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Introduction

A welcome from our HR Team

Welcome, and congratulations on choosing ACTAC to support your
educational and career journey.

You've made a significant step toward a fulfilling and successful
career. This guide is specifically designed to empower you with
practical tools and actionable strategies for your job search and your
initial steps in your new role. Use this guide as your roadmap to career
excellence.

HR Team
ACTAC

Ll

Making Education Work for Everyone

Crafting an Australian-Standard Resume

Your resume is a powerful tool that represents your professional identity. This
section will guide you through every step necessary to create an impactful,
Australian-standard resume designed to secure interviews and leave lasting
impressions on potential employers.
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Skills

Key E I e m e n ts Of a n  Tailor your listed skills to closely match those outlined in the job

description.

Impactful Resume T

Child Behavior Management
Creative Lesson Planning
Effective Communication
Team Leadership

o

(e}

o

Personal Informations

 Clearly display your full name, contact number, professional email address,
and LinkedIn profile.
e Example:
o Name Surname
o name.surname@email.com [ +61 123 456 789 |
linkedin.com/in/namesurname

Work History

« Highlight achievements rather than duties, using quantifiable results to
demonstrate your impact.
o Example:
o Early Childhood Educator [ Little Explorers Childcare, Sydney | Feb
2020 - Present
= Developed and implemented interactive learning programs that
increased student engagement by 35%.
= [ed training sessions for new staff, enhancing overall team
effectiveness and consistency in teaching standards.
» Established strong partnerships with parents, significantly
improving satisfaction scores.

Professional Summary

« Write a concise, compelling summary (3-4 lines) highlighting your expertise,
career aspirations, and key achievements relevant to the job.
« Example:

o "Dynamic educator with over five years of experience in early childhood
settings, adept at curriculum development and student engagement
strategies. Recognised for innovative teaching methods and successfully
enhancing student learning outcomes.”
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Education and Certifications

« Clearly indicate relevant qualifications and training.
e Example:
o Diploma in Early Childhood Education and Care - ACTAC, Completed
July 2023
o Certificate IV in Education Support - ACTAC, Completed November
2021

References

 Include the phrase "References available upon request" to maintain
professionalism and privacy.

Suggested Format

S\ pdf

m. .<coh. ion recommended

o
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Current Resume Trends Tailoring.Your Resume to Specific
and Best Practices Job Postings

« Customise each resume to align precisely with each job description,

highlighting the most relevant experiences and skills.

e Example:
o If the role emphasises teamwork, highlight team projects or

Concise and Compelling Language

collaborative achievements prominently.

« Use clear, action-oriented language. Avoid jargon and passive
constructions.

Formatting for Readability & ATS
Compatibility

« Choose professional fonts (Arial, Calibri).

« Clearly delineate sections with headings, bullet points, and white space.

« Avoid graphics, tables, or unconventional layouts that can confuse
applicant tracking systems.
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BEFORE

Name Surname
Email: namesurname@gmail.com

Work Experience:
e Childcare Worker
e Managed kids and activities

Education:
» Diploma

Skills:
o Childcare, Team Player

!

Making Education Work for Everyone

Visual Comparisons of Optimised Resumes

Name Surname
Email: namesurname@gmail.com | Phone: +61 123 345 678 | LinkedIn:
linkedin.com/in/namesurname

Professional Summary:

Experienced and dedicated Childcare Educator with over 4 years of proven
success in delivering engaging educational programs and activities. Skilled in
classroom management, enhancing developmental outcomes, and fostering
strong relationships with children and parents.

Core Skills:

Child Development

Activity and Lesson Planning
Team Leadership

Excellent Communication

Professional Experience:
Childcare Educator | Happy Kids Centre, Brisbane
January 2020 - Present
o Developed and implemented interactive educational activities, significantly
boosting student participation by 40%.
o Led weekly parent communication meetings, enhancing overall parent
satisfaction scores by 25%.
o Successfully mentored junior staff, contributing to improved classroom
management and efficiency.

Education:
Diploma in Early Childhood Education and Care, ACCSC, 2023

References:
Available upon request

\_ /
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Navigating Applicant
Tracking Systems (ATS)

Techniques to Optimise Your Resume
Keywords and Format

« ldentify keywords directly from job descriptions and naturally incorporate
them.
« Example of ATS-friendly bullet points:
o "Improved classroom management by implementing structured daily
routines, leading to a 25% reduction in behavioural issues.”
o "Increased parent satisfaction ratings from 80% to 95% through
consistent and proactive communication.”
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Writing a Compelling
Cover Letter Structure of an
Effective Cover Letter

Your cover letter is your personal introduction to potential Engaging Opening
employers. A well-crafted cover letter allows you to highlight

your personality, enthusiasm, and alignment with the - Begin with a strong, attention-grabbing statement that clearly

company's values and objectives. demonstrates your enthusiasm for the role and company.
e Example:
o "l am excited to apply for the Early Childhood Educator position at
Happy Hearts Childcare Centre. Your commitment to holistic child

development perfectly aligns with my passion and extensive
experience.”
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Generic Openings

« Avoid vague and generic beginnings. Always customize your
introduction to the specific role and company.

« Example to Avoid:

"l am writing to apply for your advertised position."

Grammatical Errors

« Proofread meticulously or ask someone else to review your letter for
grammar, spelling, and clarity.

e Tip: Use grammar-checking tools like Grammarly to ensure accuracy.

Excessive Length

« Keep your cover letter concise and impactful. Aim for one page with
clear, focused paragraphs.

Ll
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Cover letter Examples

Samples Across Industries

Childcare Educator

Dear Hiring Manager,

| am enthusiastic about applying for the Childcare Educator role at Sunny
Days Childcare. Your commitment to innovative learning aligns seamlessly
with my professional ethos.

At my previous role with Bright Beginnings Childcare, | designed an early
literacy program that increased student engagement by 35%. | am confident
that my experience and passion for early childhood education will be a
valuable addition to your dedicated team.

Thank you for considering my application.

| look forward to discussing how my expertise can benefit Sunny Days
Childcare.

Warm regards,
Name Surname

/|
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Administrative Assistant

Dear Ms. Smith,

| am writing to express my keen interest in the Administrative Assistant
position at BlueCorp. Your organisation's reputation for operational
excellence strongly appeals to my goal-driven approach.

In my previous role at Green Solutions, | streamlined administrative
processes, saving the company approximately 15 hours per week in staff
time. My proactive approach and attention to detail will ensure similar
success at BlueCorp.

Thank you for the opportunity.

| am eager to further discuss how | can support your administrative team.

Best regards,
Name Surname
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Marketing Specialist

Dear Mr. Wilson,

The Marketing Specialist role at InnovateNow is a perfect match for my
creative marketing expertise and proven track record.

At CreativeEdge, | successfully managed digital campaigns that boosted
customer engagement by 50%.

My strategic planning abilities and innovative approach would contribute
significantly to your team'’s objectives.

| appreciate your consideration and look forward to the possibility of
contributing to InnovateNow’s success.

Sincerely,

Name Surname

/|
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Masteri ng Job Strategic Preparation
I nte rVieWS Company Research

» Explore the company's mission, vision, products or services, and recent
news through their official website and social media.
» Example:
o "In researching ABC Childcare Centre, | learned about your innovative

bilingual education program, which deeply aligns with my commitment
ensures you effectively showcase your qualifications, skills, and to fostering inclusive education.”

personality.

The job interview is your chance to directly demonstrate your
value to potential employers. Mastering interview techniques

Anticipating Common Interview Questions

» Prepare structured answers for frequently asked questions.
o Example:

o "Tell me about yourself."
o "l am a passionate Early Childhood Educator with over five years of

experience. My approach emphasises engaging learning environments
and fostering strong developmental outcomes for every child.”

© 2 12
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Behavioural Interview Techniques

Don't just repeat your resume when asked to “tell me about yourself.” Your
CV already covers the facts — this is your chance to deliver a compelling
elevator pitch. Use this moment to showcase your personality, values, and
motivation. Treat the screening call as your first real interview, especially
since it often focuses on cultural fit and behavioural traits. A strong pitch
here can set you apart and boost your chances of becoming a top
candidate.

Ll
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Behavioural Interview Techniques

STAR Method:

 Structure your responses to behavioural questions by outlining the
Situation, Task, Action, and Result.
e Example:
o Question: "Can you describe a time when you resolved a conflict in
the classroom?”
= Situation: "Two children were frequently arguing during group
activities.”
» Task: "My goal was to resolve the conflict and promote
cooperative behaviour."
= Action: "l facilitated discussions to understand each child’s
perspective and introduced collaborative projects that required
teamwork.”
= Result: "Their relationship significantly improved, and the
classroom atmosphere became more harmonious.”

Ll
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Effective Communication

Body Language and Active Listening

« Maintain eye contact, offer appropriate gestures, and demonstrate
genuine engagement through your responses.
« Example:
o Lean slightly forward to indicate interest and nod occasionally to
acknowledge points made by the interviewer.

Clarity and Confidence

» Speak clearly, avoid fillers such as "um" or "like," and articulate your
responses confidently.
» Example:
o Practice your responses beforehand to speak clearly and confidently
during the actual interview.

/|
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Handling Tough Questions
and Salary Negotiation

Tough Questions _ Salary Negotiation

e Remain calm, provide honest but thoughtful responses. « Research industry-standard salaries and confidently state
. Example: 20 N your expectations clearly and respectfully.
o Question: "Why did you leave your previous job?" ] / Ly e Example:
= "/ was seeking new opportunities that better align N U o "Based on my experience and industry standards, | am
with my professional growth and passion for looking for a salary between S$75,000 and $85,000
innovative childcare education.” annually, but I'm open to further discussion.”

2~ 2~ 15
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Post-Interview
Follow-Up

Professional Follow-Up Practices

« Send a thank-you email within 24 hours to reiterate your
enthusiasm and summarise key points discussed.
e Example:
o "Thank you for meeting with me today. | enjoyed our discussion
about your innovative curriculum approaches and look forward
to the opportunity to contribute to your esteemed team.”

Ll

Making Education Work for Everyone

We created this guide to support
your success

Our mission is to make high-quality education accessible through
affordable, industry-recognised courses. This guide is our way of
thanking you for your trust — and a small step to help launch the
career you deserve. It's not just about finishing a course; it's about
getting the job you've worked for.
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First 30 Days:
Your feedback helps others take the first T h riVi n g Afte r
step, just like you did. YO u ’ re H i red

[=]

Found this guide valuable?

Share the love with a quick review.
Just scan the QR code.

Your initial period in a new job sets the foundation for your long-
term success. This section provides essential strategies to help
you make a positive impression, navigate workplace culture
effectively, and achieve early wins.

DR
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Building Professional

Relationships

Full-Time Employees

 Introduce yourself confidently and professionally to
your new colleagues.
« Example:
o "Hello, I'm Alex, the new educator in room 5. | look
forward to working with you and learning from
your experience."

L
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Internal Networking

» Actively participate in team meetings, training

sessions, and social events to integrate yourself into
the team.

Example:
o "During yesterday’s meeting, you mentioned the

new interactive teaching methods. I'd love to learn
more about that and possibly collaborate.”
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A U St ra I i an Professional Expectations

« Embrace punctuality, reliability, and respectful

communication as core Australian workplace values.
orkplace Culture

o Consistently arrive on time for meetings and notify
colleagues proactively if delayed.

Inclusivity and Respect

« Recognise and appreciate diversity, and always maintain
respectful interactions with colleagues.
« Example:
o "l greatly value your perspective and experience—your
insights have really enriched my understanding of our
project.”

/|
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Navigating Initial

Challenges

,ﬂ Identifying and Addressing %7\ Identifying and Addressing
[ Challenges H‘ Challenges

« Acknowledge any difficulties openly and proactively « Regularly meet with your supervisor or mentor
seek solutions or assistance. to clarify expectations and receive
» Example: constructive feedback.
o "I'm currently adjusting to the new curriculum e Example:
standards and would appreciate your advice on o "Could we schedule weekly check-ins for
the best resources or training materials.” the next month to discuss my progress
and address any immediate concerns or
questions?”

2~ 2~ 20
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Achieving Early

Successes

Quick Wins and Immediate
Contributions

« ldentify opportunities to demonstrate initiative and add
value early on.

« Example:
o "I noticed we could streamline our daily reporting
process—I'd be happy to create a simplified
reporting template for the team.”

7 |
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We believe that by applying these proven
strategies, you will effectively navigate
your initial days, establish a strong

professional reputation, and set a firm
foundation for ongoing career growth and
success.

Safety Compliance

« Consistently complete tasks efficiently and
accurately, and proactively communicate progress.
e Example:
o "I completed the assessment reports ahead of
schedule; please let me know if there's anything
else you'd like me to assist with."
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Thank You for Reading

We appreciate you taking the time to read through this guide.

We hope it delivered real, practical value to support your next career step. Whether you're just starting out or planning your next move, we're proud to be part of your journey.

At ACTAC, we believe that education should be a right, not a luxury.

Our mission is clear: to make high-quality, nationally recognised training truly affordable and accessible to everyone, no matter their background or circumstances. Because

opportunity shouldn’t come with a hefty price tag.

If you have any questions, need further support, or just want to chat about your options, our team is here and ready to help.
We're only an email away: enquiries@ACTAC.com.au

Help Someone Else Take the Leap

Know someone ready to change their life too? Share the experience.

Q00O

Because everyone deserves the chance to learn, grow, and build a better future — without breaking the bank.
Thanks again for choosing ACTAC. We're proud to support your success. ﬂm

The ACTAC team
22



4 ACTAC

Australian College of Teacher
Aides and Childcare

Australia’s reference point for those seeking quality vocational education
without financial barriers, transforming the lives of thousands of students
every year.



