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Work Ready Candidate Guide

At Te Matapuna Fonterra, we believe in
nurturing talent and providing

opportunities for growth.

Whether you're finishing high school
or university, we're here to help you
land your first job and get you work-
ready. At Fonterra, we seek to
"Imagine Tomorrow," which reflects
our commitment to empowering you
to create goodness for generations.

Here are some tips to help you get
started on your career journey and
achieve your professional goals as
you embark on your first job search.
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CV tips

Creating a standout CV is your first step towards landing your dream

job.

Your CV is a snapshot of your skills, experiences, and achievements, and it needs to make a strong
impression on potential employers. Here are some tips to help you craft a CV that will get you noticed.

1. Include relevant experience

Focus on including experience that is relevant to the
job you are applying for. This can include internships,
volunteer work, and part-time jobs.

2. Keep it simple and tailored

Focus on your key responsibilities and achievements.
Include things like the daily tasks you did in the role
and any extra responsibilities you had to highlight
your successes, and tailor your CV specifically for the
role by adding relevant keywords from the job advert

3. Proofread and format

Ensure your CV is error-free and easy to read. Use
clear headings, check your contact details, and save
your CV as a PDF for best readability.

4. Highlight your achievements

Make yourself stand out by listing your achievements
in each role. Start with your most recent job and
include relevant qualifications and training courses.

5. Use a professional layout

Choose a clean and professional layout. Avoid using
too many fonts or colours, and make sure your CV is
well-organized and easy to navigate.

6. Showcase your skills

Highlight both your hard and soft skills. Hard skills
are specific, teachable abilities such as proficiency in
a software program, while soft skills are
interpersonal skills like communication and
teamwork.

7. Keep it concise

Aim to keep your CV to one or two pages. Be concise
and only include information that is relevant to the
job you are applying for.

Quick tip
Creating your CV using Al

Using Al to help you create your CV can be a
great starting point. However, it's important to
remember to add your own personal touch. We
want to hear from you, not a robot! Use Al to
get started, but make sure you follow all the
tips above to make your CV truly yours.
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(;over letter
tips

A well-written cover letter can set
you apart from other candidates.

It's your chance to showcase your personality,
highlight your relevant experiences, and explain
why you're the perfect fit for the role. Here are
some tips to help you write a compelling cover
letter.

Make it personal and customised

Outline how you can help, talk about your skills and any
relevant experiences, such as school projects, volunteer
work, or extracurricular activities. Show that you've
researched the role and team. For example, do some
googling and find out more about Fonterra, like our
values, and share why these are also important to you.

Avoid common mistakes

Don't simply repeat your CV, avoid grammar or spelling
mistakes, and don't use a generic template.

Ask for a peer review

Have a trusted friend, teacher, or family member review
your cover letter to catch any errors and provide
feedback.
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Highlight your skills and
achievements

Focus on your skills and any achievements from school,
sports, or other activities. Mention any relevant
qualifications or training courses.

Be concise and clear
Keep your cover letter to one page, use clear and

professional language, and ensure it is easy to read.

Make your cover letter the first
page of the CV

This ensures it won't be lost in the recruitment process
and will be seen by the hiring manager.
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Interview preparation

Preparing for an interview can be nerve-wracking, but with the

right approach, you can make a great impression.
From researching Fonterra to practising your answers, here are some tips to help you feel

confident and ready for your interview.

1. Know where you're going

Make sure you know the location of your interview
and how to get there. Plan your route in advance and
allow extra time for any unexpected delays. If your
interview is online, ensure you have the correct link
and that your technology is working properly.

2. Practice your interview
technique

Practice answering common interview questions and
think about how you can showcase your skills and
experiences. Even if you don't have job experience,
you can talk about school projects, volunteer work,
or extracurricular activities. Use the STAR method
(Situation, Task, Action, Result) to structure your
answers.

3. Research the company and
role

Take the time to research the company and the role
you are applying for. Understand the company’s
values, mission, and recent news. This will help you
tailor your answers and show that you are genuinely
interested in the position.

4. Prepare good questions

Have some thoughtful questions ready to ask the
interviewer. This shows your interest in the role and
the company, and it can also help you determine if
the job is the right fit for you.

5. Dress appropriately

Choose an outfit that is professional and
appropriate for the company’s culture. If you're
unsure, it's better to be slightly overdressed than
underdressed.

6. Be positive and confident

Approach the interview with a positive attitude
and confidence in your abilities. Smile, make eye
contact, and give a firm handshake if the interview
is in person. Remember, no one is perfect, and no
one will have all the answers! Be yourself and don't
be afraid to ask questions if you need more clarity
during the interview.

7. Understand the interview
structure

Expect a structure that includes a meet and greet,
questions about your background and skills,
behavioural/competency-based questions, and a
Q&A session. Knowing what to expect can help you
feel more prepared and less anxious.

8. Follow-up after the
interview
Send a thank-you email to the interviewer(s) after

the interview. Express your appreciation for the
opportunity and reiterate your interest in the role.

Practice makes perfect!

Al interview tools for you.

Getting ready for an interview can be nerve-wracking,
but there are some awesome tools out there to help
you practice answering those tricky questions. Check
out these cool resources to boost your confidence:

« Google's Interview Warmup: A great tool to help
you get comfortable with common interview
questions.

Practice Interview Online: Offers a variety of
practice scenarios to help you prepare.
Interviews by Al: Provides realistic interview
simulations to help you practice your responses.

Give them a try and get ready to ace your interview.
Good luck!


https://grow.google/certificates/interview-warmup/
https://practiceinterview.online/
https://interviewsby.ai/

At Fonterra, we use behavioural or competency-based
interviews to better understand how you think and act in
different situations.

We'll ask you to share specific examples from your experiences that show your approach and
behaviour. This helps us see how you demonstrate the skills and experience needed for the
role.

Behavioural questions often start with phrases like, "Tell me about a time when..." or "Can you
describe a situation where...". To prepare, review your experiences and CV, and match them
to the key competencies listed in the job description. This will help you provide relevant
examples during the interview.

1. Use the STAR method: Structure your answers using Situation, Task, Action, and Result to showcase
your skills and abilities.

2. Provide real-life examples: Use examples from work experience, academic, volunteering, or
extracurricular activities.

3. Sell yourself: Understand your strengths and provide examples that support these. Be ready to
articulate how you would overcome any gaps or work towards further developing the required skills.

2. Poor body language: Avoid negative body
language such as crossing your arms, not
making eye contact, or fidgeting. Positive body
language can help you make a good
impression.

Even the best-prepared
candidates can make mistakes 3. Not answering the question: Ensure you

during an interview. listen carefully to the questions and answer
them directly. If you don't understand a
Being aware of common pitfalls can help you avoid question, ask for clarification.

them and present yourself in the best possible light.

Here are some common interview mistakes to watch 4. Talking too much or too little: Find a

out for and how to avoid them. balance in your responses. Avoid giving overly
long answers or one-word responses.

1. Lack of preparation: Not researching the company

or the role can make you appear uninterested. Make 5. Neglecting to ask questions: Prepare some

sure you understand the job description and the thoughtful questions to ask the interviewer.
company's values. This shows your interest in the role and the

company.
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Good luck!

As you start looking for your first job,
remember that every step you take gets
you closer to your goals. Stay positive, be
prepared, and believe in yourself.

We wish you the best of luck in your job
search and can't wait to see you achieve
amazing things. Good luck!



https://www.instagram.com/fonterraearlycareers
https://www.youtube.com/@Fonterranz
https://www.linkedin.com/company/fonterra
https://www.facebook.com/FonterraCareers/
https://www.tiktok.com/@fonterracareers
https://www.fonterra.com/nz/en/careers.html



