
Introduction to Job Search Skills: 1 – 2 hours

An online course which is designed for anyone who is

beginning or is actively involved in a job search. The

course covers different scenarios from students looking

for internships or entering the workforce for the first

time, to experienced professionals re-entering the

workforce, changing industry/role or relocating.

Job Search Skills - Preparing Your Résumé and Cover
Letter: 2 – 3 hours
This online course is designed for anyone who wants to undertake a job

application campaign to successfully acquire a new job. The course

breaks down the job application process, so you can ensure that you can

identify and apply for your ideal job. This course also describes the

importance of having a well written résumé and cover letter to

demonstrate to any potential employer that you are the best candidate

for the position.

How to Succeed at: Writing Applications – 3 hours 
a week over 3 weeks 
The course will share top tips with you to help you write

exceptional applications, CVs (or résumés), covering letters

and personal statements and provide insight from employers

and admissions tutors on what they look for in candidates.

How to Succeed at: Interviews – 3 hours a week over 3
weeks
This course has been designed and developed by experts to help you to

succeed at interviews, whether you are applying for jobs or planning to

study. Because being offered an interview can be quite daunting, we’ve

put together a set of materials to help you prepare and be successful on

the day.

Conversations and Interviews: 5 hours

This free course, Conversations and interviews, explores how 

to ask and answer questions in interviews and conversations.

For more information, contact your Union Learn Rep



Advanced Diploma in Workforce Re-entry Skills: 15 –
20 hours
The free online Advanced Diploma in Workforce Re-entry Skills is

a comprehensive e-learning course that will help you develop the

key skills needed by people re-entering the modern workforce

and studying this course will give you the confidence to apply for

work positions that are of interest to you. The course first

introduces you to the skills needed as part of your job search and

career planning.

How to Plan Your Career Path: 1 – 2 hours
This free online career planning course will help you give find a

career direction by teach you about the best career planning tips,

tricks and practices. Choosing the right career is a difficult

decision for a lot of people, progressing in those careers even

more so. In this course, you will acquire the knowledge you need

to think clearly about where you want to go, and to get there

with as little fuss as possible.

Becoming Career Smart: How to Sell Yourself – 3
hours a week over 2 weeks
Most people change their jobs multiple times during their

working lives. Many make dramatic career shifts. Identifying your

transferable generic skills is key to making the most of this agile

employment marketplace.

Developing Career Resilience: 24 Hours badged 
Course
This free badged CPD Standards endorsed course, Developing

career resilience, will help you to understand the factors that

influence career resilience, and offer examples and tactics for

you to develop

yours further.

Business Communication - Developing Effective
Business Presentation Skills: 2 – 3 Hours
This free online business presentation skills course focuses on

helping you develop effective business presentation skills.

Although many business professionals lack self-confidence

when it comes to making presentations, these skills can be

learned over time. This course will teach you how to

effectively prepare for a presentation, develop the skills

needed to engage and persuade an audience, and gain the

confidence to speak in front of people.


