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Welcome to the ñMaximize Your Job Search  in a Rural Community ò Workshop series. 

The Quinte Employment Resource Centres (operated by Northern Lights Canada) 
presents this series with funding from Employment Ontario. 

 
This workbook is yours to keep!  Throughout this 3-Day workshop we will be referring to the workbook as it 
includes materials and recaps of topics we will cover.  

 
The Quinte Employment Resource Centres have locations in Picton, Belleville, and Napanee and offer free job 
search services such as: 
Á Helpful, friendly Employment Specialists 
Á Access to computers for internet job search and word processing programs for resumes and cover letters 
Á Free photocopying and faxing of job search materials 
Á Job Search Workshops 
Á Job boards, local newspapers and much more 

 
If transportation issues make it difficult to attend our centres, feel free to visit us online at: 
www.employmentresources.ca for job search tips, how-to sessions, or to email us your job search questions.  

 
Donôt have Internet access? 
Feel free to call us at 613-969-7423 and we will try to offer as much support as possible.  

 
The presenter for this series was: _______________________________________________________. 
Please feel free to contact your presenter with any questions via email: 

 
_________________________@northernlightscanada.ca 
Or phone: 613-969-7423 

 
Remember, Job Searching is hard work, maybe the hardest work you will ever do. Just like any other kind of hard 
work, it is essential to balance your life and make sure that you have some fun. Reward yourself after a hard day 
or week of job searching. Soak in the tub, rent a good movie, enjoy the game on TV, and meet a friend for a 
coffee. There are many inexpensive ñtreatsò that you can give yourself. You have worked hardðyouôve earned it! 

 
Thank you for attending this session of ñMaximize Your Job Searchòðand Good Luck with your job search! 
 
 

 

 

 Belleville Napanee Picton 
 183 Pinnacle Street 72-A Dundas Street East 206 Picton Main Street, Unit 1A 
 Belleville, Ontario K8N 3A5 Napanee, OntarioK7R 1H9 Picton, Ontario K0K 2T0 
 PH: 613.969.7423 PH: 613.354.1166 PH: 613.476.4261 
 Fax: 613.969.9593 Fax: 613.354.2588 Fax: 613.476-5195 
 belleville@northernlightscanada.ca napanee@northernlightscanada.ca picton@northernlightscanada.ca 

mailto:napanee@northernlightscanada.ca
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Taking Inventory of Your Skills  

 

 
SKILLS & STRENGTHS 

 
Please check all skills and strengths that you have gained through your life, work and volunteer 
experience.  

 
Personal 
 

Æ Analytical ï Problem Solver 
Æ Can work independently 
Æ Can work with money 
Æ Self-starter 
Æ Written skills 

Æ Flexible schedule 
Æ Access to transportation 
Æ Leadership 
Æ Dependable 
Æ Confident 

Æ Punctual/time management 
Æ Works well with others 
Æ Adaptable 
Æ Oral communication 
Æ Positive attitude 

 
Job Specific 
 

Æ Computer skills 
Æ Agriculture 
Æ Bookkeeping /financial 
Æ General Labour 
Æ Transportation 
Æ Warehouse /factories 
Æ Health services 

Æ Maintenance /cleaning services 
Æ Food services 
Æ Forestry 
Æ Childcare 
Æ Construction 
Æ Mechanical aptitude 
Æ Hospitality /tourism 

Æ Mining 
Æ Carpentry 
Æ Retail /sales 
Æ Industrial 
Æ Customer service 
Æ Health Services 
Æ Marketing 

 
 

Skills You Can Leverage 
List your top 3 Strengths /Skills that you have 
already mastered 

  

  

  

 

Skills You Can Cultivate 
List the 3 Strengths /Skills that you need to develop to 
be more successful in your career 
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Transferable Skills  

 

You have the skills, but how do you identify and communicate them to potential employers? 
 

What are Transferable Skills? 
They are skills that move with you from one job/work field to another. The skills may be related to job content or 
personal/self-management skills that you have acquired through paid employment, volunteer work, education, 
hobbies, community activities and/or life experiences. 
 
What are Soft Skills? 
They are skills we use in our day-to-day lives, acquired knowledge that we do not necessarily train for (ie. 
organizational abilities, problem solving, communication skills). 
 
What are Hard Skills? 
They are skills you have learned or trained for (ie. Business Diploma, equipment operation). 
 

TAKE A LOOK AT YOUR SOFT AND HARD SKILLS, THEN ASK YOURSELFé 
 

¾ What things am I already doing that demonstrate this skill? 

¾ How important is this skill for what Iôm thinking about doing in the future? 

¾ If it is important to my goals, what other things can I do to further develop these skills? 

¾ How can I use this skill in other job/career situations? 

 

TODAYõS TOP TRANSFERABLE SKILLS 
 

Thrive in a Team ð Work co-operatively with others and adapt to the styles of other team members 

Communicate ð Clearly communicate ideas and messages to others through oral, written and electronic 
communication  

Problem Solve ð Think logically and critically, and are able to come up with creative solutions or new ways of 
doing things  

Flexible / Versatile ð Adapt to changes in the workplace 

Connect with Others ð are friendly and sociable, able to build and keep solid working relationships 

Organize / Plan ð Initiate action, make decisions and solve problems 

Time Management ð Set and meet deadlines 

Leadership ð Supervise and motivate others while maintaining a positive attitude  

Take Initiative ð Self-motivated and able to work independently 

Give 100% ð Reliable and can be counted on to do their work carefully and completely 

Enjoy Learning ð Eager to learn new ideas and skills as their jobs evolve 

Manage Information ð Comfortable using technology to find information, plan a schedule, manage a budget or 
complete a task 

Practice Safe Work ð Work carefully and follow established procedures 

Computer / Math ï Possess math skills and are comfortable using computers
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CHANGING DUTIES INTO SKILLS 
 

Employers want to know what you have accomplished, so highlight your accomplishments and skills on your 
resume. Demonstrate your accomplishments and skills by attaching a number, percentage, dollar value or 
increase/ decrease to your job duties.   
 
DUTY: A required job function 
SKILL : An ability that comes from training or practice 
 
Examples: 
Typed documents  ĔTyped 75 w.p.m. with 100% accuracy 
 
Supervised staff  Ĕ Assigned tasks and appraised performance of eight staff 

 
 

HIGHLIGHTS OF QUALIFICATIONS OR SKILLS SUMMARY OR SKILLS AND ATTRIBUTES 
 

Here are some sample words to help with your resume section titled as above. These are just the beginnings of 
statements. You must personalize and provide proof of them on your resume.  
 
V Accurate 
V Bondable 
V Caring 
V Committed 

V Creative 
V Dedicated 
V Dependable 
V Detail-oriented 

V Efficient 
V Hard-working 
V Personable 
V Responsible 

 

SAMPLE SKILLS STATEMENTS 
 

¾ Able to think clearly and effectively under pressure 

¾ Proven ability to get along well with co-workers and customers 

¾ Outstanding ability to initiate action, make decisions and solve problems 

¾ Well organized, energetic and dependable 

¾ Can be counted on to see projects through to completion 

¾ Have the ability to recognize and solve problems 

¾ Able to work with little supervision 

¾ Adapt  quickly to new situations 

¾ Excellent oral and written communication skills 

¾ Good team player; willing to contribute, listen and compromise 

¾ Punctual, resourceful; can be counted on to get the job done 

¾ Proven ability to set and meet deadlines 

¾ Able to work within time constraints and complete tasks 

¾ Supervised staff and consistently maintained a positive work attitude 

¾ Work effectively as an individual and as a productive member of a team 

¾ Quick in developing excellent rapport with others 

¾ Capable of lifting, working overtime, meeting deadlines, etc.  
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Labour Market Information ð  

Job Searching in a Rural Community Workshop  

 
 

WHAT IS LABOUR MARKET INFORMATION? 
 

Detailed information compiled about the Canadian workforce and occupations, including wage rates, training 
requirements, working conditions, trends and growth projections. 
 
Data including employment/unemployment rates, job creation, layoffs and new businesses. 
 
The labour market is defined as the informal mechanism where demand and supply of labour interact. 
 
Data about the supply and demand for labour within a certain labour market. 
 
The labour market is many things, but, in brief, it is information about: 
 

V jobs and salaries 

V industry sectors 

V profiles of cities and communities 

V future trends and conditions 

V statistics 

V unemployment rates  

V self-employment  

V favourable work outlooks  

V full-time employment  

V what occupations and skills employers are looking for 

V what and where potential employers are 

V employment conditions 

V education and training requirements for jobs 

V barriers to employment 

V occupational forecasts 

 
 

WHY SHOULD WE CARE ABOUT LABOUR MARKET INFORMATION AND TRENDS? 
 

V Helps individuals and businesses make informed decisions about careers, education, employment, and 
business plans 

V Provides valuable insights into labour market conditions and trends 

V Helps individuals determine which occupations suit their aptitudes and interests 

V Helps job seekers determine where the jobs are, and which occupations have the best prospects 

V Helps people locate the most appropriate training and educational resources 

V Assists businesses in developing business plans and human resource strategies 
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EFFECTIVE LABOUR MARKET INFORMATION CAN HELP TO ANSWER QUESTIONS SUCH AS: 
 

V What kind of work could I find if I leave high school?  

V If I continue my studies, are my chances of finding work better?  

V If I choose a trade or post-secondary program of study, will I be able to find work in my field?  

V What kind of salary can I except to earn?  

V Where will I find the most opportunities for work? 

 

WHOõS INTERESTED IN LABOUR MARKET INFORMATION?  
 

V Businesses use LMI to plan for a future that includes overseas trade by choosing new markets or moving 
production out of the country.  

V Industries use LMI to project occupational needs and plan where to recruit the best candidates for their jobs.  

V Statisticians and economists use it to monitor the state of the economy, industry, occupations and even social 
trends.  

V Governments use it to form new employment or economic policies.  

V Educational institutions use LMI in their career guidance and to make quotas for programs or to start new 
programs.  

V Members of the labour force (or potential members, such as students) use LMI to help with career planning 
and decision making 

 

RESEARCHING LABOUR MARKET INFORMATION - A 3 STEP PROCESS 
 

1. IDENTIFY informational needs 
2. LOCATE Labour Market sources based on informational needs in step 1 
3. EVALUATE gathered information 

 

SOURCES OF LABOUR MARKET INFORMATION: 
Federal: 
Service Canada ï www.servicecanada.gc.ca 
Human Resources and Social Development Canada ï www.hrsdc.gc.ca 
Job Futures (National) ï http://jobfutures.ca/en/home.shtml 
Sector Councils - www.hrsdc.gc.ca/en/hip/hrp/corporate/init_sector.shtml 
 

Provincial: 
Employment Ontario ï www.ontario.ca/employmentontario 
Job Futures (Ontario) - http://www1.on.hrdc-drhc.gc.ca/ 
Career Directions - www.careerccc.org/careerdirections/eng/e_ho_set.htm 
 

Local: 
Service Canada - www.servicecanada.gc.ca/ 
Employment Resource Centre ï www.employmentresources.ca 
Career Edge - www.careeredge.on.ca/ 
Local Training Board - www.focusontraining.com/new/english/ 
Volunteer organizations - www.viq.ca/Eng/ 
Educational/training centres - www.schoolfinder.com/ 
Family, friends and neighbours 
Internet and local papers, local chamber of commerce, Learning Centres, Ontario Works, Libraries

http://www.servicecanada.gc.ca/
http://www.hrsdc.gc.ca/
http://jobfutures.ca/en/home.shtml
http://www.hrsdc.gc.ca/en/hip/hrp/corporate/init_sector.shtml
http://www.ontario.ca/employmentontario
http://www1.on.hrdc-drhc.gc.ca/
http://www.careerccc.org/careerdirections/eng/e_ho_set.htm
http://www.servicecanada.gc.ca/
http://www.employmentresources.ca/
http://www.careeredge.on.ca/
http://www.focusontraining.com/new/english/
http://www.viq.ca/Eng/
http://www.schoolfinder.com/
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How Does Your Resume Rate?  

 

Resumes are marketing tools that effectively describe your work accomplishments and transferable skills to a 
potential employer. Resumes should grab an employerôs attention within 30 seconds. Therefore, highlight your 
best qualities and key qualifications at the beginning of your resume.  Employers scan resumes quickly, then read 
further if they feel you have the qualifications they are looking for. Remember a resume wonõt get you a job but 
it can help or hinder you from getting the interview. Here are some sure-fire ways to ensure your resume 
reflects the best you have to offer. 
 

KEEP YOUR RESUME POSITIVE, ACTION-ORIENTED & EASY TO READ! 
 

Know your audience  ð Research the company and the position you are applying for and write your resume 
accordingly (language, presentation style). 

Choose a job target / objective ð Keep in mind that employers read resumes to answer the question ñWhat can 
this person do for us?ò Be as specific as possible about the employment position you want and how you can 
benefit the employer. 

Investigate the field ð Determine what skills, knowledge and experience are needed to do the job and place 
emphasis on these parts of your background. If you are applying for a job that is not in your field and your 
education and/or employment history isnôt particularly relevant, list your personal qualifications first. Spend little 
time or space in detailing your work experience. 

Know thyself ð Brainstorm a short list of your best attributes, talents, strongest skills, experience, awards, 
achievements, memberships, character traits, education and training. Then incorporate the information that is 
relevant to the job you are applying for into your resume. Now compile a list of the primary jobs you have had ï 
listing the most recent position first. Be sure to include any unpaid/volunteer work that fills a gap or proves you 
have the skills for the job.  

Demonstrate your abilities ð For each skill, think of several accomplishments that show the use of that skill. Use 
active verbs when describing these accomplishments and emphasize the benefit to the employer. 

Resume styles ð There is no right or wrong way to format a resume. Pick a style that fits your situation and 
include only the information you feel comfortable with. Your resume should be presented in a clear, concise 
manner on plain white or subtly shaded paper, preferably laser printed.  Use of colours, sizes or types of paper, 
strange fonts or graphics should be avoided unless it relates to the type of work you are seeking. 

To organize a resume effectively, start at the top with your name and contact information, include your address, 
phone number and email address. Make it easy for potential employers to reach you. Include a number for 
messages or times they should call. Be sure all numbers are correct and current. This information is usually used 
as a header to the resume.  A job objective statement can follow so the employer knows what position you are 
applying for. Follow this with your summary of key points. Choose one of the following formats for the body of your 
resume. 

Chronological ð Begin with your present or most recent job and continue back through your work history. List 
your major skills/accomplishments instead of just your job duties and responsibilities. Work history can be listed 
by job title or employer, depending on which is more impressive or relevant ï just be consistent.  

Functional or Skills ð Organize your skills or qualifications around 3 or 4 areas of experience, and list in 
descending order of importance. This format highlights skills obtained through both paid and unpaid experience 
and is helpful for someone returning to work, changing careers or with confusing or little work experience.  

Combination ð Take the best points of your experience and abilities, and back them up with your work history.  
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HEADINGS 
 

Skills should be categorized under general headings to make them easily identifiable to potential employers. Your 
skills should group nicely in 2 to 4 categories.  Example headings for a retail sales position: 

V Communication/Interpersonal Skills 
V Supervisory Skills 

V Sales and Marketing Skills 
V Creative Abilities and Window Dressing Skills 

 
Use headings that fit your skills and are relevant to the work you are applying for. Different occupations 
require different skills. Some possible skill headings are: 
Accounting 
Bookkeeping 
Budgeting 
Child Care 
Communication 

Computer Experience 
Counselling 
Creative Abilities 
Customer Service 
Electrical / Plumbing 

Teaching 
Marketing 
Mechanical 
Office Management 
Office Support  

Organization 
Problem Solving 
Program Development 
Promotions 
Reception 

Sales 
Special Skills 
Supervisory 
Technical 
Warehousing

 

Or Personal/Career Accomplishments, Special Achievements, Awards and Accomplishments 
 

STATEMENTS 
 

When explaining your skills, use clear, concise and energetic words. You might not develop a statement for each 
skill you have, but you can highlight the skill later in the work history section of your resume.  
 

Begin statements with strong action words.  Examples: 
 

V General - Achieved, Completed, Improved, Reduced, Transformed 
V Management Skills - Administered, Delegated, Hired, Initiated, Managed, Prioritized, Produced, Scheduled, 

Spearheaded, Streamlined, Strengthened 
V Communication /People Skills - Authored, Communicated, Edited, Persuaded, Resolved, Wrote  
V Organizational /Administration Skills - Maintained, Monitored, Organized, Reviewed, Standardized, 

Updated 
V Research Skills - Analyzed, Interpreted, Investigated, Researched, Reviewed, Summarized 
V Financial /Data Skills - Assessed, Budgeted, Corrected, Forecasted, Reduced 
V Technical Skills - Adapted, Applied, Converted, Developed, Engineered, Repaired, Upgraded 
V Creative Skills - Composed, Conceptualized, Created, Designed, Integrated, Performed, Revitalized 
V Helping Skills - Advocated, Assessed, Coached, Encouraged, Facilitated, Motivated 

 
Highlight your skills with strong descriptive words.  Examples: 
Confidently 
Consistently 
Continually 
Cooperatively 

Creatively 
Diplomatically 
Eagerly 
Effectively 

Efficiently 
Energetically 
Excellent 
Extensively 

Positively 
Productively 
Professionally 
Proficiently 

Quickly 
Sensitively 
Sincerely 
Skillfully 

Substantially 
Successfully 
 
 

 

ELECTRONIC RESUMES 
 

When sending your resume to a potential employer electronically always follow the instructions in the 
job ad or on the resume-posting site carefully. If asked to send your resume in MS Word, send the 
resume in that format as an attachment. If no specifics are defined change your resume to text-only 
format. Go to File, Save-As, and choose Text-Only. This will remove all bullets, italics, bold, tabs and 
other formatting. Give the file a new name and the extension .txt. For safety reasons it is advised that 
you delete your street address. Give the resume as much eye appeal as possible, i.e. using ALL 
CAPS for headings, asterisks (*) for bullets, blank lines for information that was previously separated 
by tabs, list skills one per line and donôt skip lines between items. Proofread and edit your resume to 
ensure it is error free one last time before sending.
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RESUME PITFALLS  

 

¶ Hand written information  

¶ Spelling and grammar mistakes 

¶ Lies and inconsistent information  

¶ Negative or irrelevant information 

¶ Too wordy ï more than 2 pages 

¶ Includes obvious headings, i.e. Name 

¶ Signature or date on resume 

¶ Includes:  Age, Height, SIN, Religious/Political Affiliations, 
Health/Disability, Salary Expectations or Citizenship 

¶ Use of technical jargon and abbreviations 

¶ Folded resume 

¶ Includes picture of yourself 

¶ Uses ñIò pronoun  

¶ Poorly photocopied  

¶ References included and not on a separate sheet 

COMBINATION RESUME  

 

Jackie Smith 

574 Some Place, Ontario (878) 955-6262 
 

Objective: Conference presenter, for workshops in career development. 
 

SUMMARY OF QUALIFICATIONS 
¶ Master in Career Counselling and Development 
¶ Highly creative and intuitive problem solver 
¶ Extensive background in counselling, instructing and program development 

 

PROFESSIONAL EXPERIENCE 
 

CONSULTANT Olson & Associates  1990 ð Present 
Counselling 
¶ Counselled and motivated individuals to recognize and understand personal needs, problems, alternatives and 

goals, using a combination of practical skills 
 

Consulting 
¶ Designed and presented seminars on conflict resolution for business and government agencies, increasing the 

number of employees utilizing EAP counselling services 
 

Instructing 
¶ Prepared and presented lectures for the Creativity in Business course for the MBA programs at Stanford School 

of Business. This course has consistently been ranked as one of the most outstanding offered by the school 
 

OWNER/DIRECTOR Aerobic Exercise Studio 1980 - 1990 
Business Management 
¶ Founded, developed and managed Oaklandôs first aerobic exercise studio 
¶ Trained and supervised 8 aerobic instructors, serving more than 300 clients 

 

Program Development 
¶ Designed and presented workshops on stress management; the workshops evolved into a private practice, 

Olson & Associates 

 

EDUCATION 
M.A., Career Counselling & Development ï Marymount University, Ontario 
B.A., Vassar College; Ontario 
Secondary Teaching Credential; University of Ontario 

 
References available upon request 

CHRONOLOGICAL RESUME  

 

John Smith 
123 Anywhere Place, Ontario (123) 555-9090 
 

JOB OBJECTIVE: County Field Supervisor, Emergency Medical Services 
 

SUMMARY 
¶ Five yearsô experience as a Paramedic, seven years as an EMT, and three yearsô experience in staff supervision 
¶ Proven ability to respond immediately and confidently in emergencies 
 

EMPLOYMENT HISTORY 
 

Paramedic Crew Chief, Bay Medical, Somewhere, Ontario 1993 ï Present 
¶ Led pre-hospital-care team, as crew Chief for BMS, serving as liaison between paramedics hospitals and fire 

department 
¶ Mediated communication problems among professionals 
 

Supervisor, Bay Medical, Somewhere, Ontario 1990 ï 1993 
¶ Selected for and served on Paramedic Peer Review Committee at Eden Hospital, monitoring paramedic 

responses to improve treatment of patients 
¶ Trained new paramedics in the field, focussing on communication and decision-making skills in medical 

emergencies 
 

Paramedic, King Ambulance, Somewhere, Ontario 1985 - 1990 
¶ Effectively evaluated thousands of emergencies 
¶ Adapted immediately to changing circumstances in medical emergencies, setting priorities and constantly 

reevaluating them 
 

Community Relations Officer, King Ambulance, Ontario 1980 - 1984 
¶ Educated the public on the role of emergency medical services, through demonstrations, lectures and small group 

talks 
¶ Taught public CPR classes; served as volunteer medic for public events; trained nurses and hospital employees in 

trauma skills at Eden Hospital 
 

EDUCATION & SPECIALIZED TRAINING 
Paramedic Training; EMT ï 1A Training ï City College, Ontario 
Basic Life & Advanced Cardiac Life Support Certificates - Heart Association 
Ambulance Driverôs License 
 

References available upon request 

FUNCTIONAL RESUME  

 

Jane Smith 
333 Somewhere Street, Ontario  ~  (456) 777-2222 

 

JOB OBJECTIVE 
Position as a cruise staff member working directly with passengers. 

 

HIGHLIGHTS 
¶ Successful work experience in activity directing, child care, massage and sales 
¶ Enthusiastic, fun loving and personable 
¶ Outstanding leadership and organizational skills 

 

SKILLS & EXPERIENCE 
 

Activities Directing 
¶ Planned and supervised special event parties for 100 people 
¶ Designed floral and food arrangements 
¶ Supervised outdoor play activities 

 

Promotion / Sales 
¶ Developed friendly, supportive, give-and-take relationships with patrons 
¶ Promoted and sold merchandise in flower, coffee and gift shops 

 

Interpersonal Communication / Needs Assessment 
¶ Completed courses in psychology, assertiveness, interpersonal communication 
¶ Assessed and worked with physical and emotional stresses of clients, as a massage therapist and home 

health attendant 
 

WORK HISTORY 
1993 ï Present Home Health Attendant Independent Contractor, Ontario 
1993 ï 1994 Floral Designer Siefertôs Floral, Ontario 
1990 ï 1996 Masseuse & Teacher Independent Contractor, Ontario 
1991 ï 1993 Assistant Manager The Iris, arts gift shop, Ontario 
 

EDUCATION 
Merritt College, Ontario, 1991 ï 1996, on-going degree studies 
Certified Activities Director; Nurse Assistant, Floral Designer 
Certified Masseuse ï Massage Institute, Ontario 
Certified Independent Travel Agent ï Tivoli Travel School, Ontario 
 

References available upon request 
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Resume Checklist  

 
OVERALL APPEARANCE AND LAYOUT 
 

V Is your resume easy to read with enough white space (does it look ñunclutteredò)? 
V Can you scan down the page(s) and see a pattern in the placement of headings and text? 
V Is the wording positive and action-oriented throughout? 
V Does it look professional and business-like with no handwriting? 
V Is it free of spelling and grammar errors? 
V At a glance, do key ideas and words pop out to support the job objective? 
V Has unrelated information been eliminated, and is the length two pages maximum? 
 
FOCUS: JOB OBJECTIVE 
 

V Is a Job Objective included? 
V Is it directly related to the job being applied for? 
V Is it phrased in the appropriate language of the industry? 
V Is it a realistic next step for you? 
 
SKILLS OR QUALIFICATIONS SUMMARY 
 

V Does the Summary contain skills that are consistent with the Job Objective? 
V If a Summary is not included, does the most recent job listed in the resume describe the skills that you would 

like to use in your next job? 
V Is the Summary positive, interesting and ñaliveò? 
V Does the Summary combine Hard Skills and Soft Skills? 
 
BODY OF RESUME 
 

V Do you sound real, personable, energetic, and unique? 
V Did you include information that supports your work values and professionalism? 
V Did you use bulleted points rather than long paragraphs? 
V Accomplishment statements ï measurable and specific (use numbers/percentages/dollar values/decreases-

increases, etc.) 
V Is the information relevant to the Job Objective and showing a wide range of experience? 
V Can job titles be easily found by someone scanning the resume? 
V Are work experiences presented in reverse chronological order (most recent work first)? 
 
VOLUNTEER EXPERIENCE / COMMUNITY INVOLVEMENT 
 

V Did you include organization names and job titles? 
V Are major skills and accomplishments related to the Job Objective highlighted? (In a Functional resume 

format, they may be listed under the Skills Summary area) 
 
HOBBIES AND INTERESTS 
 

V If this section is included, do the activities have some relevance to the job? (i.e. skills, accomplishments)  
V Is it positioned at the end of the resume? 
 
REFERENCES 
 

V If you have resume to use, does the resume indicate that references are Available upon request 
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References  
 

It is generally a good idea to keep your application package to a minimum, including just your cover letter and 
resume unless asked to include references. References are generally listed on a separate sheet of paper. 
 

LETTERS OF REFERENCE / RECOMMENDATION 
 

It is not necessary to attach letters of reference to your resume. You can supply them at the interview or when you 
are asked for your references.  
 

If you have several, choose the best three which are most related to the job you are applying for.  
 

Reference letters leave a good impression even if employers say they do not require them.  Also, include letters of 
reference/recommendation in your portfolio.  
 

CREATING YOUR LIST OF REFERENCES 
 

Professional References (work related) 
Create a list of individuals who would present you positively to a prospective employer, preferably those who can 
discuss your work habits. Three work related/professional references are ideal.  Your list might include: 
supervisors, co-workers, volunteer co-ordinators. 
 
Character/Personal References 
It is also appropriate to include two character/personal references.  For example: teachers, doctors, landlord, 
other professionals. 
 

GUIDELINES FOR USING REFERENCES 
 

V Call each reference and ask permission prior to giving a potential employer their name. Be sure to ask if they 
will give you a positive reference. If they will, verify their current employer, title, phone number(s) and 
availability.  

V Give your references a copy of your current resume so they know your work history and the type(s) of jobs 
you are applying for. 

V You might even have a friend call your references to verify they are good ones. Have your friend prepared 
with a job in mind that you are applying for (one that fits your skills) as well as a list of questions to ask.  
Remember if the reference does not convince your friend to hire you, they will not convince an employer 
either. Look for another reference! 

V If your reference has changed jobs include their current title, employer and phone number, and the company 
where you were employed together. 

 
Example 

Joe Knowsme 
Office Manager 
XYZ Corporation, Some Town, Province 
Formerly: Officer Supervisor, Past Company Name, Town, Province 
(123) 456-7890 

 

THANK YOUR REFERENCES 
 

Express your appreciation and send your references a thank-you letter or note.  Let them know the 
outcome of your job application. 
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Sample Reference Page  

 

Using the same format as your resume will tie all your information together and create a 
professional and consistent look. 
 

 

References for 
 

Jane Doe 
123 Main Street 

Town, Province, Postal Code 
Phone number 

e-mail 
 

 

PROFESSIONAL: 
 

 Persons Name 
 Persons Job Title 
 Company Name, Town, Province 
 Phone Number(s) (work/home) 
 e-mail (if preferred way to contact this person) 
 
 Persons Name 
 Persons Job Title 
 Company Name, Town, Province 
 Phone Number(s) (work/home) 
 e-mail (if preferred way to contact this person) 
 
 Persons Name 
 Persons Job Title 
 Company Name, Town, Province 
 Phone Number(s) (work/home) 
 e-mail (if preferred way to contact this person) 
 
 

CHARACTER/PERSONAL: 
 

 Persons Name 
 Persons Job Title 
 Company Name, Town, Province 
 Phone Number(s) 
 
 Persons Name 
 Persons Job Title 
 Company Name, Town, Province 
 Phone Number(s) 
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Reference s Worksheet  

 
 

Professional: 
 

Reference Name ____________________________ 

Job Title ____________________________ 

Place of work ____________________________ 

Phone number(s) ____________________________ 

E-mail ____________________________ 

 
Reference Name ____________________________ 

Job Title ____________________________ 

Place of work ____________________________ 

Phone number(s) ____________________________ 

 
Reference Name ____________________________ 

Job Title ____________________________ 

Place of work ____________________________ 

Phone number(s) ____________________________ 

 
 

Character/Personal: 
 

Reference Name ____________________________ 

Job Title ____________________________ 

Place of work ____________________________ 

Phone number(s) ____________________________ 
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How to Write a Winning 

Cover Letter  
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Cover Letters  

 
Cover letters explain why you are sending a resume and summarize the parts of the resume you wish to 
bring to the employerôs attention. 
 
It is an introduction to yourself, your skills, and your desire to work for that company. A cover letter is also 
your chance to show how well you write and a little of your own personality. 
 
The body of a cover letter: 

¾ Your name, address and phone number should always appear at the top of the page 
 
¾ Mention your interest and the position you are applying for 
 
¾ Use statements about your skills, experiences and accomplishments that relate to the position you are 

seeking ï relate these to what the employer is looking for 
 
¾ Express your interest in working for this specific company 
 
¾ State your availability for further contact 
 
¾ Ask for an interview and express appreciation for the readerôs consideration 

 

TIPS 
 
V Cover letters should always be addressed to the individual responsible for hiring and the job you are applying 

for  

V If a first name basis was established through a previous conversation, you could use ñDear Sueò 

V If you are unable to identify the reader then address your letter to the Human Resources Department or Hiring 
Manager 

V Cover letters should always be typed unless specifically asked to be hand-written 

V Double and triple check for spelling and grammar errors 

V Make sure your letter is pleasingly positioned on the page (centered) 

V Align the letter to the left side of the page 

V Always sign your cover letters 
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OUTLINE OF A COVER LETTER 
 
Your Name 
Your Mailing Address 
City, Province, Postal Code 
Your Phone Number 
 
Date 
 
Name of Contact, Contactôs Title 
Name of Company 
Company Mailing Address 
City, Province, Postal Code 
Fax Number (if required) 
 
Dear  (or)  Attention 
 

Why You Are Writing 

¾ Opening statement should be strong to capture the employerôs interest 
¾ Reference the source of the job lead, including date of ad, position title, any file or job order # 
 

What You Have To Offer 

¾ Specify how your qualifications match specific job requirements found in the job advertisement 
 

Why This Company 

¾ Explain briefly why you are interested in working for the employer/organization 
¾ Demonstrate knowledge about the company 
 

Follow-Up 

¾ Indicate you look forward to having a personal interview and state phone number where you can be reached 
 
Sincerely, 
(your signature) 
Your name typed 
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Networking ð  

Itõs Who You Know 
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Networking & Your Job Search  

 

NETWORKING 
 

Networking is the act of asking people for advice, information and referrals to others. It is an organized way to 
form links between the people you know and the people they know to form a ónetô of personal contacts who can 
offer you support and information about job opportunities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When talking to people you know: 
 

¾ Tell them about your job search and describe the type of work you want 

¾ Tell them how your skills and experience relates to the type of work you want 

¾ Ask if they know of any suitable employment opportunities 

¾ Ask if they would refer you to others who might know of potential job opportunities 

¾ Ask if they would be willing to introduce you to these people, or ask for permission to mention their name 
when you call the people you have been referred to 

¾ Give them your Calling Card 
 

Always thank your contacts for their help! A thank you note is a good idea. 

 

TIPS FOR EFFECTIVE NETWORKING   
 

When calling people you donõt know, be as brief and to the point as possible. Your goal is to set up a 
meeting with the person or possibly acquire another referral. 
 

¾ Introduce yourself. Explain who referred you, if appropriate, and why you are calling. Remember you are 
looking for information not asking for a job 

¾ Ask for a short face to face meeting 
 

People may not always have the time to meet with you. Be gracious for the time they have given you. If time 
allows, ask if they may be able to answer a few questions over the phone. Briefly describe your background and 
job objective, and ask if they know of any employers looking for someone with your skills and qualifications. 
 

In person or on the phone it is best to avoid putting the employer on the spot by asking for employment. 
 

Post  

OfficeOffice  

Forme r  

Co -workers  
Other  

Parents  

Teachers  

Doctor  

Neighbours  Friends  

Hairdresser  

Store  

Clerks  

YOU  



 

 

 - 23 - 
 March 2008 

 

Maximize  

Your Job Search in a  

Rural Community  

 

Many people find it difficult to meet new people, strike up conversations with strangers and ònetwork.ó 

V Work on a friendly, accepting and helpful attitude 

V Introduce yourself and make people feel comfortable 

V Meet as many people as you can. Talk to them everywhere ï you have nothing to lose by being friendly 

V Ask questions. The easiest way to capture someoneôs attention is to get them to talk about himself / herself. 
What hobbies do they have? What associations do they belong to?  

 

HEREõS MY CARD 
 

 
A Calling Card is an effective, personal marketing tool that can be left with friends, potential employers and 
people in your job search network. 
 
The Calling Card permits you to leave behind relevant information about yourself including contact information, 
the type of work you are looking for, and a summary of your skills.  
 

The Calling Card should include: 
 

¾ Your name and contact information (phone number, e-mail address) 

¾ The job desired 

¾ A summary of your skills, experience and qualifications 

¾ Positive personal traits/qualities 
 
 
 Sample Calling Card 

 

 

 

 

 

 
 
 
 
 
 

Remember networking can happen anytime. Always look and act professional. 
You never know who can provide you with an opportunity. 

Kim Brown (519) 555-1234 
 

Career Objective:  General Office Clerk 
 

Qualifications: 
¶ Excellent oral and written communication skills 

¶ Type 60 wpm with 100% accuracy 

¶ Familiar with MS Word, Excel, Access, computerized 
accounting and Internet research 

 

Reliable   ~   Efficient   ~   Multi -Tasker 
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Interviews ð 

What You Need to Know  
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Informational Interviews  

 
An informational interview gives you (the job seeker) the opportunity to interview the employer in order to gain 
valuable information on the company, and your chosen career field. You may also gain some sense of the 
availability of employment with the company or a related business. 
 
When setting up a fact-finding meeting or telephone interview with the employer:  

¾ Explain that you would like to ask some questions about the company, and the career field(s) of interest 

¾ Avoid using the words job and interview.  Instead, use phrases such as: 

ñI am currently exploring some different career directions and would like to 
get more information to help me with my planning.ò 

ñI would like to learn more about what is happening in the field, and see 
which career direction might be useful to me.ò 

¾ Let them know you will not take up much of their time - 10 minutes at the most 

TIPS 
 

Contacting employers who employ people in the position(s) you are interested in is an excellent way of finding out 
about a specific job. It can also build a network of employer names, and boost your confidence! Meet with people 
who have jobs that interest you or employers in your areas of interest. 

V Complete at least one informational interview for each career area of interest. You may need several to make 
an informed career choice 

V Informational interviews are good preparation for real job interviews, and help develop networks to follow-up 
with for future job opportunities 

V Record the information from your meetings or telephone interviews 

V Most people like to talk about what they do ï so donôt be afraid to ask 

V Ask for information about the industry, trends, job qualifications, challenges to meet/overcome 

V Ask for job leads, and names of employers to contact who might be hiring 

V Ask if you can leave or send a resume for their review, and ask them to offer feedback related to their field ï 
DONôT ask for a job at this time 

V Remember to thank the person for the information and their time 
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INFORMATIONAL INTERVIEW SAMPLE QUESTIONS 
 

Ask about things that are important to you, and then let the conversation flow naturally. 
 
¾ How did you get into this work? Get started in this job? 

¾ How did you prepare yourself for this job? 

¾ What training or experience do I need for this area of work? 

¾ Based on your experience, would you make the same work choice again? 

¾ What skills and personal qualities are necessary in this field? 

¾ What do you do in a typical day? 

¾ What type of people do you work with? 

¾ What are the specialty areas in this job field? (i.e. job titles)? 

¾ What are the goals or objectives of your organization? 

¾ Would you advise people to enter this work field?  Why/why not? 

¾ What is the job outlook in this area? What will affect its growth or decline? 

¾ Where else could I find people involved in this activity? In what other industries or settings do people with your 
qualifications work? 

¾ Can you recommend any written material dealing with this work/industry? 

¾ What do you feel are the rewarding or challenging aspects of the job? 

¾ Do you know of any employers who are presently hiring people in this field? 

 

POTENTIAL TOPICS FOR DISCUSSION 

During an informational interview, your primary goal is to collect information about your chosen career field. Some 
employers may want to ask you some questions about you and your career objectives.  It helps to be prepared if 
this occurs. The employer could be taking this networking opportunity to screen you as a potential candidate. 
Remain professional and answer the questions like you would in a formal interview situation. 
 
Possible topics for discussion could be: 

¾ Your career objectives and jobs you are interested in 

¾ The skills you would like to use in your next job 

¾ The aspects of your previous jobs that you enjoyed 

¾ The people you have met with regarding your job search 

¾ Your non-work-related skills that would be an asset to employers 
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How to Ace Your Next Interview  

 
PREPARING FOR THE INTERVIEW 

 

V Research the company 
V Practice Questions and Answers 
V Get directions and plan a route and time to head out 
V Gather things you would like to take with you to the interview  

V (see list ñWhat to take with youò) 
V Pick out outfit (your company research will help here-and check the forecast) 
V Set your alarm and have a good night sleep the night before 

 

WHAT TO TAKE WITH YOU TO THE INTERVIEW 
 

V Address and phone number of the interview location 
V Name and title of the person(s) interviewing you 
V Multiple copies of your resume (for panel interviews) 
V References (make sure youôve called them ahead of time 
V A completed application form (if applicable) 
V A pen and paper 
V Eye glasses (if required), tissue, bottle of water 
V Questions for interviewer 
V Copies of certificates/diplomas 
V Copies of letters of recommendation 
V Examples of your work 
V A positive attitude! 

 

THE REHEARSAL 
 

Practice, Practice (but donôt memorize or sound like a machine).  
See Monster.com  ñInterview Centreò for example questions.  
 

TYPICAL QUESTIONS 
 

V Tell me about yourself 
V What are your strengths/weaknesses? 
V Why did you apply? 
V What do you know about our company? 
V What skills do you have that would enable you to excel in this job 
V Why should I hire you? 

 
Be able to identify the relevant qualifications and experience you bring to the position and be able to support what 
you say with specific examples from your work and life. 
Prepare yourself to answer the tough questions about gaps in your employment history, frequent job changes, 
why you left your last position, salary expectations, and your lack of a particular skill required by the position or 
what may be perceived as excessive qualifications.  
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Wear unscented deodorants and avoid heavy perfumed products/colognes as some companyôs have gone scent 
free due to the increase in allergies. Avoid smoking just before the interview to avoid bringing a smoky scent into a 
smoke free office/agency. Brush your teeth/use mouthwash (to avoid coffee breath etc). Your research about the 
company will help you determine how casual/formal your attire should be. Donôt under/over dress. 
 

 

TRANSPORTATION  
 

Know how you will get there and how long it will take. Are you taking public transportation? Do you know the route 
and stops? If not, it may be a benefit to do a dry run to ensure you arrive on time and stress free. 
 

YOUR QUESTIONS FOR THE INTERVIEWER 
 

Prepare some questions to be asked at the end of the interview (if they were not clearly covered during the 
interview), some examples are: 
 

V What would a typical working day be in this position? 
V How long has this position been open? 
V What is the compensation range/benefits for this position (be careful with this one, you will get a 

feeling whether or not the interviewer is receptive to this type of question, and act accordingly ) 
V What training is provided? 
V How soon are looking to fill this position, and when do you expect to contact the candidates with 

feedback 
V Follow up on any issues that were brought up in the interview, but on which you may need 

clarification 
V Are there any other questions you have for me 
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POST INTERVIEW CHECK LIST 
 

Company   Date   

Interviewer's Name   Job Title   
 
V Immediately following your interview, fill out the check list 

 
Did you arrive on time and dress appropriately? Y N 

What did you wear?    

Were you professional and friendly with the people with whom you came in contact? Y N 

Did you introduce yourself to the interviewer(s) and offer a firm handshake?  Y N 

Did you give the interviewer a copy of your resume?  Y N 

Did you look at the interviewer(s) when speaking?  Y N 

Did you demonstrate a positive attitude?  Y N 

Did you state your qualifications?  Y N 

What qualifications did you mention?    

Did you mention who referred you? Y N 

Did you state your desire for work and interest in the company?  Y N 

Did you state interest in part-time, temporary or contract?  Y N 

What opportunities did you hear about?  Y N 

Were any special requirements (transportation, availability) discussed?  Y N 

What was discussed?  Y N 

Was the subject of money discussed? Y N 

Did you remember to "close" the interview?  Y N 

Did you say thank-you, ask for a business card, and shake hands good-bye? Y N 

Did the interviewer(s) comment on your skills?  Y N 

What was said?    
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DRESS FOR SUCCESS TIP SHEET 
 
Should you be judged on what you wear, your physical appearance, or the colour of your eye shadow?  In reality, 
employers are usually looking for ways to ñweed outò applicants. When attending a job interview, how you look 
may influence the employerôs decision about who gets the job.  Below are a few simple rules to follow to make 
interview day run smoothly! 
 
 
Grooming: Clean, clean and freshen.  
 

Ǐ Ensure your hair is neatly styled 

Ǐ Your hands and nails are clean 

Ǐ Avoid wearing strong perfumes/colognes (some offices are now scent free) 

Ǐ Avoid coffee breath, freshen breath with a mint (gum chewing is not appealing) 

Ǐ Avoid smoking just before the interview (even though you might be nervous) 

Ǐ Avoid bringing in a smoky scent into a smoke free office (it can bother other people) 

Ǐ If you have been sick, been taking medication, or havenôt been to the dentist recently for a cleaning, consider 
scheduling a visit ï health concerns can affect your breath and plaque buildup  

 
 
Attire: Your clothes shouldnõt make more of a statement than you are. 
 

Ǐ Clean and press clothing 

Ǐ Make sure shoes are in good repair and polished 

Ǐ Try the outfit on to ensure proper fit and appropriateness 

Ǐ Lay your clothes out the night before an interview 

 
 
Your physical appearance:  Look like you already work there. 
 

Ǐ Are they a suit and tie or khaki pants company  

Ǐ Take note and do some research/visit to determine company style 

Ǐ If in doubt dress up, not down 

 
 

Good Luck! 
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PORTFOLIOS  

A portfolio is a collection in progress: which contains things related to training, work experience, 
contributions and special accomplishments. (Source: Kimeldorf, Martin, Portfolio Power) 
 
 

3 STEPS TO PULL YOUR PORTFOLIO TOGETHER 
 

1. Analyze your skills and experience 
V Ask yourself what skills and experience you have for this job/field of work? This can come from work, 

volunteer, home life, education and training, etc. 
 
2. Compare your skills to the job description 

V Look at what the employer is looking for (if you do not have a job ad, look at the NOC job 
descriptions) and check off the skills that you have versus the employer wants. 

V You may be surprised how many skills are transferable from one position to another (Retail Customer 
Service to Receptionist) 

 
3. Provide evidence of your skills and experience 

V Now here is where look for the best and most positive proof that you have the skills needed for this 
position. Remember QUALITY is better than QUANTITY here (try to limit to 10 pieces of evidence) 

 
 

WHAT YOU NEED IN YOUR PORTFOLIO 
 

1. Title Page - with your name, address and contact information as well as who you are addressing your 
portfolio to (employer) 

 
2. Index ï tell the reader (employer) what evidence you have included in your portfolio 
 
3. Cover Letter ï explaining why you are the best person for the job and what you have included in your 

portfolio 
 
4. Resume ï up to date resume with a description of your skills and experience 
 
5. Evidence ï your proof that you have the skills and experience for the position. Remember to show 

information that pertains to the job that you are applying for. 
 
Examples of Evidence 

V References and Reference Letters 

V Letters of Validation 

V Educational Evidence ï Transcripts, Course Documents, Training Certificates and Diplomas 

V Proof of certification and licensing 

V Work Samples ï Pictures, written documents, work place or placement reviews 

V Job Descriptions 

V Membership in professional organizations, community service organizations 
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WHAT TO DO IF YOU HAVE TOO MUCH EVIDENCE 
 

This is a great position to be in! However, you do not want to overwhelm the reader. Here are some questions to 
pare down your pieces for you portfolio. 
 

Æ What pieces are my best examples? 

Æ Which pieces are the most recent? 

Æ Do some pieces overlap? Do they relate back to the same skills? 

Æ Which pieces show off more than one skills or experience? 

Æ Do the pieces show local experience? 

 

 

WHAT TO DO IF YOU ARE LACKING IN EVIDENCE 
 
If you are in this position, DO NOT panic. Good news, your evidence will be recent! 
 

Æ Ask coworkers, classmates, supervisors, team members, teachers, etc. for Letters of Validation 

Æ Contact past employers for possible Letters of Reference/Validation and work samples 

Æ Contact educational facilities for copies of transcripts or diplomas (may have costs involved) 

Æ Create some pieces (example: make a presentation on a topic that relates to the position ï possibly use a 
school project) 

 

 

WHEN YOU ARE READY, ASK YOURSELF SOME QUESTIONS 
 

Æ Do you have perfect spelling and grammar? 

Æ Does it show off the right skills and experience? 

Æ Did you tailor it to the kind of job you want? 

Æ Have you practiced presenting your portfolio? 

Æ Are you ready to answer questions about the evidence that you have included? 

Æ Have you made a copy to leave behind? 
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SAMPLE PORTFOLIO INDEX/CONTENTS PAGE 
 
 

 
Anna Young 
613-999-0000 

Portfolio Prepared for Belleville YMCA 
Portfolio Contents 

 

 
1. Cover/Introduction Letter 
 
2. Resume 

 
3. References 

 
4. Early Childhood Education Diploma and Transcripts 

 
5. Letter of Validation from Placement 1 ï Hastings County Child Care Services 

 
6. Letter of Validation from Placement 2 ï Belleville Montessori School 

 
7. First Aid and CPR Certification 

 
8. Craft Project Examples ï Project Leader 

 
9. Card of thanks from children at the Belleville Montessori School 
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How To Keep the Job  
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MAINTAINING EMPLOYMENT  

 
THE DETRIMENTAL TOP TEN 

 

Listed below are the top ten reasons that people may lose their jobs.  Knowing these problematic areas, can 
assist you in avoiding these common traps. 
 

1. Poor Attendance and Tardiness 

2. Poor work attitude about doing job 

3. Mistakes from not checking work 

4. Poor attitude in general 

5. Having a poor attitude with the boss 

6. Doing just enough to get by ï and then falling short 

7. Not making an effort to improve after warnings 

8. Being unable to change with a changing environment 

9. Always waiting to be told what to do 

10. Knowingly breaking company policy 

 

THE THREE MAIN TYPES OF BOSSES 
 

The òUn-Manageró 
•   Doesnôt seem to know what he/she is doing 
•   Lacks knowledge of processes and rarely gives straight answers 

 

Options for working with this type of boss: 
 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 
The Delegator 

•   Last one to arrive ï first one to leave 
•   Passes work to everyone else and usually take credit for a job well done 

 

Options for working with this type of boss: 
 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

The Dictator 
•   Overlooks everything 
•   Has an ñIf you want it done right, do it yourselfò attitude 
•   Re-does/corrects everything his/her employees do, even when unnecessary 
 

Options for working with this type of boss: 
 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 
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YOUõVE GOT THE JOBéNOW WHAT? 
 

You spent weeks searching for the job, preparing your resume and getting everything submitted by the deadline.  
You practiced and prepared for the interview and waited patiently for the call.  And then it cameéyou got the 
jobéso now what? 
 
Starting a new job can be stressful and hard to manage.  Learning new tasks can be challenging and even 
frustrating!   
 
In most cases, no one action is serious enough to get you fired, but a combination of problems could lead to 
termination.  In order to keep your job, you need to put your best foot forward and maintain a positive attitude. 
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TIPS TO HELP YOU KEEP YOUR JOB 
 

Know What is Expected 
V Ask questions to be sure you understand your role and duties 
V Attend and pay attention to any training programs provided by the employer 

 

Find a Mentor 
V Find someone in the workplace who you can look up to 
V This doesnôt have to be the boss, or even someone influential ï but someone who has the skills and 

information to guide you 
 

Leave the Gossip to the Tabloids 
V Some idle chat can be expected in any work environment 
V Taking part in these discussions to excess reflects poorly on you and may backfire  

 

Pay Attention to and Meet Deadlines 
V By not meeting deadlines, you, your co-workers and the company can be affected negatively 
V Do what you have to in order to complete the job in the assigned timeframe 

 

Keep Your Ego in Check 
V Egomaniacs can be obnoxious and irritating to those around them 
V No matter how much you think you know, be willing to learn from those around you and accept 

compliments gracefully 
 

Donôt Whine! 
V Itôs okay to let people know how you are feeling and what you are thinking 
V Be positive when making suggestions ï try to avoid venting or blaming others 

 

Push Your Own Limits 
V Be willing to get involved in areas outside of what you ñnormallyò do 

 

Be Committed to Continuing Education 
V Take advantage of any training programs that are available to you 
V Try to expand your own skills 

 

Ask For Feedback 
V Ask your employer how you are doing 
V Donôt wait for him/her to come to you with problems 

 

Take Responsibility 
V If you do make a mistake (because weôre all human), accept responsibility for your part in the problem 
V Do what you can to rectify the situation without dwelling on it 

 

Keep Up Appearances 
V Pay attention to the standards of dress set forth in the work place 
V Your attire (casual/professional) should match those around you 

 

Be Dependable 
V Do what you are expected to do 
V Arrive on time for the shift, as well as after breaks 

 

Value Your Position 
V Despite what we may want, or think, we are all replaceable 
V Do your best to show your employer that you are the best person for the job 
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Website Quick Reference Guide  

 
 

JOB SEARCH SITES 
 

Job Bank ð Service Canada 
www.jobbank.gc.ca 
 
Belleville Jobs 
www.bellevillejobs.com 
 
Canadian Careers Online Job Boards 
www.canadiancareers.com/jobboards.html 
 
Charity Village Career Centre 
www.charityvillage.com 
 
Jobs in Trucking 
www.jobsintrucking.ca 
 
Ontario Trucking Association 
www.ontruck.org/memberlinks/ 
 

MapleJobs 
www.maplejobs.com 
 
Monster 
www.monster.ca 
 
Workopolis 
www.workopolis.com 
 
The WORK Place  
ð Work and Job Opportunities 
www.theworkplace.ca 
 
 
 
 
 

 

GOVERNMENT / TOWNS & CITIES 
 

Government Jobs ð Canada 
www.jobs.gc.ca 
 
Government Jobs ð Ontario 
www.gojobs.gov.on.ca 
 
Ontario Municipal Jobs 
www.ontariomunicipaljobs.com 
 
Hastings County 
www.hastingscounty.com 
 
Corporation of the County of Prince Edward 
www.pecounty.on.ca 

County of Lennox & Addington 
www.lennox-addington.on.ca 
 
City of Belleville 
www.city.belleville.on.ca 
 
Prince Edward County 
www.pec.on.ca 
 
Napanee 
www.town.greaternapanee.on.ca 
 
City of Quinte West 
www.city.quintewest.on.ca 

 
 

TRAINING & CAREERS 
 

Canada - Jobs, Workers, Training & Careers  
www.jobsetc.ca 
 
Apprenticeship Information 
www.skilledtrades.ca 

School Finder 
www.schoolfinder.com 
 
 

http://www.ontruck.org/memberlinks/
http://www.jobsetc.ca/
http://www.schoolfinder.com/
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BUSINESS DIRECTORIES / CHAMBERS 
 

Belleville & District Chamber of Commerce 
www.bellevillechamber.ca 
 
Napanee Chamber of Commerce 
www.napaneechamber.ca 
 
Prince Edward County Chamber of Tourism & Commerce 
www.pecchamber.com/ 
 
Business Information On-line ð Quinte Region 
www.bio.on.ca 
 
Prince Edward County Business & Services Directory 
www.pec.on.ca/other/business.html 
 
Scottõs Business Directory 
www.scottsinfo.com 
 
Community Key Online 
http://quinte.cioc.ca/ 
 
 

LABOUR MARKET INFORMATION 
 

Labour Market Information 
www.labourmarketinformation.ca 
 
Job Futures 

www.jobfutures.ca 
 
Statistics Canada 
www.statscan.ca 

 
 

NEWSPAPERS 
 

Osprey Classifieds 
www.ospreyclassifiednetwork.com/classifieds 
 
Belleville Intelligencer 
www.intelligencer.ca 
 
Napanee Beaver 
www.napaneebeaver.com 

Picton Gazette 
www.pictongazette.com 
 
Employment News  
www.employmentnews.com 
 
Employment & Business Journal 
www.ebjonline.com 

 
 

SEARCHING 
 

Canada 411 
www.canada411.ca 
 
Google 
www.google.com 

Yahoo 
www.yahoo.ca 
 
MSN 
www.msn.ca 

http://www.napaneechamber.ca/
http://www.napaneebeaver.com/
http://www.pictongazette.com/
http://www.ebjonline.com/main.cfm?page=home
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Keeping Track of It All  
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NETWORKING CONTACTS LOG 

Contact 
Type of Contact 

(phone call, calling card, resume, etc) 
Date Contacted 

Follow-Up? 
(when) 
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JOB SEARCH LOG 

Company Information 
Type of Contact 

(mail, fax etc) 
Date Contacted Follow-Up 
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INTERVIEW LOG 

Organization 
/Company 

Address Position 
Interview 

Date & Time 
Contact 

Name & # 
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ATTITUDE  

BY RICH WILKINS 

 

Attitude isnôt simply a state of mindéit is a reflection of what we value.  

Attitude is more than just saying I can, it is believing you can.  It requires 

believing before seeing, because seeing is based on circumstances, believing 

is based on faith.  Attitude is so contagious, especially when we allow it to turn 

our doubts of the past into passions of today and set the stage for our 

tomorrows.  We have total ownership of our attitudes.  No one else has the 

power to alter our attitudes without our permission.  Our attitude allows us to 

become more empowering than money, to rise above our failures, and to 

accept others for who they are and what they say.  It is more important than 

giftedness and is the forerunner of all skills needed for happiness and 

success.  Our attitudes can be used to build us up and put us down ï the 

choice is ours.  It also gives us the wisdom to know that we canôt change 

events of the past.  I am convinced that life is 10% what happens to me and 

90% how I respond to itéand it is with this state of mind that 

I remain in charge of my attitudes. 

 


