HE
HN

RAMSAY

HEALTH CARE

Applying for a healthcare position




Table of Contents

Preparing 10 AR DY ..o,

Constructing the RESUM ... e,

Writing a cover Letter

S B CHION Gl B A e e et e e e e e e e e e e e e e

The INtEIVIEW PrOCESS ... e e e e e e e e e e,

Preparing for the interview............ccoooiiiiiii e,
THE INEEIVIBW ...t e e e e e e e e e
0 0 1 o

N 81 1= 10

Sample cover letters

Sample RESUMES ... ... e e e,

Sample selection criteria

Sample position desCription.......c.coe et

R B BN CE LISt ..ot e e e e e e e

Applying for a position in Health. Liz Jones- Graduate Coordinator 2008

.19

.20




Preparing to apply

The following guide is designed to help alleviate some of the anxieties
associated with applying for a position. The information will give insight to the
prospective employer’s expectations throughout the application process,

Time should be given to prepare a thorough application. It will form the basis
of the initial short listing of applicants who are successful in obtaining an
interview.

The following should be considered when initially preparing to apply for a
position —

0 Read the advertisement carefully for any key words.

o Ask the prospective employee for a position description if possible
(see p.19 for example).

o If there is anything you don’t understand, make a note and contact
the prospective employer for clarification.

o Talk with people in similar professions for general advice on the
company whom you are applying to.

Further preparation will include —

o Constructing or updating your
Resume.

o Writing a cover letter.

o Organising relevant persons to act as
referees.

0 Addressing each selection criteria if
requested.
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Constructing a Resume

In the business and industry sector, Resumes do not
usually exceed 3 pages. In nursing, however there are
no definite rules for length. More experienced nurses
may have longer Resumes or CV’s due to their length
of time in the profession and their increased scope of
practise (Critical Care Careers, 2007).

Becze, 2008 suggests the terrific idea of drafting a “Self — Inventory” as a
starting point in developing your Resume. Begin by jointing down your work
history and experience; describe all the positions you have had and be sure
to include the job title, company name, address and dates of employment.
Also plot your accomplishments; including results, awards, extra education
or special positions. Lastly note any other additional considerations such as
any individual skills and what your career objective is (i.e what job you
seeking and why).

After you have drafted up this information you will be ready to begin the
construction of your Resume. There are no hard & fast rules to writing and
organising a Resume. Generally Personal details, education and work
experience appear early in the document, other headings will need to be
added based on your experience and the position you are applying for. Below
are some sample headings, if you have no experiences under a particular
heading do not include it in your resume.

3 resume examples in appendix — Remember these are examples, be
creative when designing your own!

o Personal details— Name, address, phone number and email.
o Personal goal or career objective.
o Education History.

0 Work experience — previous employers or clinical placements and job
summary.

0 Referee details — Identify relevant persons to act referee, they should
have ideally withessed you working in you last place of employment
and be of a more senior position than yourself. It is courtesy to ask
referee’s if they are willing to act as a reference and that they know you
are applying for a new position. Written references are not widely
accepted, most employers prefer either a verbal reference or one
obtained via email. Therefore be sure to include their contact details;
phone and email (if possible) as well as their current Job title.
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Optional Headings may also include —
o Professional Memberships.
o0 Special interests / hobbies.

o Special accomplishments — awards, educational results, foreign
languages.

o Community service.
o Presentations.

o0 License and certification information.

Writing a cover letter

There is no one correct formula for writing a great cover letter. Ideally a cover
letter should —

o Introduce you.
o Establish your interest in the position you are applying for.

o Capture the employer’s attention, and stimulate interest to read
the attached Resume.

o Help you gain a short listing to interview.

A cover letter should avoid duplicating the information contained in the
Resume. Cover letters address the person advertising the position (if known).
They open with statements describing your interest in the position and your
eligibility. They also briefly describe relevant education and experience that
specifically relate to the position you are applying for.

Cover letters should be no longer than one page — you don’t want to loose the
prospective employer’s attention, rather keep them enthused to read your
resume. The cover letter must close by expressing your desire to provide
further information if required, how you can be contacted and your enthusiasm
to hear back regarding your application. Some cover letter examples have
been provided in the appendix — see p.10.
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Selection Criteria

The selection criteria are usually divided into 2 Sub Headings —
o Essential Criteria & Desirable Criteria.

To be considered for a position you must meet the Essential Criteria. The
criteria usually focus on relevant qualifications, knowledge, past experiences
and current skills. If you do not meet the Essential criteria it is unlikely you will
be short listed for the position.

It is not necessary for you to have the qualifications, knowledge, skills and
experience described by the Desirable criteria, but your chances of being
short listed are better if you do. Where there are several applicants who meet
the essential criteria, the selection panels will shortlist on the basis of the
Desirable criteria.

Selection criteria make the application process fair for all. Ultimately the
criteria provides an even playing field, and therefore possible for the employer
to compare all applications fairly. See p.18 for possible selection criteria

examples.

Always try and identify the keywords such as “Previous experience”,
“Demonstrated knowledge” & “Commitment to”, in doing so it will help you to
respond appropriately.

An effective and professional response to selection criteria should include —
o Concrete examples
o Promotion of your accomplishments
o Highlight your previous and current responsibilities

o Explain the nature and
extent of your previous
experience

It is advisable to take your time

composing the responses to the selection

criteria as your responses may give you

the edge over other applicants in securing the interview position.
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The Interview Process

Preparing for Interview

Dan Sullivan (seek.com) describes the interview as a “competition — one in
which there is rarely a prize for coming second. So you have to win. And
before you can win any competition, you need to prepare for it”.

As silly as it sounds, organise what you are going to wear in advance —
remember first impressions count. Dress conservatively and appropriate to the
position that you are applying for. For example it may be seen as
inappropriate if an applicant applying for a CEO position arrives to the
interview in a tracksuit. Alternatively an applicant applying for a labourer’s
position arriving on the worksite in a suit, tie and a brief case in tow may also
be seen as presenting themselves inappropriately.

Collate all relevant documents you may need and have them ready in a
presentable folder i.e. Qualifications, Resume, Memberships or Certificates.
This is all you will need, it is not necessary to carry large bags with irrelevant
materials.

Research the company structure. This will assist you to ask relevant questions
if necessary and also help to answer in accordance with company’s
framework. Prepare any questions you may have as you should be given an
opportunity at the end of the interview to present them.

Identify your own personal valuable traits and qualities then provide examples
of these. The employer may ask questions relevant to these and it will be
more appealing to the panel if you answer confidently when responding. They
may not ask questions relative to this, but by identifying your personal traits
and qualities you will be able to ascertain whether this position is suited to
you.

Prepare to arrive 10 -15 minutes early — you can never predict the traffic,
and SWITCH OFF your mobile phone!!!!
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The Interview

Even confident individuals become anxious at
the thought of an interview. However through
preparation and practise you can help ease
some of the anxieties.

When entering the interview room smile and
introduce yourself in a friendly, confident way.
Allow interviewers from there to lead and set
the tone, they usually will begin with “small
talk” that will help alleviate some of your
nerves.

An interview should be viewed as an

opportunity for you and the employer to exchange information, and as an
evaluation of suitability for the position. Some common questions may
include-

o Tell us about yourself.

o What are your long term career goals?

o Why would you like to gain a position in our organisation?
o Describe your strengths and areas to approve or develop.

Remember to keep your answers relevant to the position that you are applying
for and use examples to clarify your response i.e. what you did & how you did
it. Your ability to articulate these answers may give you the edge over fellow
applicants. Answer concise and to the point, straying off track may loose the
employer’s attention.

Use the selection criteria as a guide for the possible questions that you may
be asked, the panel may also ask for clarification on your criteria responses.
Current themes in healthcare interviews may include the following —

0 Workplace health & Safety
o Time management

o Team work

o Conflict resolution

o0 Clinical Scenarios
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Follow up

In closing the interview the employer may ask if you have any questions.
Utilise this time appropriately by asking the questions that you may have
developed whilst preparing for the interview. If you haven’t been told, ask what
the process will be after the interview has concluded i.e. “When will | hear
from you?”. Use this opportunity if you are genuinely interested in the position
to express that, and conclude the interview with a good impression.

When you leave the interview take notes regarding the process, this may help
you with other interviews you may encounter in the future. Review your
performance — what your strengths or areas to improve on? Reflect on these.

Never assume that you have the job until you have direct confirmation from
the employer. If you are successful — Congratulations!

If you are unsuccessful then use the interview experience for the next
attractive position. Most employees are happy to provide you with feedback
from the interview and don’t be afraid to ask for it as it can only improve your
performance next time.

GOOD LUCK!
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Appendix —

Remember these are examples only.
As discussed; being successful in applying for a job means to promote

yourself as an individual. If you and other applicants duplicate these
examples, will you really appear unique to the employer?
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Cover letter Example 1.

John Doe

108 Main Street
Melbourne, Victoria, 3000
Mobile: 0123433434

Email: [doe@yahoo.com

30/10/2007

Janelle Smith

HR Manager

123 Corporation

9 Large Street
Melbourne, Victoria, 3000

Dear Ms. Smith,

I wish to apply for the position of Call Centre Supervisor as advertised on SEK.COM on 30" October
2007. The job reference number is 123456.

| have enclosed my resume to provide you with an overview of my experience and training. |

have eighteen years experience working in call centres and a solid commitment to this important
customer service. My most recent position has provided me with 8 years managerial experience as
team leader of twenty staff.

I wish to build on my achievements and take on a senior management position in this area. To assist me
in this goal | have recently completed a six-month course titled Managing Customer Service Centres. As
aresult, | possess a combination of practical experience and up to date theoretical knowledge.

I would be very pleased to discuss my application further with you at your convenience. Please contact
me at the above address so that | can provide you with any additional information you may require.

Yours sincerely,

John Citizen
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Cover letter Example 2.

Andrew Maximus
Recruitment Manager
Anything Industries
4/105 Elizabeth St
SYDNEY NSW 2001

Having recently graduated with a Bachelor of Commerce majoring in Accounting from
the University of New South Wales, | am very interested in gaining an opportunity to
use the skills | have developed in an organisation such as Anything Industries.
Anything Industries specialises in taxation advice and | am particularly interested in
the area of Business Taxation. However, | would be willing to gain experience in any
area you feel is suited to my skills and experience.

| am particularly proud of my academic achievements, having gained a distinction
average throughout my degree, especially given that | worked part time to support my
studies. My most recent work experience was as an Assistant Accountant with
Professional Accounting Services where | took responsibility for processing the
weekly payroll for five employees. | also introduced a new database, which allowed
the Tax Agents to track the company® annual operations expenses more easily and |
completed a research project on the GST training needs of small to medium sized
businesses in the eastern suburbs of Sydney.

My research shows that Allied Industries encourages teamwork and although | am
very comfortable working independently, | prefer to work with others. My excellent
teamwork skills were developed both at university where assignments were
completed in teams and also in my work as a member of the UNSW Bushwalking
Club where | was part of a team of six who organised a trip to New Zealand. My
responsibility was to raise the sponsorship funds and account to the university for
expenditure.

Enclosed is a copy of my resume and academic transcript for your consideration. |
would be very interested in meeting with you to discuss any possibilities and look
forward to hearing from you. | am available on Ph: 8888 8888 or via email:
j-smith@example.com.

Yours sincerely,

Jarrod Annan

22 Wickham St

Darlinghurst NSW 2052
Phone: 8888 8888

Email: jannan@example.com
10 February 2002
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Cover letter Example 3.

Dear Mr.Smart,

Having an outgoing personality, plus a total of 4 months vacation sales
experience and my recently completed degree, | am confident of being a
strong candidate for a position of an insurance tele-sales operator for
Roosters Investments Limited.

| have recently graduated from the University of Sydney with a degree in
English & Marketing, where | was president of both the Business Leaders of
Tomorrow group and the University Marketing Society.

Although a recent graduate, | do not consider myself typical. | attended
college in Randwick, and in Manley and | supported myself by working at jobs
in local radio advertising sales, magazine subscription sales, and hospitality
work. All of these jobs have enhanced my interpersonal and sales skills and
rounded out my formal education.

| am told that | have the maturity, skills, and abilities to establish a career in
insurance sales with Roosters Investments.

| will be available to attend interview any time, and 1@ really welcome the
opportunity of discussing this position with you. If I may, | will follow up this
letter with a brief phone call to see if you would be agreeable to arrange a
time to meet.

Yours Sincerely,

Michelle Barney
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Resume Example 1.

DATE OF BIRTH / AGE:
ADDRESS:

CONTACT NUMBER:
E-MAIL ADDRESS:
NATIONALITY:
EDUCATION:

SKILLS & TRAINING:

CAREER HISTORY
January 2005 — Current

April 2001 — December 2004

INTERESTS / ACTIVITIES:

REFERENCES:

16 September 1979

5 Pottery Place, Kingscliff NSW 2485
Home: 03 8888 9999 Work: 03 8877 6655
mcdaiseyV@hotmail.com

Australian

RMIT University, Melbourne, Australia (February 1998- November
2000), Bachelor of Nursing

Have developed an ongoing rapport with patients in diverse
environments

A strong knowledge of the therapies involved in
Dermatology, Neurology and Growth Hormones

Training and education of staff and patients

Monitored patients, established symptoms and played a key
role in diagnosis

Have remained calm during critical incidents

Pharmaceutical Professionals
Clinical Nurse Educator

Provided comprehensive clinical education and support
services to a range of patients

Areas of expertise were Dermatology, Neurology and Growth
Hormones

Visited patients in homes and clinics across the Melbourne
metropolitan area

Kept a portfolio of up to 25 patients at any given time

The Royal Melbourne Hospital - City Campus, Parkville
Registered Nurse

Assigned to provide patient care for 10 patients in area 2.
Assisted with the admittance and discharge of patients.
Performed clinical tasks according to hospital policies.
Assisted in the orientation of new staff members.
Assessed patient conditions and advised of changes in
status.

Monitored and maintained patient charts.

Assisted patients and family members in the education of
health care needs.

| love dogs though | don’t have one myself, so | volunteer at the dog’s
shelter twice a month. | love reading long novels and watching epic
movies. | love to cook, especially Asian style food and am currently
learning basic Mandarin.

References on request
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Resume Example 2.
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112 Child Street

Currumbin Waters Qld 4223
075590000 / 041778978
lisaroberts@hotmail.com

Shafton International College - Diploma of Nursing (Pre-Enrollment)
February 2007 - August 2008

The Entrance High School - Year 12 (1976)

1977 - 2008 Book Keeper - Office Administrator
1976 — 2008 Retail Assistant — Suzie’'s Swimwear
2003 - 2008 Self Employed - Office Administrator (Family business)

RSL Care Darlington - May 2007

Banora Medical Practice - November 2008 - Current

Gold Coast Hospital — X Block, Rehab - February 2008
Allamanda Hospital - Fraser South Orthopaedics - March 2008

Michelle Warren —
Practise Manager, Banora Medical Centre
ph- 042333387

Lucy Clare —
Clinical Nurse Specialist, RSL Care Darlington
ph- 0755678897

Suzie Bena —
Manager, Suzie’'s Swimwear
ph- 5598777790
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Resume Example 3.
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Selection Criteria Examples.

Demonstrated nursing leadership and ability to work within a team
structure including advanced communication skills.

18

Provide training for nursing and support staff to ensure high quality health

services to clients.

Registered nurse with the Queensland Nursing Council and holds current

practising certification

Demonstrated competence in clinical problem solving skills in health care

service in accordance with the ANMC competencies
Knowledge of and/or involvement in quality assurance processes.

Demonstrated ability to work within a diverse team structure to reach the
most favourable outcome.

Commitment to professional development and continual learning.
Example Answer-

“Since leaving High School in 1991 | have undertaken a number of
educational activities. | have completed a TAFE course in Aged Care. The

knowledge gained from this course has enabled me to work at a local nursing

home. | have also completed the necessary training required to become a

volunteer with St John Ambulance and obtained the senior first aid Certificate.

| regularly access information from the internet and keep up to date with
issues in nursing by reading nursing journals provided by a friend who
currently works in the profession.

| commenced University in 2005 and am due to complete a bachelor of
nursing degree through Southern Cross University in June this year.”
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Position Description Example 1.

Position Title:

Position Location:

Reports to:

Background:

Purpose of
Position:

Registered Nurse — Level 1

John Flynn Private Hospital

Nurse Unit Manager

Ramsay Health Care was established in 1964 and has grown to become the
largest private hospital operator in the country. Ramsay Health Care has a
high quality portfolio of hospitals and an excellent record in hospital
management and patient care, features that combine to attract Australia®
leading practitioners.

Ramsay Health Care has established itself as one of the best private health
care providers in Australia by promoting a culture of innovative and
customer-focused care and service.

Ramsay Health Care currently has a portfolio of over 60 private hospitals with
over 7,000 beds and employs more than 20,000 staff.

The Registered Nurse (RN) provides quality patient care by applying sound
and current clinical nursing practices. The RN works as part of a
multidisciplinary team: participating in unit activities as directed by the Clinical
Nurse/Level 2 and Nurse Unit Manager; and delegating and allocating
appropriate tasks and functions to [E]JENs, and support service staff within
the team nursing care model. The RN is a role model and resource person
within this team.

Essential:

1. Current Queensland nursing registration [with endorsements as required
for e.g. midwifery].

2. Bachelor of Health Science Nursing or equivalent.

3. Demonstrated effective interpersonal and communication skills.

Desirable:

4. Proven ability to work independently and within a team environment.

5. Demonstrated effective supervisory skills appropriate to the role.

6. Clinical skills relevant to area of specialty.

7. Relevant Post Graduate or Specialty Certificate.
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