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How to set yourself up 
for career success

Graduate 
Employability Guide

You’re 
hired!
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Who we are and what we do 

For over 30 years, ProVision’s charter has been to ensure a 
thriving future for independent optometry. 

We do this by helping to make ProVision practices relevant to 
consumers and their businesses sustainable.

We are always conscious of the need to engage with 
optometrists across their different life stages, ranging from 
student to graduate, employed optometrist, practice owner 
and Alumni. To that end, we have produced this Graduate 
Employability Guide which has been designed to provide 
proven and practical tips on helping to set yourself up for career 
success. It’s just part of what we do! 

For current graduate job vacancies, please visit 
https://optom.provision.com.au/careers/

Top 5 reasons to work for an independent

1   Focus on  
clinical mentoring

2   Driven by a  
patient first ethos 

3   Investment in new 
technologies 

4   Freedom to make 
decisions 

5   Flexibility in the scope  
of practice operations 

Find us on Facebook

Find us on LinkedIn
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Proactivity 

Few businesses can afford to carry passengers, so it’s 
important your resumé demonstrates how you go the 
extra mile in your studies and spare time. When you’re 
at uni, you won’t be in lectures and seminars all the time. 
Make the most of your downtime (outside of part-time 
jobs and other essential commitments).

This could be through your involvement in a society 
or student union, a work experience placement you 
arranged yourself.

Talent 

Employers are looking for a mix of technical ability and 
‘soft’ skills such as teamwork, communication, leadership 
and commercial awareness. 

While technical ability can be slowly gained through 
formal work experience or part-time jobs, the ‘soft’ skills 
can be developed through voluntary work, extracurricular 
activities and personal projects.

Fit 

You must show an aptitude for the job together with 
a personality and attitude that will complement the 
company culture. Warning: this isn’t something you 
should try to fake as you’ll be sussed out quickly.

Try to get a feel for a business’s culture before applying. 
An employer’s website or social media might shed some 
light on what it’s like to work there. You can also use job 
review sites like Glassdoor to get an ‘uncensored view’ 
from staff.

Obtaining work experience across a few different work 
environments will give you an idea of the different ways 
of working and make the transition into the workplace a 
little less intimidating.

Evidence and examples 

An employer will know when you’re exaggerating the 
truth in an interview. What they want is real-life evidence 
and examples that back up what you say. That means:

•  which skills you’ve used, where you’ve applied them 
and how effective they were 

•  what you’ve done that demonstrates your interest 
and enthusiasm for this area of work – internships, 
experience, volunteering, extra qualifications

•  evidence that you want to work there– that means 
more than a quick skim of its website when 
researching the company. Delve deeper and come up 

with a couple of questions that relate to what the 
business does and where the job you’re applying 

for fits into this grander vision. 

What they want is 
real-life evidence 

and examples

What are businesses looking for in graduates?
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7 Key Resumé writing tips for graduates

2 Relevant Experience

As a graduate, you might 
not have a lot of relevant 
experience to include in your 
resumé. This is where you 
would include extracurricular 
activities from school, as 
well as voluntary work or 
internships to demonstrate 
your social, communication, 
and leadership skills.

Customise your resumé to the 
job application and describe 
how the experience you have 
had is relevant to the position 
you’re applying for.

1 Clear and simple

Stay away from jargon and complex 
terms, the easier your resumé is to 
understand, the less effort it takes on 
the recruiter’s part to read through the 
whole document. 

Remember that HR professionals are 
not technical people. They might have 
a general understanding of the skills 
required for technical positions, but 
they will not be experts in that field. 
So, keep the language simple and 
easy to read if you want your resumé 
to be included in the shortlist pile.

4The ‘why’

The most important question your 
resumé needs to answer is why you 
are the best person for the job! The 
purpose of your resumé is to capture 
the attention of the reader long enough 
for him or her to want to meet you in 
person. Therefore, you should include a 
well-written resumé summary or Career 
Overview at the top of the resumé. 

A Career Overview should provide the 
reader with a quick preview of what 
he or she will find in your resumé. It is 
there to make sure they actually read 
through your resumé. It should be a few 
sentences and written as one paragraph. 
It should include a smattering of your 
professional, academic and industry 
training. Some personal attributes are 
optional your career goal could serve as 
the last sentence.

7Resumé Review

Demonstrate attention 
to detail by ensuring that 
there are no spelling or 
grammatical errors. 

To gain an objective 
perspective get a couple 
of friends to review your 
resumé and tell you what 
they think. Your resumé 
needs to capture the 
attention of the recruiter!

6Highlight specific 
achievements

The more specific you can be, the better. 
Avoid vague statements and phrases such 
as “good communications skills” or “results-
driven”. Describe specific scenarios where 
you’ve applied your skills and attributes 
and (where relevant) achieved clear 
results. For example, “Spent 6 months 
teaching English to underprivileged kids  
in Phnom Penh, Cambodia.” 

3Keep it short

Some people think that the more 
information in your resumé, the more 
impressive it will be; however, quality 
matters a lot more than quantity. For 
Graduates and those that have been 
in the workforce for a few years, two 
pages is fine but for everyone else 
three to five pages is advised.

Times reports that recruiters spend 
an average of six seconds reviewing 
an individual resumé. So, the recruiter 
will be skimming your resumé to find a 
reason to give it a second read.

5 Presentation is key

The internet has high-quality 
resumé and cover letter 
templates available that can 
be downloaded for free, your 
resumé needs to look the 
part if you want to be taken 
seriously.

Demonstrate to Recruiters 
that you’re technologically 
savvy and relevant. Save your 
resumé as a PDF file and 
use hyperlinks as a direct 
and user-friendly reference 
for supporting information, 
which helps maintain 
economy of words.

why are you the 
best person for 

the job?
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Cover letters

This is your chance to expand, but not repeat, the information in your 
resumé and to mention other details that are specifically related to 
the role. For example, it should cover why you are interested in the job, 
demonstrate that you have researched the business and outline the 
skills and experience you have that relate to the role.

Cover letters should be structured in a logical, informative way and 
reflect your unique professional brand. It will also showcase your 
communication skills – so check and recheck that your letter is free 
from errors.

Most importantly, your cover letter is the 
key for making you stand out. Each letter 
should be written for a specific role and a 
specific company, to demonstrate to the 
recruiter that you are the best person for 
the role through use of specific examples 
that link your skills and background to the 
company’s needs and culture.

How to start

Underline the keywords in the job 
advertisement or potential role that indicate 
skills and qualities sought. You now have a 
checklist to address and to help structure 
your cover letter.

Research the employer, the sector and the role 
so that you can knowledgeably and confidently 
explain why you want to work for them. 

For example, if the employer has a strong 
commitment to corporate social responsibility, 
and you have a strong record in volunteer 
community work, use it as an example to show 
your alignment with their values.

Your letter should be one page, ensure 
there are no spelling or grammatical errors, 
sell yourself and write a different letter for 
every job that you apply for.

NOTE:

Now, brainstorm the skills, 
experience and qualities you have 
that match each requirement. 
Include transferable skills along 
with relevant experience.

Your cover letter is 
the key for making 

you stand out.
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3Bring notes with you

Bring notes with you to demonstrate 
that you have put some thought into 
preparing for the interview. 

Have three to five key selling points 
in mind, such as what makes you the 
best candidate for the position. 

Have an example of each selling 
point prepared (“I have good 
communication skills. For example, I 
persuaded an entire group to ...”). 

And be prepared to tell the interviewer 
why you want that job – including 
what interests you about it, what 
rewards it offers that you find 
valuable, and what skills it requires 
you to have. It’s essential that you can 
articulate your motivations for your 
given career choice.

2 Prepare for 
common interview 
questions

Every “how to interview” 
book has a list of a hundred 
or more ‘common interview 
questions’. So how do you 
prepare? 

Pick any list and think about 
which questions you’re most 
likely to encounter, as a 
graduate. Then prepare your 
answers so you won’t have 
to fumble for them during 
the actual interview.

1 Use Google Alerts

Using a service like Google Alerts can 
save you precious time researching. 
Once you’ve signed up, you’ll start 
getting email alerts with news stories 
and current events related to the 
businesses or industries/topics you 
select. This is one job interview tip 
that will keep you up to date with all 
the important things that are affecting 
your industry and the businesses you 
are interviewing with.

Preparing for the interview

6 Be Nice!

Be nice to EVERYONE! Your 
interview starts the minute 
you walk through the front 
door of the company you are 
interviewing with. 

How you treat everyone 
around you, including potential 
future co-workers, can help 
determine if you get a job or 
not. By being open, friendly 
and professional with everyone 
you encounter you’re helping 
to pave the way for positive 
feedback because as everyone 
knows, people talk and it’s 
always best to have it be about 
positive aspects of your visit!

5 First impressions count

Dress smartly and appropriately, make 
eye contact, give a firm handshake, 
have good posture and speak clearly.

Just before you go in to meet with 
your interviewer, take a few minutes in 
the bathroom or stairwell and strike a 
‘power pose’ which will help with your 
confidence. You’ll want your feet to be 
shoulder width apart, shoulders back, 
lift your chin so that you’re looking 
straight ahead and keep your spine 
straight. By doing this for just two 
minutes before your interview, you’re 
conditioning your body posture to 
take up more space and open you up 
physically, two characteristics of a 
confident person!

Your interview 
starts the minute 
you walk through 

the front door

4 Interview Timing 

Having to wait all day for an interview is a quick 
and easy way to build up nerves. Try to schedule 
your interviews for early in the day. Not only will 
you have more confidence, but you’ll appear 
fresher and more alert. 

It’s also been proven that interviewers tend to 
remember the first few people they interview 
in a day much more clearly than those they 
subsequently interview later. 

Make sure that you plan and allow yourself 
plenty of time to get to the interview. Take into 
consideration traffic and public transport delays.

Be nice to 
everyone!
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4 Can you tell me about the team  
and manager I’ll be working with?

Interpersonal relationships and cultural fit are key to success in any role, 
so any information about the people you’ll be working closely with will be 
extremely useful.

Is it a large team or small, do team members work closely together, does 
your manager have a consultative or autocratic management style?  
This information will help you determine if you’re likely to work well with 
them or not.

2 Describe your ideal 
candidate and how would 
they succeed in the role?

This question helps you understand 
exactly what they’re looking for and 
whether you’re the right fit. If any 
qualities or skills are mentioned that 
you haven’t already covered, this is your 
opportunity to highlight them before 
the interview finishes.

This question will also reveal how the 
business measures success – is it all 
about delivering on KPIs or do they 
value other qualities and achievements? 
As a prospective employee, it’s 
important to understand what the 
business’s expectations will be.

3 What are the 
business’s key priorities 
over the next five years?

The answer will provide insight 
into where the business is 
heading and what role you 
could play in that. Ask about 
specific goals relevant to your 
role – for example, the target 
sales growth, patient numbers 
or website traffic they hope to 
achieve. Do you have specific 
experience, skills or knowledge 
that could help them achieve 
their goals? If so, your 
interviewer will want to know 
about it.

1 Why is the position vacant?

It’s always important to know why the position became available. Did 
the previous employee leave or is it a newly created role? If the previous 
employee left, did they leave for another business? The reason provided will 
give you clues about possible challenges in the role as well as the business 
culture and career path.

It can also be helpful to know how long the position has been vacant. If it 
has been open for a while, why have they found it so hard to fill – could it be 
that their expectations are too high, other candidates have turned down the 
offer, or their recruitment process isn’t effective? Like a house that has been 
on the market for too long, a job vacancy that has been open for a while can 
act as a red flag: buyer beware.

Questions to ask in an Interview Why?
What? How?

The following are questions to ask when you get to the interview that 
are relevant and useful.

5What do you consider the  
biggest challenges in this role?

It’s important to be prepared for the more challenging aspects of the 
job – are they challenges you’ll be happy to take on? For example, you 
may discover that one of the toughest aspects of the role is dealing with 
difficult patients. If managing relationships is a strength, you may welcome 
this challenge and should emphasise this. 

Always be on the lookout for opportunities to show how you are uniquely 
suited to meet the challenges of the business.
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6How would you describe 
the working culture here?

While the interviewer will present the 
business in the best light, the words 
used to describe the culture will 
give you a taste of what to expect 
– for example, dynamic, innovative, 
open, collaborative, entrepreneurial, 
results-focused – these terms 
provide insight into what qualities 
the business values, and whether 
you would feel comfortable in that 
environment.

7 How do you support 
your employees’ career 
development?

This question uncovers whether 
the business demonstrates 
a commitment to employee 
development with formal training 
and development programs, so 
you can continue to learn and 
develop in your career. 

It will also show the interviewer 
that you’re ambitious and keen 
to keep learning and moving 
forward.

Questions to ask in an interview cont.

8 What do you most enjoy about working here?

This is a very good question to ask in an interview – because it invites your 
interviewer to connect with you more personally, enables you to get a better 
insight into the culture of the place and clarifies the key benefits of working 
there. If they struggle to reply, that might be a valuable warning sign.

9 What are the next steps?

This is a good question to finish off with. It shows you’re keen for the role 
and ready to move forward to the next stage. The interviewer might give an 
indication of where they’re at in the recruitment process, and this will help 
you manage your expectations and know when to follow up if you haven’t 
heard back. If they say they will decide the following week, wait until then 
before calling or emailing about their decision – but you can still follow up 
with a polite thank-you note reiterating your interest in the role.

What are the 
next steps?
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5 Make the most of the ‘Tell 
me about yourself’ question.

Many interviewers begin interviews 
with this question. So how should you 
respond? 

Consider responding to this question 
with something like: “Well, obviously I 
could tell you about lots of things, and 
if I’m missing what you want, please let 
me know. But the three things I think are 
most important for you to know about 
me are [your selling points]. I can expand 
on those a little if you’d like.” 

Interviewers will always say, “Sure, go 
ahead.” Then you say, “Well, regarding the 
first point, [give your example]. And when 
I was working for [company], I [example 
of another selling point].” Etc.

This strategy enables you to focus the 
first 10-15 minutes of the interview on 
all your key selling points. 

The ‘Tell me about yourself’ question 
is a golden opportunity. Don’t miss it!

4 Be positive

No one likes a complainer, so don’t 
dwell on negative experiences 
during an interview. Even if the 
interviewer asks you, “What 
subjects have you liked least?” or 
“What did you like least about that 
previous job?” say something like, 
“Well, actually I’ve found something 
about all of my subjects that I’ve 
liked. For example, although I 
found [subjects] to be very tough, 
I liked the fact that [positive point 
about the subject]” or “I liked [a 
previous job] quite a bit, although 
now I know that I really want to 
[new job].”

3Be clear

To be effective you need to 
communicate your selling points 
and ensure that the interviewer 
gets it. Don’t bury your selling 
points in long-winded stories. 
Instead, tell the interviewer what 
your selling point is first, then give 
the example.

2 Be assertive 

Perhaps out of the effort to be 
polite, some usually assertive 
candidates become overly 
passive during job interviews. But 
politeness doesn’t equal passivity. 
An interview is like any other 
conversation, both responding to 
the other. Don’t make the mistake 
of just sitting there waiting for 
the interviewer to ask you about 
your achievements. It’s your 
responsibility to make sure they 
walk away knowing your key 
selling points.

1 The first five minutes

Some studies indicate that 
interviewers make up their minds 
about candidates in the first five 
minutes of the interview – and 
then spend the rest of the interview 
looking for things to confirm that 
decision. So, what can you do in 
those five minutes to get through 
the gate? Come in with energy 
and enthusiasm, build rapport and 
express your appreciation for the 
interviewer’s time. 

Also, start off with a positive 
comment about the company – 
something like, “I’ve really been 
looking forward to this meeting 
[not “interview”]. I think [the 
business] is doing great work in  
[a particular field or project], and 
I’m really excited by the prospect  
of being able to contribute.”

Interview tips

Some studies indicate 
that interviewers make 

up their minds about 
candidates in the first five 

minutes of the interview

I’ve really been 
looking forward to 

this meeting
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Interview tips cont.

9Don’t give up!

If you’ve had a bad interview for a 
job that you truly think would be a 
great fit for you don’t give up! 

Write a note, send an email, or 
call the interviewer to let him or 
her know that you think you did 
a poor job of communicating 
why you think this job would be a 
good match. 

Reiterate what you have to offer 
the company and say that you’d 
like an opportunity to contribute. 
Whether this strategy will get 
you a job offer depends on the 
company and on you. But one 
thing’s for sure: If you don’t try, 
your chances are exactly zero. 

7 Close on a positive note

Tell the interviewer that you’d like the job – that you were excited about 
it before the interview and are even more excited now, and that you’re 
convinced you’d like to work there. If there are two equally good candidates 
at the end of the search – you and someone else – the interviewer will think 
you’re more likely to accept the offer, and thus may be more inclined to make 
an offer to you.

6 Behaviour-based interviews

One of the most common interview 
styles today is to ask people to describe 
experiences they have had that 
demonstrate behaviours that the business 
thinks are important for a particular 
position. 

You might be asked to talk about a time 
when you dealt with a difficult customer, 
displayed a high level of persistence, or 
made a decision under time pressure and 
with limited information, as examples.

Step 1 is to anticipate the behaviours this 
hiring manager is likely to be looking for 
based on the advertisement. 

Step 2 is to identify at least one example 
of when you demonstrated each 
behaviour. 

Step 3 is to prepare a story for each 
example. Many people recommend using 
SAR (Situation-Action-Result) as a model 
for the story. 

Step 4 is to practice telling the story. Also, 
make sure to review your resumé before 
the interview with this kind of format 
in mind; this can help you to remember 
examples of behaviours you may not 
have anticipated in advance.

8 Send thank-you notes

Write a thank-you note after every 
interview. Customise it by referring 
specifically to what you and the 
interviewer discussed; for example, 
“I was particularly excited about 
[or interested by, or glad to hear] 
what you said about ...” This email 
should be sent within 48 hours of 
the interview.

To write a good thank-you note, 
you’ll need to take time after 
each interview to jot down a few 
things about what the interviewer 
said. Also, write down what you 
could have done better in the 
interview, and identify what you’ll 
do differently in future before you 
head off for your next interview.

practice 
telling the 

story
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