
1 

SUGGESTIONS? 

 While many people 
believe that the only 
time a resume is re-
quired is in support of 
an application for a po-
sition with a new em-
ployer, another in-
stance where a resume 
could be utilised, is to 
enhance a candidate’s 
application for an inter-
nal position. Regretta-
bly, in the latter, a re-
sume is either disre-
garded or if submitted, 
fails to include perti-
nent information that 
will strategically posi-
tion the applicant’s 
submission as a worthy 
candidate. 
 
With an internal appli-
cation it is easy to pre-
sume that manage-
ment are either aware 
of your job responsibili-
ties, or can locate this 
information from a job 
description or other 
resources obtainable 
through the Human 
Resources department. 
For those who believe 
this to be the case, be-
ware, as you could be 

disadvantaging yourself 
from the outset.  The 
fact that you are cur-
rently working with the 
employer does not mean 
that your current man-
ager (or potential man-
ager) is familiar with the 

solutions and achieve-
ments you have secured 
within the work place, so 
it is up to you to portray 
this - and what better 
way than within a contri-
bution-oriented resume. 
 
When developing your 
resume for an internal 
position, imagine you are 
targeting a role with an-
other employer and don’t 
assume that the execu-
tive team know what you 
have been doing in the 
organisation, or the value 
you have contributed. 
This is even more impor-
tant if the position you 

are aiming for is senior 
to your current role, and 
you will need to qualify 
why you should be ex-
tended the opportunity 
for a promotion. This 
can include evidence of 
leadership and manage-

ment account-
abilities, or re-
sponsibilities spe-
cific to the new 
role.  
  
Read through the 
following state-
ments to assist 

you in collating relevant 
information to include in 
your resume for an in-
ternal promotion: 
 
~ When targeting a 
higher level role than 
your current position, 
identify instances where 
you have demonstrated 
leadership/management 
competencies. This in-
cludes training, supervis-
ing or supporting new 
staff members;  
 

 
 

The best way to  
predict the future is 

to create it. 
Peter Drucker 

WELCOME! 
 

Welcome to this issue of 
Career Communiqué!  
 
We want this to be your 
newsletter, so please feel 
free to forward any sug-
gestions on what you 
would like to see covered 
in this newsletter.  
 
In this issue: 
 
♦ Climbing that corporate 

ladder ~ Optimising 
your resume for an in-
ternal promotion. [Page 
1-2]  

♦ Guest Writers’ Spotlight 
~ Clare Maxfield, Cor-
porate Confidence’s 
‘Working Ward-
robes.’ [Page 3-4] 

♦ Ten Hot Tips ~ Seizing 
more time in your day. 
[Page 3/7] 

♦ AECs’ Accolades [Page 
5] 

♦ Subscriber’s Corner  
      [Page 5-6] 

♦ Résumé—Q & A  
     [Page 6] 
 

careERcareERcareER communiqué!  

Do you have a suggestion for a topic that you would like covered in our upcoming newsletters. Please 
forward your suggestion to: communique@aresumewriter.net  
 
 

 

Advanced Employment Concepts  
Your catalyst to success!! 
 
success@aresumewriter.net 
www.aresumewriter.net  
 
Our office is closing on the 19 

December 2003, and will re-
open 19 January 2004. 

Fail to prepare – 
Prepare to fail.  

Optimising your résumé for an internal promotion! 
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QUESTIONS? 

 - Identify the addi-
tional responsibilities 
you undertook that can 
differentiate you from 
other staff members 
that have similar roles? 
By listing these ac-
countabilities will por-
tray your multi-faceted 
experience and an abil-
ity to take on extra re-
sponsibilities. 
 
- Are you a recipient 
for any awards for out-
standing excellence? If 
so, what did you 
achieve these for? 
Have you received a 
letter of praise from a 
client, or another col-
league that will confirm 
your high-standing 
reputation within the 
organisation? 
 
- Have you initiated/
collaborated in any 
special assignments? 
Have you been re-
quested to contribute 
your expertise to assist 
the company in moving 
forward or in overcom-
ing various internal is-
sues? What initiatives 

did you take, and what 
was the outcome? 
- Were you able to over-

come problems within 
the workplace through 
identifying and contrib-
uting suggestions?  
 

Can you identify your-
self as a problem solver 
and trouble shooter 
who can transform an 
unconstructive circum-
stance into a construc-
tive one through imagi-
native thinking and ac-
tion?  

 
- Are you able to demon-

strate instances where 
you slashed organisa-
tional cost; captured 
revenue growth; opti-
mized productivity and 
overall operational effi-
ciency? If so, provide 
details and measurable 
outcomes. 

-  Did you volunteer 
your time on any spe-
cial assignments that 
provided you with an 
opportunity to work 
on a cutting-edge pro-
ject, or even spear-
head a strategic plan-

ning project?    
 
Begin to keep 
track of your ac-
complishments, 
special assign-
ments or involve-
ments within the 
organisation by 

writing them down. The 
potential to forget perti-
nent information is easy, 
and can regrettably dis-
advantage your applica-
tion. By including your 
c on t r i bu t i ons  and 
achievements within 
your resume can cer-
tainly optimise your in-
ternal job campaign.   
 
Con t i n u ed 
success! 
 
 
 
 
 

 
 

To ensure success… 
make your vocation, a 

vacation! 
Mark Twain 

 
CON’T FROM P 1 

 
-  the successful comple-

tion of in-house leader-
ship/management pro-
fessional development 
programs; heading a 
special assignment; or 
spearheading an initia-
tive that remedied an 
organisational problem 
through tactical investi-
gation, development 
and implementation. 

 
-  List the challenges that 

were present, and the 
initiatives you executed 
to overcome these. If 
available, don’t forget to 
include accurate figures 
and facts to quantify 
your statement. 

 
-  Include professional de-

velopment or in-house 
seminars to confirm 
your willingness and 
ability to assimilate and 
apply new techniques 
and processes in your 
role. 

CAREERCAREERCAREER communiqué!  

Do you have a question that you would like to ask our Résumé Writers or Interview Coach? Please 
forward them to discover@aresumewriter.net. Your question may be selected for inclusion in our next 
Career Communiqué! Issue. 
 
  
  
 

 

Advanced Employment Concepts  
Your catalyst to success!! 
 
 
success@aresumewriter.net 
www.aresumewriter.net  

Optimising your résumé for an internal promotion!—con’t 
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SUBSCRIBERS CORNER 

  
Working Wardrobes: 
 
Do you have nothing 
to wear? 
Do you find getting 
dressed in the morning 
a chore? 
Do you find looking 
your best a hit and 
miss affair? 
 
If you answered yes to 
any or all of the above 
questions then read on 
this article is for you.  
 
I would have to say 
the main complaint 
that I hear from 
women is that they 
have nothing to wear. 
Whilst they may have 
a wardrobe full of 
clothes nothing co-
ordinates, nothing fits 
and nothing looks any 
good on. Creating a 
workable wardrobe 
takes the same care 
and consideration that 
a good meal requires. 
You need a recipe, the 
right ingredients and 
the knowledge on how 
to put it all together. 
Consider this your rec-
ipe to successful 
dressing. A working 
wardrobe is a must for 
everyone and owning 

one does not require 
bucket loads of money. 
 
I am going to show how 
you can simply and eas-
ily turn 13 garments into 
120 outfits. That means 
if you work for 5 days a 
week you will not wear 
the same combination of 

clothing for 24 weeks or 
almost half or your 
working year. I think I 
may have your attention 
by now.  
 
To begin with you need 
to choose two colours to 
base your wardrobe on. 
One colour should ide-
ally be black, navy, 
grey, charcoal, olive, 
burgundy or dark brown. 
These colours are great 
base colours to work 
your wardrobe around 
and will work will in any 
environment. The only 
time you may waver 
from these colours is if 
you are in childcare 
when bright colours area 
must. Add to these col-
ours a complimentary 

colour like red, white, 
cream or one of the 
other base colours if 
your first choice was 
black. Living in Mel-
bourne many people 
will start with black and 
aside from the fact it is 
an easy colour to start 
with it is readily avail-

able in the 
shops. Remem-
ber there are 
many shade of 
black so buy 
your pants and 
jackets tother so 
the shade is the 

same but I am running 
ahead of myself here. 
 
With you first base col-
our, select a jacket, two 
pairs of pants and a 
skirt for yourself. If you 
are more into skirts you 
might like to make that 
one pair of pants and 
two skirts. You will 
know what is suitable 
for your workplace. Ide-
ally do this in the one 
store, as I stated be-
fore, there are many 
shade of black, if that is 
the colour you are 
working with and you 
want to know that all  

Continued p 4 
 

 

 

Major goals achieved 
are really a string of 
smaller goals, (one 

step at a time).  

 
10 Tips for Making 
More Time in Your Day! 
  
1. Prior to making a 

phone call, jot down 
the items you need 
to discuss and stick 
to the point! 

2. Ascertain which part 
of the day you do 
your best work—then 
try to schedule pro-
jects that require 
your full attention 
during these times to 
avoid procrastina-
tion. 

3.If you have impor-
tant deadlines to 
meet, avoid unnec-
essary interruptions 
by holding all calls. If 
you don’t have a per-
sonal assistant, get 
an answering ma-
chine to take mes-
sages. Then, you can 
return the calls when 
more convenient. 

  
Continued p 7 

CAREERCAREERCAREER communiqué! con’t 

Do you have a horror interview story that you would like to share with our subscribers?  Or perhaps 
you would like to share with others, some tips and strategies that has worked in your career? Please 
send them through to: communique@aresumewriter.net  
  
 

 

Advanced Employment Concepts  
Your catalyst to success!! 
 
success@aresumewriter.net 
www.aresumewriter.net  

Guest-Writer Spotlight—Clare Maxfield from Corporate Confidence 
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PASS US ON! 

Your next purchases 
will need to be long 
sleeved shirts or tops 
that look great on 
their own with the 
base pieces you al-
ready have in your 
wardrobe, and will 
look smart with the 
short sleeved shirts or 
camisoles under them. 
 
Believe it or not but 
those few pieces are 
all that you require 
within your wardrobe 
to look smart, every-
day, for the next 120 
working days of your 
life. We all know that 
there is more to dress-
ing than skirts, jack-
ets, tops and pants so 
now I will suggest the 
minimum you will re-
quire in accessories to 
get you through. 
 
Start with a smart 
handbag that will co-
ordinate with the jack-
ets. A leather handbag 
is ideal as it looks 
smart, wears well and 
can be polished if it 
becomes scuffed or 
scratched. Don’t spoil 
your look with a cheap 
canvas throw-over. 
Add to that two pairs 
of court shoes if you 

are required to wear a 
heel, which is a must for 
any corporate women. I 
say two pairs as you 
should not wear the 
same shoes every day. 
You might also like to 
pick up a nice pair of low 
heels to wear with your 
pants. To keep every-

thing simple, if your 
base colour is olive or 
burgundy then black is 
an easy colour to acces-
sorise with. By choosing 
some great earrings and 
necklaces, brooches 
(and not the granny 
kind) or scarves you will 
add extra interest to 
your wardrobe at a mini-
mum of expense to 
yourself. 
 
This can often sound too 
simple to be true but 
believe me it is. Once 
you have completed this 
procedure and you are 
ready to add to your 
wardrobe just start with 
another jacket, in an-

other colour and start 
building again. Before 
you know it you will 
have a complete work-
ing wardrobe and more 
clothes than you know 
what to do with. As with 
every good recipe, the 
secret is in the ingredi-
ents. 

 
About the Writer: 
Melbourne born 
and based, Clare 
Maxfield is an 
inspiring and en-
tertaining image 
consultant and 
speaker who has 
dedicated her life 

to the all importance of 
image and achieving 
personal goals. Visit 
Clare’s website at: 
 
www.corporateconfidence.
com.au  

 
Editors Note: 
Keep an eye out for our 
next issue as we will be 
including an article writ-
ten by Clare, specifically 
for men. 
 
 
 

 

Existing client 
Wanting to take advantage of a 
Behavioural Profiling Report? 

30% off regular price 
Contact: 

success@aresumewriter.net 

Con’t from p 3 

your pieces work together 

and the fabrics are com-

plimentary. In your sec-

ondary colour select an-

other jacket, skirt and 

pants. You will now have 

two jackets and five 

pieces for your bottom 

half. 

 

To complete the wardrobe 

find three short sleeved 

tops, or camisoles that 

suit both jackets. They 

may be in the base col-

ours or they may be in 

colour combinations that 

are complimentary to 

what you have started 

with. White will go with 

everything as will cream. 

These tops must look 

good when worn on their 

own as well as be suitable 

to be worn under a shirt 

for a more casual appear-

ance or for extra warmth 

in the cooler weather.   

CAREERCAREERCAREER communiqué! con’t 

We hope you are able to use some of the information in our newsletter to enhance your career! Do 
you know anyone who may benefit from our newsletter. If so, please feel free to send them a copy, or 
send us through an email with their details to: communique@aresumewriter.net  
We will gladly add them to our subscribers list. 
 

 

Advanced Employment Concepts  
Your catalyst to success!! 
 
success@aresumewriter.net 
www.aresumewriter.net  

 Guest-Writer Spotlight—Clare Maxfield from Corporate Confidence—Working Wardrobes con’t 
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GREAT GIFT IDEA! 

 
"They are excellent. 
Extremely professional 
and well presented 
documentation. A 
prompt and reliable 
service. They don't let 
you down." 
 
"Very courteous and 
friendly service. They 
take the time to un-
derstand your needs - 
they research well. A 
very professional and 
personalised service." 
 
For those who are not 
familiar with these 
awards, now into a 
seventh year, the Aus-
tralian Awards are an 
independent, unbiased 
award system based 
on assessment ratings 
from a businesses' 
own customer - an in-
dication of a well run 
business where satis-
fied customers are a 
sign that a business is 
healthy and worthy of 
praise. 
 
The award system fo-
cuses on seven crite-
ria, each scored sepa-
rately, namely: 
 

Time Related Ser- 
  vice 

Addressing Client  
  Needs 

Care and Attention 
Value 
Attitude 
Communication 
Overall Perception 

 
Thanks again to all those 
who participated and 
supported us in this 
award! 

SUBSCRIBER’S 
CORNER: 
  
During an interview 
coaching session I had 
recently with a Senior 
Executive, he brought up 
an interesting scenario 
that I thought I’d share 
with you. 
 
A position was advertised 
on an internet job board 
to which he responded 
by forwarding his resume 
via email. The advertise-
ment also provided a 
contact name and tele-
phone number for inter-

ested applicants to find 
out further information 
about the role, so want-
ing to be fully prepared 
for a potential inter-
view, he decided to re-
quest a copy. Without 
hesitation he dialled the 
stipulated telephone 
number, and after being 
put through to the con-
tact person, politely 

stated his name, 
his interest in 
the position, and 
a request to ob-
tain a copy of the 
job description. 
 
“Oh, yes,” re-
sponded the 
voice at the 

other end of the line -
”Thank you for your 
call—I’ve actually got a 
few minutes free, so 
why don’t you tell me a 
little about yourself and 
your work experience.” 
 
Not expecting to be 
posed with this question 
or further screening 
questions that were 
asked, my client stum-
bled his way through a 
very awkward few min-
utes.  
 
His fatal mistake was 
not being prepared, as 
 

Continued p 6 
 

 
 

Want a free résumé 
critique? 

Send your résumé to: 
critique@aresumewriter.net 

Congratulations!! 
  

We were so pleased with 
our recent accolade from 
the Customer Service 
Awards, and wanted to 
thank all of our clients 
who so kindly participated 
in this event. 

 

Advanced Employment 
Concepts scores an 
outstanding 97.35% 

for Customer 
 Satisfaction 

 

Here are some of the com-
ments: 
 
"100% satisfied with 
their service. They 
have a totally profes-
sional manner. Prompt 
and reliable. They give 
effective communica-
tion of the employment 
and job descriptions." 
 
  
 

 

CAREERCAREERCAREER communiqué! con’t 

Want to give someone you love a great Christmas present, but have run out of inspirational ideas? 
How about a Career Marketing Package Gift Certificate? If you’d like to know more about this innova-
tive concept, contact our staff at: success@aresumewriter.net  
 

 

 

Advanced Employment Concepts  
Your catalyst to success!! 
 
success@aresumewriter.net 
www.aresumewriter.net  
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NEW YEAR’S RESOLUTION? 

Q & A: 
My daughter wants to 
find a part time cus-
tomer service and 
needs a resume. Help! 
She has work PT for 
McDonalds. 
 
Developing a resume 
for young people with 
limited experience can 
certainly be a daunting 
task; however, there 
are other areas be-
sides employment that 
can demonstrate mar-
ketable qualities and 
skills that a potential 
employer might be 
looking for.  
 
Consider academic 
achievements or 
awards which can 
demonstrate her dedi-
cation toward subjects 
studied and follow 
through of tasks/
assignments set. Was 
she a member of a 
special school commit-
tee – if so, was this 
committee instrumen-
tal for planning school 
fetes or special events, 
or suggesting/
implementing various 
initiatives for contin-
ued excellence within 
the school? Was she a 
member of any sport-

ing teams – if so, did 
they represent the 
school in any local com-
petitions?  
 
Has your niece volun-
teered her time on be-
half of community or-

ganisations? If so, what 
was this for?  
 
Voluntary or part time 
work can also portray 
transferable skills and 
competencies. In your 
niece’s situation, her ex-
perience with Mc Don-
alds is an excellent 
source of information, 
particularly with her tar-
get being customer ser-
vice. Portray her com-
mitment to the duties 
assigned and her ability 
to perform these unsu-
pervised; her interac-
tions with customers – 
particularly customer 
service excellence; her 
interpersonal and com-
munication skills – as-

sisting, serving and 
dealing with com-
plaints; and expertise in 
completing her daily 
duties efficiently and to 
the customer’s expecta-
tions is imperative. Has 
she been assigned any 

extra duties that 
can distinguish 
her from other 
employees due 
to high stan-
dards in her 
work perform-
ance? Has she 
received any 
awards or rec-

ognition from her 
superiors? If she has 
been working there for 
some time, has she 
been required to train 
other staff members, or 
explain/demonstrate 
workplace procedures 
and processes?  
 
When compiling and 
scripting the above in-
formation, ensure that 
the final document por-
trays information that is 
focused specifically for 
the position she is tar-
geting, so that at a 
glance, the reader can 
distinguish relevant 
transferable competen-
cies, and the overall 
value she is offering to 
their organisation. 
 
All the best! 

 
 

Many of us will never do 
great things, but we can do 
small things in a great way. 

 

what he thought would be a 

simple request for informa-

tion had turned into an initial 

s c r e e n i n g  i n t e r v i e w . 

 

Those few minutes were 

extremely awkward and 

embarrassing to say the 

least, and at the comple-

tion of the pre-screening 

interview, the recruiter in-

formed him that they were 

looking for someone with 

a few more years of ex-

perience than he was able 

to offer. 

 

Remember to be prepared 

at all times when contact-

ing a potential employer/

recruiter, even when you 

are just requesting further 

information about the 

company. 

Watch this space in the 
next issue (Feb 2004) for 
the strategy we developed 
in order to turn this nega-
tive situation around.  
 

CAREERCAREERCAREER communiqué! con’t 

Do you know anyone who is not happy in their current role or is struggling with doubt over whether 
they are even in the right position? Or perhaps they have been meaning to make a move, but fearful 
and unsure of those first steps? Contact AEC and ask about our career counselling/awareness pro-
gramme to assist them in discovering their authentic self. 
 

 

Advanced Employment Concepts  
Your catalyst to success!! 
 
success@aresumewriter.net 
www.aresumewriter.net  
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NEWS FLASH! 

 7. Re-organise your 
desk and ensure the 
materials/resources 
you use most during 
the day, are close 
by and in arms 
length, to avoid 
unnecessary de-
lays in retrieving. 
 
8. Unclutter your 
desk so that you 
only have the ma-
terials you require 
for the current pro-
ject you are working 
on. Everything else 
should be put away. 
 
9. Schedule a spe-
cific time (or several 
times) during the 
day to read, answer 
and file away your 
emails—and STICK 
TO IT! Don’t get 
caught up reading 
each and every 
piece of mail that is 
received in your in-

box. If that little en-
velop is just too invit-
ing, turn it off, so that 
you won’t be tempted 
to click on it every 
time it ‘pops’ up. 

(Yes, I am guilty of 
this myself.) 
 
10. Most important of 
all, ensure you sched-
ule mini-breaks dur-
ing your day to reen-
ergise yourself—
particularly if you are 
working at a com-
puter.  
    
All the best!

 
SEASONS GREETINGS! 
The team at Ad-
vanced Employment 
Concepts want to  
thank all of our cli-
ents and subscribers 

for their patron-
age over the past 
year. 
 
Have a blessed 
time with friends 
and family, and 
for those people 
who are taking a 

break—make it a safe 
and enjoyable one. 
 
2004 is already set to 
be a great year, with 
lots of resources and 
materials being 
added to our website  
to assist you in your 
job search and ca-
reer. So keep your 
eyes posted. 
 
Happy Christmas! 

 
 

Have a Merry Christ-
mas and a Happy New 

Year! 

Con’t from Page 2 

 

10 Tips for Making 

More Time in Your Day!  

 

4. Ensure all your 

schedules, priority and 

‘to do’ lists are kept in 

one place.  

 

5. Keep your telephone 

calls to a minimum. Try 

to limit the conversa-

tion on your topic only, 

and end the call 

(politely of course) 

once this has been ad-

dressed. 

 

6. Streamline your fil-

ing system and ensure 

it is always maintained 

so that documents/files 

can be retrieved effi-

ciently. 

 

 

 

CAREERCAREERCAREER communiqué! con’t 

Keep an eye on our website in the New Year as we will be adding resources, including career links, a 
forum where you will have an opportunity to network with others regarding a number of different topics. 
It’s going to be an exciting 2004! 
 
Our office will be closing on 19 December 2003 and reopening 19 January 2004. 
Our next newsletter will be coming out in February 2004.  

 

Advanced Employment Concepts  
Your catalyst to success!! 
 
success@aresumewriter.net 
www.aresumewriter.net  

  

 


