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TIPS – How to get a work experience placement in Surveying
How to Build a Resume

Your resume is the key to a first good impression. This means it is vital to update it regularly with your latest educational or professional experiences both accurately and concisely. 
Here are some tips for preparing the perfect resume: 

· Keep it short - 1 or 2 pages is fine
· Be neat; make sure that you use bullet points when necessary
· Be honest about your skills and work experience
· Be concise and use action words (developed, handled, organized, created, etc) when describing your experience
· Ask someone you trust to check over your resume and make sure that they critique your work honestly
Be sure to include your name, address, phone number, education, and work experience, even if your work experience may be babysitting, newspaper delivery or volunteer work.
Also list awards and honours you have received and contact information for references. 


Depending on the position, you might need to include a cover letter that states:

· How you found out about the position

· The reasons you are interested in the job

· Why your qualifications fit the position

· Why you want to work with the company


Follow up by phone a few days after the employer has your resume to see if you can meet with them or what future prospects are available.  

How to approach the organisation
1. Register for a work experience placement

a. Visit www.alifewithoutlimits.com.au
Go to the ‘work experience’ tab and scroll down to ‘secondary students’. Fill out your details and press submit. While you are there, visit the ‘Links’ page to find relevant Tertiary and Industry links to provide you with information about the industry and where you can study.

b. The Surveying Task Force will send you a list of surveying firms in the local area that are willing to offer work experience placements. You can then contact them regarding a potential work experience placement.


2. Apply to each company provided

a. Take a moment to research each company on the website to find out the scope of their services and the sort of projects they have on.

b. Call the contact preferably at the start of the day and introduce yourself mentioning you were referred to them from the Surveying Task Force as someone willing to mentor work experience students.

c. Ask what you need to do to apply for a work placement with their firm. Usually you will be asked to send your CV and sometimes a short cover letter by e-mail, fax or post. 
d. Make sure you follow it up with a telephone call to make sure they received it.
Other tips
· Always address your mail and phone call to the relevant person.
· Research the company in advance via the Internet or at careers fairs before applying for work experience.
· Don't be afraid of networking. You don't need to be well connected to start, it's surprising how many friends and family, career advisors, university career services will know someone that could offer you an opportunity. 
· Organise work experience early, especially for more prestigious placements as they are often in great demand.
· Be mindful about what you put on the public area of social media websites as they may be searchable to potential employers — eg. MySpace or Facebook profiles

· It is helpful if your school has access to auto-cad equipment, having a basic knowledge of its use will hold you in good stead during your work placement and will certainly impress potential employers.
