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Traditional Custodians of the lands and waterways in the inner north and pays its respects to their 
Elders past and present.

Disclaimer: the information and content in this publication are designed as a guide only. While every effort has 
been made to ensure the information is accurate, INLLEN disclaims any liability for errors or omissions. Users 
should verify the information directly with the relevant organisation.
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Your next step 
starts here

You’re not alone

After school, you could:

	f start working

	f study at TAFE or university

	f learn on the job through an 
apprenticeship or traineeship

	f take time to explore your interests

	f start something of your own

	f try a mix of different things

This guide can help you

	• Explore pathways after school

	• Understand work, study and training 
options

	• Learn how to look for a job

	• Find local services and support

	• Take your next step with more confidence

There are people who can help you work through your options, including your careers 
teacher, student wellbeing coordinator, family, friends and local youth services.

You do not need to have everything figured out. This is about taking the next step.

Finishing school is a big moment. It is completely normal if you are not sure what 
comes next. 
You might already have a plan, or you might still be figuring it out. Either way, this guide is here to 
help. There is no single “right” choice. There is just the next step that feels right for you now.

You have options



I’M NOT SURE WHAT I WANT TO DO → Start with page 7
These pages can help you think about what you enjoy, what you are good at and what 
pathways might suit you.

I WANT TO START WORKING → Go to page 20
These pages can help you search for jobs, prepare applications and understand different 
types of work.

I HAVE AN INTERVIEW COMING UP → Go to page 24
These pages can help you practise answers, plan what to bring and feel more prepared.

I GOT THE JOB → Go to page 31
These pages can help you understand forms, pay, rosters, workplace safety and your 
rights.

I WANT HANDS-ON TRAINING → Go to page 10
These pages explain how to earn while you learn, who supports apprentices and what to 
do if you want to try a trade first.

I WANT TO STUDY OR BUILD SKILLS → Go to page 13
These pages explain course options, Free TAFE, VTAC, USI, fees and questions to ask 
before signing up.

I NEED SUPPORT → Go to page 35
These pages list local and state-wide services that can help with work, study, training, 
money, wellbeing, housing and other support.

Where to start?

How to use this guide
You do not need to read this guide from start to finish. Start with the section 

that matches what you need right now.

You do not need to solve everything today. Start with the next useful step.
Website and phone number details may change. Always check directly with the organisation.
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We can help students access:
	f Work experience

	f Structured Workplace Learning 
placements

	f School-Based Apprenticeships and 
Traineeships

	f Industry events and workplace visits

	f Local job and career information

Through our School to Work Program, 
students can build practical skills, learn more 
about different industries and make more 
confident decisions about study, training and 
work.

Jobs for Youth Career Hub
Looking for local jobs, career events or job-
hunting tips? The Jobs for Youth Career Hub 
is a free online space for young people in 
Melbourne’s inner north.

Find entry-level jobs, local 
opportunities and useful 
career advice at:
jobsforyouth.com.au

For more information
Visit inllen.org.au or follow 			 
@InnerNorthJobsForYouth on Facebook and 
Instagram.

Thinking about life after school? INLLEN is here to help young people in Darebin, 
Merri-bek and Yarra explore their options and take the next step.

We work with schools, employers, training providers and community organisations to create 
opportunities for young people to connect with the world of work.

A bit about INLLEN 
and what we do

https://jobsforyouth.com.au/
http://inllen.org.au/


Finished school.
Now what?

What are you into?

You might be interested in: 

	• TECHNOLOGY: learning how things work

	• CREATIVE WORK: design, music, writing, art or making things

	• HANDS-ON WORK: building, fixing, cooking or working practically

	• HELPING PEOPLE: health, education, community or support work

	• OUTDOOR WORK: being active, working outside or moving around

	• BUSINESS: organising, selling, planning or leading projects

You do not need to pick just one. Most jobs combine a few different interests.

You don’t need to have everything figured out.

Finishing school is a big step. Some people know exactly what they want to do next. Most 
people are still working it out.

A good place to start is with three questions:
	f What do I enjoy?

	f What am I good at?

	f What matters to me?

Your answers can help you choose a pathway that feels more like you.
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Your strengths, skills and values

What matters to you?

You already have skills, even if you have not had a formal job yet.
Think about what you have built through school, sport, volunteering, hobbies, caring 
responsibilities or helping at home.

Your strengths might include:
	• communication

	• teamwork

	• problem-solving

	• creativity

	• organisation

	• reliability

	• digital skills

	• leadership

You already have useful skills. The next step is learning how to talk about them.

Different people want different things from work and study.

You might care about:
	• earning money soon

	• job security

	• flexibility

	• doing something meaningful

	• being creative

	• working with people

	• working independently

	• learning practical skills

	• having a pathway to grow

There is no perfect answer. This is about noticing what feels important to you.
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Your options at a glance

Explore your options
If you are not sure what you want to do yet, start by exploring ideas and testing different 
possibilities. These websites can help you understand careers, training options and what different 
pathways might look like.

SKILLSROAD
Career quizzes, job fit tests and workplace 
tours.
skillsroad.com.au

MYFUTURE
Career planning tools and action planning.
myfuture.edu.au

CAREER BULLSEYES
Career pathways linked to school learning 
areas.
myfuture.edu.au/bullseyes

YOUR CAREER
Jobs, training, study and support information.
yourcareer.gov.au

YOUTH CENTRAL
Job applications, rights at work, study options 
and youth information.
youthcentral.vic.gov.au

JOB JUMPSTART
Job search, applications and workplace 
basics.
jobjumpstart.gov.au

Try this: Pick one website and spend 10 minutes exploring. Write down two jobs, 
industries or pathways that catch your attention.

There is more than one way to get where you want to go. You can study, work, learn on the 
job, take a short course, start something of your own, or mix different options together.

	□ I WANT TO START EARNING → Work, apprenticeship or traineeship

	□ I WANT HANDS-ON LEARNING → TAFE, VET, apprenticeship or traineeship

	□ I ENJOY STUDYING → University, TAFE or a pathway course

	□ I WANT TO BUILD SKILLS QUICKLY → Short course or microcredential

	□ I WANT TIME TO EXPLORE → Gap year, volunteering, work experience or casual work

	□ I HAVE AN IDEA → Small business, side hustle or creative project

	□ I’M UNSURE → Try things out, talk to someone, and keep your options open

https://skillsroad.com.au/
https://myfuture.edu.au/
https://myfuture.edu.au/bullseyes
https://www.yourcareer.gov.au/
https://www.youthcentral.vic.gov.au/
https://www.jobjumpstart.gov.au/


Apprenticeships 
& traineeships

This could be a good fit if you:

	f like hands-on learning

	f want to start earning money

	f want real work experience

	f prefer learning by doing

	f are interested in a trade or job-focused 
pathway

You can do an apprenticeship or traineeship full-time, part-time or, in some cases, while you are 
still at school.

An apprenticeship or traineeship lets you work, get paid and complete training at 
the same time.
You learn practical skills on the job with an employer, and you also complete formal training 
through a TAFE or registered training provider.

What’s the difference?

Apprenticeships 
Apprenticeships are often linked to trades, such as carpentry, plumbing, electrical, 
automotive, hairdressing and commercial cookery. 
They often take around 3 to 4 years full-time.

Traineeships 
Traineeships are usually linked to non-trade industries, such as business, hospitality, early 
childhood education, community services, health support, administration, sport and 
recreation. 
They are usually shorter and often take around 1 to 2 years.
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What you get
You get a wage while you learn, real work 
experience, formal training through a TAFE or 
RTO, a nationally recognised qualification, and 
support while you train.

Apprentice Connect Australia Providers are 
free Australian Government-funded services. 
They help apprentices, trainees and employers 
get started.

They can help with finding an employer, 
training contracts, choosing a training provider, 
and support during your apprenticeship or 
traineeship.

Start here: Australian Apprenticeships at 
apprenticeships.gov.au or use the provider 
search at apprenticeships.gov.au/who-to-
contact/search-for-a-provider

Providers include:

MEGT
megt.com.au

THE BUSY GROUP
busyatwork.com.au

APM
apm.net.au

APPRENTICESHIP SUPPORT AUSTRALIA
apprenticeshipsupport.com.au

FIRST NATIONS AUSTRALIAN 
APPRENTICES – APM
apm.net.au/job-seekers/apprenticeships/first-
nations

APPRENTICE SUCCESS
apprenticesuccess.com.au

What is a GTO?
A Group Training Organisation, or GTO, can 
employ you as an apprentice or trainee and 
place you with a host employer.

The GTO is your legal employer.

They usually organise your pay, training 
contract, workplace placement and support.

The host employer is where you do your day-to-
day work.

A GTO can help if you:

	• are not sure how to find an employer

	• want extra support

	• want to try a trade or industry with 
guidance

	• need help staying on track

Find a recognised Victorian GTO through the 
Apprenticeship Employment Network:
aen.org.au/find-an-apprenticeship-employer

Examples of GTOs include:

AGA 
1300 000 242
aga.com.au

MEGT
13 69 63
megt.com.au

NECA EDUCATION & CAREERS
03 9381 1922
necaeducation.com.au

AFL SPORTSREADY
03 8532 7200
aflsportsready.com.au

PLUMBING APPRENTICESHIPS VICTORIA
03 9356 8902
plumber.com.au

Who can help?

https://www.apprenticeships.gov.au/
https://www.apprenticeships.gov.au/who-to-contact/search-for-a-provider
https://www.apprenticeships.gov.au/who-to-contact/search-for-a-provider
https://www.megt.com.au/
https://www.busyatwork.com.au/
https://apm.net.au/

https://www.apprenticeshipsupport.com.au/
https://apm.net.au/job-seekers/apprenticeships/first-nations
https://apm.net.au/job-seekers/apprenticeships/first-nations
https://www.apprenticesuccess.com.au/
https://aga.com.au/
http://megt.com.au
http://necaeducation.com.au
http://www.aflsportsready.com.au
https://plumber.com.au/
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What is an RTO?
A Registered Training Organisation, or RTO, 
delivers the formal training part of your 
apprenticeship or traineeship.

This could be a TAFE, private training provider, 
industry training provider, or employer-based 
training organisation.

Your RTO helps you work towards a nationally 
recognised qualification, such as a Certificate 
II, III, IV or Diploma.

A pre-apprenticeship is a shorter course that 
helps you try an industry before starting a full 
apprenticeship.

It can help you understand what the work 
is like, learn basic industry skills, build 
confidence, strengthen your resume, and 
decide if the industry suits you.

Local training options to explore include:

NORTHERN COLLEGE OF THE ARTS AND 
TECHNOLOGY (NCAT)
03 9478 1333
ncat.vic.edu.au

MELBOURNE POLYTECHNIC
1300 635 276 
melbournepolytechnic.edu.au

KANGAN INSTITUTE
13 82 33 
kangan.edu.au/students/apprenticeships-and-
traineeships 

RMIT TAFE
03 9925 2000
rmit.edu.au

For course advice, visit the Victorian Skills 
Gateway at skills.vic.gov.au or call the TAFE and 
Training Line on 13 18 23.

Financial and other support
You may be able to get financial or other 
support while doing an apprenticeship or 
traineeship. This can depend on your industry, 
qualification, location and situation.

Check Australian Apprenticeships at 
apprenticeships.gov.au and the financial 
support page at apprenticeships.gov.au/support-
and-resources

Pre-apprenticeships

 No ATAR? No worries. 
Get job-ready with Free TAFE*  
courses at Kangan Institute.
Choose from a range of programs including certificates, 
diplomas, apprenticeships, traineeships and short courses.  
Scan the QR code to start exploring.

RTO No. 3077 | CRICOS Provider No. 01218G | Some or all of this training is delivered with Victorian and Commonwealth Government 
funding. *Free TAFE on selected courses only. Tuition is free. Eligibility criteria may apply. Other fees and charges, including materials 
and consumables may apply.  Visit freetafe.vic.gov.au. Correct at time of publication: Aug 2026.

http://ncat.vic.edu.au
http://melbournepolytechnic.edu.au
https://www.kangan.edu.au/courses/apprenticeships-and-traineeships
https://www.kangan.edu.au/courses/apprenticeships-and-traineeships
http://rmit.edu.au
http://skills.vic.gov.au
http://apprenticeships.gov.au
http://apprenticeships.gov.au/support-and-resources
http://apprenticeships.gov.au/support-and-resources
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VTAC
The Victorian Tertiary Admissions Centre, or 
VTAC, is the main place to apply for many 
university, TAFE and independent tertiary 
courses in Victoria.

You can use VTAC to research courses, apply, 
list your course preferences, check entry 
requirements, and apply for some scholarships 
and SEAS support.

SEAS stands for Special Entry Access Scheme. 
It can help if your education has been affected 
by things like financial hardship, illness, 
disability, family responsibilities or difficult 
circumstances.

Start here: vtac.edu.au

Victorian Skills Gateway
The Victorian Skills Gateway can help you 
explore training options across Victoria.

Use it to search for courses, occupations and 

training providers, including TAFEs and other 
Registered Training Organisations.

Start here: skills.vic.gov.au

For advice, call the TAFE and Training Line: 

13 18 23.

TAFE is a practical study option if you want job-
ready skills, hands-on learning or a pathway 
into work or university.

TAFE courses can include Certificate I–IV, 
Diploma, Advanced Diploma, skill sets 
and short courses. Many courses include 
practical training, industry equipment or work 
placement.

Further education can help you build skills, get a qualification and move towards 
the type of work you want.
You do not have to choose the “perfect” course straight away. Many people start with one option, 
then move into another as their interests and goals change.

Common pathways include TAFE, university, short courses, microcredentials and pathway 
programs.

Further 
education 
& training

TAFE

http://vtac.edu.au
http://skills.vic.gov.au
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Qualification levels

	f Certificate I: Basic foundation skills

	f Certificate II: Entry-level skills for some 
jobs

	f Certificate III: Common minimum 
qualification for many skilled jobs, 
apprenticeships and traineeships

	f Certificate IV: Higher-level workplace 
skills and knowledge

	f Diploma: Skills for technical, creative, 
supervisory or pathway roles

	f Advanced Diploma: Higher-level 
technical, professional or management 
skills

Free TAFE
Free TAFE can cover tuition fees for eligible 
students in priority courses. Some extra costs 
may still apply, such as materials, uniforms 
or student services fees, so check with the 
provider before enrolling.

Start here: vic.gov.au/free-tafe

Local TAFE options to explore:

MELBOURNE POLYTECHNIC
1300 635 276
melbournepolytechnic.edu.au

KANGAN INSTITUTE
13 82 33
kangan.edu.au

RMIT TAFE
03 9925 2000
rmit.edu.au/tafe

Other Victorian options include: Chisholm, 
Holmesglen, Box Hill Institute, Swinburne, 
Victoria University Polytechnic and William 
Angliss Institute.

University is usually a longer study pathway 
and can lead to careers in areas like teaching, 
engineering, health, business, design, science, 
law and technology.

Entry requirements are different for each 
course. Some courses use an ATAR, while 
others may also look at interviews, folios, 
personal statements, auditions, tests, pathway 
courses or previous study.

Meeting the minimum entry requirements 
does not always guarantee a place, especially 
if there are more applicants than places 
available.

Use VTAC, Course Seeker (courseseeker.edu.
au ) and university websites to compare course 
content, campuses, fees, support services and 
entry requirements.

Universities to explore:

LA TROBE UNIVERSITY
latrobe.edu.au

RMIT UNIVERSITY
rmit.edu.au

AUSTRALIAN CATHOLIC UNIVERSITY
acu.edu.au

DEAKIN UNIVERSITY
deakin.edu.au

SWINBURNE UNIVERSITY OF 
TECHNOLOGY
swinburne.edu.au

UNIVERSITY OF MELBOURNE
unimelb.edu.au

VICTORIA UNIVERSITY
vu.edu.au

Other options include: Monash University, 
Federation University and pathway colleges.

University

http://vic.gov.au/free-tafe
http://melbournepolytechnic.edu.au
http://kangan.edu.au
http://rmit.edu.au/tafe
http://courseseeker.edu.au
http://courseseeker.edu.au
http://latrobe.edu.au
http://rmit.edu.au
http://acu.edu.au
http://deakin.edu.au
http://swinburne.edu.au
http://unimelb.edu.au
http://vu.edu.au


Before you enrol, ask:
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Fees and loans
Course fees depend on the provider, course 
and your eligibility.

Some university places are Commonwealth 
Supported Places, or CSPs. This means the 
government pays part of the course cost 
and you pay the rest, called the student 
contribution amount. Eligible students may be 
able to use HECS-HELP to defer this cost.

Some full-fee courses may be eligible for FEE-
HELP. Some diploma and above VET courses 
may be eligible for VET Student Loans.

Start here: studyassist.gov.au

Short courses and microcredentials can help 
you try an industry, build a specific skill or 
get job-ready without committing to a longer 
course straight away.

They can include things like White Card, RSA, 
barista training, first aid, digital skills, industry 
tickets, skill sets, higher education short 
courses and tertiary preparation courses.

Some short courses may count towards a 

larger qualification later, but not all do. Check 
this before you enrol.

Look at:

MELBOURNE POLYTECHNIC SHORT 
COURSES
melbournepolytechnic.edu.au/short-courses

KANGAN INSTITUTE SHORT COURSES
kangan.edu.au/courses/short-courses

RMIT SHORT COURSES
rmit.edu.au/study-with-us/short-courses

LEARN LOCAL
learnlocal.org.au

USI: your student number
You need a Unique Student Identifier, or USI, 
if you study at TAFE, university or another 
recognised training provider.

Your USI is your education number for life. It 
keeps a record of your Australian training and 
study achievements.

Create one here: usi.gov.au

	f Is this course nationally recognised?

	f What is the full cost?

	f Are there extra costs for tools, 
uniforms, books or materials?

	f Is there a work placement?

	f Is the course online, in person or both?

	f How many hours per week will I need?

	f What support is available if I need help?

	f Can this course lead to further study or 
work?

	f What happens if I withdraw?

	f Will I have a debt or loan?

	f What financial help is available for 
study?

Short courses & microcredentials

https://www.studyassist.gov.au/
http://melbournepolytechnic.edu.au/short-courses
https://www.kangan.edu.au/courses/short-courses
https://www.rmit.edu.au/study-with-us/short-courses
http://learnlocal.org.au
http://usi.gov.au
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Short courses
Learn Local courses can help you build skills for study, work and everyday life. 
Short courses are available across Victoria, including digital skills, reading, 
writing, maths, job readiness and career change.

Learn Local providers are located across Victoria, including options in Darebin, Merri-bek and 
Yarra. learnlocal.org.au

AREA	 ORGANISATION	 ADDRESS	 WEBSITE

Darebin	 Bridge Darebin	 218 High St, Preston	 bridgedarebin.org.au

Darebin	 Jika Jika Community Centre	 1B Plant St, Northcote	 jikajika.org.au 

Darebin	 PRACE	 35 Sturdee St, Reservoir	 prace.vic.edu.au	

Darebin	 Span Community House	 64 Clyde St, Thornbury	 spanhouse.org	

Darebin	 VACSAL	 496 High St, Northcote 	 vacsal.org.au	

Merri-bek	 Brunswick Neighbourhood House	 43A De Carle St, Brunswick	 bnhc.vic.edu.au	

Merri-bek	 CERES Community Park	 Stewart St, Brunswick	 ceres.org.au

Merri-bek	 Glenroy Neighbourhood House	 5B Cromwell St, Glenroy	 gnh.org.au	

Merri-bek 	 Reynard Street Neighbourhood	 104A Reynard St, Coburg	 rsnh.org.au	

Merri-bek	 Sussex Neighbourhood House	 7 Prospect St, Pascoe Vale	 sussexnh.org.au

Merri-bek	 Youth Projects	 6 Hartington St, Glenroy	 youthprojects.org.au

Yarra	 Belgium Ave N’House	 9 Belgium Ave, Richmond	 banhinc.com.au

Yarra	 Carlton Neighbourhood LC	 20 Princes St, Carlton North	 cnlc.org.au 

Yarra	 Fitzroy Learning Network	 140 Brunswick St, Fitzroy	 fln.org.au	

Yarra	 Holden St Neighbourhood House	 128 Holden St, North Fitzroy	 holdenstreet.org.au 

Yarra	 Jesuit Community College	 1 Langridge St, Collingwood 	 jss.org.au 	

Yarra	 Richmond Neighbourhood Centre	 15 Barnet Way, Richmond	 rnc.org.au

Learn Local Providers 

http://bridgedarebin.org.au
http://jikajika.org.au
http://prace.vic.edu.au
http://spanhouse.org
http://vacsal.org.au
http://bnhc.vic.edu.au
http://ceres.org.au
http://gnh.org.au
http://rsnh.org.au
http://sussexnh.org.au
https://www.youthprojects.org.au/
http://banhinc.com.au
http://cnlc.org.au
http://fln.org.au
http://holdenstreet.org.au
http://jss.org.au 
http://rnc.org.au


Before spending money or registering anything, ask yourself:

	f What am I selling? A product, service, event, content, tutoring, design work, food, repairs 
or something else?

	f Who is it for? Be clear about who would actually buy it.

	f What problem does it solve? People are more likely to pay for something that saves time, 
solves a problem or brings value.

	f Who else is doing it? Look at competitors and what they charge.

	f What will it cost? Think about materials, equipment, website costs, transport, insurance, 
permits or fees.

	f What rules apply? You may need an ABN, business name, tax records, licences, permits 
or parent/guardian support if you are under 18.

Start with research

Have an idea for a product, service, side hustle or small business?
Starting your own business can be exciting, but it also takes planning, patience and support. You 
do not need to launch something huge straight away. Starting small is often the best way to test 
your idea and learn as you go.

Business skills are useful even if you do not become a business owner. They can help you build 
confidence, problem-solving, communication, budgeting, planning and creative thinking.

This could be a good fit if you like solving problems, want to work for yourself, have a product or 
service idea, enjoy being creative, or want to test a side hustle while you study or work.

Starting your 
own business



Where to get help
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Before you register anything
You may not need to register anything straight away. Start by testing your idea, understanding your 
costs and checking what rules apply.

If your idea becomes a real business, you may need an ABN, business name, tax records, 
insurance, licences or permits.

If you are under 18, speak with a parent, carer or trusted adult before signing up to platforms, 
contracts or payment systems.

BUSINESS VICTORIA
Practical information for starting, running and 
growing a business in Victoria.
business.vic.gov.au

BUSINESS.GOV.AU
Official Australian Government information 
on ABNs, business names, registrations, 
templates and planning tools.
business.gov.au

YOUTH CENTRAL
Youth-friendly information on starting a 
business, money, jobs and rights.
youthcentral.vic.gov.au/jobs/starting-business

SELF-EMPLOYMENT ASSISTANCE
Support for eligible people to explore self-
employment, develop a business plan, access 
training and get coaching.
dewr.gov.au/self-employment-assistance

IGEN FOUNDATION
Entrepreneurship programs and mentoring 
with a focus on young people, migrants and 
regional communities.
igenfoundation.org.au

Build it step by step

1.	 Test the idea: Start small before spending lots of money.

2.	 Talk to people: Ask potential customers whether they would use it, what they would pay 
and what they would change.

3.	 Work out your costs: Know what you need to charge so you do not lose money.

4.	 Check the basics: Learn about ABNs, business names, tax, insurance and licences.

5.	 Make a simple plan: What are you selling, who is it for, how will you reach them and what 
will it cost?

6.	 Get support: Speak to a mentor, teacher, business adviser, local council or someone who 
runs a business.

http://business.vic.gov.au
http://business.gov.au
http://youthcentral.vic.gov.au/jobs/starting-business
http://dewr.gov.au/self-employment-assistance
http://igenfoundation.org.au
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Entry-level jobs to consider

Keen to earn money, build experience or take a break from study?

Your first job does not need to be your dream job. It can be a starting point that helps you build 
skills, confidence and contacts.

You do not need loads of experience to begin. Employers often look for attitude, reliability, 
communication and willingness to learn.

Start where you are
Think about:

	f What kind of work could I see myself 
trying?

	f What jobs are available near me?

	f What hours can I work?

	f What skills do I already have from 
school, sport, volunteering, hobbies or 
family responsibilities?

	f Who could be a referee or support 
person?

You could look at roles in:

	• RETAIL: sales assistant, supermarket team member, shelf stacking

	• HOSPITALITY: café, restaurant, kitchen hand, barista, fast food

	• ADMIN: reception, data entry, customer service

	• WAREHOUSING: picking, packing, sorting, delivery support

	• COMMUNITY: childcare support, aged care support, disability support

	• CREATIVE/DIGITAL: content, design, photography, social media help

	• LOCAL SERVICES: cleaning, gardening, pet care, tutoring, babysitting

Quick Tip: Keep more than one option open. Applying for different types of roles gives you 
more chances to get started.

Ready to 
start working?
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Types of work 
Different types of work suit different people, industries and life stages. The best option depends 
on your goals, study plans, availability and support needs.

Casual work
Casual work usually has flexible hours and shifts can change week to week. You may not get 
guaranteed hours, but casual workers are usually paid a higher hourly rate.

Good if you want flexibility, weekend shifts or work while studying.

Part-time work
Part-time work means regular hours each week, usually less than full-time. You can still build 
steady experience while having time for study, training or other commitments.

Good if you want regular work and more routine.

Full-time work
Full-time work is usually around 38 hours per week. It can offer more stability and regular income, 
but it is a bigger time commitment.

Good if you are ready to work most weekdays and build experience quickly.

Apprenticeships and traineeships
Apprenticeships and traineeships let you work, earn and complete formal training at the same 
time.

Good if you want hands-on learning and a qualification.

Freelance, contract or self-employed work
This can include project-based work like design, photography, tutoring, content creation, repairs 
or small business work. You may need an ABN and you are usually responsible for tax, invoices 
and managing your own work.

Good if you are organised, self-motivated and have a skill people will pay for.

	□ I NEED FLEXIBILITY → CASUAL WORK

	□ I WANT REGULAR HOURS → PART-TIME WORK

	□ I WANT STEADY INCOME → FULL-TIME WORK

	□ I WANT TO EARN WHILE I LEARN → APPRENTICESHIP OR TRAINEESHIP

	□ I WANT TO WORK FOR MYSELF → FREELANCE, CONTRACT OR SMALL BUSINESS

Quick check
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How to find work 
Most people find work by using a mix of methods. Do not rely on just one website or one 
application.

1. Search online
Check job sites regularly and set up alerts.

Useful sites:

JOBS FOR YOUTH: jobsforyouth.com.au

SEEK: seek.com.au

INDEED: au.indeed.com

WORKFORCE: workforceaustralia.gov.au

ETHICAL JOBS: ethicaljobs.com.au

CAREERONE: careerone.com.au

PRO BONO: probonoaustralia.com.au

2. Use the hidden job market
Not every job is advertised. Some jobs are filled 
through referrals, conversations or people 
asking at the right time.

Start by asking family, friends, teachers, 
coaches, neighbours, local businesses, 
community groups and people already working 
in industries you like.

3. Contact employers directly
Look up local businesses and check their 
website or social media. Some list jobs on their 
own pages before using job sites.

You can also visit in person where appropriate, 
especially for retail, cafés, hospitality and local 
services.

Say something simple like: “Hi, my name is 
____. I’m looking for casual or part-time work. 
Are you currently hiring, or can I leave my 
resume?”

4. Build skills while you search
If you are not getting interviews yet, use the 
time to build your experience. Try options like 
First Aid, Responsible Service of Alcohol (RSA), 
White Card, barista or hospitality skills, digital 
skills, customer service, volunteering, work 
experience or short courses.

5. Keep going
Finding work can take time. If you do not 
hear back, it does not mean you failed. 
Keep applying, update your resume and ask 
someone to check your application.

	f Apply for one job online

	f Ask one person if they know of any work

	f Visit one local business

	f Update your resume

	f Look into one short course or licence

Be careful if a job offers high pay for little work, asks for money upfront, requests ID or bank 
details too early, or has no clear business name. If something feels off, stop, check the 
business online and ask a trusted adult or careers counsellor.

Watch out for job scams

Try this

http://www.jobsforyouth.com.au
http://seek.com.au
http://au.indeed.com
http://workforceaustralia.gov.au
http://ethicaljobs.com.au
http://careerone.com.au
http://probonoaustralia.com.au


SOPHIE NGUYEN 0400 123 456 | sophie.nguyen@email.com.au | Preston VIC

ABOUT ME
Motivated and reliable Year 12 graduate seeking part-time or casual employment. Strong communication and teamwork skills devel-

oped through school, sport and volunteering. Keen to learn, take on new challenges and contribute positively to a workplace.

KEY SKILLS
 f Customer service
 f Communication
 f Teamwork
 f Problem-solving
 f Time management
 f Organisation
 f Reliability
 f Digital literacy (Microsoft Word, Google Docs, Canva)EDUCATION

Victorian Certificate of Education (VCE) 
Northern College of the Arts and Technology 
Completed 2026 Subjects: English, Business Management, Visual Communication Design, General Mathematics

EXPERIENCE
 f School Fundraising Volunteer (2025–2026) f Assisted with fundraising events and school activities

 f Worked with staff and students to set up and run events
 f Handled customer enquiries and payments f Student Leadership Team (2026) f Helped organise school events and activities f Represented student views and worked collaboratively with staff

 f Developed communication and leadership skillsCOMMUNITY INVOLVEMENT f Local Junior Basketball Coach (2025–Current) f Assisted younger players during training sessions
 f Supported teamwork, participation and skill development
 f Demonstrated responsibility and reliabilityACHIEVEMENTS

 f School Attendance Award f Completed First Aid Awareness Training f Duke of Edinburgh Participant
REFEREES

Ms Sarah Jones Year Level Coordinator 0400 111 222  Mr David Lee Community Basketball Coach 0400 333 444

Ask a teacher, careers counsellor or trusted adult to check your resume before you send it. A 
fresh pair of eyes can help you spot mistakes and make your application stronger.

What to include in your resume

	• Contact details

	• Short summary

	• Skills 

	• Education

	• Experience

	• Certificates

	• Referees

Keep it clear, neat and easy to read.

Cover letter basics

	• Say what job you 
are applying for

	• Explain why you are 
interested

	• Show what you can 
offer

	• Finish politely

Change your cover letter for each job.

Before you send it

	f Check spelling and grammar

	f Use a professional email address

	f Match your resume to the job

	f Ask your referee first

	f Save it as a PDF

Helpful websites

YOUTH CENTRAL
youthcentral.vic.gov.au

JOB JUMPSTART
jobjumpstart.gov.au

MYFUTURE
myfuture.edu.au

YOUR CAREER
yourcareer.gov.au/get-
job-ready

A resume shows who you are, what you can do and 
why an employer should notice you. 

A cover letter is a short message that explains why you 
are applying and why you could be a good fit.

You do not need lots of experience to begin. School, sport, 
volunteering, family responsibilities, hobbies and short 
courses can all show useful skills.

Top tip

Resume & 
cover letter

http://youthcentral.vic.gov.au
http://jobjumpstart.gov.au
http://myfuture.edu.au
http://yourcareer.gov.au/get-job-ready
http://yourcareer.gov.au/get-job-ready


Read the job ad again before the interview. Look for clues about what the employer wants.

Common words to look for include:

	• reliable

	• friendly

	• organised

	• customer service

	• teamwork

	• problem-solving

	• available weekends

	• willing to learn

These words can help you choose examples to talk about.

For example, if the job ad mentions teamwork, think of a time you worked well with others. This 
could be from school, sport, volunteering, work experience, a group project or helping at home.

Preparing 
for an interview 
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1. Start with the job ad

Getting an interview is a big step. It means the employer has seen something in your 
application and wants to know more about you.

An interview is not about having perfect answers. It is a conversation where you can show:

	f who you are

	f why you are interested

	f what skills you already have

	f that you are reliable

	f that you are willing to learn

Feeling nervous is normal, especially if this is your first interview. The best way to feel more 
confident is to prepare before the day.

What employers are looking for
For many entry-level jobs, employers are not expecting you to know everything.

They are often looking for someone who:

	• turns up on time

	• communicates clearly

	• listens and follows instructions

	• is friendly and respectful

	• can work with others

	• is willing to learn

	• seems interested in the role
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What to bring

2. Find out about the employer
You do not need to become an expert. Just learn the basics.

Find out:

	• what the business or organisation does

	• where it is located

	• who its customers or clients are

	• what products or services it offers

	• what it says about itself online

For retail, hospitality or local service jobs, you could visit the business before the interview. Notice 
how staff speak to customers and what the workplace feels like.

3. Prepare a few examples
Employers often ask about how you have handled different situations.

You can use examples from:

	• school projects

	• sport or clubs

	• volunteering

	• family responsibilities

	• hobbies or creative projects

	• work experience

	• casual or part-time work

	• helping at home

You do not need lots of paid work experience to have useful examples.

4. Plan the practical stuff
Before the interview, make sure you know:

	• the date and time

	• the address or online meeting link

	• how you will get there

	• how long travel will take

	• who you are meeting

	• what you will wear

Aim to arrive about 10 minutes early. If it is online, log in a few minutes early to check your 
camera, sound and internet.

	f a copy of your resume

	f any certificates or licences, if relevant

	f a notebook and pen

	f your phone, switched to silent

	f a few questions you might ask

	f a water bottle, if that helps you feel calm

Quick Tip: You do not need to memorise answers word for word. Practise the main points you 
want to say, so you still sound like yourself.
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Q1. Tell us about yourself
This is often one of the first questions. Keep it 
short, positive and job-related.

You could talk about:

	• where you are at now

	• what kind of work you are looking for

	• what you are interested in

	• what you could bring to the role

Example: “I have recently finished school 
and I’m looking for a role where I can build my 
skills and experience. I’m reliable, friendly and 
willing to learn. I enjoy working with people and 
I’m interested in this job because it would help 
me build confidence and learn more about 
customer service.”

Q2. Why do you want this job?
The employer wants to know that you understand 
the role and are genuinely interested.

You could talk about:

	• the type of work

	• the business or organisation

	• skills you want to build

	• why the role suits you

	• your interest in the industry

	• your availability

Try not to only say, “I need money.” That might 
be true, but employers also want to know why 
you would be a good fit.

Q3. What are your strengths?
Choose one or two strengths and give a simple 
example.

Strengths could include:

	• reliability

	• communication

	• teamwork

	• patience

	• organisation

	• problem-solving

	• creativity

	• attention to detail

	• willingness to learn

Example: “One of my strengths is reliability. At 
school, I was usually the person who kept track 
of group deadlines and made sure my part was 
finished on time. I think that would help me in 
this role because I understand how important 
it is to turn up on time and follow through.”

Most interviews include a few common questions. This is helpful because it means 
you can prepare.
You do not need perfect answers. Try to answer honestly, clearly and in a way that connects to the 
job.

Interview 
questions 
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Q5. Other questions to practise 
You might also be asked:

	• What are you working on improving?

	• Can you give an example of teamwork?

	• How would you handle a difficult customer 
or situation?

	• What do you know about our business or 
organisation?

	• How do you handle pressure?

	• Why should we hire you?

	• What would you do if you made a mistake 
at work?

	• Do you have any questions for us? Always 
try to have at least one question ready.

Asking a question shows you are interested and prepared. You could ask about the hours, the 
team, who your manager would be, when the role starts, or whether the job is ongoing.

	f What would a normal shift look like?

	f What training is provided?

	f What qualities are you looking for?

	f What are the next steps?

Quick Tip: It is okay to pause before answering. You can say: “That’s a good question. I just 
need a moment to think.”

Questions you can ask them

Use the STAR method to keep your answer 
clear:

SITUATION: What was happening?

TASK: What needed to be done?

ACTION: What did you do?

RESULT: What happened in the end?

Example: “In a group assignment, we 
were running behind because people 
were unsure what to do. I helped divide up 
the tasks, checked in with the group and 
worked on the slides. We finished on time, 
and I learned that clear communication 
helps a team stay organised.”

Your example could be from:

	• a group project that was behind schedule

	• sport, music, drama or a club

	• work experience or volunteering

	• helping a customer, classmate or family 
member

	• managing school, work and family 
responsibilities

	• fixing a mistake or learning something new

Q4. Can you give an example of solving a problem?
Employers ask this to see how you handle 
challenges. 

Choose a time when something did not go to 
plan and you helped fix it.
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Online interviews
Online interviews are common for jobs, 
courses and training programs.

Before the interview:

	• test your camera and microphone

	• check your internet connection

	• charge your device

	• find a quiet space

	• turn off notifications

	• check what can be seen behind you

	• dress like you would for an in-person 
interview

	• keep your resume and notes nearby

During the interview, speak clearly, look at the 
camera when answering and let the interviewer 
finish before you respond. A nod or smile can 
also show that you are listening.

Phone interviews
For a phone interview, find a quiet place and 
have your resume and notes in front of you.

Use a clear voice, listen carefully and avoid 
eating, walking around or multitasking.

Smiling while you speak can help your voice 
sound warmer and more confident.

Group interviews
Some employers use group interviews, 
especially for retail, hospitality, events and 
customer service roles.

You might be asked to introduce yourself, 
answer questions, complete a group task or 
solve a problem with others.

In a group interview, try to:

	• listen to others

	• contribute without taking over

	• be respectful

	• encourage others

	• stay positive

	• show teamwork

You do not have to be the loudest person in 
the room. Employers often notice people who 
listen well, include others and stay calm.

Not every interview happens face-to-face. You might be asked to do an interview 
online, over the phone or with other applicants in a group.

These interviews can feel different, but the goal is the same: to show that you are prepared, 
interested and ready to learn. You do not need perfect answers. Try to answer honestly and 
clearly, and connect your responses to the job where you can.

Online, phone & 
group interviews



What stress can feel like
Interview stress can show up as a fast 
heartbeat, shaky hands, sweaty palms, racing 
thoughts, feeling blank, feeling sick or worrying 
you will say the wrong thing.

These feelings are common and often settle 
once the interview starts.

Before the interview
Preparation gives your brain fewer things to 
worry about on the day.

Try to practise answers out loud, plan your 
travel, choose your clothes the day before and 
pack what you need early. It can also help to 
do a mock interview, write down your strengths 
and arrive with time to spare.

Just before you go in
Try a simple breathing exercise:

Breathe in for 4 seconds, hold for 2 seconds, 
then breathe out for 6 seconds. Repeat this 
three times.

Then remind yourself: “I do not need to be 
perfect. I just need to be prepared and honest.”

During the interview
It is okay to pause before answering, ask for a 
question to be repeated, take a sip of water or 
say, “I just need a moment to think.”

You can also look at your notes briefly or come 
back to a question if needed.

If you make a mistake, keep going. Most 
interviewers understand that young people 
may be nervous, especially in a first interview.

If anxiety feels too big
You do not have to manage it alone. Talk to 
someone you trust, such as a parent, carer, 
teacher, careers adviser, school wellbeing 
staff, GP or youth worker.

You can also contact services like 

	f headspace 1800 650 890

	f Kids Helpline 1800 55 1800

	f Lifeline 13 11 14

if you need extra support.

Quick tip: Practising does not remove all 
nerves, but it gives you something to fall back 
on when nerves show up.

Feeling nervous before an interview is normal. It does not mean you are not ready. 
It usually means you care.
A little stress can help you focus, but too much can make it harder to think clearly. Having a 
simple plan can help.

Managing 
interview stress
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Before you leave
Thank the interviewer before you go.

You can also ask:

	f What happens next?

	f When might I hear back?

	f Do you need anything else from me?

Send a thank-you message
For some jobs, a short thank-you email can help you look professional and interested.

Keep it simple. Thank them for their time, mention the job you interviewed for and say that you are 
still interested.

If you do not get the job
It can feel disappointing, but it does not mean you failed.

It might mean someone had more experience, the hours did not match, or the job was not the 
right fit this time.

Use it as practice. Ask for feedback if you feel comfortable, practise the questions that felt hard 
and keep applying.

The interview is over, but there are still a few simple things you can do to stay 
organised and keep your job search moving.
While you wait to hear back, keep checking your phone and email regularly. It is also a good idea 
to keep applying for other jobs, rather than waiting for one employer to respond.

After the 
interview

Quick tip:

Every interview builds confidence. Even if you do not get the job, you are getting better for 
the next one.
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Before you start

Your employer may ask for:

	• your full name, date of birth and contact 
details

	• an emergency contact

	• your bank account details

	• your Tax File Number, also called a TFN

	• your superannuation details

	• proof of identity

	• any certificates, licences or checks needed 
for the job

Three things to set up

Bank account
This is where your pay goes. You usually need 
an account in your own name, plus your BSB 
and account number.

Tax File Number (TFN)
A TFN is your personal number for tax and 
super. You apply through the Australian 
Taxation Office. It is free to apply.

Superannuation
Super is money your employer pays into a 
super fund for your future. You may need to 
choose a super fund or give your employer 

details of one you already have.

If you are under 18, your employer generally 
needs to pay super if you work more than 30 
hours in a week.

Before you sign anything
Ask:

	• Is this job casual, part-time or full-time?

	• What is my pay rate?

	• When will I be paid?

	• How will I get my roster?

	• Who is my manager or supervisor?

	• What should I wear?

	• What training will I get?

	• Who do I ask if I am unsure?

What your employer should give you
When you start a job, your employer must give 
you the Fair Work Information Statement.

If you are casual, they must also give you the 
Casual Employment Information Statement.

These explain your basic rights at work.

Quick tip: Save copies of your contract, roster, 
payslips and messages about shifts. Keeping 
records can help if there is a problem later.

Getting your first job is exciting, but there are usually a few forms and details to 
sort out before you start.
You do not need to know everything straight away. Focus on understanding the job, how you will 
be paid and who to ask if you are unsure.

Starting a 
new job
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Your pay rate
Your pay depends on things like:

	• your age

	• your job type

	• your industry

	• your duties

	• your award or agreement

	• whether you are casual, part-time or full-
time

	• whether you work evenings, weekends or 
public holidays

	• whether a junior rate applies 

Do not guess your pay rate. Check it.

How to check your pay
Use Fair Work’s Pay and Conditions Tool to 
check (fairwork.gov.au):

	• your minimum pay rate

	• casual loading

	• penalty rates

	• overtime

	• allowances

	• leave entitlements

Payslips
Your employer must give you a payslip within 
one working day of pay day. Payslips can be 
electronic or printed.

Your payslip helps you check:

	• the pay period

	• hours worked

	• hourly rate

	• gross pay before tax

	• tax taken out

	• net pay, which is what goes into your bank

	• super paid or recorded

	• allowances, loadings or penalty rates

Unpaid trials
Be careful with unpaid trials.

A short unpaid trial may be okay if it is only 
to show you can do a task, is supervised and 
does not go for longer than needed.

If a trial goes beyond what is reasonably 
needed to demonstrate the skills required, or 
involves productive work, it must be paid.

Knowing your rights helps you spot when something is not okay. You do not need 
to know every workplace law. You just need to know the basics and where to 
check.

Pay, payslips & 
unpaid trials

http://fairwork.gov.au


Workplace safety
Your employer must provide a workplace that is safe and free from risks to health as far as 
reasonably practicable. This includes physical risks and psychological risks, such as bullying 
or customer abuse. Employers must also give workers the information, instruction, training and 
supervision needed to do the job safely.

Your safety responsibilities
You also have responsibilities at work.

You need to:

	f take reasonable care for your own safety

	f think about how your actions affect 
others

	f follow safety instructions

	f use equipment properly

	f report hazards or injuries

	f not misuse anything that is there to keep 
people safe

Speak up if:

	• you have not been trained

	• you do not know how to use equipment

	• you feel unsafe

	• you are asked to do something risky

	• you are injured

	• someone is bullying, harassing or 
threatening you

	• a customer or co-worker makes you feel 
unsafe

You could say: “I’m not sure how to do this 
safely. Can someone show me?” Or: “I do not 
feel safe doing that without training.”

Bullying, harassment and discrimination
You deserve to feel safe and respected at work.

It is not okay for someone at work to:

	• yell at you, threaten you or scare you

	• bully, embarrass or humiliate you

	• make sexual comments, jokes or unwanted 
contact

	• treat you unfairly because of your age, 
gender, culture, disability, religion, 
sexuality or background

	• pressure you to do something unsafe

	• punish you for asking questions about your 
pay, hours, safety or rights

You have the right to be safe and treated with respect at work. This applies 
whether you are casual, part-time, full-time, an apprentice, a trainee, on work 
experience or just starting out.

Safe and fair 
at work

It is okay to speak up
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This kind of behaviour is not “just part of the job”. Workers have rights, and there are places that 
can help.

If something feels wrong, speak to someone you trust or contact services like the Fair Work 
Ombudsman, WorkSafe Victoria, Young Workers Centre or Youthlaw.

Who can help?
If something does not feel right at work, you do not have to deal with it by yourself.

Start by talking to someone you trust, such as:

	f your manager or supervisor

	f a trusted co-worker

	f a parent, carer or trusted adult

	f a teacher or careers adviser

	f your union, if you are a member

You can also get help from

FAIR WORK OMBUDSMAN
For questions about pay, hours, breaks, unfair treatment or workplace rights.
fairwork.gov.au

WORKSAFE VICTORIA
For safety issues at work. You can contact WorkSafe if you are worried about reporting a 
safety problem, if nothing changes after you speak up, or if you want to report something 
anonymously.
1800 136 089
worksafe.vic.gov.au

YOUNG WORKERS CENTRE
Free advice and support for young workers under 30 in Victoria with workplace issues.
1800 714 754
youngworkers.org.au

YOUTHLAW
Free legal help for young people, including advice about work problems.
03  9113  9500
youthlaw.asn.au

Remember: If something feels unsafe, unfair or confusing, it is okay to ask for help.

http://fairwork.gov.au
http://worksafe.vic.gov.au
http://youngworkers.org.au
http://youthlaw.asn.au


Career Counselling
Skills and Jobs Centres provide free career, training and employment advice.

They can help with:

	• career counselling

	• course and training advice

	• job search support

	• resumes and interviews

	• apprenticeship and traineeship 
information

	• referrals to other local services

Good for people who are entering the workforce, returning to study, looking for work, changing 
careers or wanting to build new skills.

Skills and Jobs Centres - Local providers

MELBOURNE POLYTECHNIC 
1300 635 276
melbournepolytechnic.edu.au/locations/skills-
and-jobs-centre

RMIT
0418 465 633
rmit.edu.au/careers/rmit-skills-and-job-centre

KANGAN INSTITUTE
1300 100 606
kangan.edu.au/study-with-us/skills-and-job-
centre 

Sometimes the next step after school is not straightforward.
You might need help finding work, getting back into study, building confidence, managing personal 
challenges or working out what pathway is right for you.

The services in this section can support you with education, training, employment and life after 
school.

Help planning 
your next step

http://melbournepolytechnic.edu.au/locations/skills-and-jobs-centre
http://melbournepolytechnic.edu.au/locations/skills-and-jobs-centre
http://rmit.edu.au/careers/rmit-skills-and-job-centre
https://www.kangan.edu.au/study-with-us/skills-and-job-centre
https://www.kangan.edu.au/study-with-us/skills-and-job-centre
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Financial Support Services

Centrelink

Centrelink, through Services Australia, provides payments, welfare support and services to help 
people access education, training and employment support.

Centrelink may help you find out what payments or support you may be eligible for.

Good for people who need financial support, are studying, looking for work, starting training or 
experiencing changes in their circumstances.

Contact: 132 490

For JobSeeker recipients: 132 850

servicesaustralia.gov.au

Local Services Australia centres:

	f Darebin: 251 Murray Road, Preston

	f Merri-bek: 172–186 Moreland Road, Brunswick

	f Yarra: Shops 22 and 23, HIVE313 Shopping Centre, 313 Victoria Street, Abbotsford

Youth Allowance

Youth Allowance is financial help if you’re 24 or younger and a student or Australian Apprentice, or 
21 or younger and looking for work.

servicesaustralia.gov.au/youth-allowance

http://servicesaustralia.gov.au
http://servicesaustralia.gov.au/youth-allowance


Getting help 		
to find work

Workforce Australia
Looking for work can feel confusing, especially 
if you are just starting out.

Workforce Australia is an Australian 
Government employment service for people 
who are looking for work.

Depending on your situation, you may be able 
to get help with:

	• finding and applying for jobs

	• writing or improving your resume

	• getting ready for interviews

	• building job-ready skills

	• connecting with local employment support

You can search for jobs and find more 
information at: workforceaustralia.gov.au

For support, call the National Customer 
Service Line on 1800 805 260.

You can also search for local providers at:

workforceaustralia.gov.au/individuals/coaching/
providers

Transition to Work (TtW)
Transition to Work supports eligible young 
people aged 15 to 24 who have left school early 
or are finding it hard to get work after school.

Transition to Work can help with:

	• career planning

	• resumes

	• interviews

	• job searching

	• training options

	• links to employers

	• support after you start work, study or 
training

For more information, visit: dewr.gov.au/
transition-work

Local providers:

ASURIA
1800 773 338
asuria.com.au/youth

AGA
1300 000 AGA (242)
aga.com.au/transition-to-work

JOBS STATEWIDE
1300 241 860
jobs-statewide.com.au/transition-to-work

Use this page if you are ready to look for work, but want help getting started. 
Some services can help you search for jobs, write a resume, prepare for interviews and connect 
with employers.

http://workforceaustralia.gov.au
http://workforceaustralia.gov.au/individuals/coaching/providers
http://workforceaustralia.gov.au/individuals/coaching/providers
http://dewr.gov.au/transition-work
http://dewr.gov.au/transition-work
http://asuria.com.au/youth
http://aga.com.au/transition-to-work
http://jobs-statewide.com.au/transition-to-work
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Inclusive Employment Australia
Inclusive Employment Australia is a specialist 
employment program for people with disability, 
injury or a health condition.

It can help you:

	• get ready for work

	• find a job

	• keep a job

	• build confidence and skills

	• grow your career over time

Inclusive Employment Australia replaced 
Disability Employment Services, also known as 
DES, on 1 November 2025.

The program is designed to give people more 
flexible and personalised support. You may be 
able to access support even if you only work a 
few hours a week.

For the most up-to-date information, visit:

dss.gov.au/inclusive-employment-australia

Victorian Early Leaver Connection 
Initiative (VELCI)
The Victorian Early Leaver Connection 
Initiative, or VELCI, is a free, optional service 
for young people who recently left school 
without completing Year 12. If you are under 
17, you need a formal exemption from school 
before using the service.

Delivered through local Skills and Jobs 
Centres, VELCI can help you explore study, 
training and career options, get one-on-one 
career guidance, connect with local services 
and stay on track through regular check-ins.

VELCI can help you reconnect with education, 
training or employment and make a plan for 
your next step.

Local providers

MELBOURNE POLYTECHNIC 
03 9269 1932
melbournepolytechnic.edu.au/locations/skills-
and-jobs-centre

KANGAN INSTITUTE
1300 100 606
kangan.edu.au/study-with-us/skills-and-job-
centre/Victorian-Early-Leaver-Connection-
Initiative--VELCI-- 

Sometimes young people need extra support to find work, return to study, start 
training or work out the right pathway. 
This might be because of disability, health, confidence, language, family responsibilities, housing, 
money, wellbeing or leaving school early.

You do not have to work it all out alone. The services below can help you make a plan and take 
the next step.

Extra support 
to get started

http://dss.gov.au/inclusive-employment-australia
http://melbournepolytechnic.edu.au/locations/skills-and-jobs-centre
http://melbournepolytechnic.edu.au/locations/skills-and-jobs-centre
http://kangan.edu.au/study-with-us/skills-and-job-centre/Victorian-Early-Leaver-Connection-Initiative--VELCI--
http://kangan.edu.au/study-with-us/skills-and-job-centre/Victorian-Early-Leaver-Connection-Initiative--VELCI--
http://kangan.edu.au/study-with-us/skills-and-job-centre/Victorian-Early-Leaver-Connection-Initiative--VELCI--
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Reconnect
Reconnect is a Victorian Government program 
for eligible people who have left school early or 
become disconnected from education, training 
or employment.

It provides free, personalised support with 
mentoring, pathway planning, confidence 
building, job readiness and links to study, 
training, work or other support services.

Reconnect can help you return to study, 
start training, explore apprenticeships or 
traineeships, or move towards employment.

PRACE
03 9462 6077
prace.vic.edu.au/reconnect

EXPRESSION AUSTRALIA
expression.com.au/services/reconnect-program

More local support options
There are also local organisations that can help 
with job readiness, training, mentoring, work 
experience, coaching or disability employment 
support.

THE SALVATION ARMY EMPLOYMENT 
PLUS
Employment support, training, work 
experience, mentoring and links to local 
employers.

13 61 23
employmentplus.com.au/job-seekers

JESUIT COMMUNITY COLLEGE
Practical courses to build skills for life, 
learning, work and further study.

03 9421 7600
jss.org.au/what-we-do/education-training-
employment

BROTHERHOOD OF ST LAURENCE
Career support, coaching, work skills, 
placements and employer connections.

03 9483 1183
bsl.org.au/services/getting-a-job

JIGSAW ACADEMY
Training, work experience and employment 
support for people with disability.

1300 166 734
jigsawaustralia.com.au

Not sure who to contact?

Start with the option that sounds closest to your situation:

	f I need help finding a job → WORKFORCE AUSTRALIA

	f I’m 15 to 24 and need extra help → TRANSITION TO WORK

	f I have a disability, injury or a health condition → INCLUSIVE EMPLOYMENT AUSTRALIA

	f I left school before finishing Year 12 → VELCI OR RECONNECT

	f I want local training or mentoring → LOCAL SUPPORT SERVICES

Finding a local provider
The following pages include a list of local providers. You can also search online for Workforce 
Australia and Inclusive Employment Australia providers in your area.
Provider details can change, so always check the official website before making contact.

http://prace.vic.edu.au/reconnect
https://www.expression.com.au/services/reconnect-program
http://employmentplus.com.au/job-seekers
http://jss.org.au/what-we-do/education-training-employment
http://jss.org.au/what-we-do/education-training-employment
http://bsl.org.au/services/getting-a-job
http://jigsawaustralia.com.au
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PROVIDER CODES 
WA – Workforce Australia / IEA – Inclusive Employment Australia / TTW – Transition to Work

Darebin AFFORD Employment PRESTON 327-329 High Street, PRESTON 1800 233 673 afford.com.au IEA

Darebin AMES AUSTRALIA PRESTON 618 Bell Street, PRESTON 13 26 37 ames.net.au IEA

Darebin APM Employment Services PRESTON 249 Murray Road, PRESTON 03 9471 1298 apm.net.au IEA

Darebin Apprenticeships Group Australia 267 High Street, PRESTON 1300 000 242 aga.com.au TTW

Darebin ATWORK AUSTRALIA PTY LTD RESERVOIR 329 Spring Street, RESERVOIR 1300 080 856 atworkaustralia.com.au IEA

Darebin CoAct Connect + MCM THORNBURY 230 Normanby Ave, THORNBURY 1800 343 287 coact.org.au IEA

Darebin CVGT Employment PRESTON 525 High Street, PRESTON 13 28 48 cvgt.com.au IEA

Darebin Endeavour Foundation PRESTON Suite 1 Level 1 306-310 Bell Street, PRESTON 1300 110 090 endeavour.com.au IEA

Darebin MatchWorks PRESTON 84 Hotham Street, PRESTON 03 9471 3000 matchworks.com.au IEA

Darebin OPENDOOR 375 High St, PRESTON 03 9689 3437 opendoor.org.au WA

Darebin Ostara Australia THORNBURY 131 Shaftesbury Pde, THORNBURY 1300 678 272 ostara.org.au IEA

Darebin Sarina Russo Job Access Level 2, Unit 4 293 High Street, PRESTON 13 15 59 sarinarusso.com.au WA

Darebin Sign For Work PRESTON Bell City 104D/215 Bell Street, PRESTON 1300 350 560 signforwork.org.au IEA

COUNCIL ORGANISATION ADDRESS CONTACT WEBSITE PROVIDER TYPE
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PROVIDER CODES 
WA – Workforce Australia / IEA – Inclusive Employment Australia / TTW – Transition to Work

Darebin SUREWAY Shop 3 294 High Street, PRESTON 1300 787 392 sureway.com.au IEA

Darebin SYC Ltd 10 Cramer St, PRESTON 03 9487 1700 syc.net.au WA

Darebin The Personnel Group Ltd PRESTON Suite 102 84 Hotham St, PRESTON 1300 874 000 personnelgroup.com.au IEA

Darebin The Salvation Army Employment Plus 293 High Street, PRESTON 13 61 23 employmentplus.com.au WA

Merri-bek Ability Works Australia  220 Melville Road, BRUNSWICK WEST 03 9853 7080 abilityworks.org.au IEA

Merri-bek AKG Australia 197-199 Moreland Road, COBURG 1800 603 503 akg.com.au WA

Merri-bek APM Employment Services 602 Sydney Road, BRUNSWICK 1800 276 932 apm.net.au WA

Merri-bek Asuria Suite 3, 240 Sydney Road, COBURG 1800 773 338 asuria.com.au TTW

Merri-bek ATWORK AUSTRALIA Ground Floor 861 Sydney Road, BRUNSWICK 1300 080 856 atworkaustralia.com.au IEA

Merri-bek CoAct Connect + MCM COBURG Victoria Street and Louisa Street, COBURG 1800 343 287 coact.org.au IEA

Merri-bek CVGT Employment COBURG 6 Sydney Road, COBURG 13 28 48 cvgt.com.au IEA

Merri-bek MatchWorks COBURG CoWork North 27A Dawson Street, COBURG 03 9383 2555 matchworks.com.au IEA

Merri-bek SUREWAY 2/398 Sydney Road, COBURG 1300 787 392 sureway.com.au IEA

COUNCIL ORGANISATION ADDRESS CONTACT WEBSITE PROVIDER TYPE
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PROVIDER CODES 
WA – Workforce Australia / IEA – Inclusive Employment Australia / TTW – Transition to Work

Merri-bek The ORS Group COBURG 1/215 Sydney Rd, COBURG 1800 677 432 orsgroup.com.au IEA

Merri-bek WISE Employment Ltd COBURG Shop 7 5 Harding Street, COBURG 1800 685 105 wiseemployment.com.au IEA

Merri-bek WORKSKIL AUSTRALIA 587 Sydney Road, COBURG 03 9945  2400 workskil.com.au WA

Yarra Ability Works Australia 128 Holden Street, FITZROY NORTH 03 9853 7080 abilityworks.org.au IEA

Yarra AKG Australia 425 Brunswick Street, FITZROY 1800 603 503 akg.com.au WA

Yarra AKG Australia Level 1, 585-587 Victoria Street, RICHMOND 1800 603 503 akg.com.au WA

Yarra APM Employment Services Suite 3 70-80 Wellington St, COLLINGWOOD 1800 276 932 apm.net.au WA

Yarra CoAct Connect + MCM FITZROY NORTH 6 Church St, FITZROY NORTH 1800 343 287 coact.org.au IEA

Yarra MatchWorks ABBOTSFORD 222 Hoddle Street, ABBOTSFORD 03 9518 6150 matchworks.com.au IEA

Yarra MatchWorks FITZROY Suite 1.02 425 Smith Street, FITZROY 03 9518 6150 matchworks.com.au IEA

Yarra SUREWAY EMPLOYMENT  Level 1 Suite 5 115 Bridge Road, RICHMOND 1300 787 392 sureway.com.au IEA

Yarra SYC Ltd FITZROY United Co Office 1.05 425 Smith Street, FITZROY 03  9037 9150 syc.net.au IEA

Yarra WORKSKIL AUSTRALIA LTD. 366 Nicholson St, FITZROY 03 9090 5100 workskil.com.au WA
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It is normal to feel stressed, overwhelmed or unsure about what to do next. You do 
not have to deal with things on your own. 
The services below can help with mental health, housing, alcohol and drug support, counselling 
and crisis support.

If you are in immediate danger, call 000.

Wellbeing & 
support

Need help now?

LIFELINE
24/7 crisis support.
13 11 14
Text: 0477 13 11 14
lifeline.org.au

KIDS HELPLINE
Free, private counselling for young people 
aged 5 to 25.
1800 55 1800
kidshelpline.com.au

SUICIDELINE VICTORIA
Support if you are thinking about suicide or 
worried about someone else.
1300 651 251
suicideline.org.au

SEXUAL ASSAULT CRISIS LINE VICTORIA
24/7 counselling support for people affected 
by sexual assault.
1800 806 292
sacl.com.au

13YARN
24/7 crisis support for Aboriginal and Torres 
Strait Islander people. Yarn with an Aboriginal 
or Torres Strait Islander Crisis Supporter in a 
confidential, culturally safe space.
13 92 76
13yarn.org.au

http://lifeline.org.au 
https://www.kidshelpline.com.au/
http://suicideline.org.au
http://sacl.com.au
http://13yarn.org.au
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Mental Health

HEADSPACE

Mental health and wellbeing support for young 
people aged 12 to 25.
1800 650 890
headspace.org.au

BEYOND BLUE

Support for anxiety, depression and mental 
wellbeing.
1300 22 4636
beyondblue.org.au

MEDICARE MENTAL HEALTH

Free mental health support and help finding 
the right service. Phone support is available 
weekdays, 8:30am to 5:00pm, excluding public 
holidays.
1800 595 212
medicarementalhealth.gov.au

PARKVILLE YOUTH MENTAL HEALTH AND 
WELLBEING SERVICE

Specialist youth mental health support 
for young people aged 12 to 25 across 
Melbourne’s north and west.
1800 888 320
pymhws.org.au

YOUTH OUTREACH RECOVERY SUPPORT

Support for young people aged 16 to 25 
experiencing mental health challenges.
Darebin/Whittlesea: 1300 003 224 
Merri-bek: 1300 379 462
cohealth.org.au/service/youth-outreach-
recovery-support

REACHOUT

Online mental health information, tools and 
peer support for young people.
au.reachout.com

Housing and Homelessness

STATEWIDE HOMELESSNESS SUPPORT

24-hour help if you are homeless, at risk of 
homelessness or escaping family violence.
1800 825 955

FRONTYARD YOUTH SERVICES

Support for young people aged 12 to 24 who 
are homeless or at risk of homelessness.
1800 800 531
mcm.org.au/services/homelessness/frontyard

KIDS UNDER COVER

Support to help prevent youth homelessness 
in Victoria.
03 9429 7444
kuc.org.au

Alcohol and Other Drugs

YODAA

Victoria’s youth alcohol and drug advice 
service.
1800 458 685
yodaa.org.au

YSAS

Free alcohol and drug support for young 
people.
03 9415 8881
ysas.org.au

DIRECTLINE VICTORIA

24/7 alcohol and drug counselling, information 
and referral.
1800 888 236
directline.org.au

ALCOHOL AND DRUG FOUNDATION

Facts and resources about alcohol and other 
drugs.
adf.org.au

http://headspace.org.au
http://beyondblue.org.au
http://medicarementalhealth.gov.au
http://pymhws.org.au
http://cohealth.org.au/service/youth-outreach-recovery-support
http://cohealth.org.au/service/youth-outreach-recovery-support
http://au.reachout.com
http://mcm.org.au/services/homelessness/frontyard
http://kuc.org.au
http://yodaa.org.au
http://ysas.org.au
http://directline.org.au
http://adf.org.au
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General Counselling and Support

ANGLICARE VICTORIA

Support for young people and families, 
including mental health, alcohol and drug, 
financial and family support.
1800 809 722
anglicarevic.org.au

YOUTH PROJECTS

Support with homelessness, unemployment, 
alcohol and drug issues, and reconnecting with 
work or study.
03 9304 9100
youthprojects.org.au

HOLSTEP HEALTH

Youth counselling, alcohol and drug support, 
LGBTIQA+ health programs and drop-in 
services.

1300 637 744
holstephealth.org.au

LGBTIQA+ Support

QLIFE

Free and anonymous LGBTIQA+ peer support 
by phone or webchat.
1800 184 527
qlife.org.au

LGBTIQ+ HEALTH AUSTRALIA

Health and wellbeing information and links to 
support services.
lgbtiqhealth.org.au

http://anglicarevic.org.au
http://youthprojects.org.au
http://holstephealth.org.au
http://qlife.org.au
http://lgbtiqhealth.org.au


46 SUPPORT & WELLBEING

Local Council Youth Services
What they do: Local councils provide 
youth services to help young people access 
support, connect with others and take part 
in educational, social, creative and cultural 
activities.

They can help with: Youth services can help 
you build skills, join programs and events, 
access safe and welcoming spaces, and 
connect with support for things like study, 
work, housing, wellbeing or legal issues.

Who it is for: Young people who live, work 
or study in their local council area. Each 
council has different age ranges, programs and 
services.

Pathway: Local youth services can help you 
connect with programs, support workers 
and community spaces that support positive 
pathways into education, training, employment 
and wellbeing.

DAREBIN YOUTH SERVICES
Supports young people aged 12–25 who 
live, work or spend time in Darebin. Services 
include youth programs, events, skill-building 
activities, safe spaces and links to specialist 
support.
darebin.vic.gov.au/community-and-pets/darebin-
youth-services

The Hub @ Northland
Job support, legal aid, housing support, 
computers, music studio, games, kitchen and 
chill-out zone.

Northland Shopping Centre, Preston
03 8470 8926, Option 1

General Darebin Youth Services contact: 

03 8470 8926

MERRI-BEK YOUTH SERVICES
Free programs and support for young people 
aged 12–24 who live, work or study in Merri-
bek, including youth leadership, music, sport, 
health and wellbeing activities.
merri-bek.vic.gov.au/living-in-merri-bek/
community-services/youth

Oxygen Youth Space
Free, safe and inclusive youth space. Drop-in: 
Monday, Wednesday and Friday, 3:00–5:00 pm 
(ages 12–18); Thursday, 3:00–5:00 pm (ages 
18–24).

4–8 Gaffney Street, Coburg

1800 MY YOUTH (1800 699 688)

YARRA YOUTH SERVICES
Supports young people aged 12–25 who live, 
work or study in Yarra through programs, 
events, case management, education, training 
and employment assistance.
yarracity.vic.gov.au/residents/child-youth-and-
family-services/young-people

Yarra Youth Centre
Drop in Monday to Friday, 9:00 am–5:30 pm.
156 Napier Street, Fitzroy

Richmond Youth Hub

110 Elizabeth Street, Richmond
03 9205 5555

Youth support 
near you

http://darebin.vic.gov.au/community-and-pets/darebin-youth-services
http://darebin.vic.gov.au/community-and-pets/darebin-youth-services
http://merri-bek.vic.gov.au/living-in-merri-bek/community-services/youth
http://merri-bek.vic.gov.au/living-in-merri-bek/community-services/youth
http://yarracity.vic.gov.au/residents/child-youth-and-family-services/young-people
http://yarracity.vic.gov.au/residents/child-youth-and-family-services/young-people


WORK, STUDY AND TRAINING

	f Jobs for Youth Career Hub
Local jobs, events and career tips.

jobsforyouth.com.au

	f �Melbourne Polytechnic Skills and Jobs 
Centre
Free career, training and job advice.
1300 635 276
melbournepolytechnic.edu.au/locations/skills-
and-jobs-centre

TAFE AND TRAINING LINE

	fTAFE, Free TAFE and training advice
13 18 23
vic.gov.au/free-tafe

APPRENTICESHIPS AND TRAINEESHIPS

	fApprentice Connect Australia Providers
Help to start or continue an apprenticeship.
Skilling Australia hotline: 1800 020 108
apprenticeships.gov.au/who-to-contact

MONEY AND EMPLOYMENT SUPPORT

	fCentrelink Youth and Students Line
Youth Allowance, Austudy and apprentice 
payments.

132 490
servicesaustralia.gov.au

	fWorkforce Australia
Employment support and provider search.

1800 805 260
workforceaustralia.gov.au

LOCAL YOUTH SERVICES

	fDarebin Youth Services
Youth support, programs and The Hub @ 
Northland.

03 8470 8926

	fMerri-bek Youth Services 
Youth programs, support and safe spaces.

1800 MY YOUTH (1800 699 688)

	fYarra Youth Services
Youth programs, support and local youth spaces.

03 9205 5555

IF YOU NEED SUPPORT NOW

	fEmergency: 000
Police, fire or ambulance.

	fLifeline 
24/7 crisis support.

13 11 14

	fKids Helpline 
Free counselling for young people aged 5 to 25.

1800 55 1800

	f13YARN
24/7 crisis support for Aboriginal and Torres Strait 
Islander people. 

13 92 76

	fheadspace
Mental health and wellbeing support for young 
people. Available 3 pm–10 pm daily.

1800 650 890 
headspace.org.au

Quick Contacts
Need help taking your next step? Start with one contact. You do not need to work 
everything out alone.

http://jobsforyouth.com.au
http://melbournepolytechnic.edu.au/locations/skills-and-jobs-centre
http://melbournepolytechnic.edu.au/locations/skills-and-jobs-centre
http://vic.gov.au/free-tafe
http://apprenticeships.gov.au/who-to-contact
http://servicesaustralia.gov.au
http://workforceaustralia.gov.au
http://headspace.org.au


Degrees
Diplomas
Certificates

1300 635 276 
melbpo.ly/school-leavers

Explore your
study options
at Melbourne
Polytechnic

RTO 3075


