
The Job Winners® Guide for 

Young  Adul t s  
 

 
RESOURCES 

BOOKLET 
 

{  prev iew }  
 
 
 
 
 

© Rupert French 2011 
www.jobwinners.com.au 

 



The Job Winners® Guide for Young Adults – Resources Booklet Page 2 
 

{ preview } © 2011 Rupert French.  Participants of Job Winners workshops may make as many photocopies of these 
worksheets as they need for their own personal use in the job hunt.  Copies may not be used for any other purpose and 
they are not for resale.  Copyright remains the unalienable property of Rupert French. 

Table of Contents 
 
 
Identifying Skills and Achievements ................................................................. 3 

Initial Research Questionnaire ........................................................................ 4 

Daily Diary ............................................................................................... 5 

Daily Action Planner ................................................................................... 6 

Developing Your Key Skills Statement ............................................................... 7 

Communication Planner ............................................................................... 8 

The Four ‘Eyes’ of Successful Network Interviewing .............................................. 9 

Maintaining Confidence and Self-Esteem In The Job Search .................................... 10 

Interview Preparation Form .......................................................................... 11 

Interview Evaluation Form ........................................................................... 12 

Choosing Between Job Offers ........................................................................ 13 

 
 
  



The Job Winners® Guide for Young Adults – Resources Booklet Page 6 
 

{ preview } © 2011 Rupert French.  Participants of Job Winners workshops may make as many photocopies of these 
worksheets as they need for their own personal use in the job hunt.  Copies may not be used for any other purpose and 
they are not for resale.  Copyright remains the unalienable property of Rupert French. 

Daily Action Planner 
 

Day          Date      20 
 
A What are my active job leads for today?  (Max 5; min 2) 

1. ______________________________ 

2. ______________________________ 

3. ______________________________ 

4. ______________________________ 

5. ______________________________ 
 
 
B What am I doing today to follow them up? 

 Research at the Library / Career Information Centre / Internet / other 
for (which leads?)  __________________________________________ 
 Telephoning to set up an interview 
for (which leads?)  __________________________________________ 
 Preparing for an information / employment interview 
for (which leads?)  __________________________________________ 
 Attending an interview 
for (which leads?)  __________________________________________ 
 Thank you note / telephone call 
for (which leads?)  __________________________________________ 
 Tailoring and sending off a résumé / job application 
for (which leads?)  __________________________________________ 
 Other (please specify) _____________________________________ 
for (which leads?)  __________________________________________ 

 
Have you entered these tasks in your diary? YES NO 
 
 
C Results 
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Developing Your Key Skills Statement 
 

What sort of job do you want to apply for? 

__________________________________________________________________________________
__________________________________________________________________________________ 

 

What are the key qualities / skills / experience that would be needed for this job? 

__________________________________________________________________________________
__________________________________________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 

 

List the things that demonstrate that you have these key qualities / skills / experience  

__________________________________________________________________________________
__________________________________________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 

 

And now try putting these together in a statement of approximately 35-50 words that will grab the 
employer’s interest. 

__________________________________________________________________________________
__________________________________________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 
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Communication Planner 
 
 

Name Tel 1 
Organisation Receptionist name 
Position Tel 2 
Address Mobile 
 email 
Date 
Time 
Seq 

Subject Response 
Follow 
up 

    

 

    

 

    

 

    

 

    

 

    

 

    

 

    

 

    

 

    

 
 

 
  




