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QCT Resume Writing Service
Session Overview
When employers in Australia place an advertisement for a Bookkeeping role they often receive upwards of 150 resumes. In order to secure an interview your resume generally needs to be in the top 5%. To achieve this you need a commination of:
· Solid work experience (preferred in Australia)

· Excellent communication skills 
· ‘In the Black CPA Magazine’ April 2007 identified ‘Great Communication Skills’ as the highest requirement in a survey of employers who were asked the question “which…skills which are most highly regarded in staff”
· Education

· Cultural fit

Many resumes sent to employers are in a format that shows the application does not have the relevant communication skills. As such the applicant goes straight to the bottom 20% and the applicants get told something along the lines “you have been unsuccessful in your application”. This limited response is often caused by employers concerns that saying too much may lead to discrimination charges or simply a result of a lack of time to respond to each person individually. Unfortunately this does not help the applicant understand why they are not getting an interview.

Free Service
If you wish to utilise this service you need to join the Mentor Program at Quinlan Consulting Team. To Join, first complete the registration form listed on the training program and email to tom@quinlanconsultingteam.com.  Once a Mentor student, send your resume to humanresources@quinlanconsultingteam.com.
(continued on next page) 

Charged Service
The Resume and Cover letter service is available to members of the puclib. Quinlan Consulting Team (QCT) will alter the layout of your resume and work with you to obtain additional information your resume should contain to ensure that you have a suitable resume. The cost for this work is $45.
QCT can guide you through the steps required to write a cover letter, review your draft correcting any errors and ensuring the English communication is correct, make suggestions and help customise the cover letter to the type of work you are seeking. The cost for this work is $55.
Given the effort and cost you have for your education expenses this is a very small fee to get you much closer to a paid role!!
To proceed with this service, please email humanresources@quinlanconsultingteam.com.
Self Review Questions

Do you do any of the following:
· Use ‘i’ instead of “I” when referring to yourself
· Enter your material status

· Have an unstructured resume

· Have spelling errors

· Have grammar errors

· Write Sir/madam

· Don’t have a cover letter

· Use the Seek template

If so, you need help urgently!!

Humour
The next section is design to be funny

The following are real examples of applications.
Additional Information: 
Being in trouble with the law, I moved quite frequently.

Skills and Accomplishments: 
I make an excellent sandwich. 
Received a plague for Salesperson of the Year. 
Proven ability to track down and correct erors. 
Excellent memory; strong math aptitude; excellent memory. 
_________

Education: 
Completed 11 years of high school. 
College: August 1880-May 1984. 
Finished eighth in my high school graduating class of ten. 
________________

Reasons for Leaving the Last Job: 
Please don't misconstrue my 14 jobs as job-hopping. I have never quit a job. 
My last employer insisted that all employees get to work by 8:45 every morning. I couldn't work under those conditions. 
Maturity leave.
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