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Cleaner job application toolkit

When you want to capture the attention of a prospective employer, a well-crafted, application can be the perfect way to help you stand out from the job seeking crowd.
Before you start writing your cleaner application, research both the job and the company that posted the vacancy. Tailor it to the specific job role you’re applying for. It’s also worth finding out the name of the person that will receive your cover letter so you can address it to them.
The text highlighted in orange is a prompt for you to remove and edit with your own words, changing the font colour to black.
_


Cover letter template: Cleaner
Complete the template below, filling in the blanks in orange. We’ve included some examples of what would be relevant for a cleaner role.
<Insert date>

<Hiring manager’s name>
<Hiring manager’s position>
<Company name>

Dear <Insert hiring manager’s name>,

Re: Application for the position of job title

I’d like to apply for the position of <role title>. I’m enthusiastic, hardworking and keen to obtain a cleaning position with < insert company name as <why you want to work there / what you admire about the company, e.g. I enjoy doing a variety of physical work>.

I’ve worked for over <insert length of time e.g. 5 years> as a <insert profession>. I’ve built a reputation for <insert quality e.g. my attention to detail>, < insert quality e.g. reliability> and < insert quality e.g. teamwork>. 

I’ve had the chance to develop some great skills such as <highlight some relevant skills e.g. Learning quickly and following procedures with accuracy, safety and consistency>.

These skills would allow me to hit the ground running in a role as a cleaner and I believe I'll make a valuable contribution to your team. I'd love an opportunity to discuss my suitability further.

I look forward to hearing from you.

Yours sincerely

Your name
Your contact number
Your email address


Resume toolkit: cleaner
The personal touch is best
Write your resume so that it details the skills, experience and achievements you have that are relevant to the role you’re applying for. Use the words from the job ad so that the hiring manager knows you understand what they’re looking for. Revise your resume for each application so it targets the business and position well. This is becoming more relevant as Applicant Tracking Systems are used to shortlist candidates, using key words.
How should each work experience be detailed?
The most important thing employers want to know about your career history is what you achieved in a role. Include this after you’ve summarised your key responsibilities. For example, in my current role, I always communicate politely to my clients, ensuring I am always respectful and concise. I am a fast worker, while remaining oriented to detail to get the best result. 
We have included a section for volunteer experience as this is often where you have some great examples of achievements but, if you haven’t done any, leave this section out.
Is it important to include every role?
If your resume is more than a couple of pages, write just a brief summary for roles that aren’t relevant – or just leave them out.




Full name
Email address, phone number
Suburb, state and postcode


Personal summary
This is your elevator pitch where you have just a few lines of text to sell yourself to a potential employer. Keep it brief and to the point. 
· Include your top attributes, like being compassionate, organised and reliable. 
· Highlight your experience, for example the number of years you’ve done cleaning tasks 
· Bring out something that directly relates to the job you’re applying for, e.g. your values are the same as the organisation’s values or the skills you have that they’ll benefit from.

Career history
When completing this section, be as detailed as you can in what you’ve done that is relevant to the role. Think about experience from previous roles as well as your life experience. Remember to highlight the skills and attributes you have that are relevant to the role you are applying for.

[Job title], [company or business name], location
Dates of employment

Overview of role in one or two sentences.

Key responsibilities
· Include 2 to 3

Achievements
· Include 2 to 3
_

[Job title], [company or business name], location
Dates of employment

Overview of role in one or two sentences.

Key responsibilities
· Include 2 to 3

Achievements
· Include 2 to 3
_


Volunteer experience
[Title], [company or business name], location
Dates of employment

Overview of role in one or two sentences.

Key responsibilities
· Include 2 to 3

Achievements
· Include 2 to 3
_

[Title], [company or business name], location
Dates of employment

Overview of role in one or two sentences.

Key responsibilities
· Include 2 to 3

Achievements
· Include 2 to 3
_

Education and training

· [List the most recent and relevant at the top]

Interests

· List any hobbies and interests that might be relevant to the sector, for example volunteering at an aged care home, etc.

References

· Before adding a person as your referee, ask them if they’re happy to be your referee. Also, let them know about the jobs you are applying for, and to expect a call from an employer. When you know a referee is going to call, speak to your reference first, letting them know the specifics of the job and reminding them how your skills, experience and personality align with this role. 
· If you don’t want to include your references, just add: Available on request. This is acceptable on most resumes, except for government roles who generally make it compulsory to add referees including your current manager. 
· If you choose to list referees, put the most recent at the top and include name, job title, company, contact phone number and email address.


Resume checklist

❏ Contact details 
❏ Your name should be the heading of the document (large and bold)
❏ Include your best phone number 
❏ Include a professional sounding email address (not something like cheekyhot88@hotmail.com) 
❏ Don’t include your date of birth, age, health, photos, religion or marital status 

Presentation  

❏ Use an easy to read font (11 or 12 font size)
❏ Use headings, subheadings and bullet points 
❏ Stick to 1 or 2 pages only

Content 

❏ Include your work experience and volunteer work (most recent information first) with both responsibilities and achievements
❏ Research the company and include why you want to work for them
❏ Describe your top four skills make them relevant to the job
❏ List your computer skills 
❏ List your education and any completed courses 
❏ Add referee information (or mention that referees can be supplied by request)
❏ Share with a friend to read

Before you send your cover letter and resume

1. Check it carefully for spelling errors and mistakes
2. Update the content to match the job you are applying for 
3. Contact your referees (if you have listed them in your application)
4. Divide your cover letter and resume, save and send as a Word or PDF document.


For more information on getting job-ready, call our friendly team on 1800 226 228. 
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