How to find hidden vacancies
Many people find
jobs through word
of mouth or by
approaching
employers

TT Lots of jobs aren’t formally advertised. The best way to access
these ‘hidden’ opportunities is by making connections with the
people around you.
TT You can also directly approach businesses in the industries you
would like to work in.
TT Quite often there is less competition for jobs when employers
recruit this way.
TT Make the most of the opportunities that present themselves and if
you need to, enhance your ‘networking’ skills.

Be organised
so you can
respond to
opportunities quickly

The people around
you can help

TT Be ready to respond to employers who ask for your
résumé at short notice - make sure it is up to date.
TT Think about what you can offer potential employers
and plan what you might say to someone who is
considering you for a position.
TT Think about your personal presentation in case an
employer requests an interview at short notice.
TT Make sure you have credit on your phone, petrol in
your car or money for public transport.

TT Try approaching friends, family, teachers, community organisations,
local employers and others in your community to ask about possible
job opportunities or advice on where to look.
TT Be open about the fact that you are looking for work and ask if they
can approach their contacts or let you know if they hear about any
opportunities so you can follow-up.
TT If you show you are committed to your job search and a future
employer, people are usually happy to help by finding out a little
information, passing on valuable contact details or making an
introduction.

Disclaimer: The content of this tipsheet is intended as general information only and does not replace professional advice. It is derived from a variety
of sources and has been prepared without taking into account your individual objectives, situation or needs. You should consider your personal
circumstances, and if appropriate, seek independent legal, financial or other professional advice before acting. The Department has endeavoured to
ensure the currency and completeness of the information in this tipsheet at the time of publication; however, this information may change over time.
Provision of links to external websites are provided for convenience only and should not be construed as an endorsement or approval of the third party
service or website by the Department. The Department expressly disclaims any liability caused, whether directly or indirectly, to any person in respect of
any action taken on the basis of the content of this tipsheet.
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