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Australia’s
Commercial Property
Law Experts
Acquisitions and disposals 
Commercial leasing 
Complex property projects 
Complex subdivision, strata and titling

Enquiries about our Graduate Program
ph. (02) 8923 0900
e. property@massons.com
massons.com



Massons is a premium law firm specialising exclusively in 
commercial property law, delivering simple solutions for 
complex property projects

We are looking for law graduates with exceptional academic 
results who are intelligent, driven and have a keen interest in 
commercial property law

The work

The clients

The Training

PLT Support

Human Rights
Secondment

Work with top-tier property industry clients, including funds, global
corporates, developers, government, renewable energy providers
and schemes

Enjoy structured one-on-one training with exceptional mentoring and
engaged supervision and development feedback

Please visit massons.com/job/graduate-program/ for information on the application process
and send any enquiries to: property@massons.com

 

Graduate intakes usually occur in Q1 and Q3 of each year

Be exposed to a wide range of tasks to develop skills in drafting, client 
relationship management, legal research, file management as well as the
practical aspects of conveyancing and leasing complex commercial assets

Benefit from an optional 2-month Massons’ sponsored secondment with
Human Rights for All (HR4A), representing refugees and stateless
people before Tribunals, the Federal Court, Federal Circuit Court and the 
High Court

Receive financial support for College of Law or PLT programs completed
during (or prior to) your graduate year
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On behalf of the University of Newcastle Law Students’ Association (UNLSA), I am
pleased to welcome you to our 2023 Graduate Guide! Regardless of your year of study, I
hope that the below pages will be of assistance in helping you plan and start thinking about
your future career. This Guide is intended to provide you with a holistic understanding of
the Graduate application process and how to best approach the steps you will undertake.

Studying a law degree provides you with a vast array of opportunities spanning over many
sectors. This Guide does not provide an exhaustive list of opportunities, rather, I hope it
encourages you to consider how you may best set yourself up for success in your chosen
field.

Applying for graduate positions is a lengthy process and I also acknowledge that this can
result in stress. Page 5 has a list of support services available through the University of
Newcastle, let these be your starting points as you reach out for help. 

Finally, I would like to thank Lachlan James (Director of Local Sponsorship and Relations)
and Isabel Limana (Director of Publications) for their hard work and support in creating
this Guide.

I wish you the best of luck, please do not hesitate to get in touch if the UNLSA can be of
any assistance!

Maddison Battese



It is with great pleasure that I introduce the 2023 Graduate Guide that has been compiled
by the University of Newcastle Law Students’ Association. We are proud of the success of
past students and this success is partly because of the very positive interactions that our
law students have with one another and with prospective employers. The feedback that I
often receive is that our graduates are hard working, bright, respectful and importantly
understand people.

What gives you an extra edge is your clinical experience, your positive attitude, a great
work ethic and personal values that ensure that you can work with a range of clients and
people. Do think about practical examples you can provide to showcase your talent – we
know that your law school experience and life experience will give you more to draw upon
than most. Please also do use our skills and attributes brochure – it really helps to
demonstrate how Newcastle Law and Justice School graduates stand out from others. 

Within the pages of this Guide you will find useful advice, tips and illuminating material
that will help you develop your law career. I often have an opportunity to talk with senior
lawyers about what they are seeking in new employees and the key attributes that seem
most important include interest and engagement (a ‘spark’), great relationship skills, a
collaborative approach, curiosity, flexibility as well as developed communication skills. All
law firms know that as a Newcastle Law graduate you will know the law and the ‘basics’. 

The shift to more contextual law recruitment is, we know, already benefiting many of our
students with a number of our past students attaining excellent work opportunities each
year and the experience of applying can be very useful – no matter what your future
career intentions are.

It is important to recognise that there are many different employment opportunities. Some
of our alumni have found great jobs as in-house lawyers (for example at Google), others
have thrived in private firms and others are very happy in a range of government and
justice sector jobs. Our graduates remain in high demand across the justice sector and
many past graduates have found jobs outside law firms.

I encourage you to ‘think big’ and also consider in house organisational roles (in
government and in industry) as well as the great opportunities that are outlined in this
excellent guide.

Best wishes from all us at Newcastle School of Law and Justice – we are with you and
cheering you on as you continue your law career journey.
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The UNLSA is dedicated to supporting Newcastle students in a holistic manner, taking into account
the fact that there is more to university than just studying. We have compiled a short list of some
University support services we recommend taking advantage of. Please note that this is not an
exhaustive list. If you require further assistance, you can contact the UNLSA or the Student
Services team who will endeavour to assist you as best they can! Check out their contact details
here: https://www.newcastle.edu.au/current-students/uni-life/campus/student-central. 

The Careers Service
The Careers Service offers free support to all current and past students of the University of
Newcastle. From gaining part-time work while you study, clarifying your longer-term goals, or
connecting with industry, we have a service or resource to fit your current needs and help you
achieve your career goals.

Visit them online or in person to:
· Find out about job opportunities
· Get help with your job applications including creating a professional resume
· Practice and develop your interview skills
· Discuss your career goals
· Connect with employers through on-campus networking opportunities
· Learn more about building your employability

Visit us: Callaghan, NUspace, Ourimbah, Gosford and online 
Phone us: (02) 4921 5588 
Ask a question: careerhub.newcastle.edu.au/s/careerhub/questions 
Website: newcastle.edu.au/careers

University Counselling Services
The University provides a range of free services, including consultations with a Wellbeing Advisor
within a day or two, face to face and online counselling appointments, after-hours phone support,
and a range of resources to help students to improve their wellbeing and reach their academic
potential. Check it out here:
https://www.newcastle.edu.au/currentstudents/support/personal/counselling

University Health Services
Staying fit and healthy is key to studying successfully, so the University provides a broad range of
affordable medical support should you experience illness or injury. See what is on offer on their
website: 
https://www.newcastle.edu.au/current-students/support/personal/health-lifestyle/health-services

Campus Care
If you are concerned about inappropriate, concerning or threatening behaviour from anyone at the
University, Campus Care provides information, advice and support – particularly in complex and
sensitive situations.  A report to Campus Care may be made by students, staff or any members of
the public. Visit their website here:
https://www.newcastle.edu.au/currentstudents/support/personal/campus-care 

University Support Resources
FOR CAREERS, HEALTH AND WELLBEING
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QUALIFYING TO PRACTICE LAW

Step 3 Practicing Certificate

Step 1
Graduate from a Bachelor of Laws (LLB) or
Juris Doctor (JD) program.

Step 2 Practical Legal Training (PLT)

Step 4 Admission

University Study

Anyone wishing to practise law must
complete a PLT program. This assists in
developing your practical skills as a legal
professional and is requirement if you would
like to be admitted to the court as a lawyer.
The Newcastle School of Law and Justice
offers students the opportunity to complete
their PLT in their final years of their LLB or
JD program. If you choose to do this, you will
not need to complete any further study prior
to being admitted.

To practise as a solicitor in NSW, you must
hold either an Australian practising certificate
issued by the Law Society’s Council or a
certificate issued by the designated regulatory
authority in another Australian jurisdiction.

Once the above requirements have been
met, you can apply to be admitted to the
Supreme Court of NSW via the Legal
Practitioners Admission Board (LPAB). You
must meet the eligibility and suitability
requirements.
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At Allens, we’re focused on equipping our people with the
skills and experience they need to be the lawyers of the
future. 
We’re ready to define tomorrow. Are you?

CLERKSHIP PROGRAM

GRADUATE PROGRAM
An early legal career at Allens includes highly tailored 
training. Developed in partnership with the University of 
New South Wales, our Graduate Diploma in Legal 
Professional Practice will help youtransition from law 
graduate to legal expert and trusted business adviser. With 
access to study leave and support from your team at Allens,
you'll be on track for admission mid-year.

We also work across borders, thanks to our alliance with 
Linklaters. This provides opportunities for our firm and our 
people, including annual rotations in Linklaters London, Hong 
Kong and Singapore being available to our graduate lawyers.

With us, you’ll be more than a lawyer. Our people are technical 
experts, but they’re also trusted business advisers who think 
bigger, more broadly and more strategically. Together, we solve
complex legal challenges, and collaborate across practice areas
and disciplines to guide our clients.

Our teams are open, inclusive and encouraging, giving you the 
opportunity to learn and grow while feeling supported. You’ll 
have the flexibility to drive your own career, and we’ll recognise
your achievements and hard work as you progress through the 
firm. Are you ready to begin?

In a rapidly changing world, we seek opportunities to innovate
by embracing creative thinking, new approaches and emerging 
technology. We don’t just seek opportunities to benefit 
ourselves and our clients; we believe strongly in driving positive
change to do right by our community too, as demonstrated 
through our strong pro bono practices.

A clerkship at Allens is the first step in a rewarding legalcareer,
and will give you invaluable insights into our workand culture.
With support from a buddy and developmentsupervisor, you’ll
work on real matters for real clients and beinvolved in a variety
of projects. The programs:
run from three to 10 weeks;
are available at our Brisbane, Melbourne, Perthand 

Sydney offices;
feature ongoing support, including a buddy system; and
include exposure to one or two practice groups.

In each rotation, you’ll gain a depth of experience thatcomes 
from seeing matters through to the end, and getexposure to 
stimulating legal challenges. At Allens, we don’twork in silos, 
meaning you won’t be limited to workingwith only one partner 
or by your practice areas. You’llwork alongside a range of 
partners and lawyers, givingyou exposure to a wide variety of 
tasks. Working withdifferent teams and leading organisations, 
you’ll grow a solidskills base and develop the agility needed to 
thrive in ourever-changing world. The programs include:
two 12-month rotations in different practice areas;
secondment opportunitiesin London or Asia, via our 

alliancewith Linklaters, or with clients;
ongoing supervision, coaching and mentoring;
completing a Graduate Diploma in Legal Practice(via 

UNSW); and
a 12-month weekly legal seminar series

(Cornerstone Program).

Great changeishere.
Shape the future with Allens

Find out more at 
graduates.allens.com.au

Allens is an independent partnership operating in alliance with Linklaters LLP. 19503D
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What Kind of Sectors Can I Work In?

Government

Private Practice

Associateships

"A graduate position in Australian Public Service is a detailed, structured way to enter
or transition into a career in public service. The career paths taken by graduates in
public service include government solicitor, working for the DPP, Legal Aid, advisory
or consultancy roles and many more. Graduate positions in Australian Public Service
are sourced from a number of different tertiary courses including: law, science, arts,
engineering, information technology as well as many others.

There are dozens of governmental agencies and public bodies that offer graduate
programs. The list includes government departments such as the department of
agriculture, defence or education. Graduates can also apply to programs run by
regulatory bodies like ASIC and ASIO. Government graduate programs are spread
across a state and federal level so all together there are dozens of graduate programs
that students can look to apply to."

"Graduate positions are usually only offered to students in their final year who are
graduating within the required time frame set by the firm or organisation, or recent
graduates that have already finished their studies. Most private practice firms, in-house
legal teams and government organisations offer graduate programs. However, the
majority of the graduates sourced by each organisation come from their previous pool
of clerks or interns. 

The program is structured as such that students allow students to become integrated
into the business. The program is usually made up of rotations where students spend a
certain amount of time in a particular area of the business. The rotations will include a
learning and development program which also includes non-technical skills
development."

"An associateship is a role that is undertaken, usually, by a trained lawyer who assists a
judge with administrative, research and other legal tasks. The role of tipstaff is usually
undertaken by a law graduate, prior to starting or during their Practical Legal Training.
On occasion, though very rarely, the role is given to a senior law student or a lawyer
with more than two years or post-qualification experience.

Judges from all different courts in Australia, from local courts to the high court, will
hire associates. High court judges will hire two associates, one based in Canberra and
one in their home state (known as a “travelling associate”). Other judges will usually
hire a single associate per year."

Source: The Law Society of New South Wales
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Application Stage Due Date

Applications for graduate positions open. Monday 27 February

Applications for graduate positions close at 5:00pm. Sunday 9 April

Interviews for graduate positions commence. Monday 1 May

Offers for graduate positions can be made. Wednesday 7 June

Offers for graduate positions must be accepted or
declined by 5:00pm.

Friday 9 June
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Application Process

The Law Society of New South Wales Key Graduate Application Dates for 2023: 
 

The below application process may look different for each organisation you apply to. This can
be used as a general tool so you can know what to expect, but each step may not necessarily be

a part of each application.
 

Private firms often have different deadlines, so we encourage you to do your own research
when applying.

Research Firms Online Applications Information Events

Psychometric TestingRound 1 Interviews

Cocktail Evenings Round 2 Interviews Offers Made
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Where to Find Graduate Jobs

LegalVitae

GradConnection

GradAustralia

Seek

Defence Jobs

LinkedIn

UoN Careers Hub

https://www.lawsociety.com.au/Legal-
Communities/Law-Students

A one-stop-shop for law graduates. It is run by The
Law Society of NSW and the roles include graduate
opportunities at major firms, in government, and
other organisations such as banks.

 
 

https://au.gradconnection.com/

GradConnection is an employment portal solely for
graduates. It lists graduate roles for a large range of
fields, not just law. It is partnered with many large
employers, and so it also advertises in-house roles.

https://gradaustralia.com.au/

Similar to GradConnection, GradAustralia is a
dedicated graduate employment portal. Each year it
publishes the "Top 100" graduate employers, which
may provide you with some inspiration! It
advertises roles in both legal and non-legal fields,
and provides applicants with tips for applying.

 
 

https://www.seek.com.au/

Although it is more of a generalist website,
Seek will often advertise graduate
opportunities for smaller and more local
employers.

 

https://au.linkedin.com/

Do not be afraid to use your network on
LinkedIn to hunt out graduate opportunities.
Many employers will advertise positions to
their network.

 
 

https://careerhub.newcastle.edu.au/s/career
hub/jobs

The University offers their very own in-house
careers platform. Employers will frequently
reach out to university's with graduate
opportunities for students. The search
function allows you to filter jobs to your
specific requirements.

https://www.defencejobs.gov.au/

Although a less common path, the Australian
Defence Force offers graduate positions for
law students. Particularly, they offer
graduate opportunities for First Nations
Students.

 
 

Below are a list of platforms that readily advertise graduate opportunities for law students.
Please note that this is not an exhaustive list. We encourage you to do your own research

in addition! 

APS Jobs

https://www.apsjobs.gov.au/s/

APS Jobs provides graduate opportunities for Federal
Government departments, including the Australian
Taxation Office, the Department of Defence, and
Services Australia.
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Graduate Opportunities for Aboriginal
and/or Torres Strait Islander Students

For students who identify as an Aboriginal and/or Torres Strait Islander, there are many public and
private graduate programs and positions specific for you. We have listed a few of these programs
for you below which you may wish to apply for. For any further questions about the opportunities
available to you, you can contact the Vice President (Indigenous Students) via email
(indigenous@unlsa.com). 

The Aboriginal Social Justice Graduate Program

A structured two year program
Financial support and paid Practical Legal Training (PLT)
Sydney CBD location with remote work supported

The Shopfront Youth Legal Centre and the Public Interest Advocacy Centre have partnered to
provide this unique opportunity to lay the foundations for your legal career. It is a pro bono project of
Herbert Smith Freehills, in partnership with Mission Australia and The Salvation Army. You will be
provided with:

For more information, see their website here: https://piac.asn.au/about-us/careers/ 

Legal Aid NSW

Australian Public Service Commission (APSC)

Legal cadetship for full-time undergraduate law students to provide support in obtaining a law
degree through financial assistance and a paid work placement of 12 weeks each year
Professional legal placements for Aboriginal law graduates to complete their Practical Legal
Training (PLT) to gain admission into legal practice
Graduate law career development placements including a two year placement in two legal practice
areas for law graduates who are eligible for admission

Legal Aid NSW offers a program specifically for Aboriginal and/or Torres Strait Islander individuals
called the Judge Bob Bellear "Legal Career Pathways" Program and includes:

For more information, see their website here: https://www.legalaid.nsw.gov.au/about-us/working-at-
legal-aid/legal-career-pathways-program

The APSC has an Indigenous Graduate Pathway Program which recruits on behalf of a large number
of Australian Government agencies for graduates from all degree types. You only need to submit one
application to be assessed for all participating agencies.

For more information about applications and for a list of participating agencies, please visit: 
 https://www.apsc.gov.au/initiatives-and-programs/indigenous-careers/indigenous-graduate-pathway

810



Who are we? 

Why Hall & Wilcox?

What will you experience?

Contact

Key dates

hallandwilcox.com.au

Hall & Wilcox

Hall & Wilcox is a leading
independent Australian law 
firm. We are a firm of more than
1000 people, including over 120
partners, delivering outstanding
legal services to corporate, 
public sector and private clients,
both Australian-based and 
those offshore doing business 
in Australia.

Our graduate program is a priority
for us because we recognise 
that today’s law graduates are
tomorrow’s leaders of the firm. 
Our graduate program has proven
to be highly successful – many 
of our current partners completed
their graduate year with us.

As a Law Graduate you will be 
part of a 12 month program in 
our Newcastle office. During your 
graduate year you will experience:

• acombination of on-the-job 
training and formal development 

opportunities;

• acomprehensive induction with 
the national graduate cohort;
• an extensive support network to 

provide guidance and support;
• regular learning opportunities 
through our Elevate program, 
designed to develop our 

graduates and provide them with 
the skills and expertise to excel;

• opportunities to participate in 
Pro Bono, Industry group and 
Smarter Law initiatives;

• ongoing feedback, both formal 
and informal; and
• the opportunity to immerse 
yourself in our great culture 
and have fun!

Applications open
27 February 2023

Applications close
9 April 2023

Gilda Carter 
Senior National Early 
Careers Advisor
T +61 2 8267 3845 
gilda.carter@hallandwilcox.com.au 

Find out more at 
hallandwilcox.com.au/careers/early-
careers/graduate-program/

If you want same old,
same old – we are 
not your firm

mailto:gilda.carter%40hallandwilcox.com.au%20%20?subject=
mailto:gilda.carter%40hallandwilcox.com.au%20%20?subject=
http://hallandwilcox.com.au/careers/early-careers/graduate-program/
http://hallandwilcox.com.au/careers/early-careers/graduate-program/


Using LinkedIn

Ensure your profile is complete and holistic. By including all of your relevant experience,
education and other endeavours, you are putting yourself in the best position to make a
great first impression. You can think of this as the nuts and bolts of what makes you a
sound professional.
Elevate your profile by highlighting what distinguishes you as an individual. It is beneficial
to ask yourself how you can stand out from the crowd.

LinkedIn is the most prominent online platform used for professional networking. Employers
and recruiters regularly use LinkedIn to find and connect with prospective employees.
Subsequently, it is of great importance to create and maintain your own LinkedIn profile to
build a valuable network of industry contacts. You can think of it as curating your own
professional image!

As you cultivate your profile, we recommend keeping two main things in mind:

1.

2.

Below are some practical considerations for crafting the most common sections of your
LinkedIn profile.

Basic Requirements
Ensure your profile photo is a current headshot. The photo does not have to be taken
by a professional photographer - a good quality photo taken by a family member or
friend will still look good! Think about the image you would like to portray, for
example - a natural smile will signal a friendly and approachable personality.
Add your current email address to your contact information.
Make sure you have the correct title of your current job, this can be added to your
profile “headline”.
Ensure you only have one profile. If you have multiple profiles, you are able to merge
them and retain all your connections.

About Section
Use this section to provide an overview of your profile and position yourself in the
industry.
Highlight your academic and occupational experiences and accomplishments, as well
as your specific skills and interests.
You may like to structure this section by outlining your past experience and
achievements, your current commitments and your future aspirations.
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Experience and volunteering
Include your current and previous positions. Ensure key details are added such as the
job title, employer and accurate start and end dates.
Include details about your specific role. What were your responsibilities? What did
you achieve in this role? What value did you add to the company?
Follow the same process above to include any volunteering and community service
experience. This is a great opportunity to highlight your unique passions.

Education, licences and certifications
List your completed education and the education you are currently undertaking.
Include key details such as the name of the educational program, institution and
accurate start and end dates.
You may like to add extra details about your grades and/or your extracurricular
activities.
List any licences and certifications you hold. This may include specific training
certificates or government checks. Make sure you include relevant information such
as expiry dates.

Skills

Add any skills that you think are appropriate. Your connections can “endorse” your
skills on your profile, demonstrating that others can vouch for that particular skill.
These skills can include industry knowledge, tools, techniques, interpersonal skills
and more (E.g. Office 365 proficiency).
You can boost your credibility by performing well in skills quizzes and earning skills
badges to display on your profile.

Honours and Awards
List any honours and awards you have received in your employment, education or
other endeavours. Include key details such as the title of the award, the name of the
issuing institution and the issue date.
A brief summary of what the honour or award entails will help highlight your specific
achievements.

Once you have set up your profile, it is important to actively use it! Not only does this create
content for your profile, it also improves your credibility and awareness amongst the LinkedIn
community. Be open to networking with your peers, colleagues and university teachers by
sending and responding to invitations to connect. You may also like to share updates about
your ongoing commitments, insights, working projects and more. Engage well with your
connections and the pages you follow by reacting, commenting and re-sharing posts.
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Constructing a Cover Letter

Why are you interested in this area of law?
Why does this particular position appeal to you?
Why are you interested in this firm?
What makes you the ideal candidate for this position?

A cover letter is used to provide a summary of the reasons why you are the best candidate for
the position. Graduate positions can be highly sought after and a good cover letter can assist
you in standing out from the crowd, giving recruiters a positive first impression of your
application. 

Typically, legal graduate position cover letters will ideally address the following:

1.
2.
3.
4.

The below tips and tricks will help you in your cover letter preparation.

Research

Firms want to be sure that their candidates show attention to detail in their application,
and this includes demonstrating your ability to capture the values and strategic goals of
their firm. Each firm has a different culture, and having an understanding of what this is
will help you in the construction of your cover letter. Check out their website, media
released, LinkedIn etc so that you can indicate why you would be the ideal candidate. In
addition, recruiters know when you have simply copied and pasted your cover letter.
Ensure you tailor your letter to the position and firm. 

Ensure that you are writing in plain english and that your style is clear, concise and easy
to follow. Recruiters will often read hundreds of applications for a single position - make
it easy for them! Present your information logically, persuasively and accurately. 

Clarity of Expression

After looking at your cover letter for a while, it can be useful to get a second pair of eyes
to look over it and identify ways you can improve. The University of Newcastle Careers
Service offers personalised cover letter feedback and improvement strategies, check
them out!

Get Help!
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Using a formal business letter format is the best practice for cover letters. Ensure you
address the letter to the contact person listed on the advertisement or go the extra mile
and investigate who the contact person may be if it is not obvious on a first glance. If you
cannot find the relevant contact person, address your letter to the “hiring manager” or
“recruitment team”. never address your letter to “whom it may concern” or “dear
sir/madam”. Send your cover letter as a PDF file to guarantee consistent formatting. A
cover letter should be a maximum of one page.

Structure and Formality

Recruiters will frequently advertise positions with reference to a set selection criteria. A
selection criteria is used to identify the skills, experience and education preferred in a
candidate, these can be as broad or specific as a firm would like. Before beginning your
cover letter, go through this criteria and select key words and phrases and ensure you
address these in your cover letter. The STAR method can be helpful in effectively
addressing the selection criteria.

Situation: Describe a situation you were faced with
Task: Describe the task you had to complete
Action: Describe the action you took to complete the task
Result: Describe the result of your action

Addressing the Selection Criteria

Make sure you are honest in your cover letter. If you talk about an area of law you do
not know much about because you think that is what the recruiter wants to hear, you
run the risk of this topic being brought up in an interview. Play to your strengths.
Non-legal experience is just as relevant to the legal field! Identify how your other skills
are transferable. For example, you may have extensive customer service experience
which demonstrates your ability to converse with a diverse range of people.
Expand your research outside of this Guide. Look at LinkedIn posts, up to date careers
information, use the University Careers Service etc. The opportunities are endless!
Do not be afraid to include your reflections on personal experiences to enhance your
letter and humanise you. It allows recruiters an inside look into you as a person and
how you have ended up applying for this position.

General Tips and Tricks
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Example Cover Letter Structure



Simple: Logical, easy to read, not overly stylized
Structured: Presented in a professional format that includes the most relevant
information at the top
Significant: The information is of relevance to the position
Succinct: Targets the selection criteria and job description

Contact information: Full name, contact details (E.g. Mobile, email, LinkedIn profile).
Things like your residential address, nationality, age, religion or marital status do not
need to be included.
Professional summary: A brief (3-4 lines) summary that draws in the recruiter and
highlights your skills, aspirations, competencies etc. This can be tailored to your own
preferences, and to the firm itself.
Education and qualifications: List these in reverse chronological order. Include dates,
qualification titles (full titles) and the institution. GPAs and grade averages are optional.
You may wish to include professional development and training in this section.
Degree specific experience: This could include things like placements, internships,
clerkships, university projects etc.
Employment history: Also listed in a reverse chronological order.
Volunteer or community service experience: This could be anything from religious
activities to volunteering at a local charity shop.
Skills summary: This provides the recruiter with an overall view of your key skills relevant
to the position or organisation (E.g. Research, leadership, Office 365 Suite competency,
project management, customer service etc).
Professional memberships: List relevant professional associations and your membership
status (E.g. Student member of the UNLSA and The Law Society of NSW).
Referees: Try to always include at least two referees that can comment on your work
ethic and skill base. Make sure you include up to date contact information and that you
have alerted your referee to your intention to submit an application. 

Also known as a resume, your CV is a summary of your education, employment, skills and
experiences. Ultimately, your CV is a marketing document that is intended to promote your
employability and make an immediate first impression. When working on your CV, follow
the 4S rule:

Below is a list of contents to include in your CV as based on the University of Newcastle
Careers Service resources.

Constructing a Curriculum Vitae (CV)
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Example Curriculum Vitae Structure
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Psychometric testing is becoming an increasingly popular part of a recruitment process. It is a
standardised test used to measure an applicant’s suitability to the role, intellectual capacity
and personality traits. Whilst this sounds like a confronting part of the application process,
psychometric testing is quite manageable. Remember, every other applicant is in the same
boat as you!

Typically, tests will be undertaken via a 30 minute online quiz which tests applicants on
literacy, numeracy, logical reasoning and emotional intelligence. Some firms may also include
sections based around more creative thinking, visual pattern recognition and abstract
reasoning questions.

Below are a couple of tips to assist you in your preparation and performance.

Pscyhometric Testing

Research Your Provider

Practice!

Plan Your Test Environment

It is worth seeing if you can find out the testing company that your prospective
employer will use. This will enable you to find practice questions specific to that
provider. For example, Revelian is a popular testing company used across Australia. 

Practice questions and answers can often be found via a simple Google search. Take
the time to work through examples to ensure you follow the logic of finding the
correct answer. There are also YouTube videos that identify strategies for answering
different types of questions.  

Have a timer visible counting down the allocated time for the test.
Calculate how much time you can allow yourself on average for each question
(total time divided by the number of questions).
For any numeracy testing, ensure you have paper, a pencil and calculator to work
through questions.
Take the test in a quiet location with a strong internet connection, and try to
eliminate distractions.
Check that your browser is compatible with a test, sometimes an app is required.

Your performance in psychometric testing is not just about how well-prepared you are,
it is also about being in the optimal test environment.
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Pay Close Attention to the Questions

Stay Calm

For me, psychometric testing was one of the most daunting parts of the application for clerkships/graduate
positions. I was worried that some standardised test was going to impact my career outcomes. Thankfully, that

is absolutely not the case, these tests are just another way for firms to get to know you (by using data!). 
 

First thing to note, is that while psychometric testing can sound intimidating, it’s really just a quick way for
organisations to gather more information about your ways of thinking, and how you would fit into a role.

Most firms will use a combination of aptitude tests, skills tests, and personality tests. 
 

My biggest piece of advice is to do your research; there are forums online where other students discuss their
experience with testing, and there are so many practice test resources online that will help you get familiar

with the process. While these tests aren’t exactly like the ones you will face in your applications, I found them
helpful to ease my nerves and feel more prepared. Personally, I knew my weakness would be in numerical and

diagrammatic reasoning tests, so I made sure to attempt extra practice rounds in those areas. 
 

One thing I found helpful to remember is that these tests are just one small piece of the puzzle; they tend to
pick out key traits, such as the way you think or approach situations; therefore, there is no right answer. A lot
of the psychometric testing organisations will actually provide you with a report of your results, this is a great

way to gain insights into the way you approach situations, handle pressure, strengths and weaknesses, etc. 
 

Before starting the test, set yourself up in a quiet, calm environment (with a stable internet connection), and
just smash it out. Remember it’s just one small piece of the puzzle that firms look at when assessing

applications. Your resume, academic transcript, cover letter, and firm-specific questions are all further
opportunities to showcase your achievements. 

 

Student Testimonial - Lauren

It may sound obvious, but you will need to pay close attention to any instructions that
indicate what the test is assessing. It could be assessing one or more areas including
accuracy, speed or the completion of questions. 

Do not overthink or second guess your answers. Stay focused, trust your instincts and
work through the tasks calmly and methodically - you can do this!

Do the test alone

You may be tempted to do the test with others if you do not feel comfortable with the
content, but this can make things more confusing and will likely lead to worse results.
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Research
Once again, researching the organisation you are interviewing for is a must. Recruiters will often
ask applicants what they know about the firm/organisation and why you have an interest in
applying. Ensure you have noted at least three strategic goals or values held by that firm that you
align with and why prior to the interview. Some people like to create tables with these answers,
others use notecards and some just list notes! Figure out your most effective preparation strategies
and stick with it.

Interviewing

Interviewing can be the most daunting part of the application process, but fear not - this Guide will
take you through the top interview tips as identified by professionals. An interview is your
opportunity to expand upon what you have already written in your application, cover letter and
CV. It also allows you to build a strong rapport with the interviewer(s), present your individuality
and stand out from the crowd. Interviews can be conducted in a number of ways including, but not
limited to, a one on one discussion, panel interview, group interview, zoom call or via a
prerecorded video.

Remember, no two interviews will look the same, and this is a good thing! Aim to represent your
genuine self and to also put the interviewers at ease with casual conversation.

Check out our top tips for nailing your interview.

Before the Interview

Preparation
Another thing to prepare is a short elevator pitch. Many interviews will start out with a “tell us a
bit about yourself” or “why have you chosen to apply for this position” question. Be prepared for
this. Craft an answer that is unique to you and one that flows well.

To make sure you arrive promptly on the day of your interview, you may wish to visit where you
will be going prior to the interview. This will be helpful in determining levels of traffic, parking
options and the approximate commute time.

Have a go at completing some online practice interviews. The University Careers Service offers one
on one interview preparation appointments to help you identify what your strengths and
weaknesses are and ask any questions you may have. The Careers Service also offers a wide variety
of interview resources such as their Interview Pack, Interview Preparation, Typical Interview
Questions and Career Chat documents. In addition, the University offers two online interview
programs called Interview360 and InterviewPrep that allow you to take mock interviews, receive
instant feedback, practice pre-recorded questions and more.
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Can you tell me a bit more about the work culture?
What progression opportunities do you offer to new employees?
What supervision/mentoring opportunities are available?
What is your performance review process like?
What learning and development opportunities are available to your employees?
What are your firm’s/organisation’s current strategic goals and how does this team support
those goals?

Pre-plan your questions
Finally, you must ensure that you also bring questions for the interviewer. After all, this position
must be a good fit for you as well! It is not a good look to have no questions prepared, you might
like to consider the following:

On the Day

General information
Arriving on time may be an obvious statement, but it is of crucial importance! However, make sure
you do not arrive too early as this can inconvenience the interviewer. Aim for 15 minutes prior to
the set interview time. 

The dress code for interviews tends to be business attire, ensure you are tidy and clean to make for
a good first impression!

Conversation and body language
Maintain a natural demeanour, good eye contact and open body language. Try to sit up straight
with your shoulders back, indicating a more open personality. You may be feeling nervous, this is
alright! Interviewers expect this. Make sure you are not being robotic by modulating your voice
well and communicating positively. You want to indicate your enthusiasm and confidence (even if
you do not feel that way). Building a positive rapport requires you to be genuine. Think about how
uncomfortable you would feel if you were met with nervous, awkward and scripted conversations!

You may wish to prepare an opening statement to give you an edge and to demonstrate confidence.
E.g. “Good morning [name], so lovely to meet you. My name is [name]. Thank you for taking the
time to meet with me today”.

When in the interview, ensure you read cues carefully to assess when you should speak and when
you should listen. Give the interviewer the impression that you are actively listening and engaging
through your own body language.
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Clarify questions if you do not understand what you are being asked. It demonstrates to the
interviewer that you are actively engaging and that you want to provide the best possible
answer.
Bring along your application documents along with an academic transcript. You usually will not
need this, but it is important to be prepared in the off chance that it is required.
Think of the interview as more of a back and forth conversation as opposed to a grilling. This
will assist you in engaging well with the interviewer.
If other applicants are present, make sure you also engage well with them and speak up when
you feel that you can contribute.
Do not become discouraged if you feel a particular answer did not go to plan. Remember that
interviewers are often looking at how well you recover from challenging situations!

General tips and tricks

Situation: Explain a situation in which you had to balance competing priorities. This may be in
your workplace or through your experience as a busy university student.
Task: Identify what you needed to do to balance these competing priorities. Did you need to
seek further clarification? Create a better workflow? Create a more effective organisation
system?
Action: Describe what you did to achieve your task. Did you seek further clarification by
approaching your employer and asking for information about what tasks were of higher
importance to the company’s strategic goals? Did you create better systems to balance these
competing priorities - and how did you do this?
Result: Outline a positive result from the action you took. You might wish to share a lesson you
learned from this and how these skills have been transferable in other areas of your life.

Structuring your responses
The STAR method is an effective way to structure your responses to interview questions. For
example, you may be asked how you manage to balance and assess competing priorities. You could
use the STAR method to answer this in the following way:
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Student Testimonial - Emily

The process of applying and interviewing for clerkships [and graduate positions] can be a very stressful one! I
applied for a handful and ended up securing a position with the Department of Home Affairs, something I am very

grateful for. My top tip for clerkship applications and interviews would be to work hard to distinguish yourself
from other applicants. Find something unique about you that makes your application stand out – whether it’s your
passion for a particular area or even something completely unrelated to law, like your success on the sporting field.
These things help personalise your application which can be incredibly helpful when firms are receiving such a high
influx of quality candidates. Having a point of differentiation (I spoke about my experience umpiring netball and the

unique skills I gained from that) gave me something to talk to in my interview and helped me relate on a more
personal level with the panel. Best of luck!   
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Assessment Centre

As you progress through the graduate recruitment process, you may be asked to attend an
assessment centre. Many government departments and firms use assessment centres to evaluate
the skills of the candidates when placed in different work environments. Usually, there will be
three activities for the candidates to complete, either individually or in groups. The main types of
tasks are:

Individual written task 
This could be an activity where you are required to write a case note, report, research note or
memo. This will usually be timed and you will typically be given all the information required to

complete the task. The organisation will be assessing your critical thinking, written
communication and problem solving skills all whilst working to a deadline.

Group activity 
This can range from a presentation, solving a puzzle or answering a problem question. It will

ordinarily be timed and you will be placed in a randomised group. This is a way of testing your
ability to work in a team, especially looking at your interpersonal skills whilst working with

teammates in a high pressure environment.

 
Interviews

You can be interviewed by a combination of lawyers, human resources representatives and
management personnel. This can be conducted in an interview or group. 

 

If you have been asked to attend an assessment centre,
this means the organisation likes you and wants to get to

know you further!

R E M I N D E R
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Stay in the loop

Network

Keeping up to date with news and current affairs can be a great way to be
conversational. You could also keep up to date with the organisation themselves by
researching their current media releases, initiatives, projects and more.

For Newcastle law students, many of us can feel more isolated at these cocktail
evenings as many applicants are from Sydney or larger metropolitan areas. This is

why it helps to connect well with at least one person to put your mind at ease, have
someone to share the experience with and maybe even follow up with after the

evening!

Eat and stay relaxed
beforehand

This may be easier said than done if you are feeling nervous! However, it is
important that you have energy throughout the evening and that you are not solely
focussed on finding food at the event. In addition, if you are consuming alcohol, it

reduces the likelihood that you will experience adverse effects that could hinder
your ability to make a great first impression. 

Come prepared with questions to ask firm representatives.
Find other applicants to connect with.
Do not just seek conversations with representatives higher in the firm. Junior
lawyers and graduates can provide insights into the workplace that recruiters do
not. In addition, these individuals are more likely to have the capacity to take on
more of a mentor role.
Ensure you are genuine and do not feel the need to share purely legal insights or
anecdotes. 

Networking can be a daunting task, but the aim at a cocktail evening is to network in
a more social context. You can do this in a number of ways:

Cocktail Evenings and Networking

Some firms will invite applicants to a cocktail evening for the purposes of networking and getting to know you
better in a social environment. In addition, this is a great opportunity for you to also get to know the firm better!

It is common practice for multiple cocktail evenings or information sessions to be held. Below are our top tips
for a successful cocktail evening.

Find a friend
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Graduate Testimonials

Law School Experience

I studied a Bachelor of Business / Bachelor of Laws (Honours), together with a Master of Laws between
2017 and 2022. My time at Newcastle Law School was super memorable, because I pursued as many
activities and experiences as realistically possible (this is my first tip!).

In 2019, I undertook a semester exchange in the Netherlands, which was a fantastic opportunity to live,
study and travel overseas during university. I also listened to the wise advice of the UNLSA committee
and signed up for the UNLSA Negotiation Competition in first year, which kickstarted many years of
involvement in prestigious intervarsity competitions. These competitions were definitely one of the main
highlights of my study experience. Meeting other law students from around the world, receiving
feedback from world-class legal practitioners and developing important legal skills was not only fun and
rewarding, but also opened many doors for me.

I decided to use my experience to encourage other students to get involved, and I signed up to be the
first Director of Competitions (Intervarsity) with the UNLSA. I have since been lucky enough to be
participate in various dispute resolution competitions as a judge, coach and mentor. 

During university I worked in a number of roles, including at a pub, as a law clerk at a local firm, and as a
research assistant in the Law School. I also volunteered with Dog Rescue Newcastle and fostered several
dogs during my final year. I like to keep busy, so I really enjoyed being involved in these activities
alongside my study. However, this was all only possible with having a supportive group of friends who
made the late night library study sessions so much more manageable. 

I found Newcastle Law School to be a wonderful community, and one that I hope to remain a part of. 

Graduate Experience

I decided that I wanted to work at a commercial law firm in Sydney very late in the piece – i.e. a few
months after my peers had already completed their clerkships. This was initially disheartening, as I had
only just learnt that the 'top-tier' firms typically recruit most graduates from their clerkship pools. So, I
applied to a number of 'mid-tier' firms within the Law Society of NSW graduate recruitment program
dates and kept an eye on the career portals of the other firms I was interested in.

Luckily, Allens saw a need to go to market for additional graduates, and advertised on their portal. I
applied right away, completed the psychometric testing, and was invited for a case study/assessment and
interview in the Sydney office. By this stage I had plenty of interview experience, so after the initial case
study style assessment, the interview was super conversational and the partners wanted to know all about
my competition activities, job experience and volunteer work. I received a call with an offer a couple of
weeks later. So, the moral of the story is to keep the faith if you didn't do a clerkship – graduate
opportunities will still pop up over the course of the year!

Amelia Rebellato - Graduate Lawyer at Allens
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Tips for New Graduates

My number one tip for the graduate process is to apply only to the firms you actually want to work at. I
understand the urge to submit as many applications as possible to give yourself the best chance, but keep
in mind that those applications may turn into psychometric testing invitations, which may turn into
interviews, which may turn into assessment days and networking evenings. Before you know it, you
could have 3 interviews, 2 assessment days and 1 networking event to attend in Sydney in the one week,
alongside your university and work commitments. (Bonus tip – attend interviews/events in person rather
than virtually, if possible.) Be intentional, and invest in a handful of firms you are actually interested in. 

Secondly, do not underestimate the value in being a student from the University of Newcastle. Sydney
firms and recruiters love us, and the feedback I have consistently received is that they want to see more
Newcastle students applying. We stand out and we have a great reputation. Research UON alumni
working at the firms you're applying for and reach out to them for a chat or advice. The Newcastle
community is a strong one, so use this to your advantage.

Hi, I’m Lindsay and I graduated from the University of Newcastle at the end of 2022. I am now completing
the graduate rotation program at King & Wood Mallesons in Sydney, rotating through Banking & Finance
(Debt Capital Markets).

My law school experience was a bit shorter than most people, having transferred from Macquarie
University in 2019. As such, I made an effort to try and get involved with extra curricular activities and
really throw myself into the deep end, for example being in the committee of the UNLSA and just getting
involved in competitions (internally and externally). It’s not too late if your CV is looking a bit thin, and at
the end of the day it’s not all that employers look for - so don’t stress. 

For those applying for graduate programs, try and keep an open mind to opportunities. There are so many
opportunities available across lots of areas of law and policy. Don’t just keep your eyes set on one specific
area - best to mitigate your risk in my opinion. Your degree is extremely versatile! However, and this may
very commercial law specific, but it’s nice to have an idea about what area of law you’re interested in, but
also let it show that you’re open minded to new opportunities. A lot of government agencies and law firms
do rotation programs - so you’re bound to do a rotation in something you’re not too keen on or haven’t
had even thought of pursuing before.

Further, don’t underestimate your experience, particularly if you completed the Diploma of Legal Practice
(mention it in your CV and talk about it in your cover letter - I had so many questions in interviews about
Law on the Beach)! You’ve got a lot of practical experience through UNLC. Generally your practice
supervisor will be willing to go referee for you too. 

Always reach out to Newcastle alumni who work where you’re trying to get into. In my experience,
everyone has been so friendly and willing to give you the inside scope, tips and tricks. 

Good luck!

Lindsay Thomson - Graduate Lawyer at King and
Wood Mallesons
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