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For Team Leaders, Managers, Professionals and Executives wanting to attract
better job opportunities, obtain an ideal role or promotion and get paid what their worth!






First off, me to say thank you for selecting me to write your resume/curriculum vitae and or selection criteria/expression of interest.   

Developing your job application is a process and over the coming days (weeks), that process will take us from the initial stage of gathering information, through to a finished job application.  Along the way you’ll likely have all sorts of questions. Please ask them. I’m here to help you!

On this page, you will find the following documents to download (All you have to do is simply right-click your mouse on the link, then select ‘Save Target As’ or “Save Link As” to your desktop).

· Initial questionnaire 
· Chapter on achievements

· Unearthing accomplishments (probing questions to draw out your accomplishments)

· List of additional documentation/information required

Before you start, please keep in mind that the quality of information that you provide me with is crucial to the process.  Yes, I can ‘creatively’ develop your job application on the basis of an old resume and or selection criteria you have forwarded to me.  However all I will be doing is re-writing your material, albeit to a very high standard.

Since you hired me I know this is not your objective - rather you want to go one step further and outshine the competition.  To do this, we are not just going to talk about your work history we are going to articulate your value, in particular focussing on what you have accomplished and achieved.  

If you don’t think you’ve done much, then think again.  Most of us spend our whole life’s just ‘doing the job, not thinking about what we have achieved on the job.  This is your opportunity to sit down and perhaps for the first time assemble data on what you have accomplished for your employer/organisation.

To do this, I primarily want you to focus on developing some CARs for each and every relevant job.  (Don’t worry if you don’t currently know what a CAR is, this is explained in the Chapter on Achievements and the Questionnaire)

This exercise is crucial and I promise the results will be so WORTH it.  When going through this exercise, you are not only providing powerful information for your job application, you are effectively doing 90% of your homework for any interview, networking or conversation you have with any interview panel or potential employer!.  So all the time you spend on it, will pay off – I promise!    
 
If you do nothing else, just list CAR’s under each job. These can be both micro and macro and the more you provide the better!  
 
Once I get your feedback, I’ll review it and see what else I need.  (Just email your completed questionnaire and other requested documentation to carolyn.smith@impactwriting.com.au). The result of this intensive information gathering is a dramatically different document that will market you effectively.
 
As an alternative, if you prefer to provide this information via telephone, I’m available to talk most mornings, Monday to Friday 8.15am through to about lunch time (Queensland time).  Let me know and I would be happy to schedule time out and talk it through with you.

However, you will find completing the questionnaire and doing the CAR exercise the BEST way to prepare yourself for any application, including the interview.  I don’t know of one client that has not benefited from this exercise, so it is worth doing and getting your CARS written down.  (Most of us spend all our time planning for work, not planning for our career, so this is an opportunity to work on yourself, (not for others) on something that will ultimately benefit you!)
 
Finally, more than anything - enjoy the process. Yes it will take time and it can sometimes be frustrating compiling information and remembering your older work history, BUT the whole process will sharpen your ability to articulate your value and provide me with the material required, that will literally transform you on paper.

I look forward to helping you succeed.

Take care and all the very best

Carolyn Smith



