Why?

o Starting with your last job, tell me about any of your achievements that
were recognized by your superiors.

e Can you give me an example of your ability to manage or supervise
others?

e What are some things you would like to avoid in a job? Why?
e In your previous job what kind of pressures did you encounter?

o What would you say is the most important thing you are looking for in a
job?

e What are some of the things on your job you feel you have done
particularly well or in which you have achieved the greatest success? Why
do you feel this way?

e What were some of the things about your last job that you found most
difficult to do?
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o What are some of the problems you encounter in doing your job? Which
one frustrates you the most? What do you usually do about it?

e What are some things you particularly liked about your last job?

e Do you consider your progress on the job representative of your ability?
Why?

e How do you feel about the way you & others in the department were
managed by your supervisor?

o If I were to ask your present (most recent) employer about your ability as
a , what would he/she say?

EDUCATION

o What special aspects of your education or training have prepared you for
this job?

e What courses in school have been of most help in doing your job?

CAREER- GOALS

e What is your long-term employment or career objective?

What kind of job do you see yourself holding five years from now?

What do you feel you need to develop in terms of skill & knowledge in
order to be ready for that opportunity?

Why might you be successful in such a job?

e How does this job fit in with your overall career goals?

Who or what in your life would you say influenced you most with your
career objectives?

Can you pinpoint any specific things in your past experience that affected
your present career objectives?

What would you most like to accomplish if you had this job?
e What might make you leave this job?
SELF-ASSESSMENT
o What kind of things do you feel most confident in doing?

e (Can you describe for me a difficult obstacle you have had to overcome?
How did you handle it? How do you feel this experience affected your
personality or ability?

e How would you describe yourself as a person?
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What do you think are the most important characteristics & abilities a
person must possess to become a successful ( )? How do you rate yourself
in these areas?

Do you consider yourself a self-starter? If so, explain why ( and give
examples)

What do you consider to be your greatest achievements to date? Why?
What things give you the greatest satisfaction at work?

What things frustrate you the most? How do you usually cope with them?

CREATIVITY

In your work experience, what have you done that you consider truly
creative?

Can you think of a problem you have encountered when the old solutions
didn't work & when you came up with new solutions?

Of your creative accomplishments big or small , at work or home, what
gave you the most satisfaction?

What kind of problems have people recently called on you to solve? Tell
me what you have devised.

DECISIVENESS

Do you consider yourself to be thoughtful, analytical or do you usually
make up your mind fast? Give an example. (Watch time taken to respond)

What was your most difficult decision in the last six months? What made
it difficult?

The last time you did not know what decision to make, what did you do?
How do you go about making an important decision affecting your career?

What was the last major problem that you were confronted with? What
action did you take on it?

RANGE OF INTERESTS

What organizations do you belong to?

Tell me specifically what you do in the civic activities in which you
participate. (Leading questions in selected areas. i.e. sports, economics,
current events, finance.)

How do you keep up with what's going on in your company / your
industry/ your profession?

MOTIVATION

What is your professional goal?
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e Can you give me examples of experience on the job that you felt were
satisfying?

e Do you have a long & short-term plan for your department? Is it realistic?
e Did you achieve it last year?

e Describe how you determine what constitutes top priorities in the
performance of your job.

WORK STANDARDS
e What are your standards of success in your job?

e In your position, how would you define doing a good job? On what basis
was your definition determined?

e When judging the performance of your subordinate, what factors or
characteristics are most important to you?

LEADERSHIP

e In your present job what approach do you take to get your people together
to establish a common approach to a problem?

e What approach do you take in getting your people to accept your ideas or
department goals?

e What specially do you do to set an example for your employees?

o How frequently do you meet with your immediate subordinates as a
group?

e What sort of leader do your people feel you are? Are you satisfied?

e How do you get people who do not want to work together to establish a
common approach to a problem?

e If you do not have much time & they hold seriously differing views, what
would be your approach?

e How would you describe your basic leadership style? Give specific
examples of how you practice this?

e Do you feel you work more effectively on a one to one basis or in a group
situation?

e Have you ever led a task force or committee or any group who doesn't
report to you, but from whom you have to get work? How did you do it?
What were the satisfactions & disappointments? How would you handle
the job differently?

ORAL PRESENTATION SKILLS
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e Have you ever done any public or group speaking? Recently? Why? How
did it go?

e Have you made any individual presentations recently? How did you
prepare?

WRITTEN COMMUNICATION SKILLS
e Would you rather write a report or give a verbal report? Why?
e What kind of writing have you done? For a group? For an individual?

o What is the extent of your participation in major reports that have to be
written?

FLEXIBILITY

o What was the most important idea or suggestion you received recently
from your employees? What happened as a result?

o What do you think about the continuous changes in company operating
policies & procedures?

e How effective has your company been in adapting its policies to fit a
changing environment?

e What was the most significant change made in your company in the last
six months which directly affected you, & how successfully do you think
you implemented this change?

STRESS TOLERANCE
e Do you feel pressure in your job? Tell me about it.

e What has been the highest pressure situation you have been under in
recent years? How did you cope with it?

STABILITY & MATURITY
e Describe your most significant success & failure in the last two years.
e What do you like to do best?
e What do you like to do least?

e What in your last review did your supervisor suggest needed
improvement?

e What have you done about it?
INTEREST IN SELF DEVELOPMENT

o What has been the most important person or event in your own self
development?

e How much of your education did you earn?
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e What kind of books & other publications do you read?

e Have you taken a management development course?

e How are you helping your subordinates develop themselves?
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PRZYKLAD LISTUMOTYWACYJNEGO (COVER LETTER)

Jan Nowak

11099 Camille Drive, Apt. 4
Tempe, AZ 85287
602/555-1961
Jannowak@mail.au

Ms. JulieAnne Taylor
Art Director

The Kaplan Group
39 Mackes Ave.
San Francisco, CA 94112

Nov. 15, 2000
Dear Ms. Taylor,

We live in a world where styles change constantly and fresh images are always in demand.
Professionals in every field, especially graphic design, must be aware of these changes and
possess the flexibility and imagination to stay ahead of the trends.

I know The Kaplan Group seeks only the brightest and most creative designers for its team. I
also know that I have the training and ability it takes to produce compelling images for your web
and print publications. My B.S. degree in graphic design and my internship experiences have
taught me how to bring ideas to life on time and under budget.

The enclosed resume elaborates on the details of my skills and experience. And the
accompanying portfolio shows how I've turned ideas into reality.

I'd appreciate the chance to meet with you to discuss how I could be a vital part of your
operation. You may reach me at the above telephone number or e-mail address.

Thank you for your consideration. I look forward to talking with you.
Sincerely,

Jan Nowak
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PRZYKLAD ZYCIORYSU (CV)

JAN KOWALSKI

342 Hawthorn Rd
Hawthorn 3124

Home: 03 999 99098
Mobile:0412 111 111
Email: jankowalski@tpg.com.au

Education

1993 -1998
Gdansk University — Diploma in Office Administration

Trainings

Administration and Customer Service Skills
Windows NT
MS Outlook 97, MS WORD, EXCEL and Power Point

Computer knowledge
Microsoft Office:
Word, Excel, Power Point

MS Outlook 97, Internet

Employment History:

February 2001 — May 2001
KPMG

Admin Assistant (part time)

» Maintaining contact with external and internal clients

» Administration of workshops, trainings and conferences for internal and external clients
» Organising stationery and mail distribution

» Assistance at projects as defined

(October 2000 — February 2002)
Green Box
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Admin/Customer Service Assistant (part time)

General reception duties

Operating different types of switchboards

Maintaining contact and assisting clients with their enquires
Daily banking

Organising stationery and mail distribution

Photocopying, faxing, scanning and binding

Word processing

Attending to general phone calls and public inquires

VVVYYVYVVY

February 1998 — June 2000
Kometa Inc.

Admin Assistant

» Administration of workshops

Room/travel/accommodation arrangements

Maintaining general candidates database

Maintaining contact with the candidates: information on all in-coming calls and queries,
correspondence servicing the recruitment e-mail box.

Co-ordinating all administrative tasks connected with candidates selection

Assistance at projects as defined during the year

Meeting and greeting clients as well as co-ordinating the administration for the agency
Maintaining contact with the client and candidates: information on all in-coming queries
and calls, correspondence, scheduling the candidates

Monitoring the applications flow: receiving all applications, documents filling /
archiving.

Data entry

Organising travel arrangements and managers diary

VV VYV VVVY VVYVY

Skills and personal attributes:

Polite, friendly and helpful manner

Enthusiasm

Well developed interpersonal and communication skills
Cares for top quality results and quick delivery

Able to work under pressure

Sensitive to people from all cultural backgrounds
Strong organisational and problem solving skills

With sense of humour

VVVVVVVY

Language Skills:

German, Russian
Polish — native

References available on request
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