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LET’S 
START 

BUILDING
To build real estate of the future, we have to first build our 

people. Our CapitaLand Graduate Development Programme is 

designed to bring in the best people, and bring out the best 

in them. As one of Asia’s largest diversified real estate groups, 

with a presence across more than 200 cities in over 30 cities, 

CapitaLand provides the global stage to take your career dreams 

to the next level. 

SET YOUR CAREER 
GOALS ON OUR  

SOLID FOUNDATION
CapitaLand Graduate  

Development Programme

The CapitaLand Graduate Development Programme nurtures 

promising young graduates with less than two years of working 

experience for a rewarding, accelerated career journey.  

The holistic programme offers prospects for personal growth 

and development, with a comprehensive learning roadmap. 

Gain global exposure through job rotations to various real estate 

sectors and countries. You will also be actively involved in various 

aspects of our business, with opportunities to gain insights from 

CapitaLand’s senior management.

Building People
Building Communities

Connect with us capitaland.com 

WHY 
GDP

Think you have what it takes?  

We are looking for graduates with  

the right attributes, including:

Leadership qualities   
Aptitude to articulate a vision and lead people toward achieving it

Resilience   
Tenacity to thrive and perform under pressure

Drive to succeed   
Enthusiasm to take on varied tasks with a desire to excel

Team player   
Ability to communicate effectively and collaborate with others

• BUSINESS PARK, INDUSTRIAL & LOGISTICS   • COMMERCIAL   • INTEGRATED DEVELOPMENT &  
URBAN DEVELOPMENT    • INVESTMENT MANAGEMENT   • LODGING   • RESIDENTIAL   • RETAIL 
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While making the transition from student to working adult seems to be the next step in 
your career progression, the journey itself may unsettle you. In this section, we answer the 
questions you have – by getting you to ask yourself more questions. At the end of the day, we 
want you to realise that you have all the answers you need!

If you have pondered over how to get your foot into the door for job interviews, you do not 
need to look much further. As recruiters often wade through countless pitches and profiles, 
standing out with your job applications matters much more than you can imagine. 

You have been called up for a job interview, but now what? How many stages are there in the 
recruitment process and how can you get through all of them? Learn how to ace assessment 
centres and and figure out how you can present your best self to start off your career journey 
on a good note!

It can be confusing to figure out which industry sector is best suited for you. This is why the 
Guide includes quick information of the main career fields available out there so you can find 
out which sector catches your eye!

Whether you are fresh from school and raring to jump into the working world, or going 
in with a few years of experience under your belt, gradsingapore’s How to Get Hired 
Guide is here to help you. Before diving in, however, here is a quick preview of what the 
Guide contains.
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Creating Your Career Game Plan

Do not let anxiety, self-
doubt, or comparisons 
with your peers drag 
you down in your job 

search process.

“
“
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Figuring Out What 
You Are Good At

Before taking the leap into the workforce, think of how you can match your skills and passion to 
a suitable career in order to achieve the ultimate fulfilment at work.

Although goals may change and 
you may take up to 10 years to 
ultimately find yourself in your 

desired role and industry, your first step in 
job hunting should be on asking yourself 
what you can or want to bring to the 
table.

The best time to do this is before 
graduation. Look at potential jobs and 
career paths that you may be passionate 
about rather than as something you have 
to do just to make a living. After all, if 
the prospect of getting to work in the 
morning does not get you moving and 
your job is not a role you can see yourself 
persevering in – especially when the 
going gets tough – it will be especially 
challenging to succeed in that particular 
role or industry.

Finding your raison d’être – your 
reason for being – can help you realise the 
things you love doing and are good at. By 
understanding your passions and getting 
a job that fulfils you as a person, chances 
are you will find contentment in growing 
your talent and developing your skills. 

So, what are some of the factors you 
need to look at to understand what fulfils 
you? Here are a few questions you can ask 
yourself to help guide you along as you 
cross over to the working world.

What are you good at?
What are some of your best skill sets 
and strengths? What are some of your 
personality traits and technical skills? 
Would you prefer to specialise in a certain 
area or is a multi-tasking job preferable 
instead?

Take your temperament into 
consideration as well. Figure out if you 
work better when left alone at your desk 
or when you are constantly interacting 
with others. Work out if you are more 
comfortable working with strict office 
hours and in rigid structures, or prefer 
flexible working hours that needs a lot of 
a self-discipline.

Understanding yourself will help you 
work more efficiently. But even before 
that, it will give you the boost you 
need to fathom where you should be 
professionally, and will also get you one 
step closer to your dream job.

What do you care 
about?
Where your treasure is, there your heart 
is also. Make sure your career goals are 
in line with your personal morals and 
values; they will go a long way in ensuring 
success.

For example, if you care deeply about 
animal welfare, consider joining a non-
profit organisation to make a difference, 
or go into veterinary science to specialise 
in helping animals.

What do you love?
When enjoying some downtime, what 
do you love doing? Your hobbies can 
offer some insight into what holds your 
attention, so pinpoint what you like 
or dislike to figure out what you can 
or cannot accept in your career path. 
Moreover, it is worth developing abilities 
and skills in the areas that can catch and 
hold your interest.

What does the world 
need?
Our choice of profession will, in a way, 
serve your community as well as the 
world at large, so exploring potential 
career paths is a way of unwrapping your 
gifts and finding out how they can help 
you give back.

Despite present dreary economic 
prospects, think of how you can best 
use your skills to contribute. While you 
will have to think in terms of short-term 
economic trends and market forecasts, 
do not forget to consider how you would 
like to grow both professionally and 
personally in the long-term as well.
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Flourish and bloom
Because you will be spending up to 
50 hours at work each week – around 
250 hours a month – it makes more 
sense to examine each job offer 
carefully rather than chasing one 
ideal role, all while keeping the four 
aforementioned questions in mind.

Additionally, do also think of 
the following three points when 
considering your job offers:

Who would you rather 
work with?
Before confirming a job offer, think back 
to the office culture and environment 
you managed to catch a glimpse of 
during the recruitment process. For 
example, more and more companies 
are moving towards an open concept 
when it comes to office spaces, so you 
may have to consider working in that 
setting and prepare yourself for it. 
 
 
 

Where would you take 
on challenges?
The workplace is often full of 
challenges, and these challenges can 
feel amplified for a fresh graduate 
with little to no work experience. 

For example, an introvert can carve 
out a successful career in marketing 
or sales with self-awareness and a 
willingness to work in a team while 
interacting with numerous clients. 
However, the individual will also likely 
have to take some time out every 
once in a while in order to recharge 
and refocus.

How can you 
contribute?
If you are in your element, it is easy 
to thrive and prosper, so take your 
comfort zone into consideration too.

For instance, if you prefer 
interacting with others, you can think 
about pursuing a career in client 
relations. On the other hand, if you like 
working alone, you can consider going 
into media, design, or the arts. 
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Beginning 
Your Job Search

The first step to starting your job search is to find out about the various job application routes available. 

There are a number of paths you 
can look at when looking for a 
job as a graduate, and one of the 

most common methods for searching 
and applying is undoubtedly through the 
internet. 

But do not be confined to just the 
jobs available online. There is a variety 
of other options available, so make 
use of them too and do not limit your 
search. While social distancing measures 
do limit face-to-face interactions, there 
are usually virtual formats available, 
and as Singapore continues to keep the 
coronavirus pandemic under control, 
we can expect gradual loosening of the 
measures over time.

With so many career portals online, 
you can take your pick, though you 
should ensure that the ones you join 
and subscribe to are those that suit you 
best. Gradsingapore.com, for instance, 
curates both jobs and internships, and 
is considered a beneficial and helpful 
resource for those who are both in the 
early stages of their career or are fresh 
graduates.

Alternatively, employers may post 
available positions and vacancies on their 
own websites and social media pages. 
Such platforms also offer a peek into the 
organisation’s work culture and regular 
news updates. Do follow your favourite 
employers on social media so you are 
immediately informed of upcoming hiring 
opportunities.

Keep yourself up to date about current 
hiring trends around the world. They may 
give you an idea on more alternative job 
search routes and prepare you for what to 
expect as you hunt for a job during this 
unpredictable period.

Go online Go old school 

Do not underestimate the relevance of 
offline media; employers do still place 
job advertisements in newspapers and 
magazines. On top of that, graduate hiring 
schemes are also occasionally featured in 
these publications. 

Consider also looking at specialised 
publications, such as gradsingapore’s 
STEM and Finance guides, which feature 
internship programmes and the type of 
job roles available in the market that are 
specific to an industry or sector.
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Career fairs

Recruitment services

Network 

Internships 

Apply speculatively 

Career services  
on campus

There is no need to be afraid of 
approaching your career centre on 
campus grounds – after all, these centres, 
especially in universities, have a wide 
range of contacts and resources you will 
be able to leverage on. Resources may 
not only be more specific and targeted to 
your course of study, but also connected 
to employers in these areas!

When you speak to your career 
counsellors on campus, make your 
aspirations and career goals clear and 
known so they have a better idea on 
how to help you. If you are facing any 
challenges concerning your job hunt, 
they are the best people to turn to for 
guidance.

Some career service centres even 
offer networking sessions, virtual and 
otherwise, for graduates to get to know 
employers as well as find a mentor. Even 
if you are not able to be on campus due 
to social-distancing measures, you should 
be able to at least contact your school’s 
career service centres via email.

Whether you choose to attend career 
fairs virtually, on campus, or in public, go 
in with a strategy in mind. Find out which 
employers are going to be there before 
the fair itself, and prepare some questions 
you would like to ask.

If you have decided to attend a physical 
event, bring copies of your resume to 
hand out to prospective employers, as 
well as name cards, if you have any. Even 
for virtual career fairs, you will be able to 
send over the softcopy of your resume, 
so make sure it has been prepared and 
updated. After the event, whether either 
virtual and in-person, be sure to email 
your new contacts to establish your 
connection with them.

In the note, include any interesting 
points of conversation you may have had 
to help the recruiter remember you out 
of the many faces they may have met that 
day. Send your resume across one more 
time over the email, and add in the links 
to your online portfolio or LinkedIn profile 
as well.

Another way to get suitable job offers is to 
engage recruitment consultation services. 
Although you have to fork out some cash, 
you will be able to meet up with them for 
consultations to discuss your professional 
goals and use their connections to 
potential employers.

Moreover, you can use them as a 
source of information to prepare for 
prospective assessments and interviews.

Many young jobseekers and graduates 
profit from networks, both personal and 
professional, when looking for their first 
job. It is not just about what you know – it 
is about who you know. So keep in touch 
with old contacts, make new ones, avoid 
burning bridges and never turn down 
a chance to network, whether it is in a 
personal setting or a professional one!

Work placements and internships can 
lead to full-time positions, especially if 
you have proved yourself to be a good fit 
for the company and get along well with 
your co-workers.

Writing to prospective employers – even 
if they are not advertising vacancies – to 
enquire about available job positions is 
known as applying speculatively, and has 
the potential to show your interest in a 
company.

However, you will also need to impress 
them with your understanding of their 
field and why you are exactly what they 
are on the lookout for. Even if there is no 
available vacancies at that moment, they 
may keep your file and consider you for 
suitable job roles in the future. 
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It is common knowledge that 
employers see professional 
social media platforms as a hiring 

resource. While this immediately 
begs the issue of managing and 
maintaining a good online presence 
and reputation, what are some other 
things you should take note of?

Even more importantly, how can 
you strike a balance between being 
personal and professional on popular 
platforms, such as Instagram and 
Facebook? Here are a few pointers to 
help you.

Using Different Platforms 
(Other Than LinkedIn)

With recruiters and prospective employers turning more and more to social media in order to suss out jobseekers, 
it has become increasingly important to keep your online presence as professional as possible.

Professional

When the topic of social networking on a professional level comes up, LinkedIn is 
usually the first thing that comes to mind. But there are other platforms as well, 
such as forums, niche sites and alternatives to LinkedIn, such as Opportunity and 
Xing.

While these platforms can be easier to handle because they are devoted to 
business and professional networking, there are still a few crucial points to take 
note of.

Using the right words for your 
profile and summary can be enough 
to make it stand out from the rest. 
Additionally, you will need to use 
common keywords as well so your 
profile comes up when recruiters 
search for prospective candidates.

Choose a headshot that looks 
professional and shows your face 
clearly. Depending on the industry 
you are applying for, your headshot 
does not necessarily have to be 
formal, but it is preferable that your 
background is clear and not too 
cluttered. 

1. Your profile 2. Your picture

Take note:

Keep your profile and career goals 
clean and clear with simple terms 
rather than something fancy. 
For example, instead of using 
“tech maverick”, use “full-stack 
developer”.

Take note:

In industries such as law, 
finance and banking, keep your 
headshots formal. However, for 
other sectors like tech and media, 
feel free to explore more creative 
options.
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Personal

Platforms such as Facebook, Instagram and blogs take precedence over LinkedIn 
when personal networking comes to mind. However, because they are far more 
personal, the delicate balance between personal and professional is even more 
precarious.

Although the struggle is real, do not privatise your accounts or overlook them! 
Recruiters have been known to look out for potential candidates on these platforms, 
so clean these possible resources up rather than completely discounting them.

If possible, get a mutual friend 
to introduce you to another 
person over the platform, and 
tell them who you are and how 
both parties would benefit from 
the connection. However, if you 
do not have a mutual friend 
to pave the way, customise a 
message that explains how you 
came across their profile and 
why you want to reach out to 
them.

How you comment and respond 
to queries gives recruiters a 
peek into your personality, 
morals, ethics and values, so 
be sure to steer away from 
negative comments to keep your 
reputation intact. Keep in mind 
that recruiters are also known to 
look through comments left on 
other people’s posts on top of 
your own.

While it is all right to keep your 
personal profiles more casual, make 
sure you still include some common 
keywords regarding your career 
goals or aspirations in summaries 
about yourself so that it will appear 
when employers search for potential 
employees. This will also allow them 
to get a glance at your professional 
identity too.

By customising your “friends” 
list, you can not only control the 
audience that gets to see what you 
are posting, but also regulate who 
gets to view what content you have 
online. This lets you remain honest 
to your personal identity while 
also maintaining a professional 
appearance.

While you should take creative 
licence when it comes to your 
pictures on your personal sites, 
remember to choose those that 
show your face clearly. More 
than that, to secure a good first 
impression, do not post an image of 
yourself in a possibly embarrassing 
setting for the world and prospective 
employers to see.

Although tags and hashtags are 
useful in getting your content to the 
right audience, be mindful not to 
abuse them! Use them to reach out 
to certain figures – much like how 
celebrities do – or start a discussion.

3. Connecting

4. Communicating

1. Your profile

3. Control your image

2. Your picture

4. @tags and #hashtags

Take note:

Wait patiently for a response 
– do not chase after or harass 
those you want to connect 
with!

Take note:

Give special attention to your 
name and handle, and use 
your real name as much as 
possible to give an impression of 
trustworthiness and reliability. 
For instance, if a media 
personality named “Beryl Tan” 
uses @beryltan, it sounds more 
authentic and dependable than 
@theber.

Take note:

Make sure to go through your 
settings regularly, especially when 
the platforms are updated.

Take note:

Be wary of picture tags – either 
disable that option or untag 
yourself as you see fit.

Take note:

If you want to start a discussion, 
share and tag an industry update 
on an employer’s page. Many 
employers take note of these 
posts, so this is one way to make 
yourself known to them. 
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Use LinkedIn  
to Your Advantage

Though there are many other social networking platforms catered to businesses and professionals, 
LinkedIn remains the premium site for this target audience – so do not underestimate its importance.

A place to showcase your resume, 
build your network and suss out 
jobs that suit your skill set, among 

many others, LinkedIn is a valuable 
resource for anyone looking to start their 
career.

But, like all social networking sites, 
LinkedIn can be a double-edged sword, 
depending on the user. Read on to learn 
how to harness its power and use it to 
your advantage.

Constructing your 
profile
Profiles on LinkedIn act as online resumes, 
allowing you to mould your personal 
brand. Choose a profile picture that 
adequately reflects the industry you are 
either already in or looking to enter, plus 
include a conspicuous yet explanatory 
headline as well as a powerful summary 
of your skills and career aspirations.

Depending on your sector of choice, 
weave links into your resume that leads 
to some of your best works so employers 
can get a peek at your portfolio. But 
even as you add work experience to your 
profile, make sure that your career moves 
are in line with your career aspirations, 
starting with what recruiters would be 
interested in.

To give the impression of an all-
rounder, add both your educational and 
extracurricular achievements to your 
profile.

Growing your online 
network
Continuously make connections on 
LinkedIn by adding friends and co-
workers, and do not forget to promote 
your skill sets to get endorsements as 
well. As endorsements are also popular 
among employers, get your connections 
to write recommendations for you.

Moreover, as a professional 
networking platform, LinkedIn keeps 
you updated on your contacts’ work 
anniversaries and promotions, so do not 
hesitate to use these opportunities to 
keep in touch with them.

As you grow and compile your 
network on LinkedIn, remain careful – use 
judgement and discernment on this site 
just as much as you might on Facebook 
and Instagram.

Discovering jobs that fit
After crafting a profile for yourself, clicking 
on the “Jobs” tab will bring you to a page 
where a list of jobs has been shortlisted. 
Based off your biography, these roles are 
generally relevant to the skills mentioned 
in your profile.

You will also be able to check out who 
among your contacts work with these 
companies, and if you decide to gun for 
some of these positions, you can ask your 
connections to endorse you.

Applying for positions
Many job application procedures just 
require you to upload your resume, 
though some postings may redirect you 
to a company’s site or portal. However, 
some posts only need you to click on the 
EasyApply button, making the application 
process so much easier.

Even better, many companies allow 
jobseekers to import their LinkedIn 
profiles when applying for positions on 
their website, cutting down on filling 
up applications and freeing up time to 
customise resumes and other relevant 
documents.

Raising your profile
As a graduate actively looking for a job, 
you can indicate your willingness to allow 
recruiters to contact you on your LinkedIn 
profile. This will come in handy when 
recruiters sift through talent based on 
keywords as they will likely come across 
your profile, and reach out to you if you 
fit the bill.

State your career goals seriously and 
honestly, and work towards a perfect 
profile to get as many matches that are as 
pertinent to you as possible.
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Engaging with 
employers and groups
Because many employers extensively 
craft their brand on LinkedIn, follow your 
dream companies there and reach out to 
them on occasion; potential candidates 
willing to engage meaningfully with 
employers are highly sought-after, so 
do not be afraid to make your presence 
known.

On top of that, because it is a social 
networking platform, LinkedIn is also 
a cache of Pages and Interest Groups 
overflowing with online communities 
of professionals linked by sectors or 
markets. Based on your fields of interests 
or study, simply use keywords to search 
for these groups and follow them – you 
do not know what opportunities they 
might yield! 

HTML

C++

</>
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If you are in the content creation 
sector, or are aiming to enter it, 
chances are you will need to publish 
your work online. Knowing how to 
code just makes your job easier and 
lets your content look exactly the 
way you want it to on a website.

Being able to rationally think through 
a problem in a logical manner and 
come up with a probable solution is 
critical to succeed in the workplace. 
This is how you can take the first 
step into a leadership position.

Quick tip

Quick tip

Not in IT?  
Here are Five Technical 
Skills You Still Need to 
Know About

Many businesses embrace some sort of digitalisation at work. This means you need to adapt to using or 
at least be comfortable with technology at work, even if you are not in IT.

Because much emphasis is usually 
put on soft skills, IT-related 
technical skills are generally not 

given priority if you are not working in 
the sector. However, with technology 
now playing such a vital and pivotal role 
in every aspect of almost every industry, 
you should consider picking up these 
skills, even if it is only at the basic level.

Coding
Today, coding is almost as important as 
literacy, and knowledge of programming 
languages from HTML to Java can go a 
long way in helping your application.

While you do not need to be able 
to actually code – understanding the 
principles behind it is enough – employers 
have shown a marked preference for 
graduates who have an awareness of 
what goes on “behind the scenes” in 
applications and websites.

Computational thinking
Computational thinking – or programmatic 
thinking – is not a new concept, and if 
you have made use of big data, you have 
likely engaged in it. Moreover, while it 
is often thought to have robust links to 
the IT sector, this methodical and logical 
way of thinking is becoming increasingly 
common in industries, such as marketing 
and advertising.

Someone familiar with computational 
thinking will have the habit of analysing 
and organising data in a logical way when 
reacting to a problem. As this method of 
thinking relies on data analysis and reason 
to resolve problems, you can start picking 
up this skill by viewing issues in a tactical, 
structured and organised manner.

An example of this method of thinking 
is to jot down all your concerns, separate 
them categorically and then think of 
ways to solve them as quickly as possible. 
After the issue has been resolved, gather 
data on the most effective and efficient 
methods that helped you realise your goal.
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If you are either in or planning to 
enter the digital marketing sector, 
knowing how to manage data will 
help you decipher your target 
audience better and be a way for 
you to quantify the results of your 
work.

Can you imagine wow-ing everyone 
if you are able to present your 
ideas visually instead of in text like 
everyone else?

Products that provide good user 
experiences tend to achieve better 
success. Only when customers are 
happy with using your products will 
your business succeed.

Quick tip

Quick tip

Quick tip

Data management  
and analytics
The term “big data” is bandied around 
almost everywhere today, but do you 
know what it even means?

Quite simply, big data is the colossal 
amount of data companies generate from 
their hardware, apps and websites to 
interpret and use.

Data management skills will be 
incredibly useful in this area, and can 
give you an edge over the competition 
as you will be able to assist companies 
in turning their big data into information 
they can use. If you are more proficient at 
managing big data, you will also be able 
to help businesses predict future trends.

Data visualisation 
A branch of visual communication, data 
visualisation helps others understand 
data with the use of visuals. It includes a 
solid understanding of a number of things, 
from the details of the data you are trying 
to pass on to how the target audience 
would consume this information, and 
which visual would comply best with its 
purpose.

Though it sounds much like plugging 
numbers into a graphs and charts, data 
visualisation is more than that, and 
people with skills and knowledge in this 
arena can often be found exploring new 
methods of simplifying and conveying 
complicated results and trends – culled 
from big data – to decision-makers and 
managers.

User experience
User experience, or UX, is far more than 
making sure a product is palatable to the 
eye. It is about perceiving how design 
plays a part in customer interaction, as 
well as improvement. It also denotes an 
understanding of how customers use and 
value a product or service, along with 
their limitations and abilities.

A strong grasp of a company’s brand, 
aesthetics and usability is also needed, as 
is an awareness of current concepts and 
trends.

If these skills are not of crucial importance 
to your role at work, there is no need to 
spend too much time or money on it. 
You can start with the many free courses 
and readings available online for you to 
spend some time everyday learning a new 
skill. Just take the first step and you will 
eventually pick them up! 
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Skills for Success

The world of employment looks at more than just your level of competency.

When an employer assesses 
your suitability for a company, 
they look at more than just 

your technical skills; they also look at your 
ability to work well with others, as well as 
your resilience when challenges begin to 
mount.

In addition, qualities like adaptability 
and work ethic that can distinguish you 
from others will determine how far you 
can go in your career, and employers often 
keep an eye out for these transferrable 
skills and qualities.

Versatility and 
adaptability
Because of technology and innovation, 
roles in the market are evolving at a rapid 
pace, and because of this, versatility 
and adaptability – the ability to absorb 
and receive changes in ideas and work 
– has become something all employers 
increasingly look out for.

In a time where regular work hours 
are no longer standard in a number of 
industries, and the majority of roles are 
now remote due to the global coronavirus 
pandemic, many find themselves working 
outside of the nine-to-five structure.

Furthermore, anyone working in 
teams spread around the world needs 
to be adept at operating across various 
time zones and cultures, with such 
roles demanding a degree of versatility, 
adaptability and commitment.

Communication
Communication is as important as 
versatility and adaptability. Even if you 
have chosen a role that mostly sees you 
working either solo or with robots, you 
will find your hands tied if you cannot 
communicate with your co-workers!

Throughout the entire recruitment 
process, recruiters and interviewers 
will look for this skill – non-verbally and 
verbally; employers usually evaluate your 
communication skills during face-to-face 
or panel interviews, along with through 
follow-up emails during the recruitment 
process.

Moreover, some positions require 
strong communication skills as employees 
may need to empathise and listen to 
effectively negotiate and persuade.
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Time and priority 
management 
Candidates who can manage and use 
their time effectively as well as handle 
priorities and deadlines smoothly are 
great catches for employers, so they 
always keep an eye out for them.

This skill is vital in all industries, and 
other than showing up for interviews 
on time and sending prompt follow-up 
emails and requested documents, you 
can discuss your successes and challenges 
in time and project management during 
the recruitment process.

Teamwork
“Working in silos” has become a fairly 
common phase in the workplace, and 
has also become something of an epithet 
on what is harming a company from the 
inside. However, it takes a lot of effort to 
get everyone in a company or a team on 
the same page, so to speak.

Because of that, employers seek those 
who are able to see the bigger picture and 
are willing and able to work in and across 
teams instead of just individually.

Constant communication within and 
between teams is encouraged, and, 
ideally, there should be workflows and 
processes in a company to help facilitate 
that.

Problem-solving
Besides essential skills in analysis and 
logical thought, resilience when situations 
both unexpected and distressing come 
about is vital. Innovation and problem-
solving are valued among employers, and 
they will look out for these skills over the 
duration of the recruitment process.

Interviewers may ask you to recollect 
past instances of problem-solving to get 
an idea of how you address and overcome 
obstacles, and through that, assess your 
ability to handle challenges.

Other than getting to know your level 
of self-awareness, employers will also 
want to get a peek at what motivates you, 
what keeps you going and what drives. 



 20 |   directory 2021  

CREATING YOUR CAREER GAME PLAN

Resilience and You

What is resilience and do you have it? More than that, how can you build it to help you through 
this time of crisis?

The global economy has taken a 
massive hit. Some industries are 
hollowed out, and experts are 

saying that Singapore’s post-recession 
economy will be vastly different.

But job searches wait for no one, and 
neither do graduation dates. You have 
probably already been left gutted at the 
thought of a cancelled convocation and 
the reality of finding a job you like in a 
recession. Now, on top of everything else, 
how can you get over this new reality 
without dwelling on it so much?

With dignity, grace, and most 
importantly, resilience, of course!

What is resilience?
When you ask “What is resilience?”, you 
might find yourself fed lines on adaptability 
or how you react to unplanned events or 
how quickly you can recover when things 
do not go as planned.

Except, it is not. Yes, resilience is 
about being able to adapt to and navigate 
through unknown circumstances. It is also 
about the capability to bounce back with 
minimal stress even when things do not 
go according to plan.

But there is also career resilience. And 
it is about awareness, a certain ability and 
agility to change along with the challenges 
you have to face in order to achieve your 
goal, and the strength to grow and learn 
from the obstacles you have successfully 
hurdled.

The good news is that we all have 
both resilience and career resilience to 
a certain degree. For example, have you 
been looking for ways to future-proof 
your career? Taught yourself how to solve 
an unknown problem through Google 
searches or YouTube tutorials? These are 
all examples of resilience at work.

Resilience is a trait that you can 
strengthen with practice. Just like how 
you can improve public speaking skills 
through mock presentations, you can also 
improve your resilience through facing 
tough situations with the right mindset 
and figuring out how to adapt.

Why is resilience 
important?
Without sounding overdramatic, 
resilience can make or break your 
job search – especially now, with the 
present environment surrounding job 
prospects and career progression being 
so unpredictable.

Challenges will inevitably pop up, 
like your job search definitely not going 
the way you want it to, or taking much 
longer than expected. These factors can 
weigh you down over time and cause 
you to question your own self-worth as 
a jobseeker and person. Approach the 
process with the right mindset so that 
the journey continues to be a positive 
learning experience for you.

Resilience is not about irrational 
positivity or burying your head in the 
sand. It is about approaching your career 
planning with a growth-oriented mindset. 
Learn to keep your eye on the bigger 
picture and do not let temporary setbacks 
pull you down, be confident enough in 
your strengths to be honest about your 
own weaknesses and actively approach 
any task with the intent to learn from it 
and improve.

Maintaining a resilient mindset is key 
to a meaningful long-term career journey 
too! For instance, a survey by LinkedIn 
Learning listed adaptability as one of the 
skills employers need the most in 2020. 
And a huge part of staying adaptable and 
nimble in the marketplace is to actively 
cultivate a resilient mindset within 
yourself.
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How to start building 
resilience
With the ongoing global pandemic and 
recession, developing resilience may 
now seem more important than ever. But 
where do you start?

You should begin by looking inward 
and understanding what makes you tick. 
Here are some suggestions:
• Look back on times in your life where 
things went well and when they did not. 
How did you respond to these scenarios? 
What do they say about how you react in 
both good times and bad times?
• Be honest with yourself about your 
weaknesses and fears. Why do they scare 
you or bother you? Are you satisfied with 
how they are? If not, what will you do to 
try and remedy that?
• Check if your campus career services 
centre runs workshops for self-awareness. 
If they do, check them out.
• Pinpoint strategies or measures that 
have kept you calm and helped you 
address unforeseen circumstances in the 
past. It could be just mapping things out 
on paper or even turning to spirituality. 
Just go with what works for you.
• Be kind to yourself. Being confident in 
your strengths starts with loving yourself 
more.
• Accept that change is the only constant 
in life, and learn to embrace it.
• Learn to approach mistakes and 
rejection positively – see them as 
learning experiences or opportunities for 
feedback.
• Remember this simple truth: Your 
past setbacks are not an indicator of your 
future success!

Putting resilience to 
work
How do you make a resilient mindset 
work for you in your career planning, 
especially now that the world is a very 
different place from what it once was less 
than a year ago?

A resilient mindset is not set in its 
ways. If job applications alone are not 
working for you, try attending online 
events to broaden your professional 
network and search for other avenues. 
Alternatively, you can relook your 
resume and applications and get external 
feedback on how you might improve 
them further. And if your dream industry 
is not hiring at the moment, think about 
some other options you can consider.  

But you can also turn your attention 
to picking up more skills to ensure career 
resilience as well. If you find out that 
the industry you want to enter requires 
certain skills or knowledge you do 
not currently have, do not throw your 
hands up in defeat! Take the time to go 
for courses or read up on those topics. 
Courses are also not necessarily long 
– in fact, there are six-hour courses on 
popular sites such as Coursera.

Learning how to approach your career 
journey with a resilient mindset is a key 
part of staying employable – whether 
during uncertain times or stable ones. 
Make it a point to keep practising it every 
chance you get, and see the difference 
it makes in terms of how you think 
about yourself – both as a person and a 
professional! 
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Riding out the  
Pandemic and Recession

The global coronavirus outbreak, followed by an economic recession, has all but flipped the world upside down. 
Do not panic though, there are still job opportunities out there as you buckle down and ride the storm out.

The global pandemic has disrupted 
the world in ways never seen 
before in recent history. Entire 

industries and businesses have ground to 
a halt, countries have shut their borders 
and remote working has now become the 
new norm. As a graduate jobseeker, this 
may all seem incredibly overwhelming – 
especially when the prospect of finding 
your first job is already pretty nerve-
wracking!

Here are a few tips to help you get 
through what might be coming ahead!

Keep holding on to your long-term plans to find a job, but remain flexible at the 
same time. No one knows how this pandemic or the recession is going to last, so 
be prepared to make short-term adjustments if necessary.

For example, even as you keep an eye peeled for a company and job that 
appeals to you, you can still look out for internships, short-term contracts, or 
even consider going freelance. These may not seem like stable employment 
prospects, but think of them as short-term stopgaps until a longer-term 
opportunity avails itself. Plus, they are a great way to ensure you continue 
building and exercising employable skills. 

But also remember, even in the midst of a recession, there will always be 
organisations hiring. Every recession brings with it winners and losers. Tech and 
logistics companies, for example, are doing well. You just have to keep your ear 
to the ground and learn how to find who is still hiring.

It may take longer than usual to find a steady-paying graduate job this year, so 
you will want to watch your personal finances! Begin by cutting off whatever 
expenses you do not need. Look through your expenses to find hidden ones you 
can do away with, or start finding creative ways to encourage yourself to save. 

As a rule, try to plan for blocks of three months – a quarter of a year – at any 
one point in time. Forecast your essential expenses for the next quarter to the 
best of your abilities, and do your best to ensure you have enough savings on 
hand to cover those.

Be flexible with your  
long-term plans

Manage your  
finances and save up
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Our bodies may be stuck at home, but that does not mean our minds have to be! 
Make use of webinars and virtual events, or take online classes and certifications 
to upskill yourself.

Employers are still holding webinars and attending virtual events to engage 
with students and graduates. These are fantastic ways to grow your professional 
network and stay in touch with what is going in the industries of your choice – all 
from the comfort of your own couch.

Subscribe to your dream employers’ graduate mailing lists or social media 
feeds so that you will be alerted of any online events they will be having, or 
check in with your university careers services centre to see if they know of any 
upcoming ones.

Likewise, online classes are a great opportunity to build new employable 
skills in preparation for your future job prospects. The more skills you pick up to 
round out your skill set, the better-equipped you will be to land that dream job 
and succeed at it once the opportunities come your way.

Last but not least, remember to take care of yourself. With job hunts, a recession 
and everything else in between clogging up our to-do lists and newsfeeds, it can 
really be a lot to handle all at once.

Look out for signs that you are developing anxiety. These include:
• Fatigue
• Difficulty sleeping
• Feeling helpless
• Having trouble just managing what is presently on your plate because worries 
about the future keep distracting you

Remember that anxiety is a normal response to uncertainties. The key is not 
to let it overwhelm you by overthinking what may lie ahead, but instead focus 
on what you can do each day – one step at a time. Focus your energy on what 
you can accomplish today and now, and let tomorrow’s worries be for tomorrow. 
Rinse and repeat from there.

Still, if the anxiety feels too much for you to handle alone, there is nothing 
wrong with seeking external advice. Talk to your university counsellor, your 
career services coach, or any therapist or help hotline of your choice. A fresh 
perspective may be just what you need to keep yourself on track mentally and 
emotionally.

At the same time, try taking up new hobbies or make time each day to do the 
things you enjoy, like playing online games with friends. You are more than just 
your job search, after all. When all is said and done, you will be stronger, more 
resilient, and better-equipped than ever for your dream career! 

Make use of online  
events and classes

Take care  
of yourself
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Job Hunting  
During a Recession

Many graduates are entering the working world during an economically trying time. 
But though many say prospects are bleak, there are still opportunities to be found.

The coronavirus has hit the job 
economy hard. Companies have 
had to get creative in order to stay 

afloat, with many companies forced to 
experience some job losses in one way or 
another.

But not everything is doom and 
gloom. While Singapore’s unemployment 
rate hit a decade high, support from the 
government and resilience from the 
workforce have shown encouraging signs 
of boosting the job market.

So do not despair; what you can do 
is to gain some perspective about the 
job search process and manage your 
expectations accordingly.

Remember, tough 
times do not last. 
Tough grads do.

Research, research, 
research

Start early
Be patient

Do not stop 
(applying)

Before you start making plans about your 
career, research on which industries are 
the most resilient in tough times and 
find relevant jobs accordingly. Keep in 
mind that job satisfaction should still be a 
priority though!

Liking what you do matters more in 
the long run than a short term recession, 
so do not switch industries just because it 
offers more prospects.

If you still have some doubts to clear 
up, ask. Speak to a career counsellor 
or simply strike up a conversation with 
someone familiar with the different 
industries and are more experienced – 
they might be able to give better insight 
into what you should expect from the job 
market or a specific industry once you 
graduate.

Even if there is no recession, the job 
market in Singapore is generally pretty 
competitive for fresh grads. As such, the 
best course of action is to prepare ahead: 
Start working on your network, call up 
possible leads and expand your resume 
with relevant work experience.

Interview processes are long and 
tedious enough as they are, but add in 
social distancing, and you have a whole 
different ball game. Keep in mind that 
most company hiring processes are not 
designed to be remote and there are new 
logistics to be addressed.

Even if you do not hear back from 
firms you have applied to, keep your 
momentum going and continue to send 
out applications. It is possible that the 
human resources team themselves are 
working from home, and will need time 
to look through each application.

Set a daily goal and reward yourself 
whenever you reach it, whether with 
your favourite coffee in your largest mug, 
or sitting down to destress with a video 
game.

One of the most important things to 
remember when you are applying for 
jobs is to manage your expectations of 
what you will actually land straight out 
of school. Try and keep an open mind 
throughout the job search process, as you 
never know where an unchartered path 
will bring you further in your career.
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Prepare for video 
interviews

Get creative
Polish your resume 
and cover letter

Try temp-ing

Stay commercially 
aware

There is no better time to get familiar 
with video interviews than the present, 
what with social distancing. Practise by 
dressing like you are going for a face-
to-face interview to get yourself in the 
mindset, and keep your tone cheery to 
get your enthusiasm across.

Take stock of all your skills and then 
look for opportunities wherever they 
may be, even outside your industry of 
choice. While this may not be ideal for 
you, when the job market has recovered 
and you can move into your preferred 
sector, employers will be impressed by 
your experience, resilience and ability to 
leverage on your top skills in a different 
environment. Keeping your mind open to 
all the possibilities may even lead to great 
job satisfaction as well.

Do not disregard graduate internship 
opportunities either; work hard and see 
if you can approach your manager to 
convert you to a full-time employee when 
things begin to look up again. 

If you have a hobby you can turn into a 
short-term business, you can turn to that 
too. Do you like to paint the sunrise? Sell 
them on the internet. Have a good grasp 
of English? Tutor children online or create 
online English papers.

This is something we have all heard 
before: Make your resume and cover 
letter look professional. Tailor them to 
every employer you apply to.

Matching your skills to job descriptions 
in order to impress recruiters is especially 
crucial right now, so make sure you send 
the best version of your resume to the 
employer you are applying to.

If you are looking to earn a little more 
while gaining some work experience, 
apply for temp or part-time positions 
at companies you are hoping to join. 
Alternatively, you can simply apply for 
relevant jobs that will give you some 
insight to your profession of choice – for 
example, a part-time role as an accounts 
executive.

However, do not sweat it if your part-
time gig has little to no links to your 
chosen field of study; you will still be able 
to elaborate on all the invaluable soft 
skills you have gained in future interviews.

Above all, tough times are exactly when 
you should keep abreast of the latest 
news with regards to the economy, and 
especially the industry you are intending 
to enter. This will not only help you plan 
your job hunt better, but could also be 
the critical differentiating point to push 
recruiters to hire you instead of another 
equally qualified candidate. 

Last but not least, trust that this 
pandemic will not go on forever. 
There is light at the end of the 
tunnel; we just have to stay on 
course to get to it! 
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Surviving the  
Job Search Process

Take the necessary steps to ensure your job search experience is a positive one – 
and that includes knowing when to take a break!

While it is not uncommon for job 
hunts to drag on longer than 
expected – especially now 

with the global pandemic and ensuing 
recession – you should also keep in mind 
that there is no hard-and-fast rule about 
the process, and it could very well take 
longer than you first expected.

There is no need to panic, though, so 
keep your sanity by acknowledging that it 
is perfectly fine for others to have vastly 
different job search experiences.

Attaining your ideal career can be a 
stressful journey, so if you see your peers 
miraculously scoring desired positions 
within a month of graduation, do not 
compare yourself to them and let it 
demotivate you. Shake off that pressure 
by making your job hunt a positive and 
productive experience instead!

Right on target
Planning your job search journey 
can make the process less arduous 
and more enjoyable.

Pause and play
“Taking a break can lead to 
breakthroughs.” – Russell Eric 
Dobda

Make it bite-sized

How many resumes and cover 
letters do you think you should 
send out in a day? How about in 
a week? Give yourself achievable 
daily targets and small deadlines to 
feel more accomplished and driven 
throughout the process.

Leave the house

Doing the same thing over 
and over again with no respite 
and little results is enough to drive 
even the most patient person up 
the wall.

So leave your home for a bit – 
go for a short walk and take deep 
breaths of some much-needed 
fresh air. It will help you regain 
some perspective. You can also 
take the time to run some errands, 
catch up with friends over a cup of 
coffee and just take your mind off 
your job search for some time.

Reward yourself

With your daily goals keeping 
you on track, and your journal or 
list recording your journey, there is 
little else to do but reward yourself 
when you hit your targets!

It does not have to be anything 
big or grand; you can indulge in 
your favourite game for a few 
more hours or simply set a date 
with some friends. This will keep 
you feeling motivated and ready to 
meet your next objective.

Keep tabs  
on your progress

Keep a journal detailing your job 
search. Alternatively, if you prefer 
lists, start a file documenting the 
companies and positions you have 
applied for.

Creating and maintaining your 
journal or list will not only keep your 
job hunt organised, it will also drop 
some hints on which resumes and 
cover letters are working, and which 
ones may need a tweak or two.

1

1

3

2
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Do some good

Consider volunteering at 
organisations that align with your 
interests. Not only will it get you 
out of your house and moving, it 
will also give you the opportunity 
to think beyond whatever is going 
on in your job hunt.

Recruiters have also been 
known to keep an eye out 
for passionate candidates, so 
committing to a cause close to 
your heart can help you expand 
your talking points during job 
interviews.

Moreover, to make the 
experience count more, figure out 
how you can tie your volunteering 
stint with your intended area of 
work.

For instance, non-profit 
organisations usually have 
volunteer positions for 
communications and IT, so aspiring 
media and tech professionals can 
gain some experience there before 
moving on to the corporate world.

Pick up some classes

While you may not see the 
need to dive back into classes 
so soon after graduation, these 
classes can help you pick up 
new skills that may add value to 
your resume – such as those in 
languages and coding.

On the other hand, there is 
absolutely no harm in taking up 
leisurely classes in art and craft, or 
even music.

These classes not only serve 
as a good distraction, engaging 
your mind in an otherwise 
challenging time, but are also a 
good opportunity to pick up skills 
you may have always wanted to 
master – but never found the time 
to – before you are bound to a job.

Switch off

Everything. All your electronic 
devices. This may be the toughest 
thing to do, but take the time out 
to recharge and ignore all those 
Facebook and Instagram updates.

There is also the added benefit 
of disregarding any negative 
feedback passed on through 
messages or emails that may put 
a damper on your spirits as you 
continue on your journey to finding 
a job that suits you. 

Get moving,  
get sweaty

When you exercise, your body 
releases endorphins, which can 
trigger an overall positive feeling. 
Moving and exercising is thus a 
good way to limber up your body 
after sitting in front of a screen for 
hours on end, all while relieving 
the pressure building up in your 
body and between your temples.

Tailor your exercise to your level 
of capability – if you cannot run, 
take a brisk walk through the park. If 
the very idea of rock climbing gives 
you chills, settle for an easy game 
of badminton with friends. If you 
are looking to rid yourself of some 
frustration, consider martial arts, 
such as Muay Thai or Taekwondo. 
You can even explore the different 
versions of yoga available to you – 
which, contrary to popular belief, is 
not just about stretching.

3 4
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Stepping out of the house is 
not a waste of your time, so do not 
guilt-trip yourself over it. Taking 
breaks is rather different from 
slacking – it is not about avoiding 
work, but about taking planned 
breaks to raise productivity!
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Coping with  
Job Search Anxiety

Do not let anxiety, self-doubt, or comparisons with your peers drag you down in your job search process. 
There are tips to help you cope with these negative feelings and manage your mental well-being.

Global coronavirus pandemic aside, 
searching for your first job (or 
internship) is a big life change in 

and of itself, and can still scare even the 
most well-prepared graduates during the 
best of times.

With all the uncertainties in the 
market right now, perhaps you are feeling 
that anxiety more than ever. You may be 
worried about your odds of landing your 
dream job during a recession, wondering 
how you match up to other jobseekers, 
or worried that you do not have what it 
takes to catch employers’ eyes.

These feelings are perfectly valid 
and normal. You just need to know how 
to handle them in a more productive 
manner instead!

Do not compare 
yourself to your 
peers

Talk to other 
professionals

You may have friends who have 
already landed positions before 
graduation, or seem to have no 
problems getting interviews lined 
up. Or maybe your parents keep 
talking about how so-and-so’s son 
or daughter just got a nice, cushy job 
with their dream employer.

But here is the thing: That has 
nothing to do with you! So do not 
compare yourself with others.

The job search process is not a 
race, and positions are not going to 
“run out”. Everyone has their own 
unique circumstances, and will find 
success at different times. Keep your 
anxiety at bay by actively reminding 
yourself of this.

Job descriptions are crucial, but 
they only give you a glimpse into 
what careers are like. So instead of 
scratching your head trying to fill in 
the blanks, get out there and talk 
to people who are already in the 
workforce instead of just browsing 
for jobs all day!

You do not necessarily have to 
look far. Try connecting with your 
seniors from university, talk to 
relatives, or friends of friends. Even 
if they are not in the field you want 
to enter, you can still learn a thing or 
two!

Ask them about their day-to-day 
tasks, get to know the challenges 
they face, or talk to them about your 
anxiety in finding a job and see what 
advice they have to offer. Make sure 
to sit back and reflect on what you 
have learned from them as well.

Hearing from others who have 
gone ahead of you will help you 
realise just how temporary your 
fears really are. Not only that, but 
you may reach a new understanding 
about what you really want out of 
your career, which will help you with 
expressing yourself in applications 
and interviews too.
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If your anxiety stems from the idea 
of sitting down for an interview, 
approach your campus career 
services, seniors, or some friends to 
help you simulate an interview. This 
will not only help you find any blind 
spots you may have and refine your 
answers, but also help you realise 
that interviews are really not as 
stressful as you think!

There is no shame in seeking 
help. Interviewing and talking to 
people in professional settings are 
learned skills. So seek coaching for 
it if you can. After a few rounds of 
practice interviews, you will be a lot 
more prepared. This can give you a 
leg up against any competition you 
will be coming up against.

Do not forget to practise for video 
interviews as well! Both online and 
in-person interviews have their own 
unique quirks, so you need ample 
time to familiarise yourself with 
both.

Keep in mind that it is easy to 
tell yourself something like, “I 
have graduated in the middle of a 
recession and I will never find a job”. 
But on top of being fantastically 
inaccurate, that statement you are 
repeating to yourself is only adding 
to your anxiety.

Instead, keep the voice in your 
head to something more positive. 
Examples include: “This may be 
hard, but I will eventually get a job I 
want!” or “I have done what I can do, 
and I have no regrets!”

If you find that staying upbeat 
gets tiring after a while, consider 
meditation to remain focused and 
well-rested. This will help you keep 
dark thoughts at bay.

You may find yourself going through 
all kinds of highs and lows during 
your job hunt, whether it is finally 
landing your dream job or getting 
lost – figuratively and literally – on 
the day of your interview. You will 
even build skills like resilience and 
discover things about yourself that 
you never knew before.

But above all, remember that 
this is a journey, not a race. You 
will emerge from it having learned 
and grown from all the experiences 
you had along the way, one way or 
another. So take a step back every 
once in a while, enjoy the ride, and 
trust that everything will be all right 
in the end so long as you keep your 
eye on the prize. 

Have a few 
practice 
interviews

Look after 
yourself

Learn to enjoy 
the journey
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To Be or Not to Be a 
Graduate Intern?

Before taking up that graduate internship, take some time to reflect on these pros and cons.

If you missed the chance to complete an 
internship while you were still in school, 
or are still unsure about where you 

should go after graduation, a graduate 
internship could be for you.

After all, completing a graduate 
internship in the company or industry 
you hope to launch your career in is 
a valid strategy for working towards a 
permanent position. Not only that, but it 
is also an excellent chance for you to pick 
up new skills and realign your career goals 
– especially if you are looking to enter a 
sector you have no experience in.

However, before you decide to take 
this step, make sure you consider these 
pros and cons!

Why you should do it

1. To get your foot in the door

An internship can be used as part of 
a long-term strategy to get into the 
company you want to work in – apply 
as a graduate intern and give the 
role your all to make an exceptional 
impression with your employer. If 
your manager likes you, you may get 
an offer for a full-time position at the 
end!

But even if it does not work out, 
the experience will still look great 
on your resume, and you can use 
it as a stepping stone to explore 
opportunities with other firms in the 
same industry.

2. To expand your professional 
network

Take this golden opportunity to grow 
your professional network. During 
an internship, you will get to work 
alongside professionals in the industry 
you are interested in, and you might 
even get the chance to get to know 
them personally. This can benefit you 
in the future!

Put the best version of yourself 
forward during company or office 
events; someone you have introduced 
yourself to may be looking for a 
person to fill a full-time role in their 
department – you never know! Get 
yourself on the radar and leave a 
positive lasting impression. 

3. To get insider insights

If you are still trying to figure out 
which roles in the industry match 
your personality and skills the best, a 
graduate internship can be very useful 
for gaining valuable insights.

It is also a great way to learn about 
the inner workings of the organisation 
and grasp what is expected of the 
different roles there.

As an intern, you can leverage on 
resources available and speak to your 
assigned mentor or manager to learn 
more about the sector and business. 
This can go a long way in helping you 
make an informed decision regarding 
your planned career path.

4. To bulk up your resume

If you did not spend enough time on 
extracurricular activities or gathering 
other work experience that can help 
reinforce your resume with relevant 
points while you were still in school, 
it is not too late to start after you 
graduate.

An internship is the perfect way to 
develop the required skills and gain 
the necessary experience to make 
your resume attractive to recruiters. 
As the saying goes, it is better to be 
late than never!

PROS
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Things to consider

1. The pay

It is no secret that as an intern, you 
will be paid significantly less than 
your peers who hold permanent jobs. 
So if you have significant financial 
obligations, it may not be a good idea 
to pursue one.

However, if you truly need the 
additional experience, do not let this 
discourage you. After all, it is a good 
investment in your future career!

2. The role

It is unlikely for your role as an intern 
to be as focused and specific as that 
of a graduate recruit on a training 
programme. Instead, you will be 
given a variety of tasks that seem 
insignificant, and you may find it 
difficult to develop key industry skills.

On the other hand, you can use 
this as an opportunity to showcase 
your initiative by asking for higher-
level responsibilities that will also help 
you grow professionally. More than 
that, it can improve your chances of 
being offered a permanent role at the 
company. 

CONS
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Is Freelancing for You?

Whether you want to go into freelancing full-time or you are looking to tide yourself over until the pandemic 
and recession ends, here are some realities of being a freelancer.

It might have been an idea you have 
been toying for years now, or even a 
blurry, half-baked solution you have 

come up with as a response to the global 
coronavirus outbreak and subsequent 
recession. You want to go beyond the 
usual 9-to-5 grind. The challenge and the 
thrill call to you. You want to spread your 
wings and fly.

Starting off

The basics

Before even stepping onto the 
freelancing path, check if you 
have these characteristics and 
recognise that you may have 
to completely revamp your 
present lifestyle.

If you ticked off all the checkboxes and are still thinking of the 
freedom you can have to set your own hours, take a look at what 
the reality of freelancing really is:
• Freelancers do not always have financial security, and benefits 
are almost non-existent. Evenings with friends and family will be 
sacrificed, and constant work to beat out the competition may 
lead to you camping out at home, all day, every day. You might 
even muttering “Social distancing is my friend” to yourself one 
day.
• You will need to pour in a lot of dedication and then some 
when you start looking for gigs. Ideally, you should network and 
self-promote until everyone knows who you are and what you do, 
and no more introductions are needed.
• If you are looking to freelancing to supplement your income, 
your gigs will translate to finishing up your work or studies for the 
day...and continuing to work at night.
• You are everything: Account manager, human resources, CEO, 
CFO, CTO. You name it, you are it.

Are you curious?

How reliable are you?

Do you like to hustle?

You want to be a 
freelancer.

?
?
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Constant learning Is this the end?

Finances

Make a choice and excel

Work to live or live to work?

The moment you step into the freelance world, the 
first thing you will notice is that you do not know 
everything you should about your area of work. That 
is all right, though. Just keep learning.

But also remember that continuous development 
is crucial if you want to keep an edge over others and 
keep up with the competition, and knowledge can 
also come from additional research or experience.

Well, no. Although it sounds like a whole lot of 
disadvantages have just been dumped on your 
head, the reverse is true as well. There are many 
advantages in freelancing you will come across. Here 
are some:
• You can work wherever you want, whether on 
staycation in Sentosa or from the comfort of your 
own bed
• You are your own boss, from working at your own 
pace to planning your own schedules
• You can pick and choose who you want to work with
• Running your own finances means that you will 
pick up a solid understanding of it

You will have to handle them all finances matter 
yourself, ranging from daily expenses to monthly 
utilities. Your taxes will not pay themselves either, so 
you will have to learn how to deal with all these.

You will also have to come up with your own 
financial plan and targets to figure out what your 
expenses are and how much you need to live 
comfortably. Whatever your reasons are to be a freelancer, even 

if it is not your first-choice career, embrace it and 
give it your best! You will never know until you try, it 
could end up being your dream job! But even if it is a 
short-term solution until the job economy improves, 
chances are you will gain very valuable experiences 
and skill sets from this stint. 

Clients can come and go very quickly, so you will have 
to keep up a steady stream of income to save for a 
rainy day.

Aim for at least two steady or high-paying jobs 
and a few other gigs. But with so many clients and 
jobs, prepare to forego 40-hour weeks – your hours 
may even hit 70.

?

?
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Alternate Career Paths

Exploring different options is vital to eventually finding the perfect role for yourself, so do not be afraid 
to pluck up the courage to play the field when it comes to your career.

Have you ever wondered if there 
are other career options you 
can explore? Overseas exposure 

is still viable, although the pandemic 
means that many countries are not able 
to accept many travellers at the moment. 

How about being your own boss? 
If that appeals to you, you have the 
opportunity to plan your own work 
schedule and pick only the work you want 
to do.

Transitioning to the working world can 
be stressful, but even as you navigate your 
way, remember that it is all right to break 
the mould and explore other options that 
may better fit you and your aspirations. 
Here are some alternative pathways you 
can keep in mind.

Work overseas

Why you should go for it

• You can pick up and hone skills that 
are useful and increasingly valued in 
today’s globalised world, such as an 
international outlook and adaptability
• You will have the opportunity to 
meet and work with people from 
diverse backgrounds and develop an 
international professional network, 
something which will come in handy 
the further you progress in your career 
 
What you should consider
Location: It is vital that you consider 
the country you will be moving to. 
Are they accepting foreign travel 
at the moment? What are their 
procedures when you land? Think 
about the distance from home too. 
While this may break the deal for 
some – especially if you plan to shuttle 
home often over the duration of your 
employment – others may actually 
want the distance.

Another aspect you should reflect 
on is the country’s culture. No matter 
where you decide to go, there will 
be different cultures and business 
practices. The good thing, however, is 

that this can help you develop open-
mindedness and the ability to adapt 
to diverse environments – traits you 
can bring up and talk about with your 
future employers in job interviews.
Visa/work permits: Make sure to ask 
prospective employers if they provide 
the necessary visas or permits you 
need to legally work in the country 
they are located in.

As a prospective expatriate, you 
will find immigration procedures to be 
a taxing and complex process, so it is 
important to find out if employers are 
at least able to give you the support 
and guidance you will need to get 
through.
Cost of living: Living costs vary from 
country to country, so it is important 
that you conduct thorough research 
on day-to-day expenses such as 
food, transport, accommodation and 
utilities.

But make sure to keep in mind 
that exchange rates also fluctuate, 
particularly if you will be transferring 
money regularly across countries. 
Consider these factors and assess if 
your pay would be able to sustain such 
costs.

If you cannot find anything that suits you in the local job market, there is no harm 
in turning your gaze to opportunities abroad, even during this time. On top of 
that, graduates with a good command of English are highly sought-after in the 
international market.

With plenty of English-speaking countries and international companies in 
non-English speaking nations to choose from, your options are unlimited.
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Be your own boss

Why you should go for it

• You will have the freedom and 
flexibility to work at your own pace.
• You will be able to pick up and 
hone essential business skills, much 
like bookkeeping, collecting debts, 
marketing and filing tax returns.

What you should consider

Risks: All entrepreneurs face the same 
risks with uncertain market conditions 
and financial struggles, especially 
when working within tight budgets. 
As a result, a lack of funds and 
market volatility can make it difficult 
for a business to run smoothly and 
effectively.

This drives home the importance of 
having a good and effective business 
plan, and conducting thorough 
research before taking the plunge to 
becoming an entrepreneur.

Attitude: Resilience and determination 
are two of the most important 
qualities you will need in the face of 
building your business.

If you do not have the attitude 
to remain upbeat and positive 
throughout, this may not be the path 
for you.
Network: Before you choose to 
walk down this career path, it is a 
good idea to understand the level of 
commitment needed.

One way to gauge this is to get 
in touch with other entrepreneurs, 
including those who have succeeded or 
failed. Their experience and advice will 
give you valuable insights and help you 
decide if you are cut out to  become a 
successful business owner. 

Although it is common for graduates to work in an industry for a few years before 
striking out on their own, you can think about starting your own company while 
you are still in school if you have something workable.

If you need advice and funding, SPRING Singapore’s entrepreneurship page is 
a good place to begin. There are also other useful links to organisations like the 
Action Community for Entrepreneurship (ACE).
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You can travel purely for the cultural 
experience and global exposure, 
or you can combine travel with 
voluntary or paid work experience. 
Specialist organisations can help 
you arrange either paid or voluntary 
experience in advance, or you just 
figure things out as you go along.

Travelling can also serve as a 
crash course in finance; you will be 
forced to learn how to budget and 
manage your money.

Not only that, but being on the 
go all the time will drive you out of 
your comfort zone and push you 
to fend for yourself – and you can 
highlight these skills and experience 
in your future job applications.

Of course, this option is only 
possible if the country you are 
aiming to travel to are accepting 
tourists.

You can find opportunities both 
locally and overseas, and these can 
range from working with your local 
social work organisations to global 
entities.

But one of the biggest benefits of 
volunteering is the contacts you will 
make; you may even be surprised by 
the people you run into. Moreover, 
the connections you make with 
fellow volunteers and supervisors 
may come in handy when you begin 
job hunting.

On top of all that, in some cases, 
voluntary work can be sold in your 
resume as professional experience, 
depending on the nature of the 
work and the skills the role requires.

There is also the option to gain new 
skills or brush up on existing ones. 
Learning a new language is a popular 
choice, as are IT-related courses 
much like applications development 
and web design.

While this may only appeal to 
graduates who are looking to be 
more competitive in the job market, 
having a new skill under your belt 
will not only impress employers, but 
can also help you meet the technical 
requirements for a position you are 
interested in. 

What Else Can You Do?

Maybe you do not feel ready to enter the working world, or maybe you simply have not found a job yet. 
What other options are there?

Travel Voluntary work

Is it for me?

Short courses

Time out
Taking some “time out” – or a “gap year” – after your studies is a common route for many graduates in the West, but is now becoming 
increasingly popular here in Asia.

There are many great opportunities during a gap year to boost your confidence and experience, all while improving your resume 
in the process. Most tend to fall into one of the following areas:

Yes

• Your gap year may help you work out 
what you want to do
• It will give you the experience you need 
to find a job
• It will help you develop career 
management skills, such as adaptability, 
flexibility and problem-solving

No

• You may find yourself out of sync with 
the recruitment cycle when you return 
from your travels
• You are worried about competing with 
new graduates after your time out
• You are only doing it in the hope that 
the economic situation will improve while 
you are pursuing other things
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The content of your course should 
align with your motivations 
for pursuing a postgraduate 
qualification. If you are looking to 
add value to your undergraduate 
qualification for a specific career 
field, consider the relevance of the 
course’s content to the industry you 
aim to work in.

You will also have to consider the 
mode of study – universities typically 
offer a choice between full-time and 
part-time courses. Part-time study 
usually allows you to spread the cost 
of the course as well as balance work 
and study simultaneously. However, 
the level of your engagement with a 
part-time course will not be as high 
as that of a full-time one.

Finding a source of funds is the 
most difficult hurdle for most 
postgraduate students. If your 
parents are willing to help you out, 
then good for you! If not, a bank 
loan may be a viable option.

However, if you have 
already taken up a loan for your 
undergraduate studies, you may 
need to seriously consider if you 
want to add on to that debt – or if 
you even qualify for the additional 
loan.

Alternatively, you can take the 
course on a part-time basis and work 
a full-time job to service the tuition 
fees.

Also, do not limit yourself to 
just a Master or PhD! If pursuing 
a postgraduate degree seems like 
overkill, you can always consider 
making the transition to your 
desired career sector through a 
postgraduate conversion course 
instead.

Yes

• The course will 
add value to your 
undergraduate 
degree
• It will make you more employable 
in your own area
• A conversion course will qualify 
you for a different area of work

No

• You are doing 
it purely for future 
salary benefits; most 
employers do not pay candidates 
with postgraduate qualifications 
with no prior work experience more, 
except in a specialised field.
• You are doing this because you 
are not sure about what career path 
to pursue and want more time to 
figure things out 

The content and 
mode of study

Funding Is it for me?

Postgraduate studies
A postgraduate qualification may improve your career prospects, but you will need to consider your options carefully. Postgraduate 
study is both time-consuming and costly, so make sure you are clear about your reasons for pursuing further education instead of 
jumping in prematurely.

Seek out good advice. Prepare a shortlist of courses you are considering and then book an appointment with an advisor at your 
career services centre: A career advisor can help you work through the key considerations involved and give you advice on preparing 
a strong application.
 
When choosing a course, you will need to consider:



H132200A_CAG Recruitment Branding_Lets Create KV_190Wx270Hmm R4 HR.pdf   1   26/11/19   11:10 am Sherline_HTGH2021_SFP_2.pdf   1   16/11/2020   11:46 AM

BUILD A FUTURE-PROOF CAREER WITH AIA

PD_380 x 270 Spread_V4.2.pdf   2   12/11/20   11:35 AM



Be clear on the specific 
position you are 

applying for, explain why 
it is of interest to you 

and convince the hiring 
manager that you are a 

good fit.

Crafting Fruitful Job Applications

“

“
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Baby Steps to  
Your Dream Job

Drawing up a plan ahead of time is key to hitting the ground running when applying for jobs after graduation.

When you try to craft a dozen 
well-thought-out applications 
for prospective employers 

while also submitting assignments on 
time, do you find yourself all over the 
place?

It is not surprising if you do. Balancing 
your time in school and planning ahead 
for your career is no easy feat, but it is not 
impossible to achieve.

So instead of running everywhere all 
at once, start with a solid plan of action 
– though you will still need to put in 
the effort to follow through – to better 
manage your time and priorities to reach 
your goals.

Here are some things you should put 
into your action plan to better prepare 
yourself when it comes to creating job 
applications.

Prepare an “All-About-
Me” document

An All-About-Me document consists 
of a simple, useful document that 
holds information about you. The 
concept is more like an idea bank – 
a place you can revisit after crafting 
your resume and cover letters. Even 
better, there is no need to kick up 
a fuss about making this document 
pleasing to the eye – it is for your 
reference only. You can even keep it 
unformatted if you like!

Here are some things you should 
jot down on this document:
• Your skills (both technical and soft)
• Your qualifications and grades
• Your experiences (both 

professional and extracurricular)
• Your school and/or personal 

projects
• Your career goals
• Any other skills and courses taken up
• Your volunteer experience, if you 

have any
It is best to review this document 

every few weeks to keep your details 
up to date.

Update often 

Never stop polishing your various 
forms of written applications 
so you will not be left panicking 
when the time comes to submit 
them. Although many often leave 
applications to the last minute, if you 
rush through, you are not very likely 
to shine!

If you have 10 minutes:

• Make a priority list
• Read over your All-About-Me 
document; you may have something 
new to add

If you have 20 minutes:

• Update your resume with your 
All-About-Me document right next 
to you
• Proofread and fine-tune an 
existing application if you have 
already started on one
• Start with employer research, 
which will be useful at the application 
stage, and will also help later when 
you get called in for an interview. 
Take note that it is reasonable 
enough to start with employers who 
provide the most information about 
themselves

STEP 1

How do I use it?

For a basic application template:
• Add in your qualifications, grades 
and work experience
For customised applications:
• Add in experiences that are 
relevant to the job applied
• Emphasise the points in your 
document that will highlight your 
strengths

STEP 2
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Be positive and keep 
applying

Remain upbeat when applying for 
jobs as you standing a very high 
chance of facing rejection – you are 
not the only one applying! Do your 
best in any interview session, and 
remember there is no need to feel 
disappointed if it is not followed by 
an offer letter.

Keep in mind that at the end of 
the day, you will be able to get a job 
that will suit your personality and 
skill set!

Get a foot in

It can be frustrating if you do not 
get an offer letter from your desired 
company, but if another job in the 
same industry comes your way – 
perhaps from a company or for a 
position you are not particularly 
enthusiastic about – what do you 
do? Gaining experience is definitely 
high on the priority list, but at the 
same time, nothing about the job 
might actually be your cup of tea.

One solution to this is to take 
the offer that comes your way. As 
difficult as it may sound, it is not so 
bad when you realise that you will be 
able to pick up or hone skills.

For instance, if you have applied 
for a business development position 
but end up getting a marketing role, 
grab it! You will not only pick up 
tech-savvy skills such as creating 
online marketing brochures to sell a 
particular product, but you will also 
have the opportunity to build your 
network, something which can come 
in useful later in your career. 

If you have 30 minutes:

• Draft a cover letter, and try not to 
copy a generic template – employers 
can spot these letters a mile away. 
Write a new one for each position, 
and your application will be received 
positively
• Take time to read up about your 
chosen career sector in the news. 
Understanding more about an 
industry will help you get the hang 
of tailoring your applications to fit a 
desired position
• Use the time to thoroughly 
proofread your resume as well

If you have an hour: 

• Visit your career services centre 
and attend a session with your 
advisor that can help you increase 
your employability
• Begin an application from scratch. 
If you do not have the time to finish 
it, save it to complete later. Try not 
to rush through it as you will likely 
end up making mistakes or forgetting 
something important

STEP 3 STEP 4
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Perfect Pitch

Good, concise English is the key to getting your message quickly across to recruiters.

Using long words and business 
jargon is the way to impress 
employers, right? Wrong.

If anything, being simple and direct 
is the best way to write a resume, cover 
letter, or even fill in an application form.

It is absolutely possible to be formal 
and professional without using fancy 
flourishes, and someone who has this 
kind of control over their writing is always 
going to impress employers with their skill 
in communication rather than those who 
do not.

Simple but clear
Use simple English so that your 
audience can read, understand and 
act upon your message with just 
a single reading. You only get one 
chance to make your point because 
yours is not the only application in 
a recruiter’s inbox – so remember 
to make the most of it.

Do

Do not

Use headers  
and bullet points

Format your resume in such a 
way that it is more readable and 
direct.

E.g. Tasks as team leader 
included (but not limited to):
• Leading a team of eight 

teammates
• Overseeing two projects at 

the same time
• Prioritising overlapping tasks
• Reporting to the finance 

department

 Write long 
paragraphs and 
sentences

Refrain from cramming too 
much information into one long 
paragraph.

E.g. My tasks as a team 
leader included leading a team 
of eight teammates, overseeing 
two projects at the same 
time, prioritising overlapping 
tasks, reporting to the finance 
department and much more.

Keep it  
short

Write short sentences. A way to 
do so is to check if cutting out 
a word affects the logic of the 
sentence. If it does not, cut it.

E.g. I am a team player 
with leadership capabilities. 
My experience as team leader 
allowed me to work alongside 
my teammates and hone my 
leadership skills.

Be  
long-winded

Avoid overusing conjunctions 
such as “and”, “that”, “as”, “so”, 
etc. Also, take note to exclude 
unnecessary descriptions and 
adjectives.

E.g. I am a team player as 
well as a great leader and this 
is evident in my role as a team 
leader that allowed me to work 
alongside inspiring, hardworking 
and cooperative teammates.



CRAFTING FRUITFUL JOB APPLICATIONS

 directory 2021  | 43 

Be  
active

Keep it simple by sticking to the 
active clause.

E.g. As a team leader, I managed 
many tasks.

Use a  
passive voice

Avoid writing sentences in 
passive form – you will come out 
sounding robot-like rather than 
authoritative.

E.g. As a team leader, I 
faced many tasks that had to be 
managed.

Be 
direct

Replace unnecessarily long 
phrases and fancy flourishes with 
more direct words.

E.g.:
• Within the workplace →  

at work
• At this point in time → now
• In addition to the 

aforementioned → also

Pad 
 

Take out fancy phrases that can 
be replaced with single words.

Checklist
Before sending in your resume and 
cover letter, check the following 
points. Do they fulfil each and every 
one of them?

Is the layout clear and 
easy to follow?

Do the headings stand 
out?

Are your sentences 
concise?

Does the content 
have a straightforward 
objective?

Are your points clear-
cut?

Have you used short, 
concrete and familiar 
words instead of long, 
complex words?

Is the content free 
from spelling and 
grammatical errors?

Are bulleted lists used 
where appropriate?

Is the tone suitable 
for addressing an 
employer? 
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Honing Your  
Elevator Pitch

How do you make a good first impression in seconds?

Imagine trying to answer questions 
such as “What do you do?” and “What 
is your background?” in less than a 

minute – while giving an outstanding 
impression of yourself.

This is the premise the elevator pitch 
relies on. Most commonly associated with 
entrepreneurs, elevator pitches can be 
used anywhere and everywhere.

But formal events such as career 
fairs, networking sessions and interviews 
are where elevator pitches have the 
potential to be particularly effective, 
mostly because it presents you as a 
focused person unafraid of outlining your 
strengths. This might just be the edge you 
need to stand out from the crowd.

Take note:

If you think an elevator pitch is 
the same as a sales pitch, you 
are wrong.

An elevator pitch is designed 
to allow you to sell yourself 
to prospective employers in a 
short time while a sales pitch 
is a spoken description about a 
product or item you are trying 
to sell. Understand the two and 
get to know the difference.

60 seconds

A good pitch usually lasts around 
60 seconds – a minute – but 
keep in mind that you should 
not rush through and cram in 
as many words as possible in 
that time. Instead, choose your 
words carefully before including 
them in the pitch, and practise!

Summarise yourself
How do you summarise yourself when 
such a question is suddenly thrown at 
you? Many are left hesitant when they are 
given the spotlight and the opportunity to 
talk about themselves.

Before you start working on your 
pitch, come up with a rough idea of the 
kind of topic you want to talk about.

For instance, if you are interested in an 
engineering position, your theme should 
revolve around technical and numeral 
abilities as well as the current trends on 
Artificial Intelligence (AI) or robotics.

Focus your topic on your modules 
studied in the classroom, your thesis if 
you had one, or even your internship and 
work experience, if any. Recruiters are 
very invested in your learning takeaways 
and hobbies related to the work you 
do. As such, about three-quarters of 
your pitch should be dedicated to your 
academic background and work and 
internship experience.

Remember to not pack all your points 
into a vague statement like the institution 
you studied in and where you completed 
your internship or worked! Rather, create 
a sentence or two about yourself and 
your background before elaborating on 
a few experiences – either personal or 
professional – to tell recruiters a little bit 
more about yourself.
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Some key elements:

• Keep it brief but detailed.
• Make it as clear and concise 

as possible.
• Be natural.
• Add quick anecdotes.
• Rehearse and practise.
• Adapt and customise your 

pitch according to the 
audience and occasion. 

Be brief but not boastful – your pitch is 
like a teaser. Although the person you are 
speaking to knows nothing about you, you 
are not looking to tell them everything in 
a minute or less; you are looking to pique 
their interest in you as simply and clearly 
as possible.

It is also important to portray an image 
of a competent jobseeker, so clarify your 
goals and what you are looking for in a 
certain company.

Practice makes perfect
One of the biggest factors in mastering a 
successful job pitch is how much practice 
you are willing to put into it.

Practise talking to yourself before you 
go to bed, or during your lunch breaks if 
you have the time, and hear yourself out. 
Are you still stammering when you talk? If 
the answer is yes, go through your pitch 
again, and refer to a script if you have to.

It is always better to find someone 
who is willing to help you identify errors 
and issues with your flow, so continue 
practising until you sound natural and 
not rehearsed. You could ask a friend or 
volunteer if they can simulate potential 
situations so you can practise and 
improvise if the situation ever calls for it.
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Standing Out  
with Your Resume

With so many other job applicants out there vying for limited roles, how can you ensure your resume stands out?

1. Customise your 
resume for each 
application
You need to catch a recruiter’s 
attention from the very beginning 
of your resume and reel them in 
as it goes along, so be sincere and 
genuine in each tailored document 
sent out instead of sending the 
same version out over and over 
again. Understand what each 
company is looking for and think 
about what you have that would 
meet their needs and make you the 
best candidate.

At the top of your resume, 
you can indicate your career 
objectives, a key summary of your 
skill sets, or both. One of the best 
ways to customise your resume is 
to ensure your career objectives 
and summary of skill sets are set 
according to what the company 
needs so that it is more relevant 
and targeted.

2. Highlight your 
skill sets and areas 
of expertise
Hiring managers do not have the 
time to look through what you did 
in your previous position in detail, 
but they do shortlist resumes 
based on specific skill sets. So if you 
do not have the summary of your 
skill sets at the top of your resume, 
be sure to write a line or two at 
the start of each work experience 
to summarise the core skill sets in 
each position.

For instance, if you are applying 
for a business development 
position, use a line or two to 
highlight some key skills such as 
business analysis, communication 
and client management.

On the other hand, if you are 
looking at the role of a talent 
acquisition specialist, then the 
relevant areas of expertise would 
be recruiting talents, conducting 
talent assessments and managing 
employee profiles.

3. Add relevant 
experiences and/or 
valuable skill sets
Do not limit your experiences to 
just work-related matters. Any 
short projects you have worked 
on or beneficial courses you have 
attended can be listed down as 
well.

These gigs may not necessarily 
relate to your course of study, but 
they do relate to other sectors 
such as volunteering, poverty 
alleviation, communication and 
even cross-culture fluency.

On a similar note, a part-time 
job in a service industry or teaching 
role can indicate your willingness 
to serve and cater to the needs 
of clients, including managing 
others’ expectations, something 
which is important for any young 
professional.
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4. Show the 
numbers
Impact can be measured in 
numbers and later elaborated on 
in detail. Think of the difference 
you made in previous companies 
as either an employee or intern, 
or how you have grown through 
each and every academic and 
professional experience.

If you helped expand a client 
pool in your previous role, state 
how many clients you brought 
on board within a specific time 
period in numbers. Similarly, if you 
tutored students part-time, you 
can indicate how you helped your 
students grow in terms of specific 
areas, such as encouraging them to 
read more.

This lets the employer know 
that you are both a doer and a 
thinker, and that you are a self-
starter willing to come up with 
your own strategies.

6. Time your 
submissions
Last but certainly not least, 
remember that time is precious. 
Try not to wait till the last minute 
to submit your job application! 
You need time to proofread your 
resume, and some companies may 
occasionally bring their deadlines 
forward due to overwhelming 
responses.

5. Showcase your 
strengths and 
interests
Here is where you can really make 
yourself stand out among other 
candidates – what are some of your 
unique skills and areas of interests 
that can help you professionally 
and allow you to contribute to the 
company?

These strengths and interests 
can range from your mastery of 
a second or third language to 
your interest and knowledge of a 
specific geographic market. When 
you include this information in your 
resume, you help your prospective 
employer get to know you better 
and draw them into thinking about 
how else they can further tap on 
your talents.

IT and technology skills are 
greatly valued these days, so if 
you have a keen interest in coding 
or programming, take up online 
courses to further your interest 
– and do not forget to state 
the certificates which you have 
attained.

Apart from highlighting your 
educational and extracurricular 
awards, achievements and 
leadership qualities, briefly include 
your personal interests at the end 
of your resume too.

Participation in team sports 
is of particular interest to 
employers as it indicates a high 
measure for success in a corporate 
environment. An ability to play a 
musical instrument goes the same 
way; it demonstrates your focus 
and discipline.

First impressions may not be 
everything, but they definitely 
do make a difference. Likewise, 
submitting a top-notch resume will 
help you stand out! 
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CAREER OBJECTIVE
To develop and engineer alternative and cost-effective solutions that benefit existent company products.

SKILL SET SUMMARY
Able to work effectively under pressure, commercial awareness, interpersonal skills and problem-solving skills.

EDUCATION
Singapore University                          Aug 2018 – present
• Bachelor of Engineering (Electrical Engineering), Honours
• Graduating GPA: 3.7 
• Expected date of graduation: May 2021

RELEVANT PROFESSIONAL EXPERIENCE
Research Assistant, Fibre Optics Lab, Singapore University                               Aug – Dec 2019
• Assisted on research into power fibre laser systems and their practical industrial applications.
• Set up, maintained, and catalogued equipment used in research experiments.
• Coded programme to filter and analyse gathered data, in order to assist with interpretation of research findings. 

Future Electronics Singapore, Intern                                       May – July 2020
• Actively sourced for potential Original Equipment Manufacturer (OEM) suppliers of key components in Malaysia.
• Identified more cost-effective alternatives to key components used in company products. Theoretically reduced production 

costs by 5% as a result.
• Communicated directly with senior management during the sourcing process and submitted report of findings to them.

OTHER EXPERIENCE
Two Geeks, Raffles Square store, Sales Representative                           May – July 2019
• Successfully promoted digital products and was awarded “Best Sales Person” within first month on the job for exceeding 

sales target by 15%. 
• Assisted customers with relevant queries on hardware and software products.
• Reconciled cash at daily close of business.  

CO-CURRICULAR ACTIVITIES
Chairman, Public Relations, Engineering Society                            Aug 2020 – Aug 2020
• Led a group of eight committee members to publicise club events, which successfully increased club membership by 20%.
• Encouraged club members to actively participate and help out in club events.

Soccer Team Captain, Singapore University                                 Jan 2019 – Present
• Currently playing on university team’s first division. Led team to win the inter-university Lion Cup in 2017.
• Responsible for selecting and motivating team members, and organising and conducting bi-weekly training sessions.
• Liaised with team captains at other universities to coordinate practice matches.

ADDITIONAL INFORMATION
• Proficient in Microsoft Office, Java, and C/C++ programming.
• Languages: Fluent in English and Mandarin (both spoken and written)
• Enjoys outdoor sports, particularly soccer and ultimate frisbee. 
• Regularly participates in volunteer work.

REFERENCES

JONATHAN WONG
Mobile: 8765 8903

E-mail: jonathan.wong@gmail.com

Dr Edwin Wong 
Senior Lecturer 
Faculty of Engineering, Singapore University 
Tel: 9085 6721  
Email: edwin.wong@su.edu.sg 

Mr Thomas Kumar 
Operations Manager, 
Future Electronics Singapore 
Tel: 9983 7832
Email: kumar.thomas@future-e.com 

Sample resume
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Refining Your  
Resume Further

Successful job applications lie in customising your resume to suit each role you are applying for. 

The saying “You reap what 
you sow” is very applicable 
when it comes to job 

applications, pun intended. So do 
not underestimate the importance 
of tailoring each resume you send 
out.

Tweak your resume strategically 
for each application so that it is 
directed and relevant to the role 
in question, thus increasing your 
chances of being shortlisted for 
the next round of the recruitment 
process!

1

2

Job descriptions for roles tend to contain 
keywords that encompasses desired 
qualities and skill sets. So your resume 
would need to show that you have 
the necessary academic qualifications, 
personality traits and professional 
experiences – whether from part-time 
jobs or internships – to fit the role.

So hook and reel in the recruiter with 
your resume at first glance by including 
keywords from the job description!

Before you begin jotting down your 
academic and work experience in your 
resume, include one to three lines of your 
career objective at the very top to create 
a touch of magic.

Akin to sprinkling some fairy dust all 
over your resume, making your career 
goals and areas of expertise known 
immediately may just be the impetus 
recruiters need to read on.

Moreover, recruiters and hiring 
managers often have to wade through 
thick stacks of resumes for any one 
position, so take the initiative to also 
make their lives easier by adding a clearly-
written career objective that shows why 
you are exactly what the company needs.

Take keywords from 
the job description

Work your magic 
on your career 
objective



CRAFTING FRUITFUL JOB APPLICATIONS

 directory 2021  | 51 

3 5

4 6

There is no need to be afraid of showing off 
your skills and experience in your resume; 
it will not exactly come across as bragging 
if you are merely stating your skills and 
experience. Keep in mind that employers 
are always keeping an eye out for talented 
candidates and award winners who have 
made their mark in any field.

Include all noteworthy achievements, 
skills and experiences so that you can get 
a chance to talk about them during the 
interview if you are called in. Let your 
awards and experiences be the shining 
leads in your resume!

On top of professional and academic 
pursuits, every new hire comes with 
their own personal passions and interests 
that usually influence his or her career 
performance. So if you have a calling 
for a particular role or feel a connection 
to it, show this clearly in your resume; 
employers want to know if your personal 
values are aligned to the company’s 
mission and vision.

For instance, non-profit organisations 
will keep a look out for candidates with 
voluntary experience as it speaks of their 
personal inclination to social causes.

Recruiters and hiring managers have a 
marked preference for candidates with 
training and experiences relevant to the 
position they have posted. So take a shot 
at maximising your chances of getting an 
interview by stating your exposure in the 
areas of work you are applying for.

For instance, if you are a fresh 
graduate applying for a role in business 
development, make sure you include any 
experience you have that shows your 
interpersonal skills and resourcefulness in 
your resume.

This can range from leading a sports 
team to achieving goals set out, securing 
a grant for a final-year project, or even 
receiving compliments from customers 
over the course of a part-time job.

Last but not least, clean up any clutter in 
your resume. Leave out any information 
not related to the role you are gunning 
for, and ensure each fact and detail 
mentioned is highly relevant. 

Show off
Show why you are 
meant to be there

Play up your 
experiences and 
transferrable skills

Trim the fat
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Cover Letter Tips

Along with your resume, your cover letter gives recruiters their first impression of you. Here are some tips on 
how to craft a cover letter that can grant you the golden ticket to an interview.

A cover letter may not be 
strictly required for all 
applications, but it is a 

good-to-have document, and 
especially advantageous for a fresh 
graduate.

After all, a well-crafted cover 
letter can prove that you are 
sincere while also informing hiring 
managers of your strengths and 
suitability for the role.

Be succinct  
and specific

Demonstrate 
your competence

Show your 
enthusiasm

Do a  
thorough check

1 2

3

4

Be clear on the specific position you are 
applying for, explain why it is of interest to 
you and convince the hiring manager that 
you are a good fit.

The brief introduction of yourself at 
this point should also contain relevant 
experiences and interest in the job 
scope advertised, as well as your highest 
educational qualification.

You do not have to ramble on too 
much about your personality, detailed 
academic background and skills – these 
are already on your resume. Also, be sure 
to avoid describing yourself with words 
such as “passionate” or “ambitious”; 
these qualities are better exuded in 
person during the interview.

Read the job description as advertised 
and treat it like the holy grail. As such, 
your cover letter needs to address the 
selection criteria by highlighting relevant 
experiences. In the same vein, explain 
how your skills could be put to good use 
in the specific role.

For example, state how your keen 
interest in, and knowledge of, current 
affairs can help in a political risk advisory 
role where clients appreciate swift and 
actionable insights.

Spend some time doing comprehensive 
research about your potential employer. 
After that, use the information you 
have to mention specific aspects of the 
company operations and culture that 
appeal to you in the cover letter.

For example, if you have attended 
networking events organised by the firm 
or visited its booth at a career fair, you can 
mention it in your cover letter.

If you are in of contact with someone 
in the company whom you met through 
these events, you can mention his or her 
name. Showing your enthusiasm could 
score an advantage over other candidates.

Last but not least, take a break from your 
cover letter and check it again later. You 
are more likely to spot any mistakes with 
fresh eyes, so print it out and pore over it.

If this is the first time you are writing 
a cover letter, you may want to get 
someone with a strong command of the 
English language to help you proofread it.

You can also explore the option of 
using a spellchecker to prevent grammar 
mistakes as errors reveal a lack of 
attention to detail. Keep in mind that 
recruiters are on the lookout for effective 
communicators.
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Dear Mr Lim, 

I am writing to apply for the Programming Executive role with the Design 
Museum. My conversations with current employees at your networking session 
in June this year have reinforced my interest in the museum and cemented my 
belief that I have the expertise and skills that you are looking for. 

Through my three years of study at the School of Art, Design and Media at 
Singapore University, which included a 10-week professional attachment with 
Art and Design Outreach, I developed an understanding of creating impactful 
programmes for art and design institutions.

In addition, I underwent a 6-month internship at the Taylor Print Institute where 
I gained valuable experience in putting together a year-long public programme to 
attract different visitors through various platforms including online media. I also 
promoted the exhibitions and events to the press, and ensured live events ran 
smoothly and drew sufficient crowd sizes.

My resume is enclosed for your consideration. I am keen to discuss any 
opportunity in person and am available for an interview at any time. I look 
forward to hearing from you soon.

Yours sincerely,
Edwina Tong 

Sample cover letter
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When it comes to digging up more information about potential employers, good 
sources include:
• Online business directories
• Specialist business and trade publications
• Magazines and websites by professional associations
• Local publications that target your area of interest
• Newspapers

If you have access to your school’s careers services centre, it is worth looking 
through the information they have on local employers, as well as reports from 
alumni.

Remember, personal networks can be useful too! Friends, family members 
and their connections can all be good contacts to help you get your foot in the 
door.

Once you have your list of employers, you need to do your research. Suss out 
details about the company and get a feel for the kind of work they do. This 
will help you show a genuine interest in the employer and make a convincing 
speculative application.

The Art of the  
Speculative Application

If your speculative application starts with “Dear Sir/ Madam”, you might as well start it with the words 
“Please ignore this mail!”.

Do you know that nearly 70 per cent 
of all available openings are not 
advertised? This means that even 

in a recession, employers may still be 
open to speculative applications. Either 
way, there is a good chance that many 
employers will not actually know that 
they need you until you first put your foot 
in the door.

A speculative application is a quicker 
and more direct route. While submitting 
a speculative application (i.e. “applying 
on-spec”) does require plenty of research 
beforehand – which can be time-
consuming – you will at least end up with 
valuable insights!

On top of all that, you are more likely 
to know if you would be a good match 
for the organisation, which will give you 
the confidence you need if you get the 
opportunity to meet the employer for an 
interview. Here are some tips on breaking 
into the hidden market and how to apply 
on-spec like a pro!

1. Draw up a shortlist 
of employers

2. Prepare to apply 
speculatively
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Finding a named contact is the golden rule of making a speculative application, 
and “Dear Sir/Madam” or “To whom it may concern” letters have a high 
probability of being ignored.

It is easy to make a quick phone call to the company to ask for the name of 
the person who is responsible for recruiting, but be tactful about it. It is bad form 
to just go “Hi, what is the name of the person who does your hiring?” at the 
person who answers your call.

Instead, try to soften the tone by being honest, yet polite about your reason 
for calling with something like “Hello, I would like to apply for a position at your 
company, and was wondering who I should leave my resume with...”

Be clear about what you are looking for when getting into contact with employers. 
After all, it is not just about selling yourself. Taking a speculative approach can 
be a great way to:
• Find permanent, temporary or part-time vacancies, work experience, or work 

shadowing opportunities
• Arrange a time for a chat on the phone, a brief visit, or the opportunity to 

meet a recent graduate or employee of the organisation
• Learn which other employers in a similar industry may be hiring, even if the 

one you are contacting is not interested in having you on board

To improve your chances of success, follow up your speculative application with 
a phone call a few days after you send it in. Personal contact can create a good 
impression and make you more memorable.

Even if the employer cannot help with your main request, talking to them will 
be your chance to ask if there are any opportunities coming up. You can also find 
out how the organisation typically recruits, and where and when you should look 
out for their advertisements.

3. Make contact 
personally

4. Stay focused but 
open-minded

5. Follow up

Other reasons 
why you 
should apply 
speculatively

• You are trying to find work 
in a specialised or niche sector 
such as publishing, pet care, or 
creative media
• You are looking to work 
with a small and medium-sized 
enterprise (SME) or a start-
up. Most smaller companies 
typically do not allocate a lot 
of resources to recruitment 
and advertising, but may still 
need staff
• You missed the standard 
recruitment window 
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Tackling  
Online Applications

Online application forms work like precision tools for recruiters, allowing them 
to sift through candidates by using specific criteria.

An online application form 
can take one to three hours 
to complete, depending 

on the number of questions and 
what each company expects. Yes, 
one to three hours. They may be 
time-consuming, but they are also 
convenient and often employers’ 
preferred choice in this digital age.

This is because on top of 
uploading your resume and cover 
letter, these online forms also 
need you to answer a variety of 
questions with regards to your 
skills and motivations.

As each company has its own 
customised form, make sure that 
you do not just copy and paste the 
information from one document 
to another! Here are some tips on 
how to handle online applications 
effectively.

Show,  
do not just tell

Shine like a  
STAR

1 2

Back up your statements with examples 
or details to prove your point. If you 
just provide unsubstantiated one-liners, 
recruiters cannot assess you and likely will 
not invite you to an interview.

For example, do not just say “I gained 
commercial awareness through my 
internship”. Instead, talk about how you 
gained this knowledge and use a specific 
example for illustration.

When it comes to stating your 
motivations for applying for a particular 
role, make sure your write-up is succinct 
and impactful. Elaborate on the aspects of 
the job that appeal to you and state any 
related academic or work experience.

When filling in online application forms, 
use the STAR technique to keep your 
answers concise and to-the-point:
• Describe the Situation.
• Describe the Tasks involved.
• Describe the Actions you took.
• Describe the Results.

This technique is useful when writing 
about previous work experiences 
and demonstrating your skill sets and 
personality traits to show how well 
you fit the role. Do not be afraid to use 
subheadings and bullet points – it will 
make it easier for recruiters to read too!
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Start each  
answer afresh

Check,  
check, check

3 4

Do not copy over an answer you used 
on another form, no matter how similar 
the questions may seem. And even if you 
were to copy, you would have to tweak 
your answers strategically to fit the role 
you are applying for, anyway.

The biggest mistake you can make 
is to leave any traces or mention of the 
previous companies you have applied to 
when you are merely pasting the same 
answers for many different potential 
employers.

And, whatever you do, do not copy 
and paste information directly from the 
employer’s – or their competitors’ – 
websites! Company websites and social 
media pages may be useful research 
resources for your job hunt, but you 
should still digest and process the 
information at your own pace so that you 
develop an understanding of industry 
knowledge and prospective employers 
from your own unique perspective.

Many otherwise impressive applications 
are often let down by tiny errors, and 
unfortunately, not all forms allow you to 
save your responses to refer back and for 
checks.

To save yourself the heartache of lost 
answers in the event of browser issues 
or when Murphy’s Law comes into play, 
you can choose to draft your answers on 
a word-processing programme before 
keying them into the form.

You can also let your career advisor 
check your answers before the official 
submission. For questions that you are 
not providing answers for, leave an “NA” 
for “not applicable”. Check for spelling 
and grammatical errors, and ensure you 
have indicated your contact information 
correctly, especially for your email 
address and mobile number.

Lastly, keep a copy of each online 
application sent out for your own 
reference. You can even print out 
the completed forms to check before 
submission. You will also need to refer 
to your answers so that you know what 
to speak about if you are called for an 
interview. 
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Email with Elegance

When contacting recruiters, you should always use effective, simple and natural language to 
come off as tasteful, mature and graceful.

Use an appropriate  
email address

If you do not have a professional-
sounding email address hosted 
on a credible domain, it is time to 
create a new account. The new 
email address will need to contain 
your initials, either your surname 
or full name, and be free from 
references to your favourite puns, 
cartoons or games.

Check  
for errors

Do not just rely on autocorrect to 
spot your typos. Always re-read 
your email draft for grammatical 
mistakes and read it out loud, 
thinking from the recipient’s point 
of view.

Write a clear  
subject line

A good subject line states the 
purpose of the email with the 
recipient in mind. An ideal subject 
line will be “Application for (Role) 
– (Your Name)”. Make sure you do 
not have typos in the subject line 
as that will make a very bad first 
impression!

Address your email  
to the right person

You can find out online who you 
should address the email to, instead 
of stating “Dear Sir/Madam” or “To 
whom it may concern”.

Take note that the name of the 
hiring manager is often on the job 
description and hiring notice. If it is 
not, you can look it up on LinkedIn 
or the online directory of the 
organisation you are applying to.

Alternatively, you can also make 
a phone call to enquire about who 
you should be addressing the email 
to before sending it out.

Keep it brief and 
professional

Your email should be succinct 
and not lengthy. Avoid smileys, 
emojis and exclamation marks 
in your emails to recruiters and 
prospective managers even though 
you may be excited about applying 
for your dream job.

Keep the note brief, respectful 
and professional. Be sure to avoid 
using acronyms like “btw” and “fyi” 
as well.

1

5

2 3

4
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Follow up  
promptly

Besides replying to emails from 
prospective employers swiftly, you 
should send them a follow-up note 
if you have not heard from them 
within the stated period in which 
you are expecting a reply.

Similarly, you do not want 
to miss out on an interview 
opportunity or potential job offer 
just because you forgot to check 
your inbox!

Manage your email 
attachments effectively

Do not forget to enclose your 
attachments, whether they are 
your cover letter, resume or other 
documents requested for! When it 
comes to sending out a few large 
attachments, you can place them 
in a zip folder, or create links for 
downloads.

Craft an  
effective signature

Lastly, your email signature should 
contain a link to your LinkedIn 
profile or portfolio, if it is online. 
And do not forget to add your 
mobile number, especially for 
your first email to any professional 
contact!

76 8

To: hr@employer-123.com
From: john_lim_liwei@gmail.com

Subject: Application for Marketing Executive - John Lim

Dear Ms Tan,

I am interested in the marketing Executive position at Animal Welfare Company, as advertised on LinkedIn. I have a 6-month 
internship experience as a marketing Intern, and I am an active volunteer at the local animal shelter. My attached resume and 
cover leter outline my qualifications for the role. Thank you very much for your consideration. I hope to hear from you soon.

Yours sincerely,

John
+65 9812 0569
@john_lim_liwei 

Example
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Managing Your  
LinkedIn Profile

Your LinkedIn profile is more than your digital presence on the popular career networking portal – 
it can help you get closer to your dream job.

Decide what you 
want to achieve on 
LinkedIn

Exhibit  
desired  
skill sets

1 2

Before you come up with a battle plan, 
you need to know what is it that you are 
hoping to gain through LinkedIn. Are you 
looking to join a particular sector? Or are 
you looking to clinch a certain type of job 
role instead?

Check out profiles of individuals and 
companies in your interest areas to find 
out what skills are in demand and how 
the tone of your LinkedIn profile should 
be.

What are you trying to market 
yourself as? What roles do you want to be 
shortlisted for? Answer these questions 
first before coming up with the content 
for your LinkedIn bio.

Just like how an applicant tracking system 
works for job applications submitted, 
recruiters spot keywords on LinkedIn 
profiles to meet their hiring needs. 
Identify your current skill sets so that you 
can highlight them in your bio, the same 
way you would on your resume.

When you are on LinkedIn, you can 
browse around and take a leaf from 
industry professionals in your chosen field 
who have well-crafted profiles. If not, the 
descriptions of your dream jobs serve as 
good fodder.

Show what drives you along with 
what you can do. For instance, if a job 
posting for a UX designer calls for skills in 
collaboration, visual communication, user 
empathy, coding and interaction design, 
you can use “I am a team player driven 
to deliver the best user experience with 
beautiful and functional designs” as a 
headline in your profile.
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Highlight  
what makes  
you an asset

Translate  
your skills  
into value

Show  
recruiters  
what is next

3 4 5

Illustrate your experience with concrete 
examples and details in a succinct 
manner. For example, mention the exact 
number of sponsors you brought on-
board for your final-year project so as 
to demonstrate your negotiation and 
partnership management skills.

Do not forget to show how you stand 
out for the sector and job role you are 
applying for. For example, if you are 
looking at a commercial research role for 
a specific locale or demographic group, 
state your familiarity with trends within a 
particular market segment. 

Always take that extra step to prove 
the value of your knowledge in a 
professional setting and demonstrate 
how you contributed to the company you 
completed your internship at.

For example, do not leave out that you 
used search engine optimisation (SEO) in 
a digital marketing plan, which resulted in 
a 10 per cent growth in revenue.

Go beyond merely listing your mastery 
of skills, software and languages. Show 
how you applied the knowledge in a 
professional setting, such as how you 
used your command of a second or third 
language to gain insights into a regional 
market. 

Other than statements about yourself, 
do not leave out the most important 
information at the end – none other than 
a point of contact for potential employers, 
recruiters, clients, or anyone who wants 
to engage with you.

And do not forget to include a link to 
your portfolio if you have one online! 
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Making a Successful Crossing

Make sure you make 
informed decisions even 

as a fresh graduate 
when it comes to 

evaluating job offers and 
benefits packages.

“
“
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Counting Down  
to the Big Day

Your interview for your first proper job is here! Breaking down the run-up to the 
interview into a series of manageable chunks and actions can really help a lot.

One week before The night before

Start by getting the dress 
code right

Objective: Figure out how to look the 
part of an impressive candidate.

Your interview is a chance to show how 
you would fit in, and this includes your 
appearance.

Look on the recruiter’s website 
for clues about what the staff at the 
organisation consider to be appropriate 
business wear and copy them. Err on 
the side of formality unless otherwise 
advised by your interviewers – it is always 
better to come overdressed instead of 
underdressed!

Your clothes should be clean, fitted and 
pressed. Be sure to cover up any tattoos. 
If you drink a lot of coffee or smoke, make 
sure your teeth are stain-free.

Prepare everything needed 
in advance

Objective: Have everything you will 
need ready to go so you will not panic 
the next day.

Whether your interview will be in-person 
or over video call, hang your interview 
outfit out in the open so you will not have 
to waste time stressing out about what to 
wear on the day itself.

If you will be going for a face-to-face 
interview, do not forget to pick a handy, 
compartmentalised document bag or 
folder to store your stuff in! Be sure to 
organise everything for easy access. 
Prepare two additional printed copies 
of your resume on good, solid paper for 
additional interviewers who might show 
up unannounced too.

Once you are done, get a good night’s 
sleep. You will want to be as sharp and 
alert as possible!

Quick grooming tips 

For gentlemen: 

• The clean-shaven look is always 
a safe bet. Get rid of stubble or 
wispy facial hair
• Keep your hair neat and make 
sure that your fringe does not spill 
past your eyebrows
• Do not be afraid to accessorise! 
Go for a solid watch or a simple 
pair of cufflinks to complement 
your outfit
• And do not overdo the cologne 
and aftershave

For ladies:

• Keep your nails in neutral or 
natural colours – glaring colours or 
designs may unnecessarily distract 
interviewers
• Make sure to style your hair 
so that it stays in place and out of 
your face!
• If you plan on wearing jewellery 
and make-up, keep things subtle 
and simple. You want your 
personality – not your accessories 
– to shine through!
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2 hours before 30 minutes before

20 minutes before

Depart for your destination

Objective: Arrive at the interview 
venue with plenty of time to spare.

Traffic generally has a strange way of 
going against you when you need to get 
somewhere in a hurry.

Leave early to arrive at the location 
before your appointed time. Remember 
that when it comes to job interviews, 
arriving “on time” is tantamount to 
arriving late.

Arrive at the premises and 
get comfortable with your 

surroundings/Log onto 
the interview platform and 
get comfortable with the 

platform to be used 

Objective: Decrease your initial stress 
and get into a positive frame of mind.

For a face-to-face interview, arriving a 
good 30 minutes before your appointment 
will afford enough time and space to 
draw breath and get to where you are 
supposed to be with the least amount of 
aggravation.

If your interview is set to take place 
virtually, get onto the chosen platform and 

Introduce yourself to a 
stranger and break the ice

Objective: Get used to talking in 
your new surroundings by striking up 
a conversation with someone who 
works in the same company, but will 
not be interviewing you.

The first person you will encounter is 
likely to be the receptionist expecting 
your arrival. You may be asked to sign in 
before entering the visitors’ area.

Be friendly and appreciative of anyone 
you come into contact with, be it the 
cleaner or the big boss. 

10 minutes before Crunch time

Meet and greet the 
interviewers

Objective: From the very start, 
treat the interview as a meeting 
between two parties, not a one-way 
interrogation.

There is usually a short explanation of 
how the interview will be structured. 
Commonly, the interviewers will begin 
with an overview of the company and the 
role you are being interviewed for.

This preamble is the most “non-
judgemental” part of the interview, so 
enjoy it and take the opportunity to ask 
some smart questions.

Demonstrate your skills

Objective: Use your innate skills and 
experience and put the know-how 
gained through this magazine and 
other sources to good effect.

Introductions are usually followed by 
the most time-consuming part of the 
interview: Questions to find out whether 
you can do the job and, just as importantly, 
whether you would have the motivation 
to do a good job. Finally, you will get the 
chance to ask your own questions.

You may also be given a short test to 
complete before or after the interview. 
This could be to establish the level of 
your skills pertinent to the job, or a more 
general evaluation of your preferred 
working style. Follow any instructions 
carefully, work out how much time to 
allot to each part of the test and focus 
your whole attention on the task.

If you are applying to a graduate 
scheme, the testing process might be 
more extensive and carried out separately, 
such as in an assessment centre (either 
in-person or virtually). 

familiarise yourself with it beforehand. 
After you have had a look at its features, 
practise how you would connect with 
your interviewer over the camera, such 
as making eye contact with the camera 
to speak instead of only focusing on the 
video feed.

Now is not the time to fret about what 
you have remembered and how you will 
come across at the interview! Write a 
mental list of things you like so far about 
the company – it could be the colour of 
the carpet in the reception area (if it is a 
face-to-face interview), or what you have 
gathered about the company’s culture 
through its website (if your interview is 
virtual). Focus your mind on that – it will 
help calm you down.
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Cracking the Code  
Behind Interview 
Questions

There is always a reason behind the questions asked during job interviews.

While job interviews can be 
nerve-racking for you, there 
is also tremendous pressure 

on interviewers to get the right candidate 
for the job.

If you are worried that they are 
analysing your every word, remind 
yourself that they just want to read you 
well enough. The key is to know the 
unspoken intentions behind seemingly 
typical interview questions, and how to 
answer them accordingly.

1. “Does the candidate have the basic skills to get the job done?”

What your interviewer may ask you:

• Could you tell me about yourself?
• Tell us about your greatest strengths and weaknesses.

How do I answer this?

When asked to describe yourself, skip the biographical information. Focus 
on your skill sets, recent work-related experiences and most important 
achievements – and why these make you the best candidate for the position 
on offer.

When describing your strengths, talk about your skills and traits and 
relate them to the company or position you are applying for. Promote 
yourself through specific examples and portfolios.

Regarding your weaknesses, show that you have either taken steps to 
counter them and/or are always open to opportunities to learn and improve 
yourself. 
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2. “Is the candidate really interested in this job?”
3. “Does the candidate have other interviews or 
job offers lined up?”

What your interviewer may ask you:

• Why do you want this job?
• Where do you see yourself in five years’ time?

What your interviewer may ask you:

• What other companies have you applied to?
• What other positions are you currently 
interviewing for?

How do I answer this?

Share your motivations for pursuing your chosen 
career path and how you were inspired by the 
industry and/or organisation. Storytelling adds 
a human element to your response, making it 
persuasive and believable.

Questions on your expectations in career 
progression are typically asked to find out how 
committed you are to the job. It is important to 
research the kind of progression you could realistically 
expect within the industry and company.

Alternatively, you can also speak about the skills 
you would like to build upon if you get the job.

How do I answer this?

Do not be shy about talking about other roles that you 
have applied for. If they are similar to the one you are 
interviewing for, it shows your genuine interest and 
dedication. Recruiters want to see the consistency of 
your career aims.

However, avoid pitting recruiters against each 
other just to get a better deal. Instead, admit that 
you have applied to other places as well, and give 
real examples that are consistent and relevant to the 
role on offer.

4. “How well will this candidate get along with 
colleagues and clients?

What your interviewer may ask you:

• Have you ever disagreed with a senior whose 
approach you felt was wrong?
• How would you manage conflicts with colleagues 
who may not agree with your work methods?

How do I answer this?

Instead of denying that you have ever been involved 
in any negative situation, just be as honest and 
authentic as possible. Conflicts and disagreements 
are regular workplace occurrences, and what 
is important is how you go about resolving and 
managing such situations.

Describe the situation, the reason for the 
disagreement, and the final outcome as diplomatically 
as possible. Ideally, you should describe a situation 
where things ended in a win-win.

However, if things did not end on a good note, it is 
not the end of the world. Your interviewers are also 
interested in assessing your ability to maintain your 
integrity.

5. “Does this candidate fit the company culture?”

What your interviewer may ask you:

• What do you think about our company’s mission 
statement and values?
• What do you think are the core values an 
employee should have?

How do I answer this?

Needless to say, for you to respond to such questions, 
you need to have a good understanding of the values 
that the organisation stands for, along with its 
vision and mission. So be sure to do your research 
beforehand – even before you apply for the role!

This is also a chance for you to ask the interviewer 
about the company’s work culture beyond what 
is showcased on their website to determine your 
fit for the role. After the interviewer has answered 
your questions, take the initiative to describe your 
interests, beliefs and motivation, and explain how 
they align with the company’s culture. 
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4 Types of Interviews

If your speculative application starts with “Dear Sir/ Madam”, you might as well start it with the words 
“Please ignore this mail!”.

One-on-one interviews

Video interviews

Otherwise known as personal or face-
to-face interviews, this involves your 
interviewer asking a series of questions 
to evaluate your suitability for the job. 
Although present circumstances mean 
that one-on-one interview sessions 
usually take place virtually, it is still 
common.

Some companies prefer using several 
rounds of one-on-one interviews for 
different department heads to meet 
with the potential candidate before 
deciding on his or her fate with the 
company.

Interview tips

• Show your interviewer that you are 
interested in the job by asking relevant 
questions. Some simple ones include 
asking about the role’s day-to-day tasks, 
the work culture, or the role’s career path.

The most common interview type in 
the new normal, video interviews are 
conducted by almost all employers. 
However, due to the potential technical 
pitfalls and how different they may be 
depending on the platform used by 
each employer, they tend to intimidate 
graduate job seekers.

Video interviews may take place 
“live” (e.g. through Zoom) or pre-
recorded (e.g. video submissions).  

Interview tips

• Practice makes perfect. Start by 
getting used to appearing on-screen. 
Switch on your computer’s webcam 

• You should also talk about how 
the job role matches your aspirations, 
career plans and relevant interests. 
Enthusiasm is key.
• Demonstrate specific examples 
of the skills required for the role you 
are applying for and discuss relevant 
transferrable skills you obtained from 
any school or work experience.
• Also note that body language is just 
as important as verbal communication. 
Maintain a decent level of eye contact 
throughout the interview, sit upright 
to exude confidence and remember to 
smile!

and record yourself as though you are 
running through a practise interview.
• Set the scene by dressing smartly 
and making the area where you will be 
carrying out the interview look like a 
professional workplace.
• If you are using a Wi-Fi connection, 
make sure you have good signal strength 
so that the video conference does not 
drop midway through your interview. 
A good way to check this is to stream a 
video over YouTube.
• Lastly, if you are taking the call on 
a laptop, remember to plug it in to 
a power source – you may be online 
longer than you think.
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Panel interviews

Phone interviews

Panel interviews typically involve 
anywhere from three to eight 
interviewers – usually three for graduate 
interviews. They will likely consist of a 
mix of HR personnel, business managers 
and some departmental specialists.

Do not be lulled into a false sense 
of security if these interviews are held 
over video! They tend to be more 
rigorous and meticulous than individual 
interviews as you will be juggling 
questions from multiple sources. 
Although this may sound intimidating, 
there is no need to fret. The interviewers 
are out to find out the same thing as at 
any other interview: Whether you are a 
good fit for the company!

Interview tips

• Maintain direct eye contact with the 
interviewers. If your interview is taking 
place in-person, answer them while 

A phone interview is often a screening 
exercise where employers check some 
basic information prior to a face-to-face 
or virtual interview. It is also used to 
sieve through suitable candidates early 
in the recruitment process.

The relative anonymity of a phone 
interview may allow you to speak to 
your interviewer without the stress 
of travelling to an unfamiliar place in 
professional attire, but avoid letting 
your guard down!

Interview tips

• Much of the impact you make will 
come through your voice, so sounding 
attentive and enthusiastic is important.

making eye contact. If it is over video, 
talk to the camera instead of the video 
feed on-screen.
• Address the interviewers by name 
when speaking to them. If your 
interview is taking place face-to-face, 
one little trick is to get their name 
cards at the beginning of the session, 
and then arrange them in front of you 
according to the interviewers’ sitting 
arrangement.
• Stay calm if one of the interviewers 
looks bored. Given their different 
backgrounds, not every member on 
the panel may be interested in your 
response to a question asked.

You will sometimes be asked the 
same question twice by mistake. Do not 
second-guess yourself, and always keep 
to the same version of your story.

• Take notes of the keywords of the 
questions asked for reference when 
responding to your interviewer.
• Do not be distracted by your 
surroundings or lose track of what you 
want to say next. Avoid filler words such 
as “umm” and “uh-huh” or constant 
requests to repeat the questions.
• Have your resume and completed 
application form next to you in case you 
need to refer to them during the phone 
interview.
• Choose a conducive, quiet 
environment for the phone 
appointment to prevent background 
noise from ruining your session. 
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Dealing with  
Live Video Interviews

Live video interviews over Zoom or other conferencing apps have become the new normal. Now, learn how 
to handle them with ease!

It goes without saying that the 
coronavirus outbreak has changed 
many of the ways we interact with 

other people. And one of the major 
changes is an increase in interviews over 
live video conferencing as recruiters have 
to practise social distancing too.

A regular interview may already 
seem nerve-racking enough to you as a 
graduate jobseeker, but now you need 
to figure out how to deal with one over 
a video call too? Do not fret – here are 
some handy tips on how to tackle these 
“new normal” interviews with ease.

Preparing for your live video interview
Going into a live video interview is not just as easy as signing in, turning on 
your webcam and talking! You will want to do a bit of prep work beforehand 
to ensure you set the right tone. Here are a few pointers:
• Spend some time before the interview familiarising yourself with the 
platform your interview will be conducted on – whether it is Zoom, Google 
Hangouts, Microsoft Teams, or any other video conferencing platform the 
recruiter prefers
• Conduct research on the company you are interviewing with. Interviewers 
will know if you have not done your homework and are reading stuff online 
even over the call – it is very obvious. They can even hear you Googling 
questions!
• Get comfortable talking formally in front of the camera. Turn your webcam 
on and try rehearsing some of your possible responses to interview questions. 
Do not forget to pay attention to how you come across on camera too! If 
you can, run through some practise video interviews with friends or career 
advisors
• Dress like how you would if you are going for an in-person interview, and 
that includes the parts of you that are off-camera! Dressing right will help get 
you into the right headspace, and you also will not be left embarrassed if you 
have to move around for an unexpected reason
• Your interviewer would have agreed on a time slot with you for the 
interview. So block out a quiet spot in your house or room for that time 
in advance. You do not want roommates or family members walking in or 
messing around in the background while you are on the call!
• When picking a spot for your interview, try and find somewhere 
reasonably quiet and well-lit, with a tidy background free of clutter. You will 
want to project a professional image, so make sure you do not have anything 
too personal or inappropriate lurking around behind you!
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How to nail your live video interview
Once the big day comes, it is time for you to shine! Here are some tips on how to present yourself effectively over that live 
video call:
• Before you even get down to your interview, check your Wi-Fi, webcam and microphone. An easy way to check how 
strong or spotty your Wi-Fi connection is for a video call is to stream a HD YouTube video. Observe how the video loads – 
does it play smoothly, or does it keep buffering?
• Start off by greeting your interviewer as you would in real life. Just because you are talking online does not mean that 
you can drop social niceties!
• Try and get to know your interviewer before jumping into the interview proper. Make some small talk, or ask them a bit 
about themselves and how they have been doing. Video conference calls are always slightly awkward for everyone, so your 
interviewer may appreciate you trying to break the ice
• When talking, try to speak slightly slower than usual and put extra effort into choosing the right words to get your 
points across. The biggest difference in a live video interview and a real-life one is that non-verbal communication does not 
translate as easily. So remember that your words are all you have to rely on
• If the call glitches, freezes, or lags, do not panic! Keep calm, wait for the call quality to be restored, explain that the call 
glitched up for a bit and check with your interviewer if they heard everything you said before
• Try your best to look at the camera rather than the video feed on screen. Even though this feels rather awkward, one of 
the best things you can do in a video interview is to maintain eye contact!
• Most importantly, just like you would do with an in-person interview, do not forget to follow up with your interviewer 
afterwards, whether with a thank-you email or by connecting over LinkedIn

Some tough questions to look out for
Just because your interview is not physical does not mean that you are excused from tricky questions! In fact, you will be 
getting the exact same questions you will get in-person. Some more timely examples of these questions may include:
• How do you think our business has been affected by the coronavirus pandemic this year?
• Which of your achievements or experiences best demonstrate your key strengths?
• What has this pandemic and ensuing recession taught you about yourself?
• What steps have you been taking to stay informed and relevant amidst all the uncertainty this year?
• How do you see your career developing over the next few years in a post-coronavirus world?

Some of these questions may seem like real head-scratchers, but it is not about getting the “right” answer! Remember 
that recruiters just want to get a better sense of who are and how you approach difficult situations that you may not fully 
understand.

Take time to do your research beforehand on how the recruiter’s industry may have been affected. Make sure you put 
in the extra effort during the interview to talk through your thought process to explain how you arrived at the conclusions 
you did.

And last but not least, remember to come prepared with questions of your own! This is the perfect time to hear 
recruiters’ insights on where they see things going during this time, and how their companies have responded to the 
pandemic. It might also give you some fresh talking points if you have other interviews lined up! 
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Clarify important details that your 
personal research could not cover 
– it will help you make a more 
informed decision about whether 
or not you should accept an offer 
from the company. Some examples 
include:
• You mentioned that the job 
involves this task. Could you tell 
me a bit more about what this 
entails?
• What sort of training can I 
expect to receive?
• How do newcomers in this 
position generally progress? What 
would be a typical timescale?

Grilling Your Interviewer

Interviewees are not burned at the stake for asking interesting and smart questions. Quite the reverse, in fact!

You do not need to wait for the 
interviewer’s favourite question, 
namely “Do you have any 

questions for us?” to ask some of your 
own. Since the company’s foremost 
experts on staffing matters are all in one 
room with you, why not take the chance 
to clarify important details that your 
personal company research could not 
cover?

While you are in the hot seat, so to 
speak, it is a no-brainer to ask good, 
sensible, no-risk questions at decent 
intervals throughout the proceedings and 
make your interviewers think “Wow, you 
are intelligent!” and hopefully warm up to 
you in the best possible way.

In fact, asking questions actually 
makes the interview more fun for both 
parties at the end of the day.

Try to ask bigger-picture questions 
that will help you discover 
new, useful information and 
demonstrate your intelligence and 
positive attitude.

While it is all right to bring 
along a mental list of questions, 
you may also want to pick up on 
things that have been mentioned 
in the interview. Some good 
examples include:
• I read in the papers recently 
that your organisation has just 
signed an agreement to work 
with such and such a client. Is this 
something that I would be likely 
to get involved with if I do get this 
position?
• Will the trend towards X in this 
market affect the way you work? 
What are some of the things you 
are doing to ride the wave/wait it 
out?
• Your competitors seem to be 
doing Y. Is it important for your 
company to be doing Z? How does 
this set you apart from them?

Sensible questions

What should I ask?

Thoughtful questions
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Questions to avoid
In a nutshell, avoid asking questions that 
you should already know the answer to as 
a pleasant, well-read and well-researched 
interviewee.

Do not ask for information that is 
clearly stated on the organisation’s 
website – this makes it seem like you have 
not actually done your research. Likewise, 
do not ask about something that you have 
just been told in the interview, simply for 
the sake of something to say – it will look 
as if you were not listening carefully.

Also, steer clear of questions that 
make you sound arrogant. “What is your 
company able to offer me?” will give the 
impression that you are difficult to work 
with. The same goes for good questions 
that are not tactfully worded – for 
instance: “What makes you so different 
from Company Y? Are they not doing the 
same thing?”

Lastly, avoid any talk concerning 
salaries or remuneration, especially 
during your first interview. It is bad 
form to discuss how much you expect 
the company to give you when your 
interviewers have not yet decided if they 
really want to extend a job offer to you!

Other opportunities  
to ask questions
You may also have the opportunity to 
talk to other members of the company 
outside the formal interview – such as an 
introduction to a recent recruit to have a 
chat about his or her job, taken on a tour 
of the building, or joined by other team 
members for an informal lunch with your 
recruiters.

Make the most of these opportunities 
to ask polite questions when appropriate, 
and listen carefully to the answers. Good 
questions include the following:
• What is your position?
• What type of products/projects/cases 
do you tend to work on?
• How long have you been with the 
company? Did you join as a graduate?
• Do you find the company a friendly 
place to work in?
• What do you enjoy most about 
working here?
• What are some of the hardest parts of 
your job?

Keep in mind that when talking, it is very 
likely that the recruitment team will be 
taking feedback from everyone who has 
spoken with you. So take as much care 
about what you ask and how you come 
across in less formal activities as you do in 
the interview itself.

Above all, great questions to ask at the 
interview often require you to do a bit of 
research in advance. It is a big factor in 
being a hireable candidate.

The smart questions 
funnel
A good tactic is to use what is called the 
funnel method of questioning. Start by 
using open questions such as “How?”, 
“Why?”, and “Who?” before working 
your way towards closed questions that 
can be answered with a simple “yes” 
or “no”. This can help the conversation 
seem more organic.

Since open questions need more 
than a “yes” or “no”, use them if you 
want to get your interviewers talking. 
For example, you can ask something like 
“What is the training process like?”

Use closed questions later to clarify 
points and show that you have been 
listening, with questions such as “So your 
expectations are that your trainees will 
be ready to work independently within a 
month?” 

How will this trend affect the way you work?

What sort of training will I receive?

What does this mean for my role?

So your expectations are that...
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Tech Talk for  
Specialist Jobs

Get ready to talk shop for career sectors where a technical interview is used to assess your specialist subject knowledge.

The dreaded technical interviews – 
exactly the sort of thing that can 
make even the brainiest science 

student shudder. However, if you are 
going for a job in IT, the sciences, or 
engineering, it is likely you will face one 
at some point.

Some employers favour a separate 
technical interview, whereas others 
prefer to include technical questions in a 
general interview.

There is no need to panic, though! 
Technical interviews at the graduate level 
do not have to be as scary as you think. 
With some practical tips to help you 
prepare, you can ready yourself to talk 
tech with the experts.

Before the interview

Know your subject  
inside-out

All technical interviews are different. 
What you will be asked depends on 
the subject you have studied and, of 
course, the position you are applying 
for.

However, one thing that is bound 
to happen regardless of your field of 
study is that interviewers are sure to 
quiz you about your course and what 
you have learned from it.

Revise the basics that everyone 
in your discipline should know, but 
remember to place particular focus 
on topics that relate to the employer’s 
area of work, as well as any knowledge 
you may have to use on the job.

But if you have been stylising 
or branding yourself to potential 
employers as a specialist in a specific 
area, be sure you know the latest 
and most relevant theories, debates 
and issues in that area backwards 
and forwards along with your book 
knowledge.

 
 
 
 

Practice makes  
perfect

Practising is a great way to prepare for 
an interview. To that end, you can pay 
a visit to your school’s career services 
centre to sign up for a mock interview 
or role-playing exercise.

Not only will you be part of a 
simulation of an actual interview 
where you get to practise with a mock 
interviewer, but you will also be able 
to receive feedback from your career 
counsellor on where to improve.

You can even find out about the 
different assessments you will come 
across during the job hunt by getting 
in touch with your seniors or other 
alumni who have taken similar career 
paths to the one that you are keen on 
pursuing.

It is also important to find out 
what the company will likely include 
in technical interviews during the 
application process so you can practise 
in advance.

For instance, if you are applying for 
a position as a software developer, it 
is likely you will be given a coding test. 
What you can do is practise on timed 
coding tests, which are easily available 
online.
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During the interview

Use concrete  
examples

Use examples from any work, volunteer, 
or internship experiences that can show 
how you used or picked up technical 
skills in a commercial environment. 
Not only will this prove your ability to 
apply theory to practise, it will also 
reassure recruiters that you know how 
to translate your knowledge to the 
company’s needs.

Another thing you should talk 
about are the projects you worked on 
at university; these demonstrate your 
ability to work independently, your 
in-depth knowledge of your subject 
and how you use practical skills and 
techniques to solve problems. Prepare 
a brief summary of what your project 
focused on, how you overcame any 
problems that came up, and how you 
got the final results.

You can also produce a short 
portfolio of your projects to illustrate 
your responses as you speak, or leave 
it with the interviewer at the end of 
your interview session. You only have 
a limited amount of time during the 
interview, so this is a great way to 
ensure that the interviewers have at 
least one way to find out the full extent 
of your accomplishments.

It is not always about 
getting the correct answer

Technical interviewers may ask you to 
comment on a range of scenarios or 
hypothetical situations. You may not 
know the answer to everything you are 
asked, but try to show the interviewer 
how you might go about solving the 
problem or finding the information you 
would need to answer the question.

Remember that your interviewer 
is not only interested in your technical 
knowledge – they want to see how you 
reason and approach problems. Keep 
in mind that this is not an exam, so if 
you are totally stumped, you can always 
try asking for a few pointers. If your 
interviewers oblige, try to pick up the 
thread and move on from there.

 
 
 
 
 
 
 
 
 
 

Talk technical,  
but be understood

Technical interviewers also look at 
interviewees’ personal skills. You need 
to show that you can work well with 
others, and that you can communicate 
technical information and scientific 
ideas clearly and concisely to laymen 
and experts alike.

When communicating ideas, try 
your best to use simple terms to explain 
complicated concepts. Avoid technical 
or scientific jargon if possible, but if you 
absolutely need to drop a few of those, 
be sure to clarify what they mean or 
stand for. It is always a good idea to 
focus on the application of the idea – 
how and why this idea is important, and 
why your audience should care about it.

Remember that even in a technical 
interview, not all your interviewers 
may be experts in your chosen field. 
Do your best to keep things simple yet 
meaningful, and not lock any one of 
them out of the loop! 
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Be Assertive,  
Not Aggressive

Being assertive is a great skill that everyone should learn, and it will not put interviewers off. 
In fact, it may even draw them in.

1. Show off your pearly 
whites!

Always look directly at your 
interviewer and smile. If you are 
being interviewed by a panel, 
take the time to look and smile at 
each interviewer in turn.

2. Break the ice

Do not be afraid to start a casual 
conversation with your recruiters 
– it shows courage and can even 
help you relax. However, avoid 
making extremely personal 
comments much like “Wow, you 
are really beautiful!”

Keep things neutral: Topics 
such as the impressive office, the 
busy traffic, and the beautiful 
weather are all safe.

3. Repeat key facts

Have an important detail you 
want to highlight? Mention it, 
and then summarise it again! If 
you think it deserves another 
mention later, do so. But be 
careful not to come across as 
pedantic.

4. Find equal trade-offs

Do not be intimidated into 
accepting a one-sided bargain. 
Your agreement should outline a 
win-win scenario where both you 
and the employer stand to gain 
– such as they offering training 
even as you offer commitment.

5. Keep calm and take your 
time

Some recruiters may ask difficult 
questions, but do not be 
pressured into giving an instant 
response. Instead, buy time by 
asking the interviewer to clarify 
the question, or ask for some 
time to think it through.

6. Ask questions

Show your maturity and 
enthusiasm by asking questions 
about the company’s role and 
the industry. Questions about 
working at the organisation are 
also an indication of your desire 
to fit in.

Assertiveness is about finding 
a happy medium between 
aggressiveness – “I am the best 

thing that is going to happen to your 
organisation!” – and passivity – “Well... 
I am not sure how well I can perform on 
this job. I can give it a try... I guess.”

But it is also about striking a balance 
between your needs and the demands of 
your colleagues, boss and clients.

Translated into the interview arena, 
this means staying in control and treating 
the interview as a two-way process with 
clear, calm and frank communication. It 
may help to think of it as a casual, but 
polite, meeting or conversation rather 
than a one-way interrogation. Here are 
some ways you can accomplish this.

Assertive communication



MAKING A SUCCESSFUL CROSSING

 directory 2021  | 77 

1. Listen without interrupting

Do not interrupt and form your 
own assumptions on what the 
recruiter might be asking or 
saying before he or she finishes. 
After all, you do not want to 
spend 15 minutes answering 
a question only to find that 
you have misunderstood the 
recruiter!

2. Nod and acknowledge

Every once in a while, nod and 
acknowledge the interviewers. If 
necessary, make brief comments 
to indicate that you are listening 
– “yes” and “uh huh” work. Do 
not nod excessively, though!

3. Echo their language

Establish a rapport by echoing 
the language the interviewers 
use to describe their approach 
to problems and solutions. 
For example, do they “Feel 
the outcome is...” or “See the 
outcome as being...?”

4. Let your body talk

Mimic the interviewer’s body 
language to build a connection, 
but do not overdo it! Responding 
with the appropriate facial 
expressions are important too. 
Looking bored as you listen is 
definitely not the way to go.

Active listening

Checklist: 
Are you assertive enough?

I can look at my interviewer in 
the eye and feel OK.
I feel alright talking about my 
own achievements.
I am able to question things 
when I am uncertain about 
them.
I am comfortable saying “I do 
not know” or “Sorry, I do not 
understand the question”.
I am able to express my honest 
opinion to the recruiters, even 
if they might disagree.
I feel comfortable referring 
to my resume for help in the 
interview room.
I am able to speak confidently 
in group situations, such as 
group assessments.
I can assert my own needs while 
working with others without 
feeling reluctant.
I can say “I am capable of doing 
this job” or “I do not want this 
job” without feeling awkward.
I can be honest about the 
mistakes I have made in the 
past.

If you got…

Well done, you are 
consistently assertive! You 
know your mind and you 
have no qualms about 
speaking up politely. 

You may still be a little shy 
about expressing yourself. 
But do your best to share 
your thoughts with others – 
politely, of course! 

More than 7: Less than 7:
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An Introvert’s Guide  
to Interviews

Self-promotion is not an exercise for everyone – especially introverts. If you are naturally modest, 
here is how you can get past your inhibitions and be assertive in a way that works for you.

Before Susan Cain published her 
best-selling book, Quiet, in 2012 
and made a persuasive case for 

introverts, the world had an inclination 
with extroversion. People habitually 
associated an outgoing nature with 
success and various other positive traits 
while introverts were seen to be less 
driven.

And Susan has a name for this. She 
calls it the Extrovert Ideal – the belief that 
“the ideal self is gregarious, alpha and 
comfortable in the spotlight.”

The Ideal is still pretty prevalent 
in the employment landscape, where 
many employers feel that extroverts 
typically give a better first impression 
during interviews because they are more 
comfortable with promoting themselves. 
Introverts, by contrast, are often seen as 
uninterested or aloof – even when they 
are genuinely excited about the job.

But self-promotion does not have 
to be painful. There are many ways for 
introverts to promote themselves without 
coming across as bragging.

Realise your own strengths
Say you are good without 
actually saying it

The first step to being assertive is to 
recognise that you have skills and 
strengths worth talking about. Start 
by looking at the different day-to-day 
activities that you engage in, and relate 
them to the skills employers look for in 
potential candidates.

Have you written essays and given 
presentations in school? Those are 
written and verbal communication skills. 
Did you play football or hockey in your 
spare time? That shows teamwork. Extra 
points if you are team captain, because 
that shows your organising, leading, and 
motivational skills.

Even successfully juggling coursework, 
activities in a society, a part-time job and 
spending time with family and friends can 
be translated into time management and 
an ability to prioritise – employable skills.

Also, do not forget about other 
qualifications or courses you may have 
attended outside of school! Mine those 
for examples of marketable strengths.

If you really are not comfortable making 
statements like “I am good at managing 
my time”, try giving examples instead, 
such as, “There have been times when 
I have had to manage my time carefully 
to get things done. In my second year, I 
volunteered two mornings a week at the 
local SPCA. But in that same week, I also 
had to hand in two essays, and juggle 
working eight hours at a supermarket. It 
was tough and I had to swap shifts with 
colleagues on a couple of occasions, but I 
made it through.”

See what just happened there? You are 
not explicitly saying you are good at time 
management, but it is clear that you are.
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Use your portfolio Switch your thinking Make use of testimonies

Alternatively, you can make use of visual 
aids to help you promote yourself. Consider 
keeping a portfolio of work samples, 
photos, graphs or charts, news articles, 
recommendation and appreciation letters 
and any other relevant documents which 
you can display when asked about your 
accomplishments. Get the interviewer’s 
permission to show an example of your 
work, and you can base your answer on 
the things you have in your portfolio.

Having a portfolio not only makes 
things easier for you because there is 
visual proof of your accomplishments, 
but can also act as a prompt to jostle your 
memory. More importantly, it takes the 
limelight away from you, giving you some 
breathing space every now and then.

However, be selective about what 
you want to include in your portfolio. It 
may be tempting to include every single 
certificate or work sample, but remember 
that a portfolio should complement your 
answers, not substitute it.

If you are worried about over-selling 
yourself or coming across as arrogant – 
do not be. What you are doing in your 
interview is not boasting; you are simply 
providing recruiters with evidence that 
you are the right person for the job!

Recruiters need to be told about your 
skills or they will probably hire someone 
else who has done a better job of showing 
it. So approach an interview knowing that 
you will help them make the best hiring 
decision when you are able to clearly 
showcase your skills and relevance for the 
position on offer.

Another good method to promote yourself 
without coming across as boastful is by 
making references to the testimonials of 
others, such as performance evaluations 
from your supervisors, lecturers, 
or managers. You can also obtain 
testimonials from clients, co-workers and 
suppliers you have worked with.

For instance, when asked about a skill 
or achievement, you can answer with: 
“My supervisor has commended me 
on my ability to troubleshoot problems 
calmly whenever emergencies arise. He 
has made specific mentions about how I 
had contributed to the company during 
my performance evaluation.”

Aside from sounding less boastful, it 
also sounds more credible. To add to this, 
do your best to bring in testimonials from 
the referees listed in your resume. This 
way, employers will be able to verify your 
claims, which will improve your credibility 
even more. 
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Mouth 

• Smile naturally but do not 
overdo or fake it.
• Fresh breath matters, so pop 
some breath mints before you 
head in.
• Be aware of the tone of your 
voice. There is no point in saying you 
are passionate about something 
when you sound utterly bored.
• Excessive lip-licking is a no-no. 
Put on some lip balm just before 
the interview to keep them from 
cracking if you need to.
• Avoid breathing from your 
mouth. Heavy breathing is not 
particularly presentable.
• Sign of nerves: Avoid pursing 
and biting your lips.

Posture

• No slouching! Sit up straight to 
give recruiters a more confident 
impression of yourself.
• Square your shoulders and 
raise your head to give a more self-
assured and reliable quality.
• Do not be stiff.
• Stay comfortable. Do not 
be afraid to change positions 
throughout the interview, but 
avoid excessive fidgeting.
• Mirror your interviewer’s 
posture from time to time to create 
solidarity between the both of you.
• Lean forward a little to show 
interest in what your interviewers 
are saying.

Body Language

We all know that body language is important – but how important?

Eyes

• Go for an open, confident gaze, 
but do not stare.
• Maintain a decent level of eye 
contact throughout the interview.
• In a panel interview, make sure 
to alternate eye contact with all 
of your interviewers, but always 
look back to the person you are 
addressing.
• Do not wink or flutter your 
eyelashes!
• Remember to blink.

Hands

• Keep your handshakes firm 
and as dry as possible – especially 
at the end of the interview, as it is 
your last chance to leave a lasting 
impression.
• No flabby handshakes or bone-
crushers.
• Gesture appropriately to 
emphasise your answers: Right 
hand for giving out info, left hand 
for receiving info.
• Do not crack your knuckles. It is 
a bad habit anyway.
• Sign of nerves: Refrain from 
tapping your fingers on the table.

As much as you prepare the right answers for your upcoming interviews, the way 
you carry yourself can affect the recruiter’s impression of you much more than 
you think. Do not over-rehearse, but remember to be aware of how you are 

possibly coming across to your interviewers.
If anything, keep in mind that first impressions matter when it comes to job 

interviews – until you successfully secure the job, that is.
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A study at Harvard Business School tells us 
that our average communication consists of

tone of voice

body language

words

38%

55%

7%

Major tip

Calm those nerves!

The one thing that affects your body language the most is your nerves. You can mask 
them slightly by going into an interview well-prepared with positive examples and 
stories about how you are undeniably ready for the job. But if you do not calm yourself 
before the session starts, your body language will give you away!

You might go into defensive mode and end up crossing your arms, let all your 
nervous tics out, or worse, overdo everything and come across as a phoney. Experienced 
recruiters can tell when you are faking it, so stay away from that. They are looking for 
someone who will fit right in with the team, so take a few deep breaths before walking 
through the door (or logging online for that Zoom interview), relax and remember to 
stay professional. 
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Ability tests

What are these? 

Ability tests measure the general 
skills appropriate to your education 
and experience. They are often 
combined with aptitude tests that 
assess your potential to pick up 
new skills.

These tests are usually 
conducted under timed, exam-like 
conditions.

Examples 

• Numerical: 
These assess your basic arithmetic 
and ability to interpret data, 
graphs, charts, or statistics.
• Verbal reasoning: 
These tests explore your ability to 
understand and evaluate written 
information.
• Non-verbal reasoning: 
These reveal your spatial awareness 
and ability to spot patterns.
• Logical reasoning: 
These show off your ability to 
draw conclusions from basic 
information.
• Problem-solving: 
These determine your ability to 
identify mistakes accurately.

Aptitude tests

What are these? 

Aptitude tests examine your 
potential to learn a new skill that 
is needed to do the job you have 
applied for. Like ability tests, they 
are usually conducted under 
timed, exam-like conditions. Most 
involve multiple-choice or true/
false questions.

It is important to note that 
aptitude tests are not meant to 
pass or fail you, but to compare 
your ability levels to a “normal” 
expectation as chosen by the 
employer or test provider.

Examples 

• If you are considering a career 
in IT, you may be asked to complete 
a programming aptitude test.
• In sectors such as finance, 
you may find that any numerical 
and verbal reasoning tests given 
tend to be focused on the kind 
of information you would come 
across in your daily work.

Getting Through the 
Psychometric Test

Many graduate employers use psychometric tests as part of the recruitment process. 
This is what you can expect.

Just when you think you are finished 
with tests and exams, out they come 
again on interview and assessment 

days in the form of psychometric tests!
Typically used to assess your abilities, 

aptitudes and personality, psychometric 
tests may also be used alongside more 
subjective feedback gained through 
presentations. In fact, those are not 
the only reasons why employers value 
them – psychometric tests offer vital 
level playing fields, and are seen as a fair 
way of comparing different candidates’ 
strengths regardless of their educational 
background.

However, as with any kind of test, 
you can improve your performance by 
knowing what to expect and by practising.

When will I have to 
take a psychometric 
test?
Psychometric tests may be used 
at different stages of the graduate 
selection process, namely:
• After you submit your online 
application form
• Alongside a first interview
• At a later stage of the 
assessment, possibly with a 
second interview or as part of an 
assessment centre. You may be re-
tested at this point to confirm the 
results of earlier tests

Types of tests
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Practise, practise, 
practise!
The best way to approach 
psychometric tests are to practise 
until you become familiar with the 
typical formats they come in, and 
the way questions are asked. It will 
also help you to improve on speed 
and accuracy, and identify areas in 
your ability tests that need work.

But make sure you do not 
get over-confident! While doing 
practice tests can improve your 
performance to some degree, 
remember that each employer’s 
tests will probably be slightly 
different.

These are where you can find 
practice tests:
• Simply do a quick Google 
search along the lines of “free 
psychometric practice tests”
• Drop by your school’s career 
services and ask if they have some 
available. They may even have a 
better idea of the kinds of tests 
specific employers use 

Personality tests

What are these? 

Personality tests assess your typical 
behaviour when presented with 
different situations, as well as your 
preferred way of handling things.

They examine how likely you are 
to fit into your role and the broader 
company culture. Recruiters want to 
know if you have the characteristics 
they need for a particular job. For 
example, for a sales role, they may 
want someone who is very forward, 
sociable, and persuasive.

Tip!

Do not try to second-guess what 
you think the employer wants to 
see! Personality questionnaires 
assess consistency in responses, so 
just be honest. If you are right for 
the job and the employer is right for 
you, you will do fine.

However, if the job and 
employer are not looking for people 
with your personality, think about it 
this way – you may have just made 
a lucky escape!
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Surviving  
Assessment Centres 

Breeze through assessment centres with these tips and tricks.

You have been thrust into a room 
with a group of strangers, asked to 
play games and then observed to 

see whether you get put through to the 
next round or eliminated. The situation is 
ripe with uncertainty and your nerves are 
getting to you.

The above is a common occurrence at 
assessment centres, and when pressure 
levels are off the roof, graduates may make 
the mistake of treating the experience like 
a competition against fellow candidates.

Do not fall into that trap! It is important 
to remember that you are being assessed 
against the employers’ criteria, not each 
other, and it is important for you to show 
how well you can work in a team.

What to expect

Although assessment centres are 
used to test for specific skills and 
aptitudes required for the individual 
role on offer, most of them typically 
contain similar elements and 
exercises.

You can expect to be involved in a 
combination of the following in most 
assessment centres:
• Group work exercises
• Presentations
• Aptitude and psychometric tests
• In-tray/e-tray exercises
• Case studies linked to the job 

function
Recruiters will assess you for 

a number of things, including 
how you demonstrate core 
skills and competencies such as 
communication, teamwork and 
problem-solving. The group setting 
also makes it much easier to assess 
how well you work with others, how 
you influence and persuade, and 
how others respond to you.

How to behave

Though assessment centres may 
seem artificial, your goal is to show 
what you would really be like if you 
got a place in the company. Here are 
some tips on how you can be your 
best self on the spot!

Be professional 

Arrive on time and look the part. Be 
friendly but polite. The assessment 
centre is partly a social exercise, so 
do participate in both formal and 
informal discussions during projects, 
lunch or tea breaks.

While you should be prepared 
to initiate conversations, remember 
that although it is fine to make small 
talk with assessors, avoid being over-
familiar.

Get your hands dirty

Do not stand back and turn your nose 
up. Group exercises are designed to 
see how well you work with others, 
so make sure you take part.

Be enthusiastic and make an 
effort, whatever the task. Besides, 
concentrating on the task at hand 
will help you forget your nerves.
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Social etiquette 

More often than not, the trickiest part 
of assessment centres are not even the 
exercises, but the composure that you 
must maintain throughout the entire 
day – in both formal and informal 
settings.

That said, how should you carry 
yourself during social intervals, such 
as the buffet lunch or tea and coffee 
breaks?

Many applicants have little 
experience socialising in a professional 
context, and this can be a source of 
stress for them. But there is no need to 
fret! Here is how you should conduct 
yourself during the social bits of an 
assessment centre.

Introduce yourself with 
confidence

When you want to start a conversation 
with a recruiter, be pleasant in the 
way you approach them – a polite 
smile and a handshake is the standard 
introduction practice.

You can then get the ball rolling by 
giving your name and some relevant 
background information, much like 
your subject of study.

How do I know if it is going well?

You know you are on track when…
• You have achieved a mix of taking charge and taking a back seat
• At the end of the day, you realise you have actually managed to enjoy yourself

Things are not going so well if...
• You did not meet anyone – fellow candidates and assessors – whose company 
you enjoyed
• You walk away feeling suspicious, judged and anxious

Bonus tips

Presenting at assessment centres

Speaking in front of a mixed group of candidates and assessors is no easy feat, so 
give yourself the best chance by following these tips:
• Make sure you have a structure for your presentation
• Practise, practise and practise!
• Use visual aids to guide your audience
• Start only when you are ready! 

Ask recruiters questions

Avoid approaching recruiters during 
social breaks with personal questions. 
Play safe instead, and ask industry-
related questions to demonstrate your 
earnestness and determination.

General questions about recruiters’ 
career backgrounds and time with 
the company are good conversation 
starters as well.

Strike a balance between eating 
and socialising

Do not forgo eating just because 
you are nervous or want to take the 
opportunity to network! You still 
have a long day ahead of you, and an 
empty stomach might jeopardise your 
subsequent performance.

If you feel like you need some time 
to eat or compose yourself before the 
next assessment session begins, do not 
be worried about having to move away, 
but do so politely! A simple “excuse 
me” will usually be more than sufficient 
to free yourself.

Do not lose concentration

It is going to be a long and tiring day, 
so try to make sure you have a good 
night’s sleep beforehand as you will 
need to stay alert and engaged.

On top of that, even if you are 
assured that the informal food and 
drinks do not play any part in the 
selection process, you should be 
careful not to gorge yourself.

Be yourself

Instead of feeling the need to act 
a part, just be the most positive 
version of yourself. Try to relax and 
behave naturally.

You might even find it possible to 
enjoy yourself despite the inevitable 
nerves, and a smile is more likely to 
make a good impression than a face 
frozen in fear!
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Shining in  
Group Exercises

The group exercise is a key part of the day in an assessment centre, and helps recruiters assess how you may 
perform in a position. So impress them with these tips!

The ice-breaker
Your assessors may have one 
to help you relax and warm 
up to your assigned group in 
order for everyone to gel. Ice-
breakers typically revolve around 
completing a task in a set time.

For example, recruiters may ask 
your group to construct something 
simple, such as a tower – or a tent 
– from a packet of straws, paper, 
or pins within a time limit. Do not 
forget to watch out for the time as 
you work with your group mates!

Many applicants make the 
mistake of spending too much time 
discussing and planning, causing 
them to fall short in the execution 
of the idea.

Still, as anyone who has been in 
an ice-breaker can tell you, these 
can get very awkward very quickly 
if no one steps in to take charge. 
That is where you can come in – do 
your best to keep the ball rolling 
and get everyone chatting!

The group case 
study exercise
The group will be given a set period 
of time to working together and 
respond to a case study – often 
a set of documents based on a 
real-life situation will be given. 
The group may also be asked to 
present their findings as part of the 
exercise.

Assessors have been known 
to occasionally shake things 
up by giving each candidate a 
different briefing document or 
role to play, leaving the group to 
reach a conclusion in spite of the 
conflicting views each member 
may have.

Your goal is to show recruiters 
that you are capable of working 
together towards a common 
target. Your recruiters actually are 
not looking out for the “correct” 
answer – they want to see the 
steps you are willing to take to 
reach your goal.

The discussion 
group
You and your group will be given 
a topic – or multiple topics – to 
discuss. The nature of the topics 
can vary, but they usually involve 
issues of current importance 
to graduates or were recently 
featured in the news.

At the end of the discussion, 
each candidate may be invited 
to comment briefly on one of the 
group’s conclusions, so it is as vital 
to speak up as it is to listen.

You will have little to no 
preparation time for this, so it is a 
good idea to build up a knowledge 
bank through quality newspaper 
and magazine articles in the weeks 
leading up to your day in the 
assessment centre. This way, you 
will be able to join in the discussion 
with a more complete picture of 
things.
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The leaderless task
Each member of a group will 
be given a separate briefing – 
which may or may not be similar 
to others’ – and a time limit to 
complete a task as a group.

As no one in the group has a 
complete set of instructions and 
there is no designated leader, 
everyone will have to work 
together to come to a decision 
acceptable to all members.

As before, there is no “correct” 
answer, so be patient and try to 
broker as many compromises 
as possible. Assessors are more 
interested in seeing if you are 
able to work with people holding 
different views, as well as how well 
you can navigate potential conflict.

The leadership task
A complete change from the 
leaderless task, recruiters 
occasionally spring this on 
candidates when they are 
interested in testing leadership 
skills. In this scenario, you may be 
asked to act as the leader of your 
group or even chair a meeting.

Once again, there will be a set 
task – only this time, you will be 
expected to lead your group to 
success. This is what your assessors 
will be looking for:
• Delegation: A good leader 
delegates tasks. You cannot do 
everything alone, and so must 
divide up the work between the 
others
• Using the strengths of others: 
Identifying strengths in group 
members and using them in 
appropriate ways is one of the 
hallmarks of a good leader
• If you know what is going on: 
Sticking to your guns and ignoring 
feedback are not the characteristics 
of a good leader. It is better to keep 
an eye on what is going on and 
make changes if things do not work 
out.

Skills to 
demonstrate in 
group exercises

Contribute, but do not 
dominate

Do not be aggressive, but be 
assertive. If you are a shy person 
who does not speak up, do your 
best to participate.

Inversely, if you know that you 
sometimes talk too much, do your 
best to restrain yourself!

Keep an eye on the time

Stay focused on the overall 
objective. Every now and then, try 
to summarise the group’s progress 
to make sure you do not shoot past 
the time limit given.

Do your best to keep things 
on schedule as diplomatically as 
possible.

Be diplomatic

If a group member is behaving in 
a dominant fashion, do not shut 
them down. Instead, make sure 
everyone has the chance to share 
their thoughts.

Be prepared to compromise, 
but do not bend over backwards –  
just make sure you can reasonably 
justify any sacrifices you make.

Be confident and aware

Listen without interrupting. Be 
aware of what others in your group 
are contributing and make it a point 
to invite the quieter ones to the 
discussion. Assessors notice and 
appreciate attentive candidates. 
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Tackling Case Studies

It is time to make your case and impress assessors during a case study session!

What?
How to approach 
them

What assessors 
look for in case 
studies

When?

Case study exercises can be used for 
both individuals and groups. During 
the exercise, you will usually be given 
some information about a work-related 
scenario and asked to imagine that you 
are part of a group of experts giving 
advice to a client or superior on the basis 
of the evidence.

This will probably be carried out over 
a period of a few hours, and you will 
likely have to make a presentation to 
the assessors at the end. You may also 
be drip-fed additional information to 
assess at specific intervals throughout the 
allocated time.

You need to be clear about what you 
are being asked to do. Start by reading 
through the information pack and 
assessing which parts of the information 
are relevant.

Understand the problem, your role 
and your objectives inside out. Do not 
be afraid to ask for more information or 
clarification about something from your 
assessors if you are unsure.

If you are working in a group, you can 
divide the tasks. For instance, you can 
nominate someone to assess any new 
information passed to the group during 
the course of the exercise. You will also 
need someone to manage the time taken 
for each task, so ensure that your group 
has a timekeeper.

Do not dominate discussions, but do 
contribute to them – you should articulate 
what you are thinking so your assessors 
can see how you approach problems.

Remember to allocate time to prepare 
for your final presentation, and be realistic 
about how much you can fit into it.

Lastly, do not lose sight of your 
objectives! Your final presentation should 
be relevant, clear and concise, and 
should also include a summary of your 
conclusions and recommendations.

• Analytical skills
• Problem-solving skills
• Time management
• Teamwork
• Commercial awareness
• Presentation abilities

Case studies are particularly popular in 
assessment centres for graduate jobs in 
banking, financial services, accountancy 
and management consulting. However, 
they can also be part of assessments for 
other business sectors and industries.

It is also important to note that they 
are typically based on real-life business 
developments.
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Case study 
example

The following example is based off a genuine case study used by a multinational 
investment bank. It should give you some idea of what to expect:

The task: Note:The scenario:

Your team is one of the investment 
banks bidding to win the 
mandate. You need to analyse 
the figures provided to review the 
marketplace, your potential client 
– the publisher – and the target 
company. You must also prepare 
a five-minute presentation giving 
your recommendations.

You may either be provided with 
a wealth of raw data alongside the 
scenario, or you and your group 
may have to dig up all the necessary 
information by yourselves somehow. 
Either way, you will need to crystallise 
all this information into a workable 
action plan that you can present to 
your assessors.

A large publisher of magazines and 
books is looking to make a significant 
acquisition. It has identified a target 
company and approached a number 
of investment banks for their views 
on the merits of a potential deal 
and a target price. Based on these 
presentations, the publisher will 
decide whether to proceed with a bid 
and, if so, select one bank to act as 
their advisor.

Can I practise for these?

Yes, you can!

Here are some ways you can prepare for case studies:
• Find out about the kind of business decisions the company 
you are applying to have to make, or has made, recently
• You will need a bird’s-eye view of the current economic 
environment. Scour the business pages of newspapers or 
magazines to get a feel for current business activity
• Practise your mental arithmetic, as you may have to 
demonstrate your quantitative abilities without a calculator
• Talk to any relevant industry contacts or mentors you 
have to learn more about any new developments. You 
can also bounce various scenarios off them to see if your 
recommendations are sound

• There is often more than one way to solve a problem. 
Get into the habit of brainstorming multiple approaches 
instead of sticking to a single textbook solution
• Check in with the career services centre on your campus. 
They may run workshops or relevant presentations on 
case studies. Join any practice sessions they host until you 
become familiar with the format

Keep in mind that though part of the aim of case studies 
is to help assessors see how you cope with the unfamiliar,  
research will still boost your confidence and help you tackle 
issues in a more informed way. 
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Dealing with  
In-Tray Exercises

Recruiters use in-tray exercises to test a potential candidate’s ability to juggle tasks on-the-job. 
Read through to prep for your next one.

In-tray exercises test your ability to deal 
with a typical work situation: The full 
inbox.
This is an individual exercise to see 

if you can deal with a pressure situation 
as quickly and efficiently as possible, and 
how you go about doing so.

What they look like

Application example

How to handle it

What you need to know

In-tray exercises are essentially role-play. 
You will be given a scenario, and you must 
work through an in-tray – or inbox – full 
of typical paperwork within a time limit 
that often ranges between 30 minutes to 
an hour.

Some examples of items include:
• Emails
• Phone messages
• Documents
• Reports
• Memos or loose notes
• Calendar notes

The scenario 

You are the marketing manager at 
Sangréal, a company that manufactures 
and sells cosmetics and female healthcare 
products. Sangréal’s head office is in 
France, and Singapore is its APAC regional 
headquarters.

Your boss is the marketing director, 
Jonathan Yong, and the managing director 
of the Singapore division is Christine Ang.
Note: You are a manager, so you can 
delegate responsibilities to others. 
However, you are answerable to your 
directors, so keep that in mind when 
making important decisions.

The task

You have two emails – one from your 
company’s legal advisor, and one from 
your marketing staff – and a post-it note 
from your supervisor’s PA. You need to 
decide how you are going to handle all 
three within a short time period, and 
justify your actions with the assessors.

Priority: Low 

Your company’s international marketing 
director has just had his/her flight to 
Singapore delayed. Obviously, this is not 
high priority, but do not drop the ball – 
you still have to deal with this.

As marketing manager, you will 
probably have some meetings with the 
director, so reschedule any appointments 
you may already have with him/her. If 
your planner is already packed with other 
appointments, you will have to shuffle 
those around as well to make the best use 
of your time.

• Read through the information carefully
• Put it in order of priority for action
• Justify your actions to assessors
• Work within the given time limit, but 
stay calm through the exercise!

Post-it note

From: Your supervisor’s PA
FYI: Aero France FR-365 delayed 
– plane malfunction. International 
marketing director only arriving on 
5/2/2020 @ 4.30pm.
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From: Your team member

From: alex.yap@sangreal.com.sg
Subject: Printer overheads

Yo, boss.

Spoke to our printer in the morning. They insist they want to mark up their prices 
to print all our billboard ads by 20% next year. Guess this means they will not be 
within our marketing budget for the next year anymore.

I know we talked about exploring some new options, and I have already found one 
other company willing to match the price we were previously paying. Problem is, 
I spoke to one of my buddies from Vivo Tech over the weekend. He has printed 
with them before, and he insisted these guys have some serious QC issues.

Remember that faded billboard we saw on Orchard Road? Yeah, they did that. 
You want me to give the green light to these new guys, or do you wanna run that 
budget by Jonathan again? Let me know.

Cheers,
Alex Yap
Marketing Executive
Sangréal Singapore

From: The company’s legal advisor

From: vanessa.wong@sangreal.com.sg
Subject: URGENT – Impending legal action by Body Food

I have just received an email from Body Food’s legal team. They are issuing a 
cease-and-desist order on your recent advertising campaign for our SkinWorks 
product line here in Singapore.

Body Food’s lawyers are alleging that we have committed copyright infringement 
with the “What works for your skin, works for you” tagline. They are saying you 
ripped that off their company’s slogan: “What works for your body, works for 
you.”

Body Food is giving us 30 days to retract all material related to this ad campaign 
or they will file a class-action lawsuit. I need your input on this ASAP.

Thanks,
Vanessa Wong
Corporate Solicitor
Sangréal Singapore

Email #1

Email #2

How to handle it

How to handle it

Priority: Medium 

This concerns day-to-day operations, so 
attend to this after you have settled any 
red flags concerning the business as a 
whole.

The informal tone gives you a hint of 
Alex’s background – you have probably 
known him for some time now. It is 
safe to assume that you can trust his 
recommendations as a long-time staff 
member.

You will have to make a judgement call 
here. Will you print at a lower cost at the 
risk of compromising the quality of your 
ads? Or will you ask your supervisor to 
increase your marketing budget so you 
can maintain the quality of the materials?

You will have to decide, and be able to 
justify your response to your assessors.

Priority: High  

Legal action is a serious issue, so prioritise 
such emails in the exercise.

Your supervisors need to know about 
it, but you should also show that you can 
deal with problems efficiently. Check your 
in-tray for any relevant information which 
may help this case, and compile all the 
facts you need.

Remember, you are only a marketing 
manager, so you are not expected to solve 
this on your own! A good solution is to 
reply to Vanessa seeking her legal advice 
and CC in your superiors, Jonathan and 
Christine.

Fill them in on the facts you have 
dug up, and offer your input on how the 
company can resolve this issue.

In a nutshell…
The above example should give you some idea of how to deal with such exercises: Just think logically about 
the size and importance of the tasks alongside your position within the company. As long as you include the 
input of others, particularly your superiors, it should put you on the right path.  
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Bouncing Back  
from Rejection

Rejections can be difficult to move on from, but it is not the end of the world. Take a deep 
breath and consider practising the following tips to help get you through these trying times!

Here is the truth: Not getting 
that position you have 
pined and prepared so 

thoroughly for does not make you a 
failure. You put in the 100 per cent 
for your grades, somehow made 
time for an internship or two, and 
ensured that you did everything 
perfectly right up to the interview.

But that rejection email has 
made you stop right there in your 
tracks and question everything – 
your efforts, capabilities, and your 
future.

Do not let the words “We regret 
to inform you” define you as a 
person. Get through the different 
stages of rejection and watch as 
it strengthens your character and 
enhances your approach to the 
application process.

So allow yourself to go 
through the grief, briefly. Then, 
with a little positivity, turn your 
disappointment into motivation, 
and use it to develop your 
personality and resilience to find 
your dream job!

With experience, you will 
understand that job-hunting is 
unlike the passes and fails that 
have defined your academic career 
so far; there is no clear-cut way of 
determining the real reason behind 
your results, and the only person 
keeping count of the number of 
rejections is you.

Be patient, humble, and march 
on – in time, you will get matched 
with the right job and find yourself 
safely established in a career you 
enjoy.

1 Deal with the 
rejection

The most important rule about dealing 
with rejection is to not take it personally. 
Respond professionally and prevent 
yourself from overthinking about 
the reason behind your unsuccessful 
application.

Understand that sometimes the odds 
are just not in your favour – there may 
have been an overwhelming number of 
equally excellent candidates applying 
for the same position. So stay confident 
in your abilities and know that you have 
plenty to offer.
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X
X

3 4Trust the  
system

Move  
forward

2 Ask for  
feedback

The job-hunting process is not as 
straightforward as you might think, so 
dwelling on something that is not within 
your control will only do you more harm 
than good. Instead, count every rejection 
as a learning experience and let it hone 
your hunting skills.

Remember to respect the recruiter’s 
decision – it is possible that you were 
simply not a good match for the role 
on offer. Do not forget that paper 
qualifications and excellent interviewing 
skills are not enough to secure a position 
with an organisation; it is also up to the 
recruiter’s discretion to ascertain if you 
are the best possible fit for the company.

So be humble and take this as an 
opportunity to do some realistic self-
analysis on the type of role and work 
environment you are most suitable for. 
Once you have gained some perspective 
on the recruitment process and some 
self-awareness on what you can offer, you 
will be able to better market yourself to 
recruiters at your next interview.

With a bit of patience, you may 
possibly end up with the right role for 
your skill sets and personality.

Once you have fully come to terms with 
your first rejection, work on getting back 
into the game. At this point, you should be 
armed with a stronger resume, be more 
adept at handling interviews, and have a 
more realistic expectation of the process.

Do not give up on other applications. 
Resilience throughout the job-hunting 
process is necessary as it is common for 
an applicant to receive several rejections 
before securing a job offer.

There is no fixed rate of success or 
shortcut, so you might get accepted 
for a position after the first few tries, 
or find yourself sending out dozens of 
applications before finally getting a foot in 
the door. Have faith that your tenacity will 
pay off in the long run.

Also, keep in mind that it is more than 
likely your friends are going through the 
same experience – sharing your feelings 
may help diffuse your frustrations.

Do not be discouraged if your peers 
get job offers before you do. Focus your 
energy on improving your situation 
instead. If you are in need of guidance, do 
not shy away from seeking the counsel of 
your school’s career advisors. Their pool 
of resources and expertise may help you 
move in the right direction. 

When in doubt, ask. If you have gotten 
though several rounds of interviews 
and various assessment tests and still 
come out short, ask the interviewer for 
feedback and decide how best to tweak 
your next application.

Was there a better qualified 
candidate? Did they think you were not 
the best fit for their company culture? 
Look for opportunities to gain relevant 
work experience.

The information you receive may 
seem vague at times – “we decided to go 
in another direction” – but ask anyway 
as you never know when you will get 
something constructive.

However, do not be overly persistent 
if recruiters take a while to respond or do 
not get back to you at all.
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Job Offered!  
Now What?

There is a proper etiquette to handling job offers, no matter whether you are accepting or rejecting them. 
We answer common questions to help you out of some sticky situations.

Q:  
I have been offered Job A, 

but I am still waiting to hear 
about Job B. What should 

I do?

Q:  
Help! I have been put “on 
hold”! What do I do now?

Q:  
Should I negotiate the best 

possible salary?

A:
Honesty is the best policy here. 
Contact Employer A and explain 
that while you are very pleased 
to have been offered the job, you 
are still waiting to hear from other 
organisations and would appreciate 
a little more time before you can 
make your decision about the offer. 
There is no need to name Employer 
B.

Be upfront about your internal 
struggles about this decision; 
chances are the employer will be 
able to relate to your dilemma. 
Either way, if you are a strong 
candidate, it stands to reason that 
other employers would be interested 
in you – Employer A should not hold 
this against you.

A:
In cases where an employer happens 
to have an unusually large number 
of attractive candidates, it may be 
tough for them to decide on the 
best candidate for the position. This 
is where being “put on hold” comes 
in – recruiters need time to decide 
and to get their bosses’ input on the 
matter.

If you find yourself put “on hold”, 
there are two things you should do:
• Keep in touch with the recruiter 
to let them know you are still 
interested even as you wait for their 
response
• Keep applying for other jobs and 
attending interviews. It is dangerous 
to assume that you will be the lucky 
one to get the job – you may miss 
the cut

Still, here is a small consolation if 
an employer puts you “on hold” – it 
is because they think that you are an 
incredibly desirable candidate, and 
are not keen on letting you slip away.

A:
The reality of landing most graduate 
jobs is that you will be given a set 
salary with very little choice in the 
matter. Also, note that negotiating 
your starting pay as a fresh graduate 
will require a lot of diplomacy.

Make sure what you ask for is 
both reasonable and justifiable. 
Approach your network of contacts 
for advice, and find out about the 
range of salaries on offer from your 
prospective employer.

Moreover, be prepared to explain 
why you should be placed at the 
upper end of the pay bracket instead 
of what you have been initially 
offered. Also, think about what you 
are prepared to accept.

Remember that you could be held 
in breach of contract if you accept a 
job in writing but then decide to turn 
it down. So under no circumstances 
should you sign the contract with 
Employer A just as a “safety net”!

Remuneration is often more than 
just a paycheque. There may be 
other benefits such as bonuses, 
flexible working hours, commissions, 
pension plans, life policies, or 
generous annual leave entitlements. 
Be sure to consider the whole 
package before you decide whether 
or not to bring the matter up.
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Q:  
It is great that I have gotten 
the offer, but I do not think 

I want this particular job 
anymore. What do I do?

A:
The key is to not burn any bridges. 
You may need to call on that 
company in the future – whether 
as a client, a networking contact, or 
even for future career opportunities.

Be sure to inform recruiters as 
soon as you have come to a decision. 
Whenever possible, call up your 
recruiters, or even better, drop by 
the company in person and let them 
know face-to-face. This shows your 
sincerity and your appreciation 
for the time that the company has 
blocked out to consider and assess 
you.

Additionally, be upfront and 
honest about your reasons for 
turning down the offer. Maybe you 
feel that you are just not a good 
fit for the company culture, or you 
realised after the interview that 
this job is not quite what you were 
expecting – let the company know.

If you are a strong candidate, 
recruiters may even discuss ways 
to restructure the job role to match 
your expectations or offer you a 
different position altogether.

Accepting a job offer 
Job offers should be made in writing. 
Even if you are told verbally that 
you have been offered the job, you 
should also expect to receive the 
offer in writing. This will typically 
be in the form of an offer letter, 
followed by a formal employment 
contract.

Before you sign on the dotted 
line, though, do proper checks to 
make sure you are happy and that 
everything is as you expect. Keep an 
eye out for:
• Job title
• Salary and benefits (including 
travelling, phone, and entertainment 
allowances)
• Additional incentive compensation
• Employee education
• Probation period
• The notice period (the length of 
time between resigning and your last 
day of work)
• Hours of work per day or week
• Paid annual leave and sick leave 
entitlements
• Holiday, sick pay entitlements 
and insurance
• The starting date

If something does not seem right, 
make sure you contact the employer 
immediately to clear up any 
misunderstandings. The employer 
should send over a revised offer in 
writing if any changes are agreed 
upon.

If everything is good to go and you 
are sure you want the job, then go 
ahead and put your acceptance 
down in writing! 

&
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Figuring Out  
Your Worth

How can you measure your worth in dollars and cents?

Salary negotiation is an art that 
many find difficult to grasp. 
Moreover, as a fresh graduate, 

you have nothing to lose when it 
comes to salary negotiation, so take 
the first step to discuss how much 
you should be paid for your services 
with your first employer.

After all, you stand to gain, 
whether in monetary terms 
or newfound knowledge and 
experience for this act of necessary 
evil which may seem scary at first!

Wait till you  
have an offer

Research market 
rates and industry 
standards

State a  
range

Do not bring up salary matters until you 
have an offer. You need to know that the 
employer is keen to hire you before you 
start revealing your cards on what you 
think you are worth.

Timing your negotiation well is a big 
factor for success too.

Make sure you make informed decisions 
even as a fresh graduate when it comes 
to evaluating job offers and benefits 
packages.

Do adequate homework and read up 
on graduate employment survey findings 
and market reports. Alternatively, you can 
also turn to your contacts in the industry 
and your personal network if they have 
any clue.

Use your research to come up with a 
range of figures on what you should be 
paid for each role you have applied to, 
and do not forget to take the company 
size and current economic climate into 
consideration as well.

Ask if the company has a structure for 
increments and enquire about the norm 
for bonuses too. Work out the sums and 
decide if the overall amount of what you 
are getting is considered fair for the offer 
at hand or not.

Whether you are at the entry level or any 
other level which you have progressed to 
in your career, always state a range when 
it comes to salary expectations. This gives 
you more wiggle room for negotiation 
instead of when you nail a single number.

By stating a range, you are giving the 
employer the option of going for the 
lower or higher end of the range too, 
though you should also be prepared to 
accept the lower range of the offer.

In other words, the lower range figure 
will be your baseline for acceptance.
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Be prepared to 
substantiate your 
request

Decide on the  
offer at the end

This is the most interesting and fun part 
of the salary negotiation process, where 
the employer questions you on your 
deduction, and you get to win them over 
with your points.

Always back up your requests for a 
higher offer by showing your strengths, 
achievements and what you are bringing 
to the table. Keep in mind that this is also 
about work load and the value which you 
are generating for the company.

Show an appreciation for these aspects 
and your employer might be impressed 
and convinced as to your worth.

You have to make up your mind if you 
want the offer or not at the end of 
the negotiation. While you have to be 
prepared to lower your expected salary 
figures, leave room for the employer to 
come back with another offer. 
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Adulting:  
Beginning a New Chapter

Transitioning from school like to working life may not be easy, but you do not need to be a nervous wreck about it. 
Embrace the thrill of adulting, and it can be a very rewarding and hopeful experience!

As you take your first steps into 
the working world as a young 
professional fresh out of school, 

keep this in mind – you are entering a new 
phase in your life.

Working life is more than just surviving 
the day-to-day hustle. There is no better 
time than now to take life by the reins and 
adopt the best life routines in order to get 
the hang of adulting in the working world 
as quickly as possible.

How do you start? Well, here is a quick 
guide on how you can set the foundation 
to excel in your next stage in life.

Start your career like a boss

1. Prepare your wardrobe 

Dress well for work, but do keep in 
mind that it is function over form. 
Depending on the nature of your 
work, look after your personal 
grooming and dressing to ensure 
it fits your needs and the image 
you should portray at work, be it in 
the office or when you are facing 
external associates.

Think about what your recruiters 
or future colleagues were wearing 
during the recruitment process and 
plan your outfits accordingly. As a 
general rule, it is always best to err 
on the side of formality on your first 
day.

2. Make a good first impression

Plan your commute to work in 
advance with the morning rush in 
mind. Take the time to also get to 
know what it takes for you to be 
alert and functioning in the morning, 
whether it is a caffeine fix or power 
breakfast.

More than that, remain 
humble and show enthusiasm and 
commitment to your role and every 
give n task – even if that means 
compiling documents to be kept 
in the right folders or manning the 
photocopier for a while.

3. Respect everyone

Be friendly and approachable to 
everyone, whether they are the 
managing director or janitor. Treat 
them with respect and kindness even 
as you get to know them through 
observation and interaction.

4. Never stop learning

On-the-job training is commonplace, 
so keep an open mind and be fearless 
when it comes to picking up new 
skills and taking on new projects. 
In this era, job scopes frequently 
change and employees are expected 
to be agile in thinking to deliver 
results.

It is never too early to consider 
ongoing professional development. 
Make it a point to understand what 
resources are available at your 
disposal for further training and 
improvement – who knows, you may 
even find new professional areas of 
interests!
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Take care of your finances like an adult

Maintain a healthy lifestyle

1. Figure out your new budget 

Calculate your monthly expenditure 
and set aside some funds to cover 
these. That does not mean that the 
remainder of your finances goes 
into your next shopping bonanza, 
though! Instead, start building your 
savings in case a rainy day comes by. 
You will be glad for it once it does.

1. Find a diet that works for you

If you are working from home, 
instead of ordering delivery every 
other day, consider cooking your 
lunch at home. If you are back in the 
office, you can bring homecooked 
food to the office instead. A side 
benefit is that it tends to be easier 
on the wallet too!

3. Live within your means

Although the struggle is real, strive 
to not spend more than you earn! 
If you do not build your discipline 
now, it may be harder to control your 
spending habits in the future.

3. Keep your friends and family 
close

As you undergo this life-changing 
transition, you will need your loved 
ones’ support and encouragement. 
Make the effort to spend time with 
them. If they have more experience 
than you in the area of adulting, do 
not be afraid to ask them for advice!

2. Consider taking up insurance 

Look through your current health 
insurance plan if you have one, and 
ask yourself if you need a more 
comprehensive one. If you do, 
conduct thorough research into 
which plan suits you best, and take 
steps to buying your new plan.
Alternatively, you can consider long-
term investments.

2. Stay active

This is especially important if your 
role is deskbound. Find a way to 
stay active and exercise on a regular 
basis. If you dislike the very thought 
of jogging with a mask on, settle for 
a brisk walk. If you do not want to go 
out, you can work out in the comfort 
of your living room instead with 
some Zumba classes over Zoom.

Know what is expected of you
Even if you are working from home, there are ample opportunities to start your career on the right foot. Know what is expected 
of you in your new role and ensure you are fulfilling expectations as required, whether it is for meeting deadlines or working 
well with your team.

Manage your budget
As long as you continue to stick to your budget and build your emergency funds while maintaining relevant insurance plans, 
chances are that you are on track to being a successful, responsible adult. At the end of the day, the goal is to make the most of 
your salary so you do not need to depend on your parents or anyone else financially.

Stay happy and healthy
Being a working adult does not end at the workplace. If you are not taking care of your health, finances and mental well-being, it 
will be harder for you to be an excellent employee. Take some time to plan your schedule so you can fit in a fulfilling life outside 
of your nine-to-five, so once it is time for work, you feel energised and happy to give your all. That is when you know you have 
cracked the adulting code! 
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Accounting and  
Financial Management

Did you know?
The father of accounting was Luca 
Pacioli, who was born in 1445. The 
world’s first accountants worked 
for temples, keeping track of taxes 
paid in sheep and agricultural 
produce. During this time, the 
practice of writing was invented 
in order to keep receipts. Before 
this, token systems were used to 
document the exchange of goods 
and services. 

Most popular 
employers

1. PwC
2. Deloitte
3. KPMG
4. EY
5. Baker Tilly
6. BDO LLP
7. Shell
8. Grant Thornton
9. RSM Stone Forest

Source: Singapore Graduate Barometer 
2019/2020 edition

A career in accountancy is 
opportunity-rich, financially-
rewarding, diverse and globally 

mobile. In fact, professionals can be 
found working in all industries and sectors 
around the world.

Graduates typically start off as trainees 
as they work their way towards the 
required certifications – a process that 
normally takes a minimum of three years.

Aspiring Chartered Accountants 
who wish to practise in Singapore must 
complete the Singapore CA Qualification, 
previously known as the Singapore 
Qualification Programme, and all 
practising accountants must be registered 
with the Accounting and Corporate 
Regulatory Authority of Singapore (ACRA).

You will need…

• Numeracy skills
• An interest in business
• The ability to work well under pressure
• To be a team player
• Problem-solving skills
• Good communication skills

Types of jobs

• Corporate finance
• Internal auditing
• Financial accountant
• Management accountant
• Tax accountant
• Consultant

Job-hunting tips

• A majority of employers use online 
application forms and competency-based 
interviews
• Certifying institutes typically have 
lists of members and/or recruiting 
organisations available on their websites

Work experience 
Hopefuls can consider internship 
programmes with the Big Four or some 
smaller firms. Otherwise, successful 
applicants can expect to be mentored and 
trained on-the-job.

Deadlines
Applications to the top firms, such as the 
Big Four, typically have deadlines ranging 
from August to September.

On the other hand, large corporations 
and financial services groups have 
deadlines that can run up to October or 
November. Mid-tier firms and SMEs often 
accept applications year round.
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Arts and  
Design

Working in arts and design is 
becoming an increasingly 
popular choice for graduates 

in Singapore despite the perceived 
insecurity of a career in this sector.

This sector encompasses a wide range 
of disciplines, including visual art, design, 
crafts and performing arts. Artists can 
also apply their skills to the education 
and healthcare sectors as teachers or art 
therapists. On the other hand, designers 
can work in sectors such as fashion, 
advertising and marketing.

A less publicised area of work branching 
from this sector – but as important – is 
the field of arts management. Individuals 
who prefer a technical and conventional 
role in this sector may choose to pursue 
this line of work.

You will need…

• Creativity
• Business acumen
• To be an independent worker
• Problem-solving skills
• Persistence

Types of jobs

• Visual arts: Artist, painter, sculptor, 
designer, craft worker, photographer
• Performing arts: Actor, musician, 
dancer, choreographer, conductor, 
composer
• Design:  Graphic designer, interior 
designer, multimedia artist and animator, 
fashion designer
• Arts management: Curator, talent 
management, fundraiser, museum/
gallery/theatre administrator
• Technical: Make-up artist, lighting 
engineer, sound engineer, cameraperson, 
production designer

• Writing: Novelist, poet, scriptwriter, 
arts writer/critic
• Community: Art therapy, art teacher/
lecturer, community arts facilitator

Job-hunting tips

• Networking is key as opportunities in 
this sector are typically found through 
word-of-mouth. Self-employment through 
freelancing is worth considering, particularly 
if newcomers want to make use of the 
support and resources of organisations such 
as the National Arts Council
• For those seeking commercial 
success, a combination of creativity 
and professionalism is crucial. Aspiring 
artists must be able to market and brand 
themselves effectively to interested 
parties or paymasters. More enterprising 
individuals may even consider launching a 
start-up to monetise their own work

Work experience 
Certain arts organisations do offer 
internships or work placement 
programmes. For developing artists or 
craftspeople, the traditional practice 
of being apprenticed to a master or 
experienced artist is still encouraged, 
although such an arrangement may be 
slightly more difficult to negotiate here in 
Singapore.

Nowadays, however, more artists 
prefer to let their own works speak for 
themselves. As such, hopefuls should get 
involved with arts-related societies or 
student clubs while still on campus, and 
work towards building, publishing and 
publicising their own personal portfolio.

Did you know?
In response to the global 
coronavirus pandemic, the 
DesignSingapore Council launched 
the Good Design Research 
initiative to encourage design 
practitioners to adopt new systems 
and processes, and experiment 
with new materials, services and 
experiences. The National Arts 
Council also established the Digital 
Presentation Grant for the Arts to 
develop industry capabilities in 
producing digital art content, and 
present their work digitally. 
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Aviation, Transport  
and Supply Chain

Did you know?
With the internet continuously 
expanding across the globe, the 
number of online shoppers is still 
on the rise. An estimate predicts 
that by 2021, there will more 
than 2.14 billion online shoppers, 
more than a quarter of the world’s 
population. 

Most popular 
employers

1. Singapore Airlines
2. Changi Airport Group
3. Civil Aviation Authority of 

Singapore (CAAS)
4. Maritime and Port Authority 

(MPA)
5. DHL Supply Chain
6. Grab
7. SMRT Corporation Ltd
8. Maersk
9. PSA Corporation Ltd
10. Scoot Tigerair Pte Ltd

Source: Singapore Graduate Barometer 
2019/2020 edition

Supply chains handle the fast, safe 
and efficient movement of goods, 
materials and services while 

transport planning and management 
oversee the designing of systems that 
move people and cargo through land, air, 
and sea.

Singapore’s Industry Transport Map 
(ITM) for the logistics sector aims to 
strengthen productivity and innovation 
through the use of technologies like AI 
and collaborative robotics, Moreover, the 
emergence of new delivery capabilities, 
such as autonomous vehicles and 3D 
printing, are likely to impact logistics and 
the design of supply chains.

You will need…

• To be a team player
• Good negotiation skills
• Numerical skills
• Project management skills
• Interpersonal skills
• Analytical skills
• Problem-solving skills
• Strategic thinking

 Types of employers

• Logistics and distribution companies
• Transport providers
• Transport planning companies
• Courier services
• Retail and consumer goods chains
• Specialist consultancies
• Civil engineering firms

Types of jobs

• Logistics engineer
• Consultant
• Inventory manager
• Analyst
• Purchasing manager
• Supply-chain manager
• Support functions

Job-hunting tips

• Positions are open to applicants 
from all degree backgrounds for supply 
chain and logistics roles, though some 
employers may favour business or 
supply chain-related degrees. However, 
organisations involved in transport 
planning may require a related degree
• Application procedures typically 
involve online applications and a round 
of psychometric tests. It may even 
include a video interview and a day in an 
assessment centre, so be prepared!

Work experience 
There are not many formal internships in 
this sector, so those who wish to enter 
can look to building experience in other 
ways, such as getting a part-time, manual 
job at a warehouse.
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Banking and  
Financial Services

Singapore has established a 
flourishing financial hub that serves 
both its domestic economy as well 

as the wider Asia Pacific region.
But with more and more financial 

institutions now under increased scrutiny 
by governments in the wake of the global 
credit crisis, the role of compliance and 
risk has taken on a more significant role 
in this sector.

Insurers and banks alike are now on 
the lookout for talent with experience in 
operational and business risk.

You will need…

• Analytical skills
• Commercial awareness
• To be client-focused
• To be a team player
• Problem-solving skills

Types of employers

• Retail banks
• Corporate and commercial banks
• Investment banks and stockbrokers
• Insurance companies
• Building societies and credit unions

Types of jobs

• Actuaries
• Risk and compliance
• Corporate banking
• Retail banking
• Trading, equity analysis
• Client relationship management
• Broking
• Business functions  

(e.g. IT, marketing, HR)

Job-hunting tips

• Graduate recruitment programmes 
within financial services generally use 
multi-stage recruitment processes that 
include online applications, psychometric 
testing, assessment centres and 
interviews
• Conversely, companies without a 
structured graduate programme generally 
rely on interviews for their selection

Work experience 
Summer internships and work experience 
placements are available at larger 
financial institutions.

Deadlines
Deadlines for formal graduate 
programmes tend to be from August to 
September. However, employers recruit 
for fund accounting and general financial 
services roles throughout the year.

Did you know?
Singapore is one of the world’s top 
foreign exchange trading platforms. 
The country shares 79 per cent of 
all trades with four other countries, 
according to a triennial central 
bank survey in 2019 by the Bank for 
International Settlements. 

Most popular 
employers

1. DBS Bank
2. OCBC Bank
3. Mastercard
4. Ministry of Finance (MOF)
5. Visa
6. Maybank
7. Monetary Authority of 

Singapore (MAS)
8. United Overseas Bank (UOB)
9. Citi Singapore
10. CIMB Bank

Source: Singapore Graduate Barometer 
2019/2020 edition



INDUSTRY SECTORS

 106 |   directory 2021  

Charities and  
Social Services

Did you know?
Five of the world’s top conservation 
NGOs – Worldwide Fund for 
Nature, Conservation International, 
Wildlife Conservation Society, 
Birdlife International and Fauna 
& Flora International – have 
their regional headquarters in 
Singapore. 

This sector includes charities and 
other organisations that run on a 
not-for-profit basis, ranging from 

very small and locally-based bodies to 
large national and international entities.

Singapore is currently home to 
around 140 international not-for-
profit organisations. These include 
intergovernmental organisations 
(IGOs), non-governmental organisations 
(NGOs) with a social, humanitarian or 
environmental focus, philanthropic 
foundations, think tanks and corporate 
sustainability-related organisations.

On a smaller scale, there are also 
numerous local voluntary welfare 
organisations in Singapore championing 
everything from support for AIDS patients 
to education grants and animal rights.

Social services, on the other hand, 
tend to take place in the public sector – 
hospitals, special education schools and 
welfare centres – although the role of 
private and voluntary organisations are 
just as important.

You will need…

• Passion
• To be highly empathetic
• Technical skills depending on the role
• Communication skills
• Good interpersonal skills
• Perseverance

Types of jobs
Depending on the area and type of work 
involved, specialist skills in areas such as 
healthcare, education and construction 
may be needed. In more general roles, 

strong administrative and practical skills 
are required. International travel may be 
an option in some instances.

Some main employment categories 
include:
• Service delivery
• Fundraising
• Policy, research and strategy
• Administration

Job-hunting tips

• Entry requirements vary depending 
on the type of work involved. However, 
graduates must always demonstrate that 
they are committed to the organisation 
and can help its cause to grow
• A speculative approach may be fruitful 
in this sector. Identify organisations of 
interest and contact them directly even if 
they do not appear to have job openings

Work experience 
While paid work experience can be hard 
to find, it is very easy to get voluntary 
experience.

Students can also consider looking 
overseas for such opportunities, or take 
up formal research work on social causes 
and their related areas of interests while 
still in school.

Deadlines
Application deadlines vary widely across 
this sector. Organisations sending 
volunteers or workers abroad will have 
clear deadlines to meet, while general 
fundraising and administrative positions 
tend to be available year round.
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Construction

Large public sector projects such as 
the building of new MRT lines, BTO 
housing and health institutions have 

propped this industry up. According to 
the Building and Construction Authority 
(BCA), public sector construction demand 
grew $26-35 billion between 2018 and 
2019.

Given Singapore’s continuous drive 
towards environmentally-sustainable 
land development, the green economy 
is also expected to make a significant 
contribution to this sector.

Renewable energy, energy efficiency 
consultancy, waste management, 
recovery, recycling and water and 
wastewater management are some of the 
many subareas within the construction 
industry projected to grow by leaps and 
bounds.

You will need…

• An eye for detail
• Organisational skills
• To be an independent worker
• To be a team player
• Sound technical knowledge

Types of employers

• Engineering consultancy firms
• Multi-disciplinary construction groups
• General contractors
• Construction firms
• Demolition companies
• Government development boards
• Property developers
• Consultancy firms
• Utility companies
• Design consultants
• Financing and investment companies

Types of jobs

• Architect
• Quantity surveyor
• Civil engineer
• Project manager
• Contracts manager
• Construction estimator
• Building services engineer
• Facilities manager
• Consulting engineer
• Building project manager
• Energy consultant
• Health and safety

Job-hunting tips

• Sustainable development or “green 
construction” knowledge is in high demand 
among construction-related employers. 
Be sure to highlight such knowledge, skills 
or qualifications if they are possessed, or 
consider picking them up
• As construction companies tend to 
be more low-key about hiring graduates, 
hopefuls should take proactive steps to 
network with employers, or get involved 
with relevant professional bodies which 
may be able to set them in the right 
direction

Work experience 
Some construction companies prefer 
summer internships while others have 
more flexible internship programmes. 
Check in with campus career services 
centres.

Deadlines
Certain large companies have structured 
graduate recruitment programmes, 
with deadlines either from January to 
February, or August to September.

However, most construction 
companies recruit year-round when 
vacancies arise.

Did you know?
The Building and Construction 
Authority (BCA) has projected 
construction demand to reach 
between $27 billion and $34 billion 
for 2020 and 2021, and between 
$28 billion and $35 billion in 2022 
and 2023. 
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Consulting

Did you know?
Management consultants rarely 
have two identical workdays. 
The broad range of work means 
creating solutions on a case-by-
case basis tailored to each client, 
so professionals usually end up 
with a very wide scope of tasks. 

Most popular 
employers

1. McKinsey & Company
2. PwC
3. Deloitte
4. Boston Consultancy Group
5. KPMG
6. Bain & Company
7. EY
8. Oliver Wyman
9. Mercer

Source: Singapore Graduate Barometer 
2019/2020 edition

Consultants go into an organisation 
and assess ways to improve the 
company’s profit-making ability, 

efficiency, or position in the market. They 
will then implement a plan to help the 
client achieve its goals.

A popular choice among graduates, 
consulting is a coveted career path 
because of the very attractive salaries 
offered. More than that, there is also a 
wide variety in job roles as graduates get 
to work on a number of different projects, 
and perhaps even get the opportunity to 
travel.

However, working in high-pressure 
environments is to be expected, and often 
against very tight deadlines.

Consultancy firms often specialise in a 
particular sector such as IT or finance.

You will need…

• Analytical skills
• Commercial awareness
• Creativity
• Good interpersonal skills
• Problem-solving skills

Types of employers

• Management/strategic consultancy
• Human resource consultancy
• IT consultancy
• Financial advisory consultancy
• Public relations consultancy

Career path
Newcomers generally start out as analysts 
and remain there for about three years. 
The company may then encourage the 
pursuit of a postgraduate degree at 
this point before allowing a graduate to 
become a consultant, where another two 
to three years will be spent.

The next step is to become lead 
consultant or manager, before becoming 
a partner in the firm or an industry 
specialist. Seasoned professionals can 
even break off and form their own 
consultancy firms.

Job-hunting tips

• Practise case studies before applying. 
They will make or break applications
• Read business pages for commercial 
awareness. Keep an eye on successful 
or innovative advertising and branding 
campaigns, and figure out what makes 
them work
• Keep abreast of the latest trends in 
management, finance, operations, HR 
and IT

Work experience 
Many consultancy firms in Singapore offer 
summer internships. Keep an eye out for 
them and apply as early as possible to 
keep from missing out.

Deadlines
Application deadlines for full-time 
positions and graduate programmes close 
around September and October.
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Education

People considering a career in 
education usually aim to become 
a primary, secondary, or junior 

college teacher.
However, there are other roles such as 

special educational needs teachers, TEFL 
(Teaching English as a Foreign Language) 
teachers, career guides and educational 
psychologists as well.

The teaching industry in Singapore is 
primarily run by the Ministry of Education 
(MOE), with only a small proportion of 
teachers employed by private education 
institutes such as preschool centres, and 
local and private tertiary institutions.

You will need…

• Interpersonal skills
• Passion
• Communication skills
• Time management skills
• Organisational skills

Types of employers

• Primary schools
• Secondary schools
• Junior colleges
• Universities, polytechnics or technical 

institutes
• Adult education centres

Types of jobs

• Nursery school teacher
• Primary school teacher
• Secondary school teacher
• Junior college lecturer/teacher
• University/polytechnic lecturer/

facilitator
• Teaching English as a Foreign 

Language (TEFL)
• Educational psychologist
• Career counsellor

Job-hunting tips

• The MOE typically allocates teaching 
subjects based on the needs of the school 
and the teacher’s academic qualifications
• Applicants looking to specialise in 
a certain subject have to undergo an 
Entrance Proficiency Test administered by 
the MOE
• Private education providers tend to 
use more specialised, low-key recruitment 
efforts. Check with campus career centres 
or take more proactive steps to hunt for 
openings

Work experience 

• Though it is possible to get work 
experience by doing volunteer teaching 
before graduation, prior experience may 
not be necessary for a teaching role.

Deadlines
Recruitment drives take place at least 
twice a year. Candidates are shortlisted, 
selected and trained before being fielded 
to schools at the start of the academic 
year.

Did you know?
MOE teachers are entitled to 
about 100 hours of professional 
development per year. They 
are also appraised annually 
with multiple measures such as 
contribution to academic and 
character development of their 
students, collaborations with 
parents and community groups and 
contributions to their colleagues 
and the school. 
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Engineering, Design  
and Manufacturing

Did you know?
Despite the economic 
disruptions brought about by 
the global pandemic, Singapore’s 
manufacturing sector, buoyed by 
the biomedical manufacturing and 
precision engineering clusters, grew 
by 3.5 per cent year-on-year. 

Most popular 
employers

1. Rolls-Royce
2. ST Engineering
3. Airbus
4. Defence Science and 
Technology Agency (DSTA)
5. 3M
6. Pratt & Whitney
7. General Electric (GE)
8. Schneider Electric
9. Panasonic
10. Philips Electronics

Source: Singapore Graduate Barometer 
2019/2020 edition

Engineering is a thriving sector 
in Singapore, with companies 
benefitting from a strong local 

supplier base and vast connectivity to the 
region, along with formidable research 
and development (R&D) infrastructure.

Key growth areas include electronics 
manufacturing, biomedical and chemical-
related industries, medical technology, 
aerospace, precision engineering and 
marine engineering.

The “green economy” is also growing 
as a potential source of employment 
through areas such as renewable energy 
sources. Other significant areas for jobs 
include the engineering solutions/control 
and automation sector, as well as research 
into nano- and biotechnology; fields the 
government is actively promoting.

You will need…

• Strong technical ability
• Communication skills
• Project management skills
• To be a team player
• Problem-solving skills

 Types of employers

• Engineering consultancy firms
• Manufacturers (food and beverage, 

pharmaceuticals, computers, 
telecommunications, among others)

• The aviation industry
• Process engineering companies
• Construction companies
• Public sector organisations
• Research and development 

organisations
• Medical device industry
• Business consultants

Types of jobs

• Design and development
• Production
• Quality assurance
• Electronic engineering
• Mechanical engineering
• Chemical and process engineering
• Biomedical engineering
• Civil and structural engineering
• Environmental engineering
• Research and development roles
• Business and management roles

Job-hunting tips

• Large companies in need of engineers 
typically recruit directly through careers 
services centres. Though they do also 
advertise for job openings online, those 
typically tend to be for more experienced 
positions
• Smaller companies normally recruit on 
an “as needed” basis, advertising through 
websites and newspapers. Keep an eye 
peeled for any that may pop up

Work experience 
For engineering students, the real 
takeaway of work experience is that it will 
let them see theory applied in real-world 
situations, and will give examples of how 
skills can be used – something which can 
be discussed at job interviews.

Many employers in this sector also 
like to use work placements as a way of 
screening potential employees.

Deadlines
Most employers in this sector fill vacancies 
through continuous recruitment. 
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Fast-Moving  
Consumer Goods (FMCG)

Fast-moving consumer goods, or 
FMCG, is a sector that encompasses 
products with a quick shelf turnover, 

such as toiletries, cosmetics, processed 
food, detergents and plastic goods.

Many graduates are attracted to 
careers in this sector because there 
is constant growth in the consumer 
market and therefore plenty of room for 
progression.

FMCG companies require graduates 
from many disciplines as there is such a 
wide selection of roles available within 
the industry.

You will need…

• Good interpersonal skills
• Communication skills
• Commercial awareness
• To be a team player
• Problem-solving skills

Types of employers
Large companies that manufacture FMCG 
products, such as:
• Detergent manufacturers
• Cosmetic companies
• Pharmaceutical companies
• Food and drinks companies

Types of jobs

• Food technology (developing and 
improving existing food products)

• Sales
• Supply chain management
• Marketing
• Research and development
• Human resources

Job-hunting tips

• Once graduates have identified the 
companies that they plan to apply with, 
they should conduct research on their 
individual brands
• Pay special attention to advertising 
campaigns, and make sure a good 
understanding of all the company’s 
products are in mind before turning in the 
application forms

Work experience 
Some companies offer three-month 
summer internships, while others 
offer year-long placements. Check out 
individual company websites to see what 
is on offer.

Deadlines
Like most other companies, FMCG 
employers launch recruitment drives 
around the months of August and 
September. However, many companies 
also accept applications year-round.

Did you know?
The global frozen pizza market is 
expected to generate an estimated 
US$17.29 billion by 2023. 

Most popular 
employers

1. Unilever
2. Procter & Gamble
3. Nestlé
4. Dyson
5. Johnson & Johnson
6. L’Oréal
7. Sephora
8. Shopee
9. Samsung
10. BRAND’S

Dairy Farm Group

Source: Singapore Graduate Barometer 
2019/2020 edition
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Healthcare and 
Pharmaceutical

Did you know?
International research organisations 
such as the American Association for 
Cancer Research, Duke University 
and Johns Hopkins University 
have established themselves 
in Singapore. Companies and 
scientists work alongside these 
research institutes to accelerate 
drug discovery and develop novel 
therapies to meet healthcare 
needs. 

Most popular 
employers

1. Ministry of Health (MOH)
2. National University Health 

System (NUHS)
3. National Healthcare Group
4. Alexandra Health
5. GlaxoSmithKline
6. Singapore Health Services 

(SingHealth)
7. Abbott
8. Novartis
9. Baxter Healthcare
10. Pfizer

Source: Singapore Graduate Barometer 
2019/2020 edition

One of Singapore’s hallmarks 
is its healthcare system. At 
present, there are three regional 

healthcare provision systems spread 
out island-wide to facilitate integrated 
healthcare delivery.

Research-wise, more than 50 
companies are carrying out biomedical 
R&D here, including 30 of the world’s 
leading biomedical sciences corporations.

Several leading international 
private healthcare providers have also 
established operations here in Singapore 
to advance into the Asia Pacific region.

You will need…

• Resilience
• Communication skills
• Organisational skills
• To be a team player
• Good technical knowledge

Types of employers

• Pharmaceutical companies
• Dental surgeries
• Community-based healthcare centres
• Medical laboratories
• Private surgeries
• Care agencies/homes
• Private and government  

hospitals/clinics
• Public sector

Types of jobs

• Medical consultant/public health 
doctor/chief medical officer

• Dental surgeon/orthodontist
• Nurse
• Specialised therapist
• Clinical psychologist
• Radiographer
• Optician
• Nutritionist/dietician
• Pharmacist
• Medical scientist/analytical chemist/ 

biochemist/physicist
• Laboratory technician
• Case manager
• Manager/administrator
• ICT specialist

Job-hunting tips

• For most specialist medical 
posts, a particular undergraduate or 
conversion postgraduate qualification 
and accreditation by the Specialists 
Accreditation Board (SAB) is needed, as 
well as a Singapore Medical Council (SMC) 
registration
• Pharmacists must be registered with 
the Singapore Pharmacy Council (SPC) 
before they can practise. This includes 
undergoing pre-registration training and 
passing a competency assessment

Work experience 
Most medical degree programmes 
incorporate clinical placements, which 
ensure that students gain relevant 
experience in a supervised environment.
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Hospitality, Leisure  
and Tourism

Contrary to popular belief, the 
hospitality, leisure and tourism 
industry offers lots of graduate-

level opportunities. These range from 
managing hotels and events to “support” 
functions in IT, marketing or HR.

The industry places much emphasis 
on professional development – whether 
training or a postgraduate qualification – 
but experience is also key to a successful 
career. As such, it is common to spend 
time on the “front line” as part of a 
training scheme to gain a well-rounded 
perspective, but career progression can 
be rapid.

You will need…

• To be customer-oriented
• Communication skills
• Organisational skills
• To be a team player
• Problem-solving skills

Types of employers

• Hotels and accommodation providers
• Restaurants, pubs and entertainment 

venues
• Event management companies
• Leisure centres and sports/social clubs
• National and regional tourism 

organisations
• Travel agents and tour operators

Types of jobs

• Hotel/restaurant/catering manager/
chef

• Events coordinator
• Leisure centre manager
• Fitness instructor
• Tourism officer or manager
• Tourism development officer
• Travel agent manager

Job-hunting tips

• Get as much work experience as 
possible. Alternatively, contact a local 
hospitality or tourism organisation and 
ask to work-shadow a professional
• When looking for a permanent 
position, find out whether there are 
formal graduate training schemes 
available
• If there are no formal graduate 
training schemes available, send a 
speculative application detailing interest 
in the industry/employer and highlight 
any relevant work experience

Work experience 

• Recruiters see work experience as 
evidence of commitment and skill – it 
does not matter to them if hopefuls have 
been waiting staff, cleaners, lifeguards, or 
zookeepers.
• Even temporary work in support 
functions, such as finance, can give 
insights into the industry. This can 
enhance a candidate’s resume if they can 
demonstrate what they have learned.

Deadlines
Some larger organisations run formal 
training schemes, and deadlines for these 
tend to fall between August and October. 
Other organisations recruit on an as-
needed basis.

Did you know?
The United Nations World Tourism 
Organisation (UNWTO) promotes 
responsible, sustainable and 
universally accessible tourism as a 
catalyst for economic advancement, 
including development and 
environment sustainability. 

Most popular 
employers

1. Changi Airport Group
2. Resorts World Sentosa
3. The Walt Disney Company
4. Singapore Airlines
5. Singapore Tourism Board (STB)
6. Wildlife Reserves Singapore
7. Ritz-Carlton Millenia
8. Intercontinental Hotels Group 

(IHG)
9. Park Hotel Group
10. Starwood Hotels & Resorts

Source: Singapore Graduate Barometer 
2019/2020 edition
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Investment Banking and 
Investment Management

Did you know?
Investment banks and institutions 
also value graduates with 
backgrounds in engineering and 
computer science. This dynamic 
sector hires graduates from a 
variety of fields. 

Most popular 
employers

1. DBS Bank
2. J.P. Morgan
3. OCBC Bank
4. Goldman Sachs
5. Morgan Stanley
6. Maybank
7. Bank of America Merrill Lynch
8. Barclays Bank PLC
9. Monetary Authority of 

Singapore (MAS)
10. Citi Singapore

Source: Singapore Graduate Barometer 
2019/2020 edition

Investment management involves 
safeguarding and maximising 
investments on behalf of institutions, 

corporations or individuals. Graduates 
usually work in investment divisions 
of investment banks or for fund 
management firms, also known as asset 
management companies.

Investment banking activities occur on 
three levels – front office (financing, sales, 
trading, research), middle office (risk 
management, strategy, compliance), and 
back office (operations and technology).

Fresh graduates can apply for positions 
in all three offices of an investment bank 
or try for smaller boutique or brokerage 
firms.

You will need…

• Numeracy skills
• To be highly adaptable
• Good interpersonal skills
• To be highly motivated

Types of employers

• Investment banks
• Fund promoters
• Fund managers
• Fund administrators

Types of jobs

• Research analysts
• Portfolio managers
• Client relationship/client services 

managers
• Fund administrators
• Accountants
• Support functions

Job-hunting tips

• Investment banks typically conduct 
on-campus recruitment once or twice a 
year, so keep your eyes peeled!
• Contrary to popular belief, you do 
not necessarily need a business or 
finance degree to work in investment 
management. What is most important 
are your relevant transferrable skills and 
interest in the markets
• Most graduates start their career 
in this sector as financial analysts, so 
conduct some research on that role 
beforehand to figure out how you can 
meet employers’ needs

Work experience 
Investment banks and funds industry 
organisations often use formal internships 
as part of their recruitment process, 
which can put you in a stronger position 
to be recruited by that employer. There 
are also some who only hire through 
internship conversion.

Deadlines
Application deadlines tend to fall in the 
second half of the year. Check employers’ 
websites for specific details.
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IT and Technology

Singapore’s position as a global 
IT hub is evident in the many 
leading technology companies 

that have made the city-state a key node 
in their global network and contributed 
to the nation’s vibrant cloud computing 
ecosystem.

It is not just tech companies that need 
IT graduates, though – the latest trends 
in IT and technology have ensured that 
financial technology, cybersecurity and 
cognitive technology, among others, 
permeate other career sectors. Now, 
virtually every organisation uses IT, from 
government departments to international 
investment banks.

Plus, with some years of experience, 
graduates have the opportunity to branch 
out as contractors or consultants.

You will need…

• Technical skills
• To be adaptable
• Commercial awareness
• Communication skills
• Problem-solving skills

Types of employers

• Software companies
• Technical and business consultancies
• Multinational software and hardware 

companies
• Retail and investment banks
• Telecommunications services 

providers
• State and semi-state bodies and 

organisations

Types of jobs

• Programmer/software developer
• Systems analyst/business analyst
• Web developer
• Network engineer
• Technical support
• Technical sales
• Software engineer
• Security consultant
• Project manager

Job-hunting tips

• IT employers often stick to more 
conventional recruitment means 
– campus events, job postings and 
recruitment fairs – to attract graduate 
applications
• Online application forms are common 
in this sector, so be sure to prepare digital 
copies of all necessary materials before 
applying

Work experience 
Employers in this sector tend to be more 
discreet about advertising their work 
experience opportunities. Check in with 
campus career services centres, or touch 
base with employers directly if they 
happen to be at an event.

Deadlines
Larger IT companies typically stick to 
deadlines in August and September, while 
others have continuous recruitment.

However, if an IT job in another 
industry is preferred, much like banking, 
make sure to check the deadlines for their 
recruitment cycles.

Did you know?
Singapore is a regional base for the 
world’s top info-communications 
multinational companies, such as 
Microsoft, Oracle, Amazon Web 
Services and Google. It is also 
home to numerous international 
tech start-ups. 

Most popular 
employers

1. Microsoft
2. Amazon
3. Micron
4. Accenture
5. Advanced Micro Devices (AMD)
6. Intel
7. Shopee
8. Defence Science and 

Technology Agency (DSTA) 
9. Grab
10. IBM

Source: Singapore Graduate Barometer 
2019/2020 edition
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Law

Did you know?
Solicitors, or “associates”, are 
general practitioners of the law. 
They provide a broad service to 
individuals and organisations, 
dispensing legal advice and 
information, and implementing 
legal procedures and transactions. 
The work is generally very varied. 

Law is an exciting but competitive 
career. The rewards are good if you 
enjoy challenges and thrive on hard 

work. Specialisation is also becoming 
increasingly important for medium to 
larger firms of solicitors, particularly in 
areas such as insolvency, litigation and 
employment law.

In this sector, experience in corporate 
or commercial law, renewable energy and 
commercial contracts procurement is 
likely to help career progression.

However, in order to practise law in 
Singapore, candidates must be either a 
Singaporean or Singapore permanent 
resident, have a second class honours law 
degree or higher, and be admitted to the 
Singapore Bar.

You will need…

• Analytical skills
• Communication skills
• The ability to work under pressure
• To be highly committed
• Solid networking skills

Types of employers

• Private practice
• In-house corporate solicitors’ 

departments
• Public sector

Job-hunting tips
In order to be admitted to the Singapore 
Bar, graduates must first serve a practice 
training period under a qualified lawyer 
– unless an exemption is procured. 
Obtaining practise trainee positions with 
the more renowned law firms is a highly-
competitive scramble in the Singapore, so 
networking and strengthening relationships 
with contacts is a must.

Work experience 

• Consider taking up paralegal jobs 
as a student to meet contacts and form 
networks within the legal sphere
• Hopefuls can also get involved in 
areas where legal knowledge is always 
welcome, such as an internship with a 
political campaign, or joining an NGO or 
social work organisation

Deadlines
Certain firms hire year round, while others 
have fixed recruitment dates. Check their 
websites for specific details
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Media and Advertising 

This is an area that offers many career 
choices. Within the print media, 
opportunities – from reporters to 

photographers – are available for people 
from a range of academic backgrounds. 
Public relations (PR) and advertising are 
also lucrative industries in Singapore.

Graduate roles in publishing include 
those of editorial assistant, journalist, 
proofreader, copy-editor or designer. 
However, these roles can be quite 
demanding, especially when deadlines 
approach. Advertising, in particular, has a 
reputation for being very competitive.

You will need…

• Creativity
• To be a self-starter
• Organisational skills
• Communication skills
• Good interpersonal skills

Types of employers

• Newspapers, magazines and web 
publishers

• Publishing houses and specialist 
publishers

• PR firms
• Advertising agencies
• Broadcasters
• Political parties and government 

agencies

Types of jobs

• Photographer
• Editorial assistant
• Junior reporter/journalist
• Editor
• PR officer
• Graphic designer
• Copywriter
• Political researcher
• Event manager
• Account executive

Job-hunting tips
Portfolios are key in this industry, so 
hopefuls should publish their work. Get 
involved in PR roles for school events on 
campus.

School publications, blogs, campus 
radio and involvement in clubs and 
societies can also boost experience and 
develop skills.

Deadlines
Media companies typically recruit as and 
when vacancies arise, though certain 
large companies may offer graduate 
schemes. Check individual company 
websites for deadlines.

Did you know?
Foreign news organisations, such 
as Reuters and Dow Jones maintain 
bases in Singapore. In addition, the 
Asian editions of the Wall Street 
Journal Asia (WSJA), Newsweek, 
The Economist, and TIME are 
printed in and distributed here. 

Most popular 
employers

1. Mediacorp
2. The Walt Disney Company
3. HBO Asia
4. Ogilvy
5. Singapore Press Holdings (SPH)
6. Bloomberg
7. NBC Universal
8. Dentsu
9. Saatchi & Saatchi
10. Leo Burnett Singapore

Source: Singapore Graduate Barometer 
2019/2020 edition
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Property and  
Real Estate

Did you know?
A common misconception about 
real estate agents is that they earn 
a lot. Real estate agents actually 
do not have a set benchmark for 
their salaries as they earn via 
commission, thus making their 
wages highly unpredictable. 

Most popular 
employers

1. CapitaLand
2. Housing & Development Board 

(HDB)
3. JTC Corporation
4. Mapletree
5. Far East Organization
6. City Developments Limited
7. Keppel Corporation
8. Mott MacDonald
9. Knight Frank
10. Jones Lang LaSalle

Source: Singapore Graduate Barometer 
2019/2020 edition

A career in property involves a 
range of work from sales and 
lettings to property management 

and consultancy services. Graduates will 
work with clients interested in investing 
in residential, commercial and industrial 
property, as well as land to be developed.

This field has opportunities for 
graduates of any degree discipline, 
but those in business, economics, 
law, construction and engineering are 
particularly helpful. However, certain 
areas of work – such as property 
surveying – will require specific degrees 
or qualifications as stipulated by the 
Singapore government.

Aspiring property surveyors and real 
estate agents must be registered with 
the Land Surveyors Board (LSB) and 
the Council for Estate Agencies (CEA) 
respectively.

You will need…

• An eye for detail
• Communication skills
• Good interpersonal skills
• Commercial awareness
• Problem-solving skills

Types of employers

• Estate agents
• Valuation consultancies
• Asset management and investment 

consultancies
• Property construction and 

development companies
• Large corporations and retail chains
• Public sector
• Financial services providers

Types of jobs

• Sales, lettings and acquisitions
• Auctioneers
• Valuers
• Property managers
• Consultants

Job-hunting tips

• The graduate recruitment process 
varies between employers. Larger 
companies may look for potential 
candidates at recruitment talks and 
careers fairs, while smaller companies 
hire as needed
• As job opportunities are not widely 
advertised, it is generally recommended 
to send in speculative applications
• Communication and marketing skills 
are key, so hopefuls should make sure 
that their application highlights them to 
the company requirements
• Business awareness needs to be 
shown, so keep up to date with property 
trends and the trade press

Work experience 
Most large property development 
companies have internship programmes 
lasting two to six months. As there is high 
demand for these positions, graduates 
should to apply early in order to secure 
placements.
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Public Sector

The public sector is Singapore’s 
largest employer, employing an 
estimated 146,000 officers across 

16 ministries and more than 50 statutory 
boards.

As this sector is all about influencing 
and helping people – and not just profit 
margins – most people find a career in 
the public service very fulfilling. There is 
usually a great deal of training offered, 
work practises tend to be flexible and job 
security is typically less of a concern.

There are many areas within the 
public sector. Moreover, it is not all about 
paperwork – many positions offer hands-
on experience that affects people’s lives 
and the society we live in.

You will need…

• To be highly empathetic
• Communication skills
• Organisational skills
• To be a team player
• Good interpersonal skills

Types of employers

• Civil service and government agencies
• Higher education institutes

Types of jobs
Public sector work is very varied and 
includes:
• Accounting, administration and 

management
• Media and communications
• Healthcare
• Research
• Specialist roles (e.g. architecture, 

surveying, engineering, IT, among 
others)

• Community care and welfare

Job-hunting tips

• The public sector offers a diverse 
range of jobs, with good opportunities 
to transfer to a preferred area of work. 
As such, applicants should conduct some 
research beforehand so they can talk 
about their ideal career progression at 
the interview
• Be prepared for psychometric tests 
and multiple rounds of interviews

Work experience 
Prior work experience is not particularly 
important as most ministries will provide 
on-the-job training.

Deadlines
The public sector recruits year-round. 
Check individual ministry and statutory 
board websites for details.

Did you know?
Singapore is a republic with 
a parliamentary system of 
government based on the 
Westminster model, a series of 
conventions and procedures used 
in the Palace of Westminster, 
the location of Parliament in the 
United Kingdom (UK). 

Most popular 
employers

1. Ministry of Education (MOE)
2. Ministry of Social and Family 

Development (MSF)
3. Ministry of Health (MOH)
4. Ministry of Foreign Affairs (MFA)
5. Ministry of Defence (MINDEF)
6. Ministry of Home Affairs (MHA)
7. Ministry of Communication and 

Information (MCI)
8. Ministry of Finance (MOF)
9. National Environment Agency 

(NEA)
10. Singapore Police Force (SPF)

Source: Singapore Graduate Barometer 
2019/2020 edition
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Sales and Marketing

Did you know?
Customer service, as well as sales 
and marketing expertise, are still 
in demand despite technological 
advancements. For instance, 
sales and marketing professionals 
with experience in the fields of 
big data, e-commerce and digital 
transformation are highly valued. 

A career in sales involves business 
development, promoting a 
business, obtaining orders and 

maintaining customer relationships.
Marketing, on the other hand, 

involves the maximising of profits through 
developing strategies and promoting 
products, services and ideas that cater to 
the demands of the market.

Sales encompasses two possible 
areas of work: Retail sales and corporate 
sales. A career in retail sales, though 
less “glamourous”, tends to give early 
responsibility and fast career progression, 
thanks to its rapid expansion.

On the other hand, corporate sales 
require a greater amount of strategy and 
an integration of multiple soft skills.

While salespeople are mainly 
involved in promoting business growth, 
marketing professionals will need to work 
closely with colleagues across several 
departments to successfully expand the 
organisation’s reach.

This may include the sales team, 
market research team and production 
and distribution staff. With the rise of 
social media marketing, graduates should 
also be digitally-savvy and have a strong 
awareness of market trends.

You will need…

• Commercial awareness
• Communication skills
• Resilience
• To be a team player
• Problem-solving skills

Types of employers

• Manufacturers
• Product vendors/distributors
• Consumer banks
• Insurance companies
• Corporate firms

Types of jobs

• Sales
• Business development
• Store management
• Brand management
• Marketing executive
• Market research
• Merchandising
• Social media specialist

Job-hunting tips

• Research employers and their 
products thoroughly before applying – 
candidates are often given case studies 
and role plays within interviews. This also 
applies to marketing roles
• During job interviews for a marketing 
role, an ability to market oneself is a 
reflection of an applicant’s capability to 
market a product. Show confidence and 
demonstrate a capacity to think out of 
the box with concrete examples from past 
experiences
• Experience regarding dealing with 
customers is extremely important. It 
will make interviews easier if candidates 
can draw on their own previous working 
experiences

Work experience 
For retail sales, part-time or summer 
jobs in stores over school holidays 
are excellent opportunities to gain 
experience. Internships in corporate sales 
are less common, so hopefuls may want 
to dig for roles where they will be exposed 
to dealing with customers or clients.

Relevant internship work experience 
is useful if a marketing role is sought. 
Experience in marketing activities and 
experience gained through on-campus 
events or clubs and societies can also be 
beneficial for the job hunt.

Deadlines
Companies usually recruit salespeople 
and marketers year-round, as and when 
needed.
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Scientific Research  
and Development 

Over the past few decades, 
Singapore has become one of 
the world’s most R&D-intensive 

countries, and the government has 
committed to investing a substantial 
amount over the coming years.

The environment and renewable 
energy are hot topics even in the present 
pandemic and subsequent economic 
downturn, and science graduates can 
easily find diverse opportunities.

Many of the world’s top medical 
device and pharmaceutical companies 
have bases in Singapore as well, and the 
biotechnology sector is also growing.

You will need…

• Sound technical ability
• Communication skills
• Passion
• To be a team player
• Business acumen

Types of employers

• Pharmaceutical industry
• Medical devices industry
• Biotechnology industry
• Energy and oil industry
• Food and beverage industry
• Industrial chemicals industry
• Renewables industry
• Public sector

Types of jobs

• Quality assurance and control
• Environmental control
• Laboratory technician
• Health and safety officer
• Business and management
• Product development
• Production and operations
• Research and development
• Sales and marketing

Job-hunting tips
Many large science-related employers 
have graduate training programmes – find 
out about their application procedures in 
greater detail

Hopefuls should stay updated about 
recent developments and investments in 
their individual science-related industries 
in Singapore and around the world

Deadlines
Some companies in this sector run 
biannual recruitment drives, while 
others fill vacancies through continuous 
employment. Refer to their websites for 
specific details.

Did you know?
In 2018, the Land Transport 
Authority (LTA) conducted a 
trial using LED strips to enhance 
pedestrian safety at crossings. This 
exercise was aimed at pedestrians 
whose eyes remained on their 
smartphones even as they crossed 
the road. 

Most popular 
employers

1. GlaxoSmithKline
2. National Environment Agency 

(NEA)
3. Abbott
4. Pfizer
5. Merck
6. DSO National Laboratories
7. Wildlife Reserves Singapore
8. Procter & Gamble
9. Nestlé
10. Baxter Healthcare 

Source: Singapore Graduate Barometer 
2019/2020 edition
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Uniformed Services

Did you know?
Hokkien used to be a common 
language of instruction for trainees 
within the Singapore Armed Forces 
(SAF). The dialect was banned as 
language of instruction in October 
1978, and all instructions have 
been given in English, Malay, or 
Mandarin since. 

The uniformed services can provide 
graduates with a rewarding career 
that gives them the satisfaction 

of serving their community and country. 
The defence forces welcome people of all 
academic disciplines to develop a career 
in a variety of areas.

Although this career sector is 
dominated by MHA, which oversees the 
police, immigration and public safety 
and rescue services; and MINDEF, that 
oversees the Singapore army and all 
its affiliated divisions, there is also the 
option of working for private security 
contractors. The Singapore government 
has also invested heavily in them.

You will need…

• Tenacity
• Communication skills
• Resilience
• To be a team player
• Discipline

Types of employers

• Army
• Navy
• Air force
• Police service
• Immigration
• Ambulance services
• Fire and rescue services
• Private security contractors

Types of jobs

• Combat
• Engineering
• Human resources
• IT and telecommunications
• Finance and logistics
• Emergency medical technician
• Paramedic
• Fire officer
• Fleet management

Job-hunting tips

• With a few exceptions, the defence 
forces require all candidates to undertake 
rigorous physical assessments
• The police force’s selection process 
also tests physical and mental stamina, 
and there is a protracted training period
• To enter the ambulance service, 
candidates need either a degree geared 
towards paramedic health services, or 
they will need to train as an emergency 
medical technician (EMT) and work their 
way up to become a paramedic
• Graduate engineers, surveyors, and 
architects are often recruited as fire 
prevention officers, whose role is to 
ensure adherence to fire and safety 
regulations

Work experience 
Work experience is not necessary for a 
career in this sector. However, MHA does 
offer a number of rotating internship 
positions for interested students.

Deadlines
Uniformed services typically recruit year-
round.
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At AIA Singapore, we are committed to being 
our customers’ life partners, journeying and 
helping them live healthier, longer and better 
lives, across generations. 

Being an AIA Financial Services Consultant is 
not just another job. You’ll go beyond providing 
professional financial advice and services 
– by truly making a positive difference in 
people’s lives, being there for them through 
good and challenging times, be it enabling 
them to achieve their financial goals or leading 
healthier lifestyles.

Besides that, you’ll be rewarded and 
recognised for your efforts with incentives 
and trips as well as opportunities to advance 
your career – in addition to the flexibility you 
you will have in charting it.

You’ll also be given a head-start with guided 
trainings, all the way to helping you achieve 
your Million Dollar Round Table status.

Join us today for a fulfilling career that’ll give 
you insights to a rewarding horizon!

It’s #NotJustAnotherJob at AIA, and what we’re looking 
for is not just another Financial Services Consultant. 
Speak to us today and find out about this exciting career!

Find out more at

www.NotJustAnotherJob.sg
AIA Singapore Pte Ltd 
1 Robinson Road, AIA Tower,
Singapore 048542
Web: www.NotJustAnotherJob.sg
Email: sg.mycareer@aia.com

Sectors
• Banking and Financial Services
• Insurance and Risk Management

Jobs available

Graduate job  

Minimum requirement

Degree  Diploma

Number of employees 
10,000 – 50,000 employees

Locations 
• Singapore – Central 
• Singapore – East
• Singapore – West 

Accepting applications from 
• Finance

Application procedure
Write in to sg.mycareer@aia.com 

Selection process
Step 1: Online Application 
Step 2: Interviews  



PROFILE 
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“Their “thank 
you” texts and 
calls always fill 
me with warmth 
as I know that I 
made a positive 
impact in their 
lives.“

JOB:  
Financial Services Consultant

EMPLOYER: 
AIA Singapore

Linda graduated with 
a degree in Media and 
Communications from 
the National University of 
Singapore (NUS) and earned 
the industry license in 2008.

Linda Chua

BREAKING BARRIERS 
Getting started
I majored in Media and Communications at the NUS, and even then, I knew I wanted a 
career where I could manage my time and be able to interact with different individuals 
while adding value to their lives. Because I understood the importance of insurance, I 
chose to work in this industry to promote the welfare of individuals when I graduated. 
The reason why I chose AIA is because it is a longstanding brand in the industry and 
is one of the largest life insurers in Singapore. I also liked the fact that AIA puts its 
customers on the forefront of everything they do, which aligns with my passion and 
work ethics. Being a Financial Services Consultant all these years has made me feel 
great, knowing that what I have done had benefitted so many lives, proving that all my 
hard work is meaningful, and that my perseverance in this career is worth it.

About my role
My job is to share financial literacy with others and how I can assist them in their 
protection or assets accumulation needs. I try my best to have meetings daily, either 
to meet new prospects or existing customers for servicing appointments over casual 
meals or coffee with no work agenda, but just to have catch-up sessions and build a 
rapport with my customers. On days where I do not have meetings arranged or when 
I am in between meetings, I will go to the office to complete paperwork or prepare for 
upcoming appointments. 

Challenges
Some challenges I faced when I first started out included the lack of support from some 
of my family members and friends as they had doubts about me staying long in this 
industry. They also felt that my degree had gone to waste as I ventured into a different 
field from what I studied. Due to the lack of support, my spirits dampened but I knew 
I had to persevere on. I eventually overcame these negative feelings and found myself 
stronger as I understood that handling rejections are part and parcel of life. I believe 
in setting a positive example for others who need conviction and perseverance to join 
this career. All in all, life’s experiences are never wasted and I am glad to be where I am 
today. There is this saying that goes: “When the going gets tough, the tough get going.”

Biggest achievement
My greatest achievement would always be receiving commendations and referrals 
from my clients whenever I served them well in their financial planning needs and in 
processing their claims. Their “thank you” texts and calls always fill me with warmth as 
I know that I made a positive impact in their lives. Their referrals mean a lot to me and 
what I appreciate the most is when my clients, who value my service over the years, 
turn into my personal friends.

Vital skills
Extending a good listening ear to your prospects and clients is important so you can better 
analyse their situations and needs, upon which you can provide suitable recommendations 
accordingly. Perseverance is also an essential skill, because at times, prospects may reject 
you – but they might end up being your clients at some point in the future, provided you 
have been persevering well and conducting your follow-ups conscientiously.

My advice to graduates
Explore this industry with an open heart and a never-say-die attitude. Rejections are 
bound to happen, but the rewarding part about this career is that you get well paid. 
Moreover, you will live with a fulfilling feeling every day, knowing that what you are 
doing makes a positive difference as well as value-adds to the lives of others. Last but 
not least, remember that the sky is the limit, so never limit yourself and always be 
open to endless possibilities.



Think Change. Think Future.
Whether you are an Engineering major, IT expert, Math whiz, or a people-
person, we see each of your individuality and potential to shape the 
future. The first step in your career is one of life’s important milestones – 
let us help you maximise your potential to deliver a difference.

www.ocbc.com/careers

We see talent. We see you. BUILD A FUTURE-PROOF CAREER WITH AIA
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FROM ASPIRATION TO REALITY

Since 1960, Far East Organization has been inspiring better lives through 

developing innovative concepts for the way people live, work and play.

We have established a diverse portfolio of multiple business lines. 

No matter where your interest lies, you will have access to a wealth of 

opportunities to fuel your passion and career aspirations. All within an 

environment and culture that support you to become the best 

that you can be.

Focus on your dreams as you blaze new trails and inspire 

better lives.

Lina Fong
Project Executive
Development Projects

Winner of 12 FIABCI World Prix d’Excellence awards, the highest honour in international real estate.

@FarEastOrganizationFar East Organizationwww.fareast.com.sg

Residential | Business Space | Hospitality | Retail | Food & Beverage | Self-storage | Laundry Services | Social Enterprise

“At Far East Organization, I am also grateful that I am 
exposed to different types of built projects – these can 
range from hotels to condominiums, and from office 
buildings to factories and other purpose-built 
industrial properties. With such a wide variety of 
projects in our development portfolio, I am able to 
have lateral discussions and learn from my 
colleagues who are taking on different projects.“

EditedbyGTI_FEO-GradSingapore Ad_190x270-FA.pdf   1   17/11/2020   11:16 AM
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Established in 1972 and a member firm of 
BDO International since 1979, we offer a full 
range of services including audit, corporate 
finance, business restructuring, tax advisory, 
management consulting and risk advisory.

Our clients are from most fields of business in 
Singapore and include subsidiaries of multi-
national corporations, public and private 
companies operating in industries as diverse 
as hoteliers, property developers, electronics 
manufacturing, marine, transportation, 
solicitors and publishers. Some of our clients 
are well-known, while many are medium-sized 
emerging businesses.

Our size is at its optimum, it is large enough 
to enable us to provide the full range of 
world-class services, and at the same time, 
allows clients to benefit from our breadth and 
depth of expertise as the world’s 5th largest 
accounting network.

Simply, our services begin with your needs. 
Whether you are a start-up or an established 
enterprise looking to take the next step up, we 
are well-equipped to assist you from ground 
level to the highest stratosphere of success.

To be the leader of exceptional 
client service.

Find out more at

www.bdo.com.sg/en-gb/careers

BDO LLP
600 North Bridge Road, #23-01, 
Parkview Square, Singapore 188778
Tel: (+65) 6828 9118
Web: www.bdo.com.sg/en-gb/careers 
Email: career@bdo.com.sg
Social Media:

  @BDOSingapore 
  @bdo-singapore
  @BDO_Singapore
  @bdosg

Sectors
• Accountancy and Financial Management
• Consulting 

Jobs available

Graduate job  Internship

Minimum requirement

Degree  Diploma

Number of employees 
50,000 - 100,000 employees

Locations 
• Singapore 
• International – BDO’s global network 

extends across 167 countries and 
territories

Accepting applications from 
• Accounting
• Business Administration
• Finance

Application procedure
If you believe you have the right values 
and attitude in wanting to be part of our 
big BDO family, send in your detailed 
resume and a recent photograph to 
career@bdo.com.sg

Selection process
Step 1: Online application 
Step 2: Shortlisting of candidate application
Step 3: Interview
Step 4: Presenting of employment offer   

Application periods
Graduate jobs:  Associate Positions - 
(Audit &  Assurance), (Tax Advisory), 
(Accounting & Payroll),  (Management 
Consulting), (Corporate Advisory),  
(Restructuring & Forensics), (Risk 
Advisory Services-Internal Audit) - All 
year round

Internships: Internship Positions - 
(Audit & Assurance), (Tax Advisory), 
(Accounting), (Management Consulting), 
(Corporate Advisory), (Restructuring & 
Forensics) - All year round
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“When approached 
by my juniors, I 
will try my best to 
provide guidance 
and teach them 
so that they 
have a better 
understanding of 
the audit concepts.”

JOB:  
Audit Senior I

EMPLOYER: 
BDO LLP

Deborah obtained a Bachelor 
of Science (Honours) in 
Accounting and Finance from 
the University of London in 
2016.

Deborah Ong 
Dehui

A DAY IN THE LIFE

8:30 AM
I usually aim to reach office early before the official working hours starting at 8.45 
a.m. This helps me avoid the morning crowd and also allows me to get a good 
seat in our office hot desk area. During this period, I will follow-up on emails and 
update my “to-do list”. This helps me prioritise the important items for each audit 
engagement I have on hand, especially when there is no fixed daily routine while 
being an auditor.

9:00 AM
When the rest of my team members have reached office and settled down, I will 
discuss with them on the status of the sections assigned to them and enquire if 
there are any crucial audit findings thus far. As the audit senior-in-charge, I need to 
keep myself updated and understand the whole audit of the engagement in order 
to better inform my manager and partner. On days that I am out on fieldwork 
at client’s office, I will usually discuss with the client on the outstanding items 
requested and also to provide clarifications on our audit queries if required. 

12:00 PM
Lunch time is the period everyone looks forward to. We would usually head out for 
lunch in a group. Lunch time is the best part of the day as not only does it allows us 
to have a one-hour break from work, it also allows us to bond with our colleagues 
through small talks and sharing of stories. On days that I am out on fieldwork with 
my team, I will take the chance to get to know my team members better over 
lunch. This helps to build rapport within the team and is essential to our work as 
auditing is about teamwork and working together to accomplish the same goal.

4:00 PM
During the course of the audit, I will check in on my team members if they have 
any difficulties with the audit work papers. When approached by my juniors, I 
will try my best to provide guidance and teach them so that they have a better 
understanding of the audit concepts. There are also times when I will encounter 
difficulties in understanding certain audit procedures. I will research for solutions 
to the problems encountered before asking others for advice. In BDO, I am 
fortunate to be able to approach my fellow audit seniors and managers for advice 
and they are willing to share their knowledge with me.

6:00 PM
Despite work officially ending at 5.45 p.m. as an auditor there is no fixed ending 
time as it depends on the tasks that need to be completed. Our audit workload 
may be extremely hectic during the audit peak period when we are rushing to 
meet deadlines. Although there are times that we need to work overtime, it is 
comforting to have fellow team members and other colleagues working in office 
together and supporting one another.
Overall, being an auditor has provided many important skill sets, such as time 
management and communication skills. It has also challenged me to always be 
up-to-date with current affairs and new accounting standards. As an auditor, I am 
also exposed to different industries and have the opportunity to build up my client 
relationship skills. These hard and soft skills are invaluable and are applicable in 
all lines of work.



 130 |   directory 2021  

Changi Airport Group is first and foremost 
a service company. We operate Singapore 
Changi Airport, the world’s most awarded 
airport, and help develop and manage airports 
worldwide. Our people are our most important 
asset in our mission to be the world’s leading 
airport company, growing a vibrant air hub in 
Singapore and enhancing the communities we 
serve worldwide.

We aspire to build a company where ordinary 
people achieve extraordinary results. Our people 
have a passion for service and are committed 
to teamwork, integrity and excellence. Working 
together with our colleagues and partners 
to achieve the best outcome, we deliver 
innovative services and create a world-class 
experience for our customers.

Changi Airport Group offers a unique work 
environment in a global, vibrant and exciting 
airport community. With a set-up of multiple 
businesses, we present challenging work and 
diverse opportunities for our employees to 
further their personal and professional growth, 
providing a platform for them to develop and 
see through their ideas and contributions, 
making an impact to our organisation and to 
the communities we serve locally and globally.

Changi Airport Group  
(Singapore) Pte Ltd
Singapore Changi Airport, PO Box 168, 
Singapore 918146
Web: careers.changiairport.com
Social Media:

  @changiairport
  @changiairport
  @Changi Airport Group 

Sectors
• Aviation, Transport and Supply Chain
• Hospitality, Leisure and Tourism

Jobs available

Graduate job  Internship

Minimum requirement

Degree  Diploma

Number of employees 
1,000 – 10,000 employees

Location 
• Singapore

Accepting applications from 
• Accounting
• Business Administration
• Economics
• Engineering
• Finance
• Humanities, Art and Social Sciences
• IT and Computer Sciences
• Law
• Property and Built Environment

Application procedures
Apply online at careers.changiairport.com

Selection process
Step 1: Online application 
Step 2: Selection test(s) 
Step 3: Interview 
Selection process may differ for each 
role. Only shortlisted candidates will be 
notified

Application periods
Graduate jobs: All year round
Internships: December to February

To be the world’s leading airport company, growing 
a vibrant air hub in Singapore and enhancing the 
communities we serve worldwide

Find out more at

careers.changiairport.com
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CapitaLand is one of Asia’s largest diversified 
real estate groups. Headquartered and listed 
in Singapore, it is an owner and manager 
of a global portfolio worth about S$134.7 
billion as at 30 June 2020, comprising 
integrated developments, retail, commercial, 
business park, industrial and logistics, urban 
development, lodging, residential, 7 listed real 
estate investment trusts (REITs) and over 20 
private funds. Present across more than 220 
cities in over 30 countries, CapitaLand focuses 
on Singapore and China as core markets, while 
continuing to expand in markets such as India, 
Vietnam, Australia, Europe and the USA.

Cultivating a Strong Workforce

As a multi-national company, CapitaLand 
stands by its credo ‘Building People. Building 
Communities.’ Its success is built on its strong 
infrastructure and its diverse and inclusive 
workforce – which consists of more than 

12,000 employees from over 80 countries. 
CapitaLand is always on the look-out for 
people of high calibre with strong potential to 
support and grow with the Group.

Talent Management

CapitaLand believes that a company is only 
as extraordinary as the people who contribute 
to its culture and success. It focuses on 
hiring the best people, and have strategic, 
integrated and quality learning programmes 
for continual learning and development in all 
career stages. CapitaLand offers opportunities 
for challenging and rewarding careers where 
employees are able to continually learn and 
develop their personal and professional 
capabilities, all while working alongside a 
talented, international and diverse workforce.

CapitaLand Limited
168 Robinson Road, #30-01,  
Capital Tower, Singapore 068912
Tel: +(65) 6713 2888
Web: capitaland.com/careers
Social Media:

  @capitaland
  @capitaland
  @capitaland
  @capitaland 

Sector
• Property and Real Estate

Jobs available

Graduate job  Internship

Minimum requirement

Degree  Diploma

Number of employees 
10,000 – 50,000 employees

Locations 
• Singapore
• International – Global

Accepting applications from 
Open to all disciplines

Application procedures
Apply online via capitaland.com/careers 
and shortlisted candidates will be notified

Building People. Building Communities. 

Find out more at

capitaland.com/careers



“In a dynamic 
work 
environment, 
keeping tabs 
on the different 
developments 
and tasks is 
important.”

JOB:  
Management Executive, 
Workspace Marketing

EMPLOYER: 
CapitaLand Limited

Jonathan obtained both his 
Master of Science (Project 
Management) and Bachelor 
of Science (Project and 
Facilities Management) from 
the National University of 
Singapore (NUS) in 2019.

Jonathan Chia 

PROFILE 
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A DAY IN THE LIFE

7:30 AM
I usually start off my day with a hearty breakfast and a good cup of coffee to get 
myself ready for the day ahead. Energised by breakfast, I will map out my tasks 
and goals for the day. Having a to-do list allows me to visualise and prioritise my 
tasks accordingly.
In a dynamic work environment, keeping tabs on the different developments and 
tasks is important. I also make it a point to strike off items from my to-do list as 
soon as I complete them to serve as productivity trackers and remind myself of 
my progress.

10:00 AM
We conduct our Work-in-Progress (WIP) meetings every fortnight, where the team 
will come together to provide updates on the various marketing activities and 
plans. Through these WIP sessions, we are kept aware of what everyone in the 
team is working on, as well as identify areas where the team can assist each other.
On a monthly basis, we also conduct learning and development meetings at the 
department level for cross sharing between different teams to take place. These 
monthly sessions serve to leverage on the different experiences and provide 
knowledge-sharing amongst different teams. 

3:00 PM
The afternoon is when I usually have meetings with my managers or colleagues 
to discuss any outstanding issues or ongoing work. I cherish these review sessions 
as their feedback provides guidance and support, as well as important learning 
points for me to improve my work. The team embraces open communication and I 
am fortunate to be able to reach out to my colleagues and managers easily.
Being in workspace marketing, I support the marketing efforts for our Business 
Park, Logistic and Industrial properties. As the field of marketing is constantly 
developing, it is important that we keep pace with market trends and leverage on 
technology to drive engagement rates. 
I was also given the opportunity to work alongside my colleagues from the Leasing 
team to source for prospects to rent our properties. I would organise viewings 
with the prospects and address any queries they may have on the units.
To me, recommending a unit that meets the needs of the prospect is far more 
important that solely closing a deal. Sincerity is one of the key traits in sales 
because an earnest approach forms the foundation of a long-term partnership 
and opens up doors to future collaboration and opportunities.

6:00 PM
When time permits, I will check in on my colleagues at the end of the day and 
ask how their day went. These light-hearted chats can help me better understand 
their wellbeing and are also opportunities for me to lend a listening ear or helping 
hand when needed.
To unwind and relax, I would meet my friends or family for dinner. It is important 
to decompress after a day at work, in order to keep the mind fresh and ready for 
the next day.



“As a member 
of the portfolio 
management 
team, we need to 
ensure that the 
operating metrics 
– occupancy, 
rental reversion, 
and sales, among 
others – do not 
face adverse 
fluctuations.”

JOB:  
Management Executive, 
Investment & Asset 
Management

EMPLOYER: 
CapitaLand Limited

Jean obtained her Bachelor 
of Science in Economics from 
the Singapore Management 
University (SMU) in 2019.

Wun Yun Jing 
(Jean)

A DAY IN THE LIFE

8:30 AM
I will usually reach the office at this time, and grab a cup of coffee from the pantry. 
As there will be other colleagues also getting their daily morning fix, this is a good 
time to say hi and have a short catch-up.
Once back at my desk, I will check my emails for any meetings scheduled for the 
day. I will then draft a to-do list for the day so that I will not miss a task while 
working on another. I might also have morning meetings with the department to 
discuss any upcoming deliverables, or attend meetings with overseas colleagues 
to discuss the current operating performance and ongoing issues. 

10:00 AM
I will follow up with the issues discussed during our morning discussions. For 
example, if the asset managers mentioned certain tenant issues, I will ask for more 
details and analyse them carefully.
As a member of the portfolio management team, we need to ensure that the 
operating metrics – occupancy, rental reversion, and sales, among others – do 
not face adverse fluctuations. Therefore, it is important to identify any potential 
downsides and discuss these issues with the asset managers to mitigate such 
impacts.

12:30 PM
My department often goes out for lunch together. As we are located at Capital 
Tower, we are close to well-known food places, like Amoy Street Food Centre and 
Maxwell Road Hawker Centre.
If the size of our group is more than five, it can be quite difficult to find a place in 
restaurants or hawker centres, so we order takeaway and eat in our pantry. It is 
fortunate that we have a pantry at every floor, so we do not have to worry about 
not getting enough seats at peak hours.
Lunchtime is when we get to bond and engage in light-hearted talks. My colleagues 
are very friendly, making meal times enjoyable and stress-relieving.

2:00 PM
After lunch, I will have another caffeine fix to power through the rest of the day. 
Usually, I will continue to work on any unfinished tasks from earlier in the morning, 
or check if there is any feedback from other colleagues regarding the work I have 
sent out. There is a lot of email correspondence with the team in China as we 
double-check the numbers to ensure that we are on track for our next report.
When there are meetings within the departments, we will come together and 
check in on others who are overseeing different malls. I will also check my to-do 
list to ensure there is no urgent task that I have missed out.

6:30 PM
I will end my day by writing down pending issues or tasks to follow up on and 
check my calendar for meetings scheduled for the next day. We may knock off late 
during peak periods, but these do not come by too often.
I am also glad that there is flexibility to finish our work at home, which can be 
especially helpful for colleagues who have young children.
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The Central Provident Fund (CPF) Board helps 
4 million members save for their retirement, 
healthcare and housing needs. As the trustee 
of the nation’s retirement savings, we serve 
CPF members knowing that we make a 
difference. As long as you have the passion 
and commitment to serve the public, you will 
find your niche in our big family that consists 
of more than 50 departments in the following 
job families:

• Agency Services

• Customer Service

• Enforcement

• Information Technology

• Management of Schemes 

• Policy and Corporate Development

 
 

Management Associate Programme (MAP)

The CPF Management Associate Programme 
(MAP) offers you a head start in this 
meaningful career, equipping you with 
opportunities to interact with senior 
management and accelerated growth 
through structured rotations, mentorship and 
leadership programmes. If you are driven, 
innovative, and a team player, join us to make 
a difference to the lives of CPF members. 
Application for the MAP opens from August to 
November 2021.

NextGen Programme

For IT graduates, the NextGen Programme aims 
to build the Next Generation of Technology 
Specialists and Future Leaders to drive the 
next wave of technology that will impact all 
Singaporeans.  

Application for the NextGen Programme opens 
from November 2020 to February 2021.

To enable Singaporeans to have a secure retirement,  
through lifelong income, healthcare financing and home financing.

Find out more at

www.cpf.gov.sg/careers

Central 
Provident 
Fund Board

Central Provident Fund Board 
238A Thomson Road, Novena Square, 
Singapore 307684
Web: www.cpf.gov.sg/careers
Email: hr@cpf.gov.sg
Social Media:

  @CPFBoard 
  @PantryTalk
  @cpf_board 

Sector
• Public Sector

Jobs available

Graduate job  Internship

Minimum requirement

Degree  Diploma

Number of employees 
1,000 – 10,000 employees

Location 
• Singapore

Accepting applications from 
• Accounting
• Business Administration
• Economics
• Engineering
• Finance
• Humanities, Art and Social Sciences
• IT and Computer Sciences
• Law
• Maths
• Property and Built Environment
• Sciences
• Social Work
• Teaching and Education

Application procedure
Apply online at www.cpf.gov.sg/careers. 
We regret that only shortlisted applicants 
will be notified.

Selection process
Step 1: Online Application
Step 2: Psychometric Assessments
Step 3: Interview 

Application periods
NextGen: November 2020 to February 2021
MAP: August to November 2021
Internships: Applications are accepted 
year-round
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“During these 
sessions, senior 
consultants will 
guide the junior 
consultants like 
myself to clarify 
any doubts we 
have, and this is 
when learning 
takes place.”

JOB:  
IT Consultant

EMPLOYER: 
Central Provident  
Fund Board

Xiaofan obtained a Bachelor 
of Engineering (Honours) in 
Computer Engineering from 
the National University of 
Singapore (NUS) in 2017

Wang Xiaofan

A DAY IN THE LIFE

7:30 AM
I usually wake up at around 7:30 a.m. to prepare for work and reach office at 9 
o’clock. Being a coffee addict, the first thing I would do upon reaching office is 
to grab a cup of black coffee so that I can be active, energetic, and stay focused 
at work! This is also when I take some time to make a to-do list so that I get a 
sense of the amount of work to be completed to ensure better time management 
throughout the day.

9:00 AM
As an IT Consultant in the Member Application Systems department, I manage the 
IT systems for Self-Employed Persons (SEPs) and help to implement CPF projects 
that are related to SEPs. One example is the Contribute-As-You-Earn scheme in 
2020 that helps SEPs to make smaller and more regular MediSave contributions. 
Morning is the time for me to work on projects or service requests initiated by 
our colleagues in the Self-Employed Scheme & Workfare department (SWD). An 
IT Consultant’s job responsibilities revolve around system analysis and project 
management. We analyse the project or request and study its impact on the 
system and the system components before designing the solutions. It is important 
that our design adopt a lean approach, with modules that are reusable, extensible 
and accurate so that the system is always robust and reliable. 
Occasionally, we will also have team meetings in the morning to discuss about the 
ongoing projects and address existing issues. If there are any concerns, we can 
always voice out to the supervisors and get their help.

12:00 PM
Lunch is always our favourite time of the day! Other than eating and chatting with 
colleagues across different departments, it is also a time for us to exchange work-
related ideas and solutions. I usually have lunch with my NextGen friends! We 
joined the company together through the NextGen Programme and have forged 
strong bonds. Aside from eating, we also enjoy ourselves at the recreational corner 
playing Nintendo Switch and Foosball to reduce the work stress.

2:00 PM
Most meetings start in the afternoon at this time. Depending on the stage of the 
project, we will meet up with SWD users to discuss about the requirements and 
propose approach or testing details to ensure that the project is on the right track. 
Sometimes, we have internal discussions within the IT team to discuss about 
the functionalities and the design of the system. During these sessions, senior 
consultants will guide the junior consultants like myself to clarify any doubts we 
have, and this is when learning takes place. I have gained extensive knowledge and 
experience under the guidance of my team.
A significant portion of the project effort will be spent on testing to detect and 
solve any errors or flaws. I will usually do the system testing or user acceptance 
testing in the afternoon after meetings have ended. This way, I can test my 
components without being interrupted. 

6:30 PM
Most of the days I end work on time. If there are projects with tight timelines, I 
will stay back in office to work on these projects and verify the implementation if 
needed. Although it might sound challenging, I get a great sense of accomplishment 
when SEPs feedback that they have benefited from our schemes or share their 
good experience using CPF system with us.
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At the Defence Science and Technology Agency 
(DSTA), we thrive on developing the next 
breakthrough for the defence and security of 
Singapore.

We harness and exploit emerging technologies 
to develop solutions that will boost Singapore’s 
digital strength. We also design, develop and 
integrate next-generation defence systems 
and capabilities to safeguard Singapore. 

The multidisciplinary nature of our work 
in engineering, infocomm technology 
and cybersecurity will give you many 
opportunities to innovate and push the 
boundaries of science and technology.

Our diverse portfolio includes artificial 
intelligence, augmented/virtual reality, 
cybersecurity, data analytics, Internet of 
Things, machine learning, military platforms, 
robotics, sensors and unmanned technologies.

DSTA is committed to providing you a multitude 
of growth and development opportunities to 
build your technical expertise and hone your 
competencies in multidisciplinary domains.

Embark on a meaningful career to pursue 
your passion and achieve your potential. Be 
equipped with leadership skills and nurture 
the leader in you at every stage of your career. 

See possibilities through an internship, 
scholarship and career with us!

DSTA shall harness and exploit science and technology, and 
provide technological and engineering support, to meet the 
defence and national security needs of Singapore.

Find out more at

https://www.dsta.gov.sg
Defence Science and Technology Agency 
(DSTA)
1 Depot Road, Singapore 109679
Web: https://www.dsta.gov.sg
Email: hrjobs@dsta.gov.sg
internship@dsta.gov.sg
scholarship@dsta.gov.sg
Social Media:

  @SingaporeDSTA
  @SingaporeDSTA
  @DSTA

Sectors
• Engineering, Design and Manufacturing
• IT and Technology

Jobs available

Graduate job  Internship

Number of employees 
1,000 – 10,000 employees

Location 
• Singapore

Accepting applications from 
• Discipline and requirement vary 

according to positions
• Visit https://www.dsta.gov.sg to find 

out more

Application procedure
Learn more about DSTA Careers, 
Internships and Scholarships at  
https://www.dsta.gov.sg

Application period
Applications are accepted all year round
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“As an AI engineer 
in DSTA’s Digital 
Hub, I explore 
opportunities 
in emerging 
technologies that 
can be harnessed 
for defence.”

JOB:  
Engineer, Digital Hub

EMPLOYER: 
Defence Science and 
Technology Agency (DSTA)

Aaron obtained a Bachelor 
of Engineering (Information 
Engineering and Media) 
from the School of Electrical 
and Electronic Engineering 
at Nanyang Technological 
University (NTU) in 2019.

Aaron Chew

A DAY IN THE LIFE

8:30 AM 
I start my mornings with breakfast and a bit of surfing on social media to keep up 
with the news, mostly on emerging technologies. As an Artificial Intelligence (AI) 
engineer in DSTA’s Digital Hub, I explore opportunities in emerging technologies 
that can be harnessed for defence. In particular, my interest is in finding new ways 
for machines to understand the human language so that they can be used to help 
the Singapore Armed Forces (SAF) in their operations. Hence, it is important to be 
aware of the latest developments and releases. 
In our work, we collaborate with commercial organisations and academia, where 
we hold online video meetings or trainings with them. My team works closely with 
a global AI firm on a co-development project to make AI technologies simpler to 
implement. We have regular discussions as part of our agile development process, 
to share our progress as well as to quickly address and resolve any issues the team 
faces. Internal discussions are also held within the team or with our SAF colleagues 
to brainstorm ideas and tackle challenges together. On top of that, we review 
trial results against our hypotheses from the previous day, and plan new steps to 
improve the AI models.

11:00 AM
I spend some time before lunch to check emails or browse through new AI 
developments, conferences, or research papers. It is interesting to look up new 
ways or explore new open-source tools to better approach some of the problems 
we face in our projects. My colleagues and I also regularly attend classes, training 
and conferences to beef up our AI knowledge since the field is rapidly expanding. 
I send some outstanding experiments to run in the background and write down 
some potential leads I can look at after lunch.

12:30 PM
If I am in the office, I usually lunch with my colleagues at our office cafeteria. As 
we work on a lot of interesting technologies, our lunch conversations typically turn 
into discussions on new technology developments, like the latest tech companies, 
new releases of software and hardware or even ideas on how we can improve 
the way we work. These conversations can sometimes develop into ground-
up initiatives which we may pitch to bring to fruition, as our workplace culture 
supports innovation at all levels! 

1:30 PM
I usually spend the afternoon running experiments and tackling my to-do list and 
leads. This usually takes a few hours, or until I achieve a milestone troubleshooting 
bugs or scripting for a new task. Once done, I send my analysis for the team to 
review and extend upon. I will also schedule new experiments to run overnight. 
In 2020, I also had the opportunity to help organise BrainHack, DSTA’s learning fest 
for students to experience and learn about emerging technologies. In particular, 
I helped out with the Today I Learned – AI Camp, where we introduced AI and 
machine learning concepts to participants. It was a refreshing change from my 
usual job scope, and also a very fulfilling experience to share our knowledge with 
students and inspire their passion for tech. 

7:00 PM
I typically end the day with an informal discussion with my team members where 
we wrap up our day sharing new findings and helping one another brainstorm for 
new ideas and solutions. 
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We at Far East Organization, together with our 
Hong Kong-based sister company Sino Group, 
are one of Asia’s largest real estate groups, 
with operations in Singapore, Malaysia, 
Australia, Japan, Hong Kong and China.

We operate as a Christian enterprise that seeks 
to be a community of love and a workplace of 
grace doing business guided by the eternal 
truths of Jesus Christ.

Since our establishment in 1960, we have 
been contributing to the transformation of 
Singapore’s urban landscape with over 780 
developments, and have earned a growing 
reputation for introducing innovative concepts 
and helping to shape how communities live, 
work and play.

We are a one-stop property emporium offering 
a comprehensive range of real estate products 
for sale as well as for lease, from residential 
properties to hotels and serviced residences 
to retail, office, self-storage, healthcare and 
industrial space.

Our organisation includes three listed entities: 
Far East Orchard Limited, Far East Hospitality 
Trust and Yeo Hiap Seng Limited.

Far East Organization is the winner of 12 
FIABCI World Prix d’Excellence awards, the 
highest honour in international real estate. As 
a Christian enterprise, Far East Organization 
contributes to community and charity causes 
in the name of our Lord Jesus Christ who is the 
way and the truth and the life.

Inspire Better Lives

Find out more at

www.fareast.com.sg
Far East Organization 
14 Scotts Road #06-00
Far East Plaza, Singapore 228213
Web: www.fareast.com.sg
Social Media:

  @fareastorganization 
  @fareastorganization
  @Far East Organization

Sector
• Property and Real Estate

Number of employees 
1,000 – 10,000 employees

Locations 
• Singapore
• Australia 
• China 
• Hong Kong  
• Japan 
• Malaysia 
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A DAY IN THE LIFE

8:00 AM 
Nestled in the island of Sentosa is where my workplace Village Hotel Sentosa is 
located. It is a busy yet fun place to work at. I kickstart my workday with reading 
the duty manager’s daily report that includes feedback from our guests from the 
previous day and the required follow-up items. 

8:30 AM   
Holding a team briefing daily is key to keeping everyone in the team aligned on the 
allocation of tasks, as information is handed over from the night shift’s team to the 
day shift’s team for continuity. The briefing ensures that we start the day right over 
breakfast. 

9:00 AM  
Next, we will have our Operations meeting with team members from the hotel’s 
Housekeeping, Security and Banquet departments to discuss various matters. Unity 
is especially prevalent here as we work together to help each other improve or 
initiate new processes that will benefit our work, and ultimately create a better 
experience for our guests and tenants.

10:00 AM   
I enjoy my daily walks to inspect the property with my supervisor and team. We aim 
to ensure the properties are in good condition for our guests to have the best stay 
experience. At times, we may have to analyse the root cause of a problem; to me, 
great satisfaction comes from resolving the issue. I also find fulfilment in a simple 
reinstatement work that improves the condition of the property as the work of my 
team contributes to enhancing customer and guest experiences. 

2:00 PM   
After lunch hour, we will visit our food and beverage tenants within the property for 
maintenance works. We often share property updates and chat about current affairs 
with our tenants. I value these interactions with them as these relationships build 
mutual understanding and allow us to empathise with one other.

4:00 PM  
I find it helpful to end my workday with an informal session with my team members 
to get their brief updates on the priorities shared at the morning briefing. Other 
aspects of discussions include Asset Enhancement Initiatives, budget plans and 
contracts, vendor permit submissions or simply to gather their feedback on the 
projects that we are working on. 

6:00 PM  
After tidying up my work and replying to 
emails, I leave work feeling accomplished. 
This is heightened by seeing the smiles 
on our guests’ faces and knowing that my 
work has enabled many families to have 
a memorable time at our properties.
My office at Sentosa has the perfect 
backdrop of the sun, sea, and sand. This 
usually keeps me energised throughout 
my day, and as I make my way home to 
spend quality time with my family, I carry 
with me this feeling of wellbeing. 

“After tidying up my 
work and replying to 
emails, I leave work 
feeling accomplished. 
This is heightened 
by seeing the smiles 
on our guests’ faces 
and knowing that my 
work has enabled 
many families to have 
a memorable time at 
our properties.”

JOB:  
Manager, Central 
Engineering, Property 
Services

EMPLOYER: 
Far East Organization

Wei Kiat obtained a Bachelor 
of Engineering (Electrical 
& Electronic Engineering) 
with Minor in Business from 
the Nanyang Technological 
University (NTU) in 2008.

Chia Wei Kiat
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“It is fulfilling 
to see what has 
been planned for 
many months on 
paper turn into 
reality through the 
coordination and 
hard work of all 
the project team 
members.”

JOB:  
Project Executive, 
Development Projects, 
Property Services

EMPLOYER: 
Far East Organization

Lina obtained a Master 
of Architecture (M. Arch. 
Distinction), Architecture 
and Sustainable Design from 
the Singapore University 
of Technology and Design 
(SUTD) in 2016.

Lina Fong

A DAY IN THE LIFE

8:00 AM
My day begins with a daily devotional word and message from a subscribed 
podcast. It helps me to start my busy day with a positive mindset. During my 
commute to work, I will take this time to mentally prepare myself for the upcoming 
meetings by going through my emails. This helps me to also prioritise my tasks 
before getting to my work site. 

11:00 AM
After I have gobbled down my favourite Ya Kun kaya toast, I will join our client 
consultant meeting at the contractor’s site office. As a project executive in Far East 
Organization, it is my responsibility to ensure that the project’s master schedule, 
cost evaluation, design and technical issues are simultaneously looked into and 
are in order. 
With the sound of the construction going on in the background (which I have gotten 
used to), we would usually hold our site progress meetings with the contractor for 
about an hour. This will be the time for our contractor to discuss with us the issues 
which require clear directions from the project team. It is important for these 
issues to be raised in a timely manner and then promptly resolved. 
After our meetings comes one of my personal highlights of the job – taking a site 
walk after strapping on our hard hat or helmet and work boots! It is fulfilling to see 
what has been planned for many months on paper turn into reality through the 
coordination and hard work of all the project team members. 

1:00 PM
I have a quick and easy lunch at Far East Square. I would take this time to catch up 
with my consultants on any issues they would like to discuss, or other concerns 
they may have. I believe it is important to have an open dialogue with members of 
the project team so that each of their voices are heard. 

3:00 PM
Around mid-afternoon, I will be back at our headquarters for a design presentation 
on another project. It stretches me to apply what I have experienced from the 
ongoing built projects to the newer projects that are still in the design stages. 
I enjoy being part of the design reviews and presentations as they give me an 
opportunity to be aware of the many innovative designs that can be integrated to 
better improve our product standing with our customers. 
At Far East Organization, I am also grateful that I am exposed to different types 
of built projects – these can range from hotels to condominiums and even to 
industrial factories. With such a wide variety of projects in the organisation, I have 
the opportunity to have lateral discussions and learn from my colleagues who are 
taking on other projects. These are great learning experiences for young budding 
project executives like myself.

7:00 PM
Most of the time I end work at around 7 p.m. and it is time to unwind and relax! 
This is the perfect time to grab a nice cold beer and chill with my colleagues. Every 
day is a new experience and I look forward with anticipation to what tomorrow 
will bring. And it repeats – every day is an exciting day, with something new.



BUILD A FUTURE-PROOF CAREER WITH AIA
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FROM ASPIRATION TO REALITY

Since 1960, Far East Organization has been inspiring better lives through 

developing innovative concepts for the way people live, work and play.

We have established a diverse portfolio of multiple business lines. 

No matter where your interest lies, you will have access to a wealth of 

opportunities to fuel your passion and career aspirations. All within an 

environment and culture that support you to become the best 

that you can be.

Focus on your dreams as you blaze new trails and inspire 

better lives.

Lina Fong
Project Executive
Development Projects

Winner of 12 FIABCI World Prix d’Excellence awards, the highest honour in international real estate.

@FarEastOrganizationFar East Organizationwww.fareast.com.sg

Residential | Business Space | Hospitality | Retail | Food & Beverage | Self-storage | Laundry Services | Social Enterprise

“At Far East Organization, I am also grateful that I am 
exposed to different types of built projects – these can 
range from hotels to condominiums, and from office 
buildings to factories and other purpose-built 
industrial properties. With such a wide variety of 
projects in our development portfolio, I am able to 
have lateral discussions and learn from my 
colleagues who are taking on different projects.“
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© 2020 Micron Technology, Inc. All rights reserved. Micron, the Micron orbit logo, the 
M orbit logo, Intelligence Accelerated™, and other Micron trademarks are the property 
of Micron Technology, Inc. All other trademarks are the property of their respective owners.

Your Future 
Starts Here
Apply Now at www.micron.com/careers



 142 |   directory 2021  

Income was established in 1970 to provide 
affordable insurance for workers in Singapore. 
Today, two million people look to Income for 
trusted advice and solutions when making 
their most important financial decisions. Our 
wide network of advisers and partners provide 
life, health and general insurance products 
and services to serve the protection, savings 
and investment needs of customers across all 
segments of society.

As a social enterprise, Income was made 
different. Our social purpose of maximising 
value for our policyholders defines us 
as a social enterprise as we continue to 
make insurance accessible, affordable and 
sustainable for all.

In 2018, Income had over $37 billion in assets 
under management. Our financial strength and 
diversified investment portfolio is reflected by 
our strong credit ratings which underpin the 
delivery of our commitment to customers.

Income’s corporate social responsibility 
initiative, OrangeAid, is committed to empower 
a better future for children and youth from 
disadvantaged backgrounds.

For more about Income, please visit www.
income.com.sg.

At Income, we go beyond insurance to come up with 
initiatives that add value to people’s lives. It is what 
makes us different.

Find out more at

income.com.sg/careers/working-at-income
Income
Web: income.com.sg/careers/working- 
at-income

Sector
• Insurance and Risk Management

Jobs available

Graduate job  Internship

Minimum requirement

Degree  Diploma

Location 
• Singapore

Accepting applications from 
Open to all disciplines

Selection process
Step 1: Online application 
Step 2: Interview(s) 
Step 3: Offer
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It’s about memory

The world is moving to a new economic 
model, where data is driving value creation in 
ways we had not imagined just a few years 
ago. Data is today’s new business currency, 
and memory and storage are emerging as 
strategic differentiators that will redefine how 
we extract value from data to learn, explore, 
communicate and experience. As the leader 
in innovative memory solutions, Micron is 
helping the world make sense of data by 
delivering technology that is transforming 
how the world uses information. Through our 
global brands — Micron and Crucial — we 
offer the industry’s broadest portfolio. We 
are the only company manufacturing today’s 
major memory and storage technologies: 
DRAM, NAND, NOR and 3D XPoint™ memory. 
Our solutions are purpose built to leverage 
the value of data to unlock financial insights, 
accelerate scientific breakthroughs and 
enhance communication around the world.

Enriching Our Talent

Micron believes in fostering a supportive work 
environment where team members thrive, 
engage in meaningful work and bring their 
best selves every day. Self-development 
opportunities ranging from structured to 
informal, self-directed to collaborative, in the 
classroom and in the workplace, include:

• Technical Leadership Tracks

• Leadership in Action

• Future Leaders Programme

• Employee Resource Groups and Interest 
Clubs

Driving New Possibilities

We need the help of bright minds and problem-
solvers — leaders and believers. If you’re 
looking for a career fuelled by possibilities in 
a fast-paced, innovative environment, team up 
with us. We can help you translate your talent 
and drive into a challenging, meaningful future.

Your Future Starts Here.

Find out more at

micron.com
Micron Semiconductor Asia
1 North Coast Drive, Singapore 757432
1 Woodlands Industrial Park D, Street 1 
Singapore 738799
990 Bendemeer Road, Singapore 339942
Web: micron.com
Email: sgjobs@micron.com

Sector
• Engineering, Design and Manufacturing

Jobs available

Graduate job  Internship

Minimum requirement

Degree  Diploma

Number of employees 
10,000 – 50,000 employees

Location 
• Singapore

Accepting applications from 
• Engineering
• IT and Computer Sciences
• Sciences

Selection process
Step 1: Online application 
Step 2: Online Tests
Step 3: Interview 



FROM ASPIRATION TO REALITY

Since 1960, Far East Organization has been inspiring better lives through 

developing innovative concepts for the way people live, work and play.

We have established a diverse portfolio of multiple business lines. 

No matter where your interest lies, you will have access to a wealth of 

opportunities to fuel your passion and career aspirations. All within an 

environment and culture that support you to become the best 

that you can be.

Focus on your dreams as you blaze new trails and inspire 

better lives.

Lina Fong
Project Executive
Development Projects

Winner of 12 FIABCI World Prix d’Excellence awards, the highest honour in international real estate.

@FarEastOrganizationFar East Organizationwww.fareast.com.sg

Residential | Business Space | Hospitality | Retail | Food & Beverage | Self-storage | Laundry Services | Social Enterprise

“At Far East Organization, I am also grateful that I am 
exposed to different types of built projects – these can 
range from hotels to condominiums, and from office 
buildings to factories and other purpose-built 
industrial properties. With such a wide variety of 
projects in our development portfolio, I am able to 
have lateral discussions and learn from my 
colleagues who are taking on different projects.“
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A Foreign Service career is more than just a 
job. Graduates may join the Ministry of Foreign 
Affairs (MFA) under two schemes of service, 
as either Foreign Service Officers (FSOs) or 
Foreign Service Administration Specialists 
(FSAS). 

FSOs are Singapore’s bridge to the world 
and are involved in the formulation and 
implementation of policies related to their 
assigned portfolio. FSOs need to be able 
to persuade, assert and cultivate good 
interpersonal relations while keeping 
Singapore’s interests at heart. Depending 
on your competencies and interests, 
FSOs can pursue either the Functional and 
Corporate or the Political and Economic track. 

FSAS officers contribute to the success of the 
Ministry in administration, operations and 
corporate governance, and may develop along 
multiple pathways to pursue a career that 
makes the best use of their skills, knowledge 
and interests. 

Throughout your career, you have the 
opportunity to alternate between Singapore 
(HQ) and our 50 Overseas Missions around 
the world. As you progress within the Ministry, 
a series of varied and enriching assignments 
and milestone programmes will prepare you 
for higher level appointments.

An exciting career of unparalleled opportunities 
on the frontline of global development awaits. 
For those of you who are up for the challenge, 
come join us at MFA!

Be on the Frontline. At the Ministry of Foreign Affairs, 
we create “strategic space” to safeguard and advance 
Singapore’s interests. 

Find out more at

www.mfa.gov.sg/career

Ministry of Foreign Affairs
1 Sherwood Road, 248163
Tel: (+65) 6379 8000
Web: www.mfa.gov.sg/career 
Email: mfa_career@mfa.gov.sg
Social Media:

  @mfacareers 
  @minstry-of-foreign-affairs-singapore
  @mfa_sg 

Sector
• Public Sector

Jobs available

Graduate job  Internship

Minimum requirement

Degree  Diploma

Number of employees 
1,000 – 10,000 employees

Locations 
• Singapore
• International – 50 Overseas Missions 

worldwide

Accepting applications from 
• Accounting
• Business Administration
• Economics
• Engineering
• Finance
• Humanities, Art and Social Sciences
• IT and Computer Sciences
• Law
• Maths
• Sciences
• Social Work
• Teaching and Education

Application procedure
Apply online at www.mfa.gov/career!

Selection process
Step 1: Online application
Step 2: Online reasoning tests
Step 3: Writing Tests and Roundtable 
Discussion
Step 4: Assessment Centre (not 
applicable for the FSAS scheme)
Step 5: Panel Interview

Application periods
Graduate jobs: Applications accepted all 
year-round.
Internships: Applications open in the 
third quarter of the year. Visit our website 
for more details.



“Given the hectic 
and oftentimes 
stressful nature of 
MFA’s operations, 
Foreign Service 
Officers must 
constantly adapt 
to different 
situations and 
environments. “

JOB:  
First Secretary (Admin & 
Consular) at the Singapore 
Embassy in Jakarta, 
Indonesia

EMPLOYER: 
Ministry of Foreign Affairs

Kellie obtained a Bachelor 
of Arts in Linguistics and 
Multilingual Studies from 
the Nanyang Technological 
University (NTU) in 2014.

Kellie Huang

A DAY IN THE LIFE

8:30 AM
I start the day by checking in with my team of 20 locally recruited staff (LRS) on 
urgent priorities for the day. This ranges from maintenance and administrative 
issues to finance matters. I take this opportunity to address any questions and 
give direction for work-related challenges that the staff may be facing. Staff 
management is one of the most crucial aspects of any overseas posting. Depending 
on the situation, I am sometimes the supervisor, sometimes mediator, yet a friend 
at other times. Being able to speak Bahasa Indonesia, thanks to the 4 months 
of intensive language immersion I received before taking up post, helps to build 
rapport. 

9:00 AM
Apart from responding to emails and clearing LRS’ work, I also attend to 
Singaporeans who need help. These consular cases may take me out of the city, 
such as when I was deployed as part of the Consular Response Team handling 
the case of a Singaporean who had passed away while diving near Krakatoa. 
Witnessing the grief of the next-of-kin when I delivered the bad news was a 
profoundly impactful experience as an officer in my first week at post then. 
I often meet with Mission’s Facilities Manager to ensure that the Embassy building 
remains in good shape, through regular maintenance and planning. 

12:30 PM
One benefit of working and living in Jakarta is getting to enjoy the delicious and 
affordable local fare every day. On some days, however, I order in for a quick bite 
so that I can head to my apartment, which is located within the Embassy, for a 
power nap. Lucky me, as not everyone’s apartments are as conveniently located!

2:00 PM
Once a week, Ambassador chairs a staff meeting where everyone is updated 
on important events in the Embassy and host country. We provide updates on 
outstanding issues, take stock of the past week, and exchange views on various 
matters. Trading opinions in a safe space allows officers to learn from each other 
and hones our political acumen. 
The Embassy also organises incoming visits by Singaporean officials to Indonesia. 
Everyone has a part to play for these visits.  This is where I can tap on my 
experience from my days in the Protocol Directorate at headquarters where I 
regularly travelled with the President and the Prime Minister.   

5:00 PM
Life at post often involves working beyond office hours. While the LRS start packing 
up for the day, depending on the day’s workload, I may only be able to sit down 
properly and start work after office hours. I sometimes attend receptions hosted 
by other foreign missions or meet with my foreign counterparts for dinner. 
Given the hectic and oftentimes stressful nature of MFA’s operations, Foreign 
Service Officers must constantly adapt to different situations and environments.  
In my first few months here, I had difficulties adapting to the unfamiliar working 
environment, culture, and even food. The Pre-Posting Training Programme which 
I attended prior to taking up post was useful in this regard. The guidance of my 
colleagues, and the support of my husband, a fellow MFA officer serving at the 
Singapore Permanent Mission to ASEAN in Jakarta, also saw me through. 
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“The day can be 
hectic, especially 
if there are 
complicated cases 
which require 
coordination with 
local authorities or 
with our colleagues 
or agencies in 
Singapore.”

JOB:  
Attaché (Admin & Consular) 
at the Singapore Embassy in 
Bangkok, Thailand

EMPLOYER: 
Ministry of Foreign Affairs

Khairul obtained a Diploma 
in Electronics, Computer 
and Communications 
Engineering, at Singapore 
Polytechnic in 2005.

Khairul Anwar

A DAY IN THE LIFE

5:00 AM
I wake up at 5 a.m. on the weekdays. After a cold shower, I will start my day with 
some breathwork, morning affirmations and some light reading. 

7:30 AM
I am the first to reach the office every morning and start my day with a to-do list. I 
do not like to check my mail first thing in the morning as constantly looking at your 
inbox only distracts you from your priorities. 

9:30 AM
The Embassy provides an array of services to the public (Singaporeans, PR, Thais 
and sometimes other nationalities) who are our customers. This includes notarial 
services, the application, renewal or reporting of loss of passports, as well as 
providing consular assistance to Singaporeans who have been arrested or are victims 
of crime themselves, or for hospitalisation and even death cases, among others. 
In addition to walk-ins, we also receive calls, emails, as well as queries through our 
social media. The day can be hectic, especially if there are complicated cases which 
require coordination with local authorities or with our colleagues or agencies in 
Singapore. One example that comes to mind is of a Singaporean who came to our 
embassy asking for help to return to Singapore. He had no money to buy an air 
ticket, was homeless, and estranged from his family members in Singapore. We 
had to work with our government agencies to find ways to help him return home. 
While waiting for assistance, we put him in touch with a temple that provided 
shelter for the destitute. In the end, thankfully, one of his distant relatives agreed 
to help fund his air ticket and Ministry of Social and Family Development aided 
with his accommodation in Singapore.

12:30 PM
Typically, the days are so busy I eat while working at my desk. When I can, I try 
to have lunch with contacts – both new and existing ones. This provides me the 
opportunity to network, cultivate relationships and catch up on local developments. 

3:00 PM
In addition to my public-facing duties, I have my daily work which covers finance, 
procurement, facilities, inventory and events management. One important event 
that we organise every year is our National Day Reception, which is a huge logistical 
exercise. We have to draw up invitation lists, follow-up on RSVPs, coordinate with 
hotels, suppliers and caterers, do manpower planning and ensure that we follow 
protocol in our order of proceedings, among others.
There are also times when I am away from desk to attend to Singaporeans. For 
example, I visit our Singaporean prisoners in Thailand to provide them with 
consular services. There are also functions and meetings which I attend as a 
representative of the Singapore Embassy. 

7:00 PM
In the evening, I will catch up on replying to email queries from the public. At times, 
I will go out to have dinner with my contacts. As there may be two to three dinner 
appointments a week, it can be quite tiring. Nevertheless, I take it in my stride 
because networking is critical, especially when you are operating in a foreign country.
I will usually finish up my work by 9 p.m. and head to the gym to de-stress. It would 
be about 10 p.m. when I am back at home. By then I would be exhausted but 
completely satisfied that I have done my best for the day. 
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OCBC Bank is the longest established 
Singapore bank. It is now the second largest 
financial services group in Southeast Asia by 
assets and one of the world’s most highly-
rated banks, with an Aa1 rating from Moody’s. 

We are committed to creating a conducive 
work environment – one that is inclusive, 
welcomes innovation and encourages 
continual learning and development. Whether 
you are an Engineering major, IT expert, Math 
whiz, or a people-person, we see each of your 
individuality and potential to shine with us. 

We provide career mobility opportunities 
across our different business units, 
subsidiaries or even country offices; from 
Consumer, Corporate and Investment Banking, 
to Fintech and Innovation, so you can discover 
your career interests and niche areas, all 
within the bank.

We want you to enjoy and take pride in your 
work, be passionate, driven and have fun – 
after all, joy does bring out the best in people. 
And we want nothing less.

We are hiring for:

• Graduate Talent Programme (GTP)

• FRANKpreneurship Internship Programme

• STEM @ OCBC Internship Programme

• Business Development Managers

• Customer Service Executives 

• Financial Protection Specialists

• Mortgage Specialists 

• Personal Financial Consultants

• Security Operations Centre (SOC) Analyst

We See You.
We see the best in you.

Find out more at

www.ocbc.com/group/careers/ 
OCBC Bank
OCBC Centre, 65 Chulia Street, 
Singapore 049513
Tel: 1800 363 3333
Web: www.ocbc.com/group/careers/ 
Email: weseeyou@ocbc.com
Social Media:

  @OCBC Bank
  @OCBC Careers
  @OCBC Campus
  @OCBC Bank
  @OCBC Campus

Sectors
• Banking and Financial Services
• Investment Banking and Investment 

Management

Jobs available

Graduate job  Internship

Minimum requirement

Degree  Diploma

Number of employees 
10,000 – 50,000 employees

Locations 
• Singapore
• International – Malaysia, Indonesia, 

Hong Kong, China and others

Accepting applications from 
Open to all disciplines

Application procedure
Apply online via www.ocbc.com/careers

Selection process
Step 1: Online application 
Step 2: Interviews
Step 3: Shortlisting 

Application periods
Graduate Talent Programme 2021:
Application cycle opens in Oct 2020
FRANKpreneurship and STEM@OCBC:
Apply between Dec and Feb
Other Internships: 
For 6-month internships
- Apply between Nov and Jan / May and Jul
For 3-month internships
- Apply between Feb and May
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“Each challenge 
is an opportunity. 
As we learn to 
manage these 
challenges, they 
become skills that 
we gain.”

JOB:  
Product Manager,  
Emerging Business

EMPLOYER: 
OCBC Bank

Samuel obtained a BBM 
(double major in Finance and 
Accounting) from Singapore 
Management University 
(SMU) in 2018 before joining 
OCBC Bank’s Graduate Talent 
Programme in 2019.

Samuel Lim

A DAY IN THE LIFE

8:00 AM
I like to reach the office five to 10 minutes before work starts so that I will have 
time to set up and plan for the day’s meetings and tasks. There is a lot of trust and 
autonomy given for certain projects in OCBC. As such, I have to take ownership, 
pace myself for the day ahead, and be aware of time-sensitive tasks that must be 
completed earlier.

9:00 AM
Each week, we update each other on what we are working on. We often collaborate 
on projects and other tasks. This opportunity puts everyone on the same page and 
we gain insights from one another. 
Our job is like the hub of a bicycle wheel – we are at the intersection of many 
departments and have our hands in a variety of cross-department projects. We 
need to consider each stakeholder’s perspective and arrive at an outcome that 
meets everyone’s requirements. This is challenging but I have learnt a lot about 
the business through these conversations with different departments. 

12:00 PM
Lunch time! I usually meet friends who work nearby and through our conversations, 
I am able to learn more about other industries beyond banking. Alternatively, I 
would have lunch with my team members or batchmates from other departments 
to catch up on life outside of work. I believe that it is extremely important to not 
lose the human touch, and to view people as people. 

2:00 PM
Most of my work is project based, so the tasks are rarely repetitive or similar. 
Venturing into unchartered waters is common, especially with the backdrop 
of the pandemic that is changing the banking landscape. Thankfully, I have 
teammates who are extremely resourceful and willing to guide me on how to 
best tackle these problems. I have come to realise that people are very happy to 
see you succeed here.
Some of the day-to-day tasks include improving internal processes, or enhancing 
the customer’s experience with OCBC and our products. You need a good grasp of 
what the rest of the industry is doing and learn from those around us. 
The pandemic has also provided another perspective to my work. I have been 
fortunate enough to see first-hand the value of OCBC as a financial institution, and 
how we contribute back to society. My department mainly works with small and 
medium-enterprises, many of whom needed assistance during this crisis. After 
speaking to customers and working with them, I can see and understand that what 
I do is purposeful and has value.

7:00 PM
At the end of the day, I will look through my outstanding matters and highlight 
those that must be attended to tomorrow. I also take the chance to reflect on the 
day’s challenges. Each challenge is an opportunity. As we learn to manage these 
challenges, they become skills that we gain. That is how we grow, professionally 
and personally. 
Once everything is done, I will usually meet my friends or loved ones, or head 
home to recharge and prepare for the next day!
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As guardians of the sky, the Republic of 
Singapore Air Force (RSAF) is always there, 
keeping watch over our horizons.

From patrolling our skies, keeping watch 
from the ground, being the eyes and ears in 
the command centre, or sustaining our state-
of-the-art platforms, every man and woman 
works together to achieve something that is 
truly beyond measure – peace.

The RSAF is a First Class Air Force, always ready 
to deter aggression and defend Singapore and 
its interests.

We will respond decisively to the full spectrum 
of missions from peace to war as part of an 
integrated Singapore Armed Forces (SAF).

We will be superior in the air and decisively 
influence the ground and maritime battles.

The RSAF is founded on the core values and 
competencies of its World Class People.

We are committed to the nation, the SAF, the 
RSAF and to one another.

Together we will overcome adversity with 
courage and fortitude.

Above all, our people are the heart of our 
organisation.

World Class People, First Class Air Force

Find out more at

careers.rsaf.gov.sg
The Republic of Singapore Air Force 
(RSAF)
3 Depot Road, #01-43, Singapore 109680
Tel: 1800-270-1010
Web: careers.rsaf.gov.sg 
Email: airforceapplication@defence.gov.sg
Social Media:

  @TheRSAF
  @TheRSAF
  @TheRSAF
  @TheRSAF 

Sectors
• Aviation, Transport and Supply Chain
• Engineering, Design and Manufacturing
• Public Sector

Jobs available

Graduate job  Internship

Minimum requirement

Degree  Diploma

Number of employees 
1,000 – 10,000 employees

Locations 
• Singapore
• International – Overseas Detachments

Accepting applications from 
• Accounting
• Business Administration
• Economics
• Engineering
• Finance
• Humanities, Art and Social Sciences
• IT and Computer Sciences
• Maths
• Property and Built Environment
• Sciences
• Social Work
• Teaching and Education

Application procedure
Apply online via careers.rsaf.gov.sg

Selection process
Step 1: Online application
Step 2: Aptitude testing 
(for applicable vocations)
Step 3: Medical review
Step 4: Interview

Application period
Graduate jobs: All year round
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“This dynamic career 
can be challenging 
both mentally and 
physically. One must 
be resourceful,  
resilient and 
courageous to 
overcome these 
challenges so you 
can become the best 
version of yourself.“

JOB:  
Pilot

EMPLOYER: 
Republic of Singapore Air 
Force (RSAF)

Michelle graduated with 
a Bachelor of Science in 
Mechanical Engineering, 
and a Master of Science in 
Aeronautics and Astronautics 
from Stanford University, 
United Kingdom in 2014. 

Captain  
Michelle Teo

DRIVEN TO SOAR

Enjoying my job
I love flying, and while it is challenging to become a competent fighter pilot, I am 
grateful for the trust that the Air Force has placed in me and I look forward to 
defending Singapore every day.

Challenges and opportunities
I was the Trainee Wing Commander during my cadet days and Course-in-Charge for 
my Basic Wing Course (BWC). My stint as the Trainee Wing Commander focused 
mainly on managing the morale and welfare of my peers. On the other hand, my 
time as Course-in-Charge for my BWC gave me the opportunity to manage and 
delegate our course workload, which ensured that everyone performed to the 
best of their abilities.
I also had the opportunity to be part of overseas exercises, such as Exercise Cope 
Tiger, which opened my eyes to the high-tempo operations that we conduct. This 
helped me to develop the initiative and self-motivation required to become a 
successful leader in the organisation.

Experience and skills
Team excellence is essential to the Air Force. Within the squadron, the aircrew 
needs to work closely together to ensure the smooth and efficient running of 
flying operations daily; within the Air Force, we need to work closely with the 
engineers to ensure our aircrafts are fully serviceable; and we need to coordinate 
with the Command, Control and Communications (C3) community during flying 
operations. We also need to work closely with the Ground-Based Air Defence 
(GBAD) and Unmanned Aerial Vehicle (UAV) community to ensure that we can 
support each other on various missions.
The Air Force also trains and moulds us into well-rounded individuals. I am grateful 
for the many learning opportunities to develop myself as a commander and leader 
through overseas trainings, detachments and numerous professional training 
courses that I have attended. Collectively, these experiences have enhanced my 
understanding of military affairs, honed my flying competency, and deepened my 
appreciation of my role in the Air Force. I have also become more independent 
and resourceful.

My advice
This dynamic career can be challenging both mentally and physically. One must 
be resourceful, resilient and courageous to overcome these challenges so you can 
become the best version of yourself.
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We are a global payments technology 
company that enables fast, secure and 
reliable electronic payments across more 
than 200 counties and territories. We facilitate 
global commerce through the transfer 
of value and information among a global 
network of consumers, merchants, financial 
institutions, businesses, strategic partners 
and government entities. Our advanced 
transaction processing network, VisaNet, 
enables authorisation, clearing and settlement 
of payment transactions, and allows us to 
provide our financial institution and merchant 
clients a wide range of products, platforms and 
value-added services.

 
 
 

Internship Programme

Often leading to full-time opportunities, 
gain real-world experience while working 
on challenging and rewarding assignments. 
Learn from Visa’s business leaders and 
executives even as you enjoy social and 
networking activities – you’ll be a vital part of 
our team, experiencing all that Visa has to offer 
while exploring career options. 

Graduate Opportunities

New Graduate Development Programme 
(NGDP)

Join our New Graduate Development 
Programme (NGDP) and rotate through four 
unique, six-month assignments locally and 
internationally. You’ll fit with us doing what 
you love, all while picking up valuable skills to 
ensure a successful career.

To connect the world through the most innovative, reliable 
and secure digital payment network that enables individuals, 
businesses and economies to thrive

Find out more at

https://www.visa.com.sg/careers.html
Visa Worldwide Pte Limited 
71 Robinson Road, #08-01, 
Singapore 068895
Tel: (+65) 6671 5800
Web: https://www.visa.com.sg/careers.html
Email: UniversityRecruiting@visa.com

Sector
• IT and Technology

Jobs available

Graduate job  Internship

Minimum requirement

Degree  

Number of employees 
10,000 – 50,000 employees

Locations 
• Singapore
• International 

Accepting applications from 
Open to all disciplines

Application procedure
Submit your applications directly via Visa 
Careers at visa.com.sg/careers.html

Selection process
Step 1: Online Application on
visa.com.sg/careers
Step 2: Phone interview
Step 3: Online technical tests for 
technology roles
Step 4: Business interview 

Application periods
Graduate Jobs: Jan – Mar
Internships: Jan – Mar
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