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The demand for skilled and

knowledgeable workers in all types

of jobs in Canada will soon be greater

than the number of people trained

and ready to do the work. To address

this, the Government of Canada has

launched its Innovation Strategy

which aims at providing Canadians of

all ages with the skills and learning

opportunities they need to fully

participate in Canada’s labour

market, today, and in the future.

Through a wide variety of youth
employment programs and services,
young people between the ages of
15 and 30 (inclusive), can develop
the skills, experiences, knowledge,
talents and creativity that will be
the keys to success in this new and
rapidly changing job market.

Knowledge matters – not only the
knowledge you develop from school
or courses, but also the practical
knowledge from working or volun-
teering, and the self-knowledge that
comes as you focus on the job of
finding a job. 

Looking for a Job can help you find a
job, whether you want full-time,
part-time, or summer employment. It
can help you learn the what, where,
and how-to of job hunting, and if
you combine this knowledge with
effort, dedication, time and
patience, you will succeed. 

Looking for a Job can help you learn
about yourself. It has exercises to
help you discover your personality,
skills, and talents (including ones
you might not know are there), and
shows you how to use this new
knowledge to decide what kind of 

job you may be suited for. It also
has a section on today’s job market,
and what employers are looking for. 

Looking for a Job also has informa-
tion on how to apply, how to write
a résumé and cover letter, how to
prepare for an interview, and what
to do afterwards. Then, when you
get the job, there are some impor-
tant tips for your first day. 

Looking for a Job will show you why
it is important for you to continue
to learn and develop your skills and
abilities, even if you are out of
school. And when you’ve landed
that first important job, the skills
and techniques you’ve learned
won’t go to waste. The knowledge
you gain in your quest for a job,
and throughout your work life, 
can help lead to a satisfying and
rewarding career.
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Know your interests 
and skills

• Will the Real “You” Please Step Forward?

• How “Personable” Are You?

• Your Interests = Your Career

• What’s Important To You?

• Identify Your Skills

• Your Top Five Transferable Skills and How to Use Them

• Find Your Hidden Skills

• Identify Your Job-related Skills
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Will the Real “You”
Please Step
Forward?

Did you ever notice how some

people can bounce right back, even if

they’ve been turned down for a job

they wanted? They have a positive

attitude, and that means they’re more

likely to succeed the next time.

Being yourself is the best way to 
get jobs you really like. But who are
you? Do you have a good opinion
of your own abilities? Your attitude
has as much to do with finding 
and keeping a job as your skills 
and knowledge. 

A positive attitude comes from 
feeling good about who you are. 

Answer the questions to help you
understand how you feel about
yourself. 

This isn’t a test—it’s a discovery
mission into who you are. Be hon-
est with yourself and you’ll get the
best results. Write the number that

best applies to you in the fourth
column. And remember, there are
no right or wrong answers.

Some- Almost Your
Mostly times Never Answer

I give myself credit. 1 2 3

I look for the positive side

in situations. 1 2 3

I know my strengths. 1 2 3

I identify my weak areas and see

them as challenges to work on. 1 2 3

I learn from my mistakes. 1 2 3

I know what I want from life. 1 2 3

I can put my wishes into words. 1 2 3

I can set limits or boundaries

so others respect them. 1 2 3

I speak up when I disagree with

someone, or when I believe

something is wrong. 1 2 3

I listen to, and try to understand,

other people’s point of view. 1 2 3

I deal with anger constructively. 1 2 3

I control my temper. 1 2 3

If I criticise myself, I can stop. 1 2 3

I usually see myself as the person

I want to be. 1 2 3

I say no to drugs or alcohol, even

when I am feeling stressed out. 1 2 3

I can resolve conflicts both

within myself and with others. 1 2 3

I compare my behaviour today

with what I did in the past instead

of with other people’s behaviour. 1 2 3

Total for “Your Answer” column:

Know your interests Ł

and skills 
Know your interests Ł

and skills 
Know your interests Ł

and skills 
Know your interests Ł

and skills 
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How did you do?
To figure out your attitude, add up
your answers in the fourth column
and write your total at the bottom
of the table. If you score: 

17-24 You have a healthy attitude.

25-42 Your attitude is okay, but
you need to focus more on
the positive.

43-54 Your attitude needs some
attention.

Attitude is your choice—think 
positive! Here are some tips to a
positive attitude:

• Think about life as an adventure
filled with exciting unknowns.

• Look for the best in every situa-
tion. Where is the plus? Is there
opportunity here?

• Decide what you want in life 
and stay true to your values 
and beliefs. 

• Avoid using ‘quick fixes’ as 
solutions to problems.

• Know your strengths and remind
yourself of them every day.

• Identify your weaknesses—see
them as limitations rather 
than flaws.

• Build on your strengths and find
ways to reduce your limitations.

• Learn from your mistakes. Plan a
different way to handle it next
time.

• Speak up for yourself and put
your pride into words.

• Say what you feel.

• Always try to speak the truth.

• Be proud of who you are.

How “Personable”
Are You?
Did you know that your personality
plays a big role in how you find and
keep work? It shows every time you
write or talk about yourself, and it
can be key to your success. 

Do you have the kind of traits, atti-
tudes, temperament and personality
that will make you a responsible
and competent worker? 

Read the statements below. Check
off under “Absolutely” or “I Could

Do Better”, depending on which
best describes you.

Answer as accurately as you can to
make sure you get a true picture of
your real personality.

How Personable Are You?
I Could

Personality Characteristic Absolutely Do Better

I’m honest.

I’m reliable and dependable – people can
count on me.

I’m prompt – I don’t miss appointments.

I’m sincere.

I take pride in my appearance and
dress appropriately.

I’m friendly.

I can handle criticism well.

I’m polite and respectful.

I’m creative – I like to come up with new ideas.

I’m confident about what I can do.

I enjoy challenges that really make me think.

I’m sociable – I enjoy being around people.

I’m motivated and enthusiastic about what I do.

I’m flexible.

I’m a self-starter – I don’t need to be told about
the work that needs doing.

I’m proud when I’ve done something well.

I’m loyal and can make commitments.

I’m curious.

I’m resourceful – I like to think of ways to solve
problems without relying on others.



If you checked off most of these
statements under “Absolutely”, you
have personable skills that are well
suited for today’s workplace. If you
checked off most of them under 
”I Could Do Better”, you have high-
lighted some areas that you can
work on. Ask yourself how you
developed some of these traits and
attitudes. Can you see ways you can
work to change them?

Your Interests =
Your Career
The things you like to do can often
give you an idea of the kind of job
that you would be good at. What
are you interested in? Do you 
know the field of work you would
enjoy most? 

Here’s an exercise that can help you
sort out your interests. 

Respond “Yes” or “No” to the 
statements in the next quiz.

To find out areas of work that may
interest you, compare your answers
to the numbers in the following
groups.  

Numbers 1, 5, 9, 12, 15, 16, 18, 23.

• If you have responded “Yes” to
most of these numbers, you are
probably a “hands-on” type of
person. You like to work with
tools and machines, make things
with your hands, fix and maintain
equipment, or find out how
things work.  Jobs you might like
are found in engineering, product
manufacturing, construction,
repair and servicing, transporta-
tion, trades and technology.

Numbers 2, 4, 7, 10, 13, 19, 21, 24.

• If you have responded “Yes” to
most of these numbers, you are
probably an “information” person.
You like to express yourself through
writing, music, or art, perform

experiments or research, solve puz-
zles and problems, or study and
read. Jobs dealing with information
are found in arts and entertainment,
business and finance, scientific
research, sales and services,
tourism, law and government.
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Your Interests = Your Career

Yes No

1. I’d rather make something than read a book.

2. I enjoy problem-solving games and working
at puzzles.

3. I like helping other people when they need it.

4. I enjoy reading and learning about new topics.

5. I like working with my hands.

6. I like being the leader in a group of people.

7. I prefer to know all the facts before I tackle a problem.

8. I like to take care of other people.

9. I enjoy designing, inventing or creating things.

10. I enjoy expressing myself through art, music,
or writing.

11. I would like a job where I can deal with people all day.

12. I like working with materials and equipment.

13. I enjoy learning new facts and ideas.

14. I find co-operating with other people comes
naturally to me.

15. I like finding out how things work by taking
them apart.

16. I would rather work with machines and things than
with people.

17. I can usually persuade people to do things my way.

18. I enjoy building and repairing things.

19. I enjoy the research part of my projects.

20. I like being with people.

21. I enjoy thinking up different ideas and ways
to do things.

22. I like hearing other people’s opinions.

23. I enjoy learning how to use different tools.

24. I find it easy to follow written instructions.
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Numbers 3, 6, 8, 11, 14, 17, 20, 22.

• If you have responded “Yes” to
most of these numbers, you are
probably a “people” person.  You
like to care for and help others,
encourage people, work as part of
a team, and lead and supervise
others.  Jobs dealing with people
are found in health care, educa-
tion and training, social work
and counselling, and religion.

Note:
If you responded “Yes” to numbers from each

group, it could indicate that you don’t have a

clear preference for a specific type of job.

You may be suited for a job that combines

a number of these interests. Don’t be con-

cerned. As you get more experience in the

job market, you will learn first-hand what

kind of jobs you may be suited for.

What’s Important
to You?
The things that are most important
to you are called values. As you
progress along your personal journey
in life, you set values for things such
as being happy in your home or job,
being independent, being healthy,
having friends, and making money.

You’re the only one who truly
knows what your values are. Your
responses to the following state-
ments will help you figure out what
your values are, and could help you
get a basic understanding of what
type of job you would like to do. 

What’s Important to You
Some-

Values – It’s important to me to: Yes times No

Have good health.

Learn new things.

Grow personally.

Have time and energy for my “off the job” life.

Meet new people.

Have a lot of friends.

Have a steady job.

Have a boss who is fair.

Work in a comfortable place.

Work in a safe place.

Work with people I like.

Know exactly what to do.

Make the world a better place.

Do something I feel is important.

Make a lot of money.

See the results of my work.

Have an important job title.

Have good family relationships.

Be responsible for other workers.

Protect the environment.

Grow spiritually.

Do physical work.

(continued on next page)



List some other things that are important to you:

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Before moving on, take a moment 
to review your responses. Knowing
what’s important to you will help
you get a basic understanding of
what type of job you might like 
to do.

(continued) Some-
Values – It’s important to me to: Yes times No

Have a chance for promotion (more pay or
important position).

Make the world more beautiful.

Finish a difficult task.

Do a job well.

Make decisions together with other people.

Be my own boss.

Be creative, come up with new things or ideas.

Set my own hours of work.

Use my head.

Have a few close friends.

Have a challenging job.

Work on just one thing at a time.

Work on a lot of different things at the same time.

Have an interesting job.

Have an exciting job.

Have an easy job.
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Identify your
Skills

Everything you learn and every

skill you have acquired becomes

part of your personal toolkit. You

carry these “tools” with you as you

move through school and into the job

market. When you develop a skill or

gain experience in one place, and put

what you’ve learned to use someplace

else, you are using transferable skills.

These skills can come from a lot of
places – paid work, volunteering in
your community, school, and even
through your hobbies.

The next step on your journey is to
identify your transferable skills.
Look through the following lists
and check off every skill that you
think you have. 

Key skills – I can:

� Meet deadlines  
� Supervise others  
� Solve problems  
� Teach others and give

clear instructions
� Manage people  
� Organize and manage

projects  
� Speak in public   
� Accept responsibility  
� Plan daily work, or 

special events   

Hands-on skills – I can:

� Assemble kits   
� Build or repair things
� Work well with my hands
� Operate tools, machinery 
� Use complex equipment
� Drive or operate vehicles
� Inspect and maintain

equipment or vehicles   

Data/information skills –

I can:

� Make a budget, manage
money  

� Record facts, classify
information by date

� Analyze data, audit and
maintain records  

� Check information 
for accuracy  

� Pay attention to details  
� Investigate and clarify

results  
� Locate answers, gather 

information
� Calculate or compute
� Evaluate
� Take inventory   
� Keep financial records
� Research and write

reports   

Build on what you 
have to offer

(continued on next page)
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Your Top Five
Transferable
Skills and How 
to Use Them
Now go back through the list of
transferable skills you have high-
lighted. Pretty impressive! On the
next page, write down your top 
five skills that you want to use in
your next job. For each of the five
skills you choose, write down a
good example of a time you used
that skill.

For example, if you checked off
‘solve problems’, you would write
down what the problem was and
how you solved it.

Skill: Solve Problems

Example: We kept running out of
popular games at the video store
where I worked. 

How I solved it: I designed a chart
to show how many games we had in
the store, and how many we sold, so
we knew which games to re-order.

(continued)

People skills – I can:

� Help and care for others
� Manage conflicts, resolve

issues 
� Counsel people
� Be tactful and diplomatic
� Interview people
� Be kind and understanding
� Be a good listener
� Negotiate
� Be outgoing
� Show patience
� Be pleasant and sociable
� Supervise, teach
� Be tough when necessary
� Trust people, my instincts   

Verbal/Communication

skills – I can:

� Clearly express myself
� Talk easily with others
� Create and talk about 

new ideas
� Design presentations
� Be inventive
� Conduct research in a library

or on the Internet
� Set up my own network of

experts, or helpers
� Be logical
� Speak in public
� Write clear and 

concise reports
� Work well with others   

Creative/artistic

skills – I can:

� Be artistic
� Write short stories or articles
� Draw or create other art
� Express myself through

music, poetry or art
� Design posters, draw 

cartoons and illustrations
� Perform and act
� Present artistic ideas
� Dance, create body 

movement
� Use computers to create 

presentations
� Design and lay out 

web pages
� Achieve high scores in 

video games   

Leadership skills – I can:

� Arrange meetings or social
functions

� Be competitive when 
necessary

� Make decisions
� Direct the work of others
� Help set goals for my team
� Explain things to others
� Solve problems
� Motivate people
� Settle disagreements
� Plan activities and put them

into action 
� Take risks when necessary
� Organize and chair 

a meeting 
� Show self-confidence   
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Find Your Hidden
Skills
As you might have guessed, hidden
skills are the ones you don’t know
you have. Here’s how to find them. 

Suppose you work in a coffee shop.
Not much to learn here, you say.
Think again. You’ve really learned a
lot more than you think. For exam-
ple, you’ve learned how to:

• follow recipes, mix ingredients,
set temperatures, bake muffins,
and mix a variety of hot and cold
coffee and tea drinks;

• work with complex equipment;

• operate a cash register, make
change, and balance the day’s
receipts; and

• work with others under some-
times busy or stressful situations.

Here are some transferable skills
that you developed that you can use
in another job:

• manual skills

• computer skills

• financial and numbers skills

• teamwork

• patience

And you learned other
things too, such as:

• how to manage time
responsibly;

• how to organize your work;

• how to serve customers in a 
professional manner;

• how the business operates;

• health regulations related to 
selling food to the public;

• how employees are promoted,
and why;

• how to take responsibility for
someone else’s property;

• how to manage store inventory;
and

• how to display products so 
people will buy them.

More skills are hidden here:

• marketing skills

• communications skills

• promotional skills

• creative skills

• planning skills

Do you know what other transferable
skills can be found in this job? It is
all in how you talk, or write about
what you do. In every job you develop
a certain level of responsibility, skills
and experience that will make you 
a good candidate for another job
down the road.

YourTransferable Skills

Skill:

Example:

How I solved it:

Skill:

Example:

How I solved it:

Skill:

Example:

How I solved it:

Skill:

Example:

How I solved it:

Skill:

Example:

How I solved it:
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So let’s look at the things you have
done, or learned. Make a list of
things you’ve learned through your
hobbies, work, or volunteering.

Example:

• I have developed “marketing 
and creative skills” while 
developing window displays 
to attract customers. 

• I have developed “communi-
cations skills” while serving 
customers and working with 
my co-workers. 

• I have developed “promotional
skills” while helping customers
decide what to order. 

• I have developed “planning
skills” while organizing my 
daily tasks and responsibilities.

• I have developed “financial skills”
while making change, ordering
inventory and balancing the 
day’s receipts.

Now you can fill in some of the
things that you have learned:

1.

2.

3.

4.

5.

Identify Your Job-
related Skills
Job-related skills are those that 
you need for a particular job. An
office worker needs computer and
keyboarding skills, a mechanic has
to understand repairs and how to
use tools, and a cashier must be
able to make change and use a 
cash register. 

You can build these skills in a 
number of ways, through:

• courses or training you’ve taken;

• other jobs and volunteer work;

• hobbies, family activities, and
social experiences.

Using the chart here, write down
the job you’re interested in and
then list some of the job-related
skills that could apply.

You can repeat the exercise for every
job you want to apply for. (Hint:
Look back at some of the exercises
you’ve just completed. You will find
that you already have a good list of
your skills and abilities.) 

Job I’m interested in:

Job-related skills I have gained from
my school courses or other training:

•

•

•

Job-related skills I’ve used in other
work or volunteer experiences:

•

•

•

Job-related skills I’ve gained from
hobbies, family activities or other
experiences outside work or school:

•

•

•

Hidden skills I have found which
apply to this job:

•

•

•

Transferable skills I have developed
which apply to this job:

•

•

•

The first step in your journey to that
new job is complete. 

If you’ve done all the exercises, you
should now be able to see just who
you are, what you have done, and
what you are capable of. And better
yet, you have a clearer idea on
where you may want to go. You’ve
also gained something too. You
have a list of your skills, abilities
and experience – all the things
you’ve learned from all sorts of
places – and that list is something
you can build a résumé with.

The next step in your job search 
is to find out what employers are
looking for and what skills, knowl-
edge and abilities you’ll need to get
the job you want. Once you have
these elements, you can learn how
to put them together into a résumé
that will work for you.



WHAT EMPLOYERS ARE 
LOOKING FOR

• Eight Keys To Getting Hired

• Skills an Employer Wants You to Have

• Essential Skills You Need to Succeed

• Create Your Personal Skills Inventory

work well 

with others

accept

responsibility

be organized

Be on time

be willing

to learn
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THE NEXT STEP —
Eight Keys To
Getting Hired

Some employers use a list of

skills and attributes called the

Eight Keys to Employability to help

them find the best applicants for

a job. If you can show potential

employers that you have what they

are looking for, you’ll increase

your chances of being short-listed.

Here are examples of
what could be written 
in a résumé, or said in 
an interview, to demon-
strate a job seeker’s
abilities under the
Eight Keys. Write 
down the ones that
apply to you, and
think of a couple 
of examples of
things you have

done that show each
one. Talk is cheap – it’s better
if you can back your statements
up with examples. 

1. Personal values: Employers want
workers who demonstrate a posi-
tive attitude and are motivated,
honest and goal-oriented.

• “I have a positive attitude and I
am willing to work hard to make
the most of opportunities.”

• “I react well to challenges.”

• “I am willing to reach beyond
personal limitations.”

2. Problem-solving and decision-

making skills:

• “I can accept additional 
responsibilities.” 

• “I can talk with others and
resolve issues.”

• “I can make decisions and can
carry them out.”

3. Ability to relate with other people:

• “I am friendly. I communicate
well with people of all ages.” 

• “I can take initiative if I need to.”

• “I work well with people in all
levels of my team.”

4. Communication skills:

• “I am a good listener.” 

• “I express myself clearly.”

• “I am not afraid to ask for help
when necessary.”

5. Task-related skills:

• “I can complete my work on time.”

• “I know how to care for tools 
and materials.”

• “I follow directions and stick with
tasks until they are finished.”

6. Maturity:

• “I am reliable, dependable, 
and responsible.”

• “I take pride in my work.”

• “I put in the time and effort to do
a good job.”

• “I work well with little or no
supervision.”

• “I am willing to take courses or
additional training in order to
develop new job-related skills.”

WHAT EMPLOYERS Ł

ARE LOOKING FOR
WHAT EMPLOYERS Ł

ARE LOOKING FOR
WHAT EMPLOYERS Ł

ARE LOOKING FOR
WHAT EMPLOYERS Ł

ARE LOOKING FOR
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7. Health and Safety habits:

• “I know about common health
and safety rules.”

• “I follow established workplace
rules and guidelines.” 

8. Commitment to the job:

• “I am enthusiastic about my work
and willing to learn.”

• “I am always on time, and give
consistent work and effort to 
the team.” 

Skills an
Employer Wants
You to Have

The Employability
Skills Profile

You’re sitting at an interview, and 
a boss, or personnel manager asks
you “What do you think you can
offer the company?” In other words,
this means: “We have a job that 
we need to fill. Why should we
choose you for this job?” This is
your chance to market yourself 
and show the skills, abilities, and
personal attributes that you can
offer the organization.

The Conference Board of Canada
created the following Employability
Skills Profile to show what employers

are looking for in an ideal employee.
Take a look to see what key ingredi-
ents you can make shine through
on your résumé or at an interview.

Academic Skills: Canadian 
employers need a person who can: 

Communicate
• Understand and speak the 

language of the business. 

• Know and understand any techni-
cal or professional terms.

• Listen to understand and learn. 

• Read and understand written
materials, including charts 
and graphs. 

Think
• Think critically and act logically

to evaluate situations, solve 
problems, and make decisions. 

• Solve problems involving math,
and use the results.

• Use technology, instruments,
tools, and information systems
effectively.

• Use and apply knowledge from a
specialized field (e.g. skilled trades,
technology, physical sciences, arts
and social sciences). 

Learn
• Continue to learn for life.

• Take courses to learn, and to
upgrade skills.

Personal Management Skills:

Canadian employers need a person
who can demonstrate: 

Positive Attitudes and Behaviours
• Self-esteem and confidence.

• Honesty, integrity, and personal
values. 

• A positive attitude toward learn-
ing, growth, and personal health.

• Initiative, energy, and persistence
to get the job done.

Responsibility
• The ability to set goals and priori-

ties in work and personal life.

• The ability to plan and manage
time, money, and other resources
to achieve goals.

• Accountability for actions taken.

Adaptability
• A positive attitude toward change.

• Recognition of and respect for
people’s diversity and individual
differences.

• The ability to identify and suggest
new ideas to get the job done 
creatively.

Teamwork Skills: Canadian employers
need a person who can: 

Work with Others
• Understand and contribute to the

organization’s goals.

• Understand and work within the
culture of the group.

• Plan and make decisions with
others and support the outcomes.

• Respect the thoughts and 
opinions of others.

• Exercise “give and take” to
achieve group results.

• Seek a team approach as 
appropriate.

• Lead when appropriate, mobilizing
the group for high performance.

Visit www.conferenceboard.ca/
education/learning-tools/
employability-skills.htm.

Remember: Your résumé

or job application should show

an employer or a personnel

manager that you have the right

skills for the job. Whenever

possible, show them ways you

meet each of these Eight Keys.



<14> L o o k i n g  f o r  a  j o b

Create Your
Personal Skills
Inventory
If you compare the qualities
employers look for with your skills
you listed earlier, what do you get?
Do you have what it takes to be
hired for the kind of job you want?
Would you hire you? Think about
how your skills, abilities, experiences,
personal values and attitudes trans-
late into skills you can market to
possible employers. 

Knowing your key selling points
will come in handy whether you’re
writing your résumé or a cover letter.
Put together your own personal skills
inventory and use it when you are
writing a résumé or preparing for 
an interview. 

To get you started, here are exam-
ples of what you might want to tell
an employer: 

Personal Skills Inventory

How You Think and Communicate

If you: You might want to tell an employer:

Are good at talking on I communicate well. I am sociable 
the phone… and enjoy working with people.

Are a natural at telling jokes I am self-assured and relate well to
and stories… people. I enjoy speaking in public.

Enjoy numbers and solving I have great math skills. I am
math problems… precise and analytical.

Make or sew whatever you like, I have excellent manual dexterity, 
and friends and relatives fine motor skills, and an eye 
compliment your work… for detail.

Are up on music and know I learn quickly and have a 
every song on the charts… good memory.  

How you act

If you: You might want to tell an employer:

Keep your promises and do I am reliable and take 
what you say you will do… commitment seriously.

Practice everyday at your I am persistent, determined, 
favourite sport to be on the motivated and goal-oriented.
school team…

Always keep your room neat I am orderly. I have strong
and never lose anything… organizational skills.

Care about people and I am caring, sensitive and 
are patient… people-oriented.

Can think of ten different I am creative and have the ability 
ways of doing everything… to solve problems and come up

with innovative solutions.

Were the first one on your I am flexible and adapt easily to
block to skateboard, new situations. I am comfortable
rollerblade, spike with change.
your hair…

Love to shop, and  I am resourceful and have great 
find the best sales budgeting skills. 

wherever you go…
(continued on next page)
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(continued)

How YouWork With Others

If you: You might want to tell an employer:

Like leading group/school I work well as a team member
projects and playing and can take a leadership role.
team sports…

Are cool in tough situations I am a good negotiator. I handle
when other people around stress well and enjoy dealing with
you aren’t… difficult situations.

Usually save the day when I look for solutions, and I am
those around you are persistent in getting the job done.
giving up…

Write down your skills inventory and keep it handy for writing your
résumé or preparing for a job interview. Be confident in the knowl-
edge that you have the right stuff for the job.
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Plan your career—
So, What’s Out There?

• Get your Social Insurance Number (SIN)

• KnowWhat Kinds of Jobs to Consider

• What Does the Job Involve?

• Be your own Boss!

<––––
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Get Your Social
Insurance Number 

You need a Social Insurance Number

(SIN) to work at most jobs in Canada.

To get one, you must complete an

application form, available at a Human

Resource Centre of Canada or on the

Internet at www.hrdc.gc.ca/sin.

You must also provide an original
primary document that indicates
your identity and status in Canada.
For a more detailed description of
acceptable documents, visit the site
mentioned above and click on first
time and then primary document.

The fastest way to get your SIN is to
submit your application at a local
Human Resource Centre office. It is
also convenient because you do not
have to part with your documents.
To find the local office nearest you,

call 1 800 O-CANADA 
(1 800 622-6232) or visit
www.hrdc.gc.ca and click
on our 320 offices near 
the bottom of the page.

As long as you have com-
pleted your application 
and included the necessary
documents, you should
receive your card in the 
mail within three weeks.

Using your SIN
Your Social Insurance Number is
private and personal. Your employer
will need to know your SIN so 
that deductions can be paid to the
Government on your behalf. Always
keep it private, like a PIN number
on a bank or credit card, and never
borrow someone’s SIN to get a job
or lend yours. 

For more information on using your
SIN and keeping it safe, go to the

Employment Insurance On-line
site at www.hrdc.gc.ca/ei and
click on the link to Social
Insurance Number (SIN). You
can also contact the Office of
the Privacy Commissioner, or 
visit  www.privcom.gc.ca and
click on the Fact Sheets link. 

Know What Kinds
of Jobs to
Consider
There are five main areas where
young people with little or no 
work experience can often find that
important first job: 

• Hospitality – hotel worker,
restaurant worker, tour guide,
casino worker. 

• Office work – word processing
operator, receptionist, clerk. 

• Labour – construction worker,
warehouse worker, gardener/
landscaper. 

• Retail – grocery clerk, department
store clerk, cashier. 

• Recreation – camp counsellor,
special event worker, pool 
attendant, babysitter.

Plan your career—Ł

What’s Out There?
Plan your career—Ł

What’s Out There?
Plan your career—Ł

What’s Out There?
Plan your career—Ł

What’s Out There?
Plan your career—Ł

What’s Out There?
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What does the 
Job involve?
There are a lot of ways you can find
out what’s involved in a job. One
way is to talk to someone who does
the job (this is called networking).
This can be as informal as talking to
a friend, or as formal as phoning
someone you’ve heard of in the field
you’re interested in and making an
appointment to speak to them.

Another way is to use Labour
Market Information (LMI). Labour
Market Information can help you
find out: 

• What a person in a certain job
does (occupational profiles).

• The range of pay rates for 
different occupations.

• The levels and kinds of education
needed for different jobs.

• What areas of the economy are
expanding.

• Which compa-
nies are hiring
in the industry
that interests
you.

Visit the national LMI
site at www.labour-
marketinformation.ca

The National
Occupational
Classification (NOC)
is a system used to
describe jobs found
in the Canadian
labour market.

There are over 500
general descriptions.
Main duties, education
and training require-

ments, and potential employers 
are described in each of these
descriptions. 

The NOC is a great resource for 
anyone looking for assistance on
writing their résumé, in understand-
ing the requirements for a job, 
or planning their career path. 
Visit the National Occupational
Classification Web site at
www.hrdc.gc.ca/noc.

Other places 
to get job 
information:
• Use the occupational

profiles and other
resources available at 
your local library, school,
Human Resource Centre
of Canada (HRCC), 
band office, or friend-
ship centre.

• Talk to a librarian. Job informa-
tion can be found in business
directories, annual reports, articles
and other information available at
the public library.

• Some companies have reports,
brochures, or promotional 
material available to the 
general public. 

• Surf the company’s Web site. 
If you don’t have access to the
Internet, your local school,
library, or band office might 
be able to help.

So, What’s Out
There?
Now you’re ready to take the next
step in your job search – see what
kinds of jobs are out there. 

Labour Market Information has 
the facts, figures and trends about
the world of work in Canada. It is
produced both by governments 
and by private sector organizations.
LMI can give you information on
different occupations, wages, 
standards and qualifications. 
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Labour Market
Information and
the Internet
The Internet is a good source of up-
to-date labour market information
in your area, and across the country.
There are a number of good places
to start including the Job Futures
Web site at www.jobfutures.ca. 

Job Futures provides employment 
facts and information about trends 
in today’s labour market – where 
people find work, educational require-
ments, earnings, self-employment,
part-time employment, and much
more. Job Futures lets you look ahead
to see how labour market conditions
and job prospects will change over
the coming years.

Note: If you don’t have access to 
the Internet, or find labour market
information a bit of a mystery, talk
to career counsellors at your local
HRCC, or Human Resource Centre
of Canada for Students (HRCC-S).
If you are still in school, your gui-
dance counsellor or your academic
advisor can help.

Here are some other sites that you
can look at for information on the
labour market:

• Human Resources and Skills
Development Canada’s Labour
Market Information site at: www.
labourmarketinformation.ca

• Government of Canada’s Youth
Web site at www.youth.gc.ca

• Job Bank at www.jobbank.gc.ca

• Jobs, Workers, Training and
Careers at www.jobsetc.ca

• Canadian Careers at 
www.canadiancareers.com

• Aboriginal Canada Portal at
www.aboriginalcanada.gc.ca

• Aboriginal Business Canada at
www.abc-eac.ic.gc.ca

• Canada WorkInfo Network at
www.workinfonet.ca

• Career Awareness, includes details
on 160 occupations which do 
not require a university degree 
at www.hrdc.gc.ca/career. Click
on Career Planning on the left
sidebar.

Where are the
Jobs?

Networking

One of your most important job
search tools is your personal job
search network. To find out about a
job, or get an idea where to look,
talk to the people around you –
your friends, family members,
neighbours, and teachers. Let them
know that you are looking for a job. 

Networking can be anything from
an informal chat with a neighbour
or friend, to a more formal meeting
with a person in a job you are inter-
ested in. These contacts can help
you get a start in researching the
training, skills and education you’ll
need for the job or career you want! 

Remember! Networking is not
asking for a job. It’s a fact-finding
mission. Talk about your interest 
in the field, ask how the person 
got started, what advice they would
give, and if they know any compa-
nies that are hiring. If your contact
wants to interview you, or offers
you a job, then of course you may
accept! 

Quick Tip:
If you have a career goal in mind,

look for jobs that will help you

develop the skills, knowledge and

experience you will need in that

career. If you can’t find a paying

job that relates to your career

goal, try volunteering in your spare

time. Volunteering can help you

get the skills and experience you

need to find paid employment that

suits you, or get a career edge.

Quick Tips: 
Here are six steps to effective networking, whether it is a quick chat,

or a planned meeting:

• Be on time – your contact has set aside some of their time to talk to you

and help you out.

• Be tidy and organized, and make a good impression.

• Keep your visits short and to the point. Be prepared with questions.

• Appear enthusiastic about the information your contact is sharing.

• Never ask your contact to do your job search for you.

• Look at the meeting as an opportunity to gather information rather than

as a job interview.
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Here are some questions you might
want to ask your contact: 

• How did you get this job?

• What kind of schooling and 
experience did you have?

• Do you have any advice for some-
one trying to get into this field?

• Do you know of any companies
that are hiring people? 

• Can you suggest any volunteer
organizations where I could
develop my skills and gain 
work experience? 

• Can I contact you again?

Job Postings

You can find job postings in a wide
variety of places. These range from
the Internet, to local student offices, 
from bulletin boards at your local
high school, college or university, to
job fairs arranged by local businesses
or even in classified ads in communi-
ty newspapers. The most important
thing is to have a solid sense of
what’s out there – both in terms of
jobs, and in terms of places, and
people that can help you. 

On-Line

• Job Bank is the Government of
Canada’s electronic listing of jobs
provided by employers from every-
where across Canada. It contains
thousands of job opportunities
that you can sift through by job
title, job availability in certain
areas of your province, and even
by jobs posted within the last 
48 hours. Visit www.jobbank.gc.ca. 

• Jobs Open to the Public is 
located on the Public Service
Commission’s Web site. It pro-
vides listings of federal public
service jobs across Canada in 
a wide range of categories. You
can search the inventory by 
field, or by region. This site 
also offers links to information
on Post-Secondary Recruitment,
Information Technology Recruitment,
the Federal Student Work Experience
Program and the Co-op/Internship
Program. Visit www.jobs.gc.ca and
click on Jobs Open to the Public on
the left sidebar.

• Workopolis.com features a listing
of jobs organized by sector, includ-
ing IT, engineering, education,
finance, sales and many more. You
can also browse through the job
postings by region, by date or with
the help of an employer directory.
You can also access this site at
www.youth.gc.ca by searching the 
A–Z Index.

• Monster.ca allows you to search
over 25,000 Canadian jobs, by
province and region, as well as
jobs by sector and by key word
search. You can create your own
account that will allow you to
apply on-line, post your résumé 

and receive notification when 
relevant jobs appear on the site.
You can also access this site at
www.youth.gc.ca by searching 
the A–Z Index.

• Jobboom.com Quebec’s largest
recruiting site, now offers services
in Quebec and Ontario, in both
official languages. Job opportuni-
ties are listed by sector, including 
multimedia, IT, engineering,
accounting, administrative sup-
port and customer service. Check
out the Get Advice! section for
information on managing your
career. You can also access this 
site at www.youth.gc.ca by 
searching the A–Z Index.

Off-Line

• Job fairs. The employers at these
fairs are looking for employees
now and in the future. Network! 

• Go to a job search workshop. 
Not only will you gain useful
information, you may develop
useful contacts for your personal
network. To find out if there 
are any in your area, ask at your 
local HRCC, or student employ-
ment centre.

• Job boards located on college or
university campuses. 

• Check out the bulletin boards in
community centres, grocery
stores, and libraries.

• Sign up with an employment
agency. While some places only
hire professionals, others may
have an “odd-job squad” or 
casual labour network.

• Check out the classified ads in
your local newspaper. Follow up
by phone, letter, or e-mail.



Other Avenues

Consider Volunteering
There are plenty of organizations
who need young, enthusiastic vol-
unteers to help them achieve their
objectives. Although most of these
jobs are unpaid, they pay off in the
experience you will get. The work
you do as a volunteer is real work,
and can go on your résumé. For
information on volunteering initia-
tives across Canada check out the
Volunteer Canada Web site at
www.volunteer.ca.

Educational Networks
Co-ops, Apprenticeship programs
and Field Placements: If you’re a
student, consider courses that
offer co-op, apprenticeship or
field placement opportunities.
You can gain work experience,
get a feel for the career, and
make valuable contacts. 

Take Charge: Be
Your Own Boss
So you don’t think working for
someone else is right for you. In
fact, you have an idea for a business
and want to be your own boss —
independent and in charge. Sounds
great, but being an entrepreneur 
is more than just starting a small
business. It’s a way of life. As a first
step, consider the following points: 

You’re more likely to be happy and
successful in your own business if
you are:

• driven to be independent;

• able to set and achieve goals;

• flexible and adaptable;

• willing to work hard;

• confident in your ability 
to succeed;

• self-disciplined, with leadership
abilities and organizational skills;
and

• confident you can make decisions
and take calculated risks.

If you’ve agreed with most of the
above, really look at the job you
want to do, and what it will involve 
now, and in the future. Consider
these important points:

• Has my idea been tried before?
How successful was it?

• Do I know enough about this
type of venture to build a busi-
ness? If not, am I willing and
able to learn?

• Do I want to put in the kind of
hours it will take to:

– prepare a business plan?

– find, train and supervise
employees?

– research and establish my sup-
ply network?

– deal with insurance companies
and local laws?

– get a business and GST num-
ber, and keep business records?
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The Government of Canada offers 
a number of programs and services
designed to help young entrepre-
neurs under its Youth Employment
Strategy. For more information, 
get your free copy of Youth Link, 
a publication designed to help
young Canadians between the ages
of 15 and 30 (inclusive) to make
the transition into the labour mar-
ket. An on-line version of Youth
Link is available at www.youth.gc.ca.
You can also get a free copy by 
calling toll-free: 1 800 935-5555. 

There are a number of federal,
provincial, and private sector organ-
izations that can also help you 
get started on the path to self-
employment. For more information
on starting your own business,
check out these Web sites:

• Human Resource Centres 
of Canada (HRCCs) at
www.hrdc-drhc.gc.ca.

• Industry Canada’s Strategis Web
site at www.strategis.ic.gc.ca.
Click on the link to Starting a
Business on the left sidebar. 

• Aboriginal Business Canada: 
link to this through Industry
Canada’s Strategis Web site at
www.strategis.ic.gc.ca. Click 
on Advanced Search.

• Business Development Bank
of Canada at www.bdc.ca.
Click on the Youth Business
link on the left sidebar
and find information on
the Young Entrepreneur
Financing Program, 
the Student Business 
Loans Program, and
Innovation Financing.

• Canadian Foundation
for Economic Education at
www.cfee.org. Click on the link
to Programs and Resources, and
select CFEE Resources to order a
copy of their interactive CD-ROM
called Planning for Success on-line. 

Or check out Minding Your Own
Business – a guide to help you
decide if running a business is a
realistic career choice for you. It
includes information on the right 
qualities and skills needed to run 
a business, as well as advice on 
different approaches to starting a
business and writing a business plan.
It also provides useful information
on different business structures. 
The electronic version of Minding
Your Own Business is available at
www.youth.gc.ca. Click on Publications
in the navigation bar on the right
side of the page and scroll down
through the alphabetical listing. 

For more information on other
books and resources that can help
you become self-employed, talk 
to your local librarian, or visit 
your local HRCC. 
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• Filling out Application Forms
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• What to do after the Interview

• Be a Star Employee!
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Write Your Résumé

So you know your interests and skills,

you’ve decided where to look for

work, and now you need the tools to

get the job. A résumé tailored to fit

the job you are applying for is one of

the most important tools that you

need in order to get an interview.

Your résumé gives an employer a

quick, general idea of who you are,

what qualifications you have

and why you want the job.

As you will see, most résumés
include information under headings
like Personal Information, Job Goal,
Special Skills, Education and Work
History. Here’s what each section
should include:

Personal Information

• Name — your full name, typed in
title case. (Skip the nickname).

• Address — your address, written
out in full, without abbreviations.
In fact, it’s better to avoid abbrevi-
ations anywhere in your résumé.

• Telephone — your home phone
number with area code, and a
contact number for messages 
if you don’t have an answering
machine.

Job Goal

In one sentence, describe your job
goal. This tells the employer exactly
what type of work you’re looking
for. Try to link your job goal to the
job you’re applying for.

Related Skills

List the special abilities and skills
that relate to the job you’re apply-
ing for. They can be from paid or
unpaid work, volunteer experience
and even hobbies. Hint: If you’re
having trouble identifying all the
skills you have, look back at the 
section on Identifying your job-related
skills. You likely have more skills
than you think—even if you’ve
never worked at a job like the 
one you’re applying for.

Education

List your education, starting with 
the most recent diploma or training
course and working backwards.
Include the name and city or town
of each school you attended (sec-
ondary and beyond), the type of
programs, your areas of interest and
the years you completed. Certificates
or diplomas should also be listed,
including those for mini courses 
like a computer or software course,
first-aid, small engine repair, or 
any other training that might be 
useful to the job you want.

Work Experience

List the companies you worked for,
with cities and provinces, and the
dates (month, year) you worked for
each job or volunteer position.

Duties

Outline the type of duties you car-
ried out, starting from the one that
took most of your time, or involved
the most responsibility. Provide no
more than 5 duties for each job.

Additional Experience

Use this section to include such
things as the languages you speak,
software programs you know, and
other abilities that relate to the job.
If there is a lot of information,
break it into separate sections with
specific headings. The point is to get
everything into your résumé that
shows why you are the right person
for the job.

Interests/Activities

Briefly outline a few of your inter-
ests and activities that demonstrate
something about you. Be sure to
mention achievements or awards
you may have received. If you have
volunteer experience that is relevant
to the job, make sure you put it in,
transferable skills are important.

 Prepare your Ł
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References

References are not included in your
résumé, but you should have them
ready. Think carefully about who
can act as references, and ask them
if it’s okay before you give their
names. Type the names, addresses,
and phone numbers of up to three
references on a separate piece of
paper, which matches your résumé. 

Keep your reference list as up-to-date
as possible, so that you will be fresh
in the minds of the people on it. If
you can, give your reference an idea
of the type of job you are applying
for, and whenever possible, let them
know when you think an employer
will be calling them, so they can be
available and will have some time to
think about what to say.

Who can you ask to be a reference? 

• Someone from your school
(teacher, guidance counsellor,
coach). 

• Someone you’ve worked for
(summer, part-time or 
full-time employer).

• Someone you’ve worked for 
on a casual basis (babysitting,
shovelling snow, delivering
papers). 

• Someone you’ve helped (as a 
volunteer or as a friend).

• Someone whose opinion is
respected (elder, minister, 
community leader).

A concise, well-organized résumé,
and a current set of references 
form a set of tools to help set you
well on your way to your career.

For more on résumés, visit your 
local HRCC or your local HRCC-S.
For locations in your region go to
the HRSDC Web site at www.hrdc-
drhc.gc.ca and click on the hot 
link in the introductory paragraph, 
or click on the link to Our Offices
at the bottom of the page.

Three main résumé
types – how and
when to use them
There are three main ways to organ-
ize the information on your résumé:
chronological, functional and a
combination. Each type serves a
certain purpose. How do you 
know which 
one is best?

Chronological Résumé

Chronological résumés are the ones
you use if you can show steady
progress in your education and
employment.

This is the best method to use when:

• The name of your last employer
is important;

• You want to find a job in the same
area as your previous one; or

• Your job history or education
shows growth and development.

Don’t use a chronological résumé if:

• you want to emphasise skills you
haven’t used in other jobs;

• you’re looking for a job you’ve
never done before; or

• you’ve changed jobs a lot.

Chronological

Résumé



Functional Résumé

Functional résumés are best when
you have little or no actual work
experience in the area in which
you’re looking for work.

Use a functional résumé when:

• you haven’t worked before;

• you want to emphasise talents
and skills you haven’t used in a
particular job;

• you’ve had a variety of jobs in the
past which aren’t connected; or 

• you’ve done mostly temporary
work in the past.

Don’t use a functional résumé
when:

• you have a steady pattern of jobs
and education; or 

• your past employers are 
important in relation to 
your job objective.

Combination

Just as its name suggests, this is
really a combination of the other
types. It’s the best to use when:

• your education is an important
part of your skills presentation and
your practical skills are limited;

• your background shows a wide
range of unrelated skills;

• your work history isn’t reflective
of you as a stable worker – you’ve
held a lot of different jobs; and

• your work history shows more
time in other work areas.

Functional Résumé

Combination

Résumé

(2 pages)
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Writing a Résumé
for Government
Work
A government job might be right for
you. The Public Service Commission
of Canada (PSC), which is responsi-
ble for recruiting people into the 
federal public service, offers all types
of experience. These can range from
office clerks to farm workers, and from
administrative assistants to zoologists.

The Public Service Commission has
offices in every region of Canada
which provide listings of jobs open 
to the public. The PSC also offers
employment opportunities under 
the categories of Post-Secondary
Recruitment, Information Technology
Recruitment, Federal Student Work
Experience Program (FSWEP) and 
Co-op/Internship programs.

Check out the PSC Web site at
www.jobs.gc.ca to find out more
about these programs, and for the
office nearest you, click on the link 
to PSC offices in the menu bar at 
the top of the page, or look in the
blue pages of your phone book.

The PSC and other federal depart-
ments and agencies review job 
applications to find candidates who
have education, skills and experience
important to the job. The candidates
whose applications match the job
poster are contacted to arrange a writ-
ten test or interview. Your résumé,
when properly written, can provide
the hiring department/agency with a
snapshot of how your skills and expe-
rience can help it meet its objectives. 

While you may have the necessary
qualifications and experience for 
a particular position, you have to
prove that you meet all of the job
requirements by making a clear 
connection between the proposed
job and your previous experience,
skills and abilities. 

The more you know about the duties
and skills required for the job – and
organize your résumé around these
points – the more effective a market-
ing tool your résumé will be. Read
the job posting carefully, and the
detailed description of job require-
ments in the on-line Statement of
Qualifications. These requirements 
are usually listed under such head-
ings as: education, official language
proficiency, experience, knowledge,
skills/abilities, personal suitability,
conditions of work and professional
or occupational certification.
Remember – If you are interviewed,
you will also be asked questions on
what you have done.

10 Things NOT to Put
in Your Résumé:
• How much you want ($)
• Why you’re changing jobs, or

why you left a previous one
• Social Insurance Number
• Addresses of former employers
• Your age
• Marital status
• Whether you have children, or

are pregnant
• Height, weight
• Health status or disabilities
• “Race. Religion” (if it’s impor-

tant for the job, it should be in
the cover letter)

Employers’ Pet Peeves
About Résumés:
• More than two pages long.
• Poor quality paper or coloured paper.
• Typing mistakes or hand-written

corrections.
• Listing odd jobs that aren’t related

to what you’re applying for.
• Repeated information, repeated

information, repeated information…
you get it!

• Inflated or boastful claims.
• Fancy pictures or charts.
• A wrinkled or dirty résumé, or a

poor photocopy.

Tips for an Awesome Résumé
• Type your résumé on a computer or typewriter. Use good quality, white or

off-white, letter-size (8 1/2 x 11 inch) paper.
• Make sure your résumé is easy to scan. This means that it’s in a clear, legible

font (Arial 12 point), and that you have left space between lines and paragraphs.
• Choose your words carefully. Your résumé represents you to an employer.
• Keep it short. Employers get a lot of replies to ads, and may not read a résumé

that is messy or too long.
• Make sure it’s accurate. People will check.
• Proofread to catch mistakes, fix them, and print a new, clean copy.
• Make sure your personal information is correct and current.
• Don’t sign or date your résumé.
• Always send a cover letter with your résumé.
• Make your pages ‘breathe’ by using wide margins—1 1/2 inches on either side

is good. It’s easier to read.
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Federal Job Open to the
Public – Mock Poster

Mock résumé written for a
federal public service job



Federal Job Open to the
Public – Mock Statement of
Qualifications
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Writing a Cover Letter
What is a cover letter? It’s your first real contact with
a person who may become your employer. It’s your
chance to show an employer what qualifications you
have for the job. A concise, well-written cover letter with
the right information will make a good first impression.

It pays to take time to learn about the company or
organization you are applying to. If your cover letter
is tailored to the company and job, you’ll show the
employer that you can be a good fit. 

There are any number of ways to write cover letters.
Here are three samples that show how to follow up
on an ad in a newspaper, a phone call you made to
an organization, or for an unadvertised job.

SAMPLE 1

Follow this format to write a
cover letter in response to an ad.

SAMPLE 2

Follow this format to write a cover letter
which follows up on a call to an employer. 
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Filling Out
Application Forms
When you apply for a job, you will
be asked to fill in some kind of
application form. Make sure you
read the whole document first and
follow directions carefully. Make sure
you provide your Social Insurance
Number (SIN) if you are asked for
it. Print or write as neatly as you
can, using a black or a blue pen or
marker. If you make a mess of the
application, ask for a new one, and
start again. 

Answer every question. Write ‘N/A’
(not applicable) if a question doesn’t
apply to you. Include all your paid and
unpaid work in the “Work Experience”
section. Be honest. Remember that
you will have to sign your name to
the information you provide. 

When you are finished, sign and
date the application, and attach it
to your cover letter and résumé. If
you are in a HRCC, hand it in to 
an employment officer. If you are
replying to an ad, or a job poster,
mail it, or hand-deliver it to the
employer a couple of days before
the job poster closes. 

Follow Your
Application Trail
Okay, so you’ve made the move and
applied for the job. What’s next? You
can’t just sit and wait for the phone
to ring – you have to keep your jour-
ney moving. Here’s what you can do:

• If you have a phone number and
contact name, call to confirm that
your application was received.
Remember to be polite and 
professional. 

• Apply for other jobs – you never
know what you might be offered!

SAMPLE 3

Follow this format to write a cover
letter for an unadvertised job. 

Cover Letter – Helpful Hints
• Refer to the job that you are interested in. If there is a competition number,

write it down.

• Address your letter to the appropriate contact person, either the employer or a

human resources officer. Use their name and title, and double-check the spelling.

If the ad doesn’t supply a contact, phone and get the right name. And never

assume a person is male or female based on a first name – check it out.

• Refer to how you heard about the job, i.e. job posting, newspaper article,

or from someone in your network of contacts.

• Refer to what the company does, and how your skills, abilities and experience

can be a valuable addition to their team.

• Make sure the employer knows what action to take – will you call the employer

or should the employer call you, and when?

• Provide your name, phone number and address.

• Keep your letter to one page. Type or print it out on good quality,

8 1/2 x 11 inch paper.

• Proof-read your letter, and ask someone else to read it as well.

Correct the errors, and print a clean copy.

• E-mail, mail or hand-deliver your cover letter and résumé. Keep a copy for

your files, and note the date that it was sent out.

• Allow plenty of time for delivery. Don’t wait until the last day before a deadline.
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Applying On-line
Chances are you’ll eventually apply
for a job using a computer. Many
governments and companies, both
large and small, accept applications
on-line. Some will have an on-line
format similar to a written applica-
tion form, or series of questions to
be answered. Be prepared before
you start – have your SIN, résumé,
cover letter and other self-marketing
tools handy for reference.

If you apply on-line, you will proba-
bly be asked to submit your résumé
electronically. In some cases you can
send it as a regular attachment (e.g.,
saved in Word, WordPerfect or other
software). However, some employers
will want you to submit it by past-
ing it into an application form (in
ASCII text). It is a good idea to have
your cover letter first, then your
résumé – the same way you would 
if you were actually mailing out the
package. If you want to find out
more about sending electronic
résumés, check out the Canadian
Careers Web page on electronic
résumés at  www.canadiancareers.com/
eresume.html.

For more on how to apply on-line,
visit the Government of Canada’s
Jobs, Workers, Training and Careers
Web site at www.jobsetc.ca.

Sample Information package to respond
to an HRSDC database job posting
If you have visited your local HRCC-S you will probably have seen job posters
from local employers. We have put together a sample poster, a cover letter 
and a résumé to give you an idea of how to apply to a job request posted
through HRSDC.

Mock poster from the
HRSDC database

Quick Tip:
Make sure your résumé is well-

organized and easy to read. When

applying on-line, avoid using

special features such as bold,

italics and graphics, which can

make words invisible to the scan-

ner. It’s okay to use line spacing,

tabs, and indents to set apart

different areas of your résumé.



<34> L o o k i n g  f o r  a  j o b

Sample cover letter for a job
posted on the HRSDC Database

Sample résumé for a job
posted on the HRSDC database
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Prepare for a 
Job Interview – 
Be Your Best

Your time has finally come! You’ve

been called for an interview.

Now what? Don’t sweat it!

Prepare yourself to win. You know

you’re ready for the job… now you

have to convince the employer!

Getting ready is a big part of your
interview. You will likely, and you
should, spend more time preparing
yourself than you will in the inter-
view. Preparing includes getting to
know more about the company and

the job, and being able to explain
how and why you’re the best 
person to hire. To help you study,
be sure you have a Statement of
Qualifications, or a basic job
description. If you do not have 
one from when you first applied 
for the job, be sure to ask the 
person who is arranging your 
interview for a copy. 

Preparing for the
Interview...know
the job, and the
organization
When you wrote your résumé, you
did some research about the com-
pany and the job. Review it now.
Answer these questions in your
research:

• What does the employer or com-
pany do?

• What’s involved in the position
you’re applying for?

• What qualifications do you need
for the position?

• What skills might the employer
be looking for?

• Who are the customers or clients?

• What kind of reputation does the
employer have?

You’ll be more comfortable in the
interview if you know a bit about
the company and the position
you’re applying for.

Think Ahead – 
pre-planning 
is essential
When you are called, confirm the
interview time! Ask if there will be
any test or written assignment you
will be asked to do. Find out how
many people will be there. 

Plan and rehearse your answers to
the questions you expect to be asked.
Memorize the training, skills and
experience you have, and be ready 
to answer questions on what you
did, and how you did it.

Choose your clothes a day or two
ahead, and make sure they’re neat
and clean.

Be on time. Find out ahead of time
where you’re going and how long 
it will take to get there. Drive or
travel the route a day or two ahead,
at the same time of day as you will
on the day of the interview. Confirm
how often the buses run. Have a
back-up plan.

Set aside at least an hour for the
interview.
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Survive the
Interview—and Win!

What to Wear to an
Interview

What you wear can be as important
as what you say. Make sure your
clothes are neat and clean (and
ironed, if they are meant to be!).
Don’t turn up rumpled and untidy.
Try to find out how people dress at
the place you want to work, and
dress the same or slightly better.
Skip the perfume, cologne, or after-
shave. You want to smell clean and
nice, but not overpower the inter-
viewer—or worse, upset someone
with allergies.

What to Take to the
Interview

Carry a folder or envelope 
containing:

• A copy of your résumé for each
interviewer (This is why you asked
ahead how many people would be
present);

• Copies of your reference list;

• Paper and a pen, so you can jot
down the interviewer’s name, the
time of any future interview, or
other information you might
need later;

• Copies of letters of recommenda-
tion, if you have any.

You’re On 
Your Way
You’re at your job interview. Stay
relaxed and make a good impression.
Here are some suggestions to help
you make sure this step of your
journey gets off on the right foot.

• Greet the interviewer or panel
members. Introduce yourself, 
and shake hands firmly, without
crushing anyone’s fingers. Smile.
A sincere smile will help to put
you, and the interviewer, at ease.
Stand until you’re invited to 
sit down.

• Let the employer or panel 
members take the lead and 
set the tone. Make eye contact,
and answer the questions in a
firm, clear, confident voice. Relax
and sit naturally, but don’t slouch
in your chair or lean on the inter-
viewer’s desk. Be prepared to tell 
the interviewer more about your
education, training and skills,
work experience, and the person-
ality traits that make you right 
for the job.

• It’s okay to ask for more explana-
tion if you don’t understand a
question. In fact, it’s better to
clarify if you are unsure than
answer inappropriately. Keep a
positive attitude.

• At some point in the interview,
you will be asked if you have any
questions. This is where your
research and preparation pays 
off. Have a couple of questions
prepared that show you are inter-
ested and informed about the
company, or ask for more detailed
information about the position
you’re applying for.

What to do After
the Interview
It’s over! You’ve had your interview
and now you’re waiting to hear how
it went. So what can you do in the
meantime? First, write a thank-you
letter to the interviewers thanking
them for their time, restating your
interest in the job, and subtly
reminding them of your qualifica-
tions. This gives you yet another
opportunity to sell yourself and make a
good impression. If possible, mail it
the same day as your interview.

Then sit back and go over the 
interview in your mind. Consider
what you feel worked and what 
didn’t. What would you say or 
do differently the next time? 
This will help you learn from each
interview experience.

If the employer is supposed to call
you on a certain day, be home to
take the call. If you aren’t called 
at the specified time, you make a
follow-up call. If you have agreed 
to call the employer back, be sure 
to do it on the agreed-upon day.

Quick Tips for
the interview
• Be on time (five or 10 minutes

early is about right!).
• Dress appropriately.
• Don’t chew gum or smoke.
• Be neat, clean and well

groomed.
• Never bring a friend to

an interview.
• Don’t discuss personal or

financial problems.
• After the interview, don’t linger.

Smile, shake hands, thank the
interviewer(s) for their time,
and make a graceful exit.

Remember: You never get a

second chance to make a

first impression.
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If you did not make any arrange-
ments, and you haven’t heard from
the employer in about two weeks,
call to find out the status of the 
hiring process. If you find out you
didn’t get the job, you are allowed
to politely ask why. “Can you tell
me what would have made me a
better candidate for the position?”
Ask if the employer knows of any
other job openings in your line of
work. Always thank the employer/
personnel manager for considering
you. Be professional and polite.
Even if you don’t get this job, you
never know when the employer 
may be hiring again. 

So you didn’t get 
a call back!
It’s not the end of the road—it’s just
another turn in your path. Don’t
give up… get going! Remember
you’re still on the hunt. An unsuc-
cessful interview is a chance to
learn, and will bring you that much
closer to a successful one. 

Here’s what you can do:

• Don’t give up—keep looking.
Finding a job takes time.

• Remember that applying for 
jobs and being interviewed are
skills that improve with practice.
Use your experience to improve
those skills.

• Don’t take it personally. Not 
getting a job is not necessarily 
a reflection on you. Many factors
weigh into an employer’s deci-
sion. It’s like a marathon – you
might have been up against a
world-class runner!

• Politely ask the employer if you
can discuss your interview, and
how you might do better the 
next time. 

• Review your cover letter and
résumé. Polish your interview
skills by practicing with a friend or
by getting out there and applying. 

• Keep a positive outlook.
Continue to network.

• Explore other options. Don’t rule
out volunteering or job shadowing
as a good way to make connec-
tions and get some experience 
in the workplace.

So you got 
an offer!
Congratulations! You’ve got a job
offer! Be enthusiastic and thank the
caller for the opportunity. Let them
know you are looking forward to
being part of their team.

The next step is to discuss the terms
and conditions of the job. This may
be a factor in whether or not you
will accept. Confirm things like: 

• When you start;

• How much your salary will be;

• What you’ll be doing;

• What hours you’ll be working
(including shifts and overtime); 

• What are the benefits and vaca-
tion (if the job’s full-time);

• What health and safety considera-
tions you should know about;

• What special equipment or 
clothing you might need;

• When, where, and to whom to
report on your first day;

• If orientation or training will be
provided.

If you have any concerns, share them
with someone whose opinion you
respect before committing yourself.

You’ve got the
job—now what?
It’s your first day on the job and,
your journey has just begun! This 
is just the first in a series of jobs
that will make up your career.
Remember, you’re just starting out.
Be prepared to do your best, and
you will learn and grow in the job. 

Don’t let ‘first day jitters’ get you.
Start out on the right foot:

• Be on time (that means 5 to 
10 minutes early!).

• Find out who your supervisor is.

• Be polite and courteous.

• Be attentive. Watch for clues how
to act and speak appropriately.

• Find out exactly when and where
you will take your breaks. 
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• Take only the allotted time for
breaks, or a minute or two less —
don’t come back a few minutes
late.

• Find out where to keep your
lunch and other personal items.

Be a Star
Employee
It’s up to you to prove to your
employer that hiring you was the
right move.

• Be positive.

• Treat everyone with respect.
Mutual respect is key to a healthy
working environment.

• Support your co-workers.
Encourage others. Be a team 
player.

• Never gossip, even if others do. 

• Be a diplomat. Be calm when 
discussing problems, and use tact. 

• Show initiative. Don’t always wait
to be told. If you see something
that needs to be done, offer!

• Be reliable. If you say you’ll do
something, do it.

• Dress for success. Take the 
lead from your supervisor and 
co-workers. 

• Manage your emotions. Out-
of-control anger or over-the-top
dramatics are not professional,
and could cost you your job.

• Speak well of the organization you
work for even when you’re away
from it. Your positive attitude will
show in everything you do.

Quick Tip:
Strive to be the best you can be

everyday, and in everything you do.



Other Stuff You 
Should Know

• Health and Safety

• Employment Insurance

• Canada Pension Plan

• Applying for the GST/HST Credit

• Information for Working Students

• Canada Student Loans Program

• Services offered by your local Human Resource
Centre of Canada for Students (HRCC-S)

www.canada.gc.ca

www.youth.gc.ca

1 800 O-Canada

www.canada.gc.ca

www.youth.gc.ca

1 800 O-Canada
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Health and Safety
Work smart, work safe! Make sure
you, and those around you, can do
your jobs and not get hurt. No one
else can look out for your safety as
well as you can. If you are asked 
to do something at work that isn’t
safe, remember, you have the right
to refuse.

By law, employers must:

• provide a safe and healthful
workplace;

• train employees to be aware of
potential dangers and make sure
that, when required, employees
are certified with safety training;

• correct someone who is complet-
ing a task in a way that is not safe,
and correct unsafe conditions;

• ensure that personal protective
equipment is available; and

• report and investigate all 
accidents and incidents.

As an employee, you must:

• know and obey all health and
safety regulations;

• protect yourself, your co-workers,
and members of the public who
may be affected by your actions;

• report unsafe acts and unsafe
conditions to your employer;

• use personal protective gear as
required by the employer; and

• report any accident or illness
right away to your employer.1

Never take for granted that your
employer knows and meets all the
labour standards. Ask questions,
pay attention to health and safety
within your workplace, and don’t 
be afraid to speak-up and make 
suggestions for changes. Although it
may be daunting to question an

employer about a safety issue, no
job is worth risking your life. A
good employer will want to know 
if you suspect a dangerous situa-
tion. Any employer who would
question your rights to a safe work
environment is not worth working
for, no matter what the rate of pay.

Employment
Insurance 
A portion of your earnings is
deducted from your paycheque 
for Employment Insurance (EI).
(Under the Employment Insurance
Act, your employer has to make
these deductions.) 

Employment Insurance provides
temporary income to people who
have lost their jobs through no fault
of their own, and helps unemployed
people get back to work. To receive
EI benefits, you must: be unem-
ployed; have worked at least 420 to
700 insurable hours (or more in
some circumstances) in the last 
52 weeks; and have paid into the
Employment Insurance program.

For more information, call or visit
your local Human Resource Centre
of Canada, or visit the Employment
Insurance On-line Web site at
www.hrdc.gc.ca/ei.

 Other Stuff You Ł

Should Know
 Other Stuff You Ł

Should Know
 Other Stuff You Ł

Should Know
 Other Stuff You Ł

Should Know

1 Adapted from the Canada Centre for Occupational Health and Safety
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Canada Pension
Plan 
Working Canadians over the age of
18 pay into the Canada Pension
Plan (CPP), or the Quebec Pension
Plan (QPP) if they work in Quebec.
You and your employer each pay
half of the contributions. Again,
your portion is deducted from your
paycheque. If you’re self-employed,
you pay both portions. 

CPP has been set up to provide 
eligible contributors with three 
different kinds of benefits: 

• Disability benefits: income if you
become disabled. 

• Retirement pension: income you
receive from the Government of
Canada as early as age 60. 

• Survivor benefits: income for
your spouse or your common-law
partner, and dependent children
if you die.  

• If you’re a full-time student
between the ages of 18 and 25,
and one of your parents dies or
starts receiving a CPP disability
benefit, you may be eligible for
benefits too.

If you think you may be entitled,
call toll-free at 1 800 277-9914 and
find out. If you use a TDD/TTY
device, call 1 800 255-4786. You
can also visit the CPP Web page 
at www.hrdc.gc.ca/isp. If you 
work in Quebec, contact the 
Régime de Rentes du Québec at 
1 800 277-9915, or visit the Web
site at www.rrq.gouv.qc.ca and 
click on English in the top right
menu bar.

Applying for the
GST/HST Credit 
You may be eligible for the GST/HST
credit if you are 19 years of age or
older, or if you are a parent or are
married or living common law.

To apply for the credit, file an 
income tax and benefit return, even
if you have no income to report.
Check the “Yes” box in the GST/HST
credit application area on page one
of your return.

The Canada Revenue Agency (CRA)
makes the GST/HST credit payments
four times a year in July, October,
January and April.

If you have questions, contact the
CRA toll-free information line at 
1 800 959-1953.

Information for
Working Students

Students and Taxes

Taxes, deductions, credits, pay-
ments… get the straight goods 
on taxation in guides published 
by the Canada Revenue Agency
(CRA) and in the brochure 
entitled Students and Income Tax.
This brochure deals with several
topics, including: 

• filing income tax returns; 

• claiming or transferring 
education-related costs 
and tuition fees;

• applying for the goods and 
services tax/harmonised sales 
tax (GST/HST) credit; 

• paying interest on student loans; 

• claiming moving expenses. 

You can get a copy of this publi-
cation by calling the CRA at 
1 800 959-2221 or visiting your
local tax service office.  You can 
also use their on-line form service 
at www.ccra-adrc.gc.ca to have a
printed copy mailed to you.  

Want to go back
to school?
The Canada Student Loans Program
can help you plan and finance your
post-secondary education.  Whether
you’re studying full-time or part-
time, you may be eligible for a loan
or a Canada Study Grant. Here’s 
how it can help:

• Check out CanLearn Interactive 
at www.canlearn.ca for informa-
tion that can help you make
informed decisions about plan-
ning and financing your 
post-secondary education.

• Full- and Part-time Canada
Student Loans are available to 
eligible students seeking a post-
secondary education, as well as
non-repayable Canada Study
Grants for women in certain 
doctoral studies, persons with
permanent disabilities, students
with dependents, and high-need
part-time students.

• While in full-time studies, you
are not required to pay interest
on Canada Student Loans.

• You are not required to make any
payments on your loan until six
months after you have completed
your studies.

• A tax credit is available for the
interest paid on your student
loan each year.
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• If you’re having trouble repaying
your loan, the Government of
Canada has a number of options
which you may be eligible for
such as, revising the repayment
terms of your loan, Interest
Relief, and Debt Reduction 
in Repayment.

If you want more information visit
the HRCC nearest you, go to the
Web site, or call the Canada Student
Loans Program toll-free at 
1 888 432-7377.

Services offered
by your local
Human Resource
Centre of Canada
for Students
(HRCC-S)
HRCC-Ss are not just for people 
in school. They are a source of
employment opportunities for all
youth, and are great because they
often feature entry-level positions
and short-term opportunities that
can sometimes turn into permanent
ones. Most HRCC-Ss have 
a casual work registry, so you can
earn some money while you’re still
looking. Here are some of the 
services they offer: 

• Employment Assistance: To 
help job seekers identify job 
possibilities, set goals and 
learn job-search skills. 

• Group Information Sessions:
Provide basic information on
how to conduct a job search, 
create résumés and prepare for
job interviews.

• Job Information Centres: Notice
boards or automated Job Banks
listing local job openings. 

• Computers with Internet access:
To help you search and apply for
jobs on-line.

• Summer Employment
Opportunities: Your local HRCC-S
offers a wide variety of services
that can help you find a summer
job and information on various
federal and provincial job pro-
grams. Most HRCC-Ss are open
from May to August. 

• Useful Publications: Publications
such as Youth Link, Looking for a
Job, and the Top 100 Internet Sites
for Employment and Learning.
These publications contain lots 
of useful information on the wide
variety of programs, services and
organizations that are out there 
to help you in your job search.
These publications provide you
with brief descriptions and vital
contact information such as 
telephone numbers, mailing
addresses, Web site and e-mail
addresses. 

To find the Human Resource 
Centre of Canada or HRCC-S office
in your area, call the Government 
of Canada’s toll-free info line at 
1 800 O-Canada, check the blue
pages in your telephone directory,
or go to www.youth.gc.ca

Need a high school
diploma? Check
with your local Board
of Education for
alternative and/or
adult programs
in your area.
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TOOLS 
Check out the electronic version 
of Youth Link at www.youth.gc.ca.
This publication, which is a major
information tool of the Government
of Canada’s Youth Employment
Strategy, offers more than 250 pro-
grams and services that can help
Canadian youth make the transition
from school to work. It contains
useful information and tools on:

• Financial assistance,

• Entrepreneurship,

• Work experience in Canada 
and abroad,

• Job-search tools,

• Career information tools, 

• The Canadian outlook on jobs.

This site also provides contact infor-
mation, Web sites, and an index of
programs and organizations.  

Human Resources and Skills
Development Canada and its 
partners have developed a num-
ber of resources for young people 
that are interested in specific
careers, developing their skills 
and making informed career 
and education decisions. Go to 
www.hrdc.gc.ca/career and click 

on the Quick Link to the Career
Products section. You can search
alphabetically or go directly to
Youth Career Products. 

If you’re trying to decide whether
you can get a job right after you
graduate from high school, or if you
are wondering whether you need to
continue your education, check out
Youth Outlooks. This publication
helps you look ahead and consider
your goals, your skills and interests,
your education, your strategies for
finding work, and gives information
about the world of work. Go to
www.youth.gc.ca.

PROGRAMS
Summer Work Experience (SWE)
2004 includes key Government 
of Canada initiatives designed to
provide summer employment
opportunities for secondary and
post-secondary students. For more
information, go to www.youth.gc.ca.

The Federal Student Work
Experience Program at
www.jobs.gc.ca (Click on the link
to FSWEP) is a federal government
program that hires students for 
summer and part-time jobs. One
application lets you apply for over
8,000 jobs!
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RESOURCES
Human Resource Centres of
Canada for Students (HRCC-S)
help students find summer jobs 
and offer group information ses-
sions on résumé writing, looking
for a job, and preparing for an
interview. For more information 
on the kind of information that 
you will find at an HRCC-S, go 
to www.youth.gc.ca/hrccs.

CanLearn Interacative at www.
canlearn.ca is a one-stop resource
for the information and interactive
planning tools you need to explore
learning and educational opportuni-
ties, research occupations, develop
learning strategies, and create the
financial plans to achieve your
goals. It also offers links to the
National Student Loans Service 
Centre and the Canada Student 
Loans Program.

Job Bank at www.jobbank.gc.ca
lists private sector jobs across
Canada by geographical region, 
and by date posted. 

Jobs Open to the Public at
www.jobs.gc.ca provides listings 
of federal public service jobs 
across Canada in a wide range of
categories, and you can search the
inventory by field, or by region. 
This site also offers links to informa-
tion on Post-Secondary Recruitment,
Information Technology Recruitment,
the Federal Student Work Experience
Program and the Co-op/Internship
Program. 

The Jobs, Workers, Training and
Careers Web site at www.jobsetc.ca
is a “one-stop” access point to reli-
able and up-to-date information on
job search, learning, career develop-
ment and workplace issues. 

When making a decision about 
your career or your education
consult the Job Futures Web site
at www.jobfutures.ca. It contains
information on economic and
labour market issues, job outlooks
by occupation and field of study,
and examines some of the costs and
benefits of various occupational or
educational choices. This site also
offers the Job Futures Companion,
which addresses some everyday
issues that people face in employ-
ment and career planning.

For more information on how to
apply for government jobs, visit
your nearest Public Service
Commission of Canada office to
obtain a copy of their publication
called: So, you’re thinking of work-
ing for the federal government!: A
guide on how to apply for a job in
the federal Public Service.

The Youth Employment Strategy
at www.youth.gc.ca contains infor-
mation on Government of Canada
programs and services available to
youth and also provides relevant
information on career planning and
employment resources for youth,
employers and service providers. 

ARE YOU AN 
ABORIGINAL YOUTH?
The Aboriginal Canada Portal at
www.aboriginalcanada.gc.ca is a
unique Internet gateway to Canadian
Aboriginal on-line resources, con-
tacts, information, and government
programs and services. The portal
offers ease of access and navigation 
to a vast array of information for 
and about Aboriginal people on such
topics as employment, businesses,
education, training, and economic
development. The site offers “one-
stop shopping”, featuring links to
National Aboriginal organizations,
federal, provincial, and territorial
governments, and Aboriginal 
community information.

Go to the First Nations and Inuit
Youth Employment Strategy
Web site at www.ainc-inac.gc.ca/
jeunesse-youth for information 
on First Nations and Inuit Youth
programs. You will find links to 
the First Nations and Inuit Summer
Student Placement Program, the First
Nations and Inuit Business Program,
the First Nations and Inuit Youth
Experience Program, the First Nations
and Inuit Science and Technology Camp
Program and the First Nations Schools
Co-operative Education Program. 

The Department of Indian and
Northern Affairs Canada at
www.ainc-inac.gc.ca offers informa-
tion and publications geared towards
Aboriginal peoples of all ages. Click
on Publications and Research on the
menu bar at the top of the page and
go to the Publications link. Check out
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the Guide to Federal Initiatives for
Urban Aboriginal People for informa-
tion on such subjects as education,
training and employment, economic
development, and health, as well as
an index of initiatives by federal
department/agency. You will also
find interesting information in 
the First Nations and Inuit Youth
Employment Strategy: Career Profiles,
and the Scholarships, Bursaries and
Awards for Aboriginal Students.  

ARE YOU A YOUTH
LIVING WITH A 
DISABILITY? 
The Canadian National Institute
for the Blind (CNIB) offers a vari-
ety of services for blind, visually
impaired and deaf/blind people of
all ages, including job counselling
and placement services. To find 
out what the CNIB can do for you,
call them or visit their Web site 
at www.cnib.ca.

The Canadian Council on
Rehabilitation and Work (CCRW)
promotes and supports meaningful
and equitable employment of people
with disabilities. They provide labour
market and career information,
access to national, provincial, 
and territorial resources, on-line
assistance and some training to 
prepare persons with disabilities 
for positions with an employer. 
See what they have to offer you 
at www.workink.com.

Career Edge and Canadian busi-
nesses are working together to
increase employment opportunities
for youth with disabilities in six
major cities across Canada. This
HRSDC-supported initiative, called
Ability Edge, focuses on helping 
university, college and high school
graduates enter the workforce in
order to gain valuable career-building
experience. To get information, call
toll-free: 1 888 507-EDGE (3343) 
or visit their Web site at www.
abilityedge.org.

OTHER TOOLS AND
MORE INFORMATION
The Canadian Centre for
Occupational Health and 
Safety site at www.ccohs.ca
provides information and advice
about occupational health and 
safety to promote a safe and 
healthy workplace. 

Canada Career Consortium at
www.careerccc.org produces Canada
Prospects, a yearly publication which
provides information and insight
into the job market and the job
search. This Web site also offers
links to career products such as
Destination 2020 – Youth edition,
Career Directions, The Work Handbook
– A Resource Guide to Jump-Start Your
Career, as well as career Web sites
and a calendar of upcoming career-
related events. 

Canadian Careers at www.
canadiancareers.com will help 
you find the hidden job market
(jobs that have not been posted),
market yourself, and explore careers.
This Web site partners with Industry
Canada’s SkillNET.ca Today Web 
site, which features Canadian
employment news and links to
information related to jobs in
tourism, culture, student recruitment,
nursing, medicine, volunteerism and
aboriginal employment. 

Schoolfinder at www.schoolfinder.
com lets you check out more than
700 Canadian colleges, universities
and career colleges. It provides infor-
mation on admissions requirements,
costs, and contact details for each
organization and can also search for
scholarship information.
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GENERAL INDEX PAGE

A

Aboriginal Business Canada 20

Aboriginal Canada Portal 20,45

Aboriginal Youth 45

First Nations and Inuit Youth Employment Strategy 45

B

Business Development Bank of Canada 23

C

Canada Career Consortium 46

Canadian Centre for Occupational Health and Safety 46

Canada Revenue Agency 41

Canada WorkInfo Network 20

Canada Pension Plan 41

Canada Student Loans Program (See Students)

Canadian Careers 20, 33, 46

Canadian Council on Rehabilitation and Work 46

Canadian Foundation for Economic Education 23

Canadian National Institute for the Blind 46

CanLearn Interactive 41, 45

Career Planning 20, 46

Career Awareness 20

Career Edge/Ability Edge 46
(See also CanLearn Interactive, HRCC-Ss, Job Postings, Job Futures,
National Occupational Classification, Networking, Occupational Profiles, Résumés)

Conference Board of Canada 13

Cover Letters 31, 32
Samples 31, 32

Follow up to a call to an employer 31
Follow up to an ad 31
Follow up to an unadvertised job 32

D

Disability, Youths living with 46

E

Educational Networks 22

Eight Keys to Employability 12

Employability Skills Profile – Conference Board of Canada 13

Employee Deductions (See Canada Pension Plan, Employment Insurance, GST/HST)

SUBJECT INDEXSUBJECT INDEXSUBJECT INDEXSUBJECT INDEX
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Employment Insurance 18, 40

Entrepreneur (See Self-Employment)

F

Federal Student Work Experience Program (FSWEP) 44

Feedback Form 53

Financial Assistance (See Canada Student Loans, Employment Insurance)

First Nations and Inuit Youth Employment Strategy (See Aboriginal Youth)

G

Government of Canada – Employment Opportunities
(See Job Bank, Public Service Commission – Jobs Open to the Public)

GST/HST Tax Credit 41

H

Health and Safety 13, 40

Human Resource Centres of Canada 23

Human Resource Centres of Canada for Students (HRCC-S) (See Students)

HRCC-S offices – Services offered by… 42

I

Indian and Northern Affairs 45

Industry Canada (Strategis Web site) 23

Interview 35-37

How to prepare for an interview 35

Know the job and the organization 35

Pre-planning is essential 35

Quick tips for the interview 36

So you didn’t get a call back 37

So you got an offer! 37

What to do afterwards 36

What to wear, what to take 36

J

Jobs, Applying for 32, 33

Follow up your application 32

How to fill out a form 32

Applying On-line 33

Job Etiquette 37, 38

First day on the job 37

How to create and sustain a good reputation 38

Job Postings 30, 31, 33, 34

Jobs Open to the Public (Federal) 21, 30, 31, 45

Mock Poster 30

Mock Resume 30

Mock Statement of Qualifications 31
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HRSDC Job Postings 33, 34

Mock Poster 33

Sample Cover Letter for a job posting 34

Sample Resume for a job posting 34

Job Postings On-line 21, 45

Job Bank 21, 45

Job Futures 45

www.youth.ca (to connect to Jobboom.com, Monster.ca & Workopolis) 45

Job Postings Offline 21

L

Labour Market Information (LMI) 18, 19, 20

LMI and HRSDC 19

LMI and the Internet 20

Know what kind of jobs to consider 18

National Occupation Classification (NOC) 19

Other places to get job information 19

M

Minding Your Own Business (See Publications)

Monster.ca (See Job Postings On-line)

N

National Occupational Classification (See LMI)

Network, Networking 20, 21

O

Occupational Profiles 19

P

Personal Suitability 12, 13

Public Service Commission (PSC) 29, 30

Publications 23, 42, 44-46

Canada Prospects 46

Job Futures Companion 45

Minding Your Own Business (Self Employment) 23

Top 100 Internet Sites for Employment and Learning 42

Youth Link 42

Youth Outlooks 44

Q

Quizzes 2-10

How personable are you? 3

Identify your job-related skills 10

Identify your skills 7
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Key skills 7, 8

Know your interests and skills 2

What’s important to you? 5, 6

Your interests = Your career 4

Your transferable skills 9

R

References 27

Résumés 26-29

Writing a Résumé 26

Writing a Résumé for Government Work 29

Three Main Types 27, 28

Chronological 27

Combination 28

Functional 28

S

Self-Employment 22, 23

Payroll Deductions (See Canada Pension Plan, Employment Insurance, GST)

Social Insurance Number (SIN) 18

Get your Social Insurance Number 18

Using Your SIN 18

Employment Insurance On-line 18

Fact Sheets — Office of the Privacy Commissioner 18

Skills 7-15

Academic 13

Communication 13

Learning 13

Thinking 13

Find Your Hidden Skills (See Worksheets)

Hidden skills 9

Identify Your Job-related Skills (See Quizzes)

Interpersonal 13

Personal Management 13

Adaptability 13

Personal Attitudes and Behaviours 13

Responsibility 13

Personal Skills Inventory 14, 15

Problem-solving and Decision-making 12

Task-related 12

Teamwork 13

Transferable 7-9

Strategis Web site (Industry Canada) 23
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Students 23, 41, 42, 44-46

Canada Student Loans Program (CSLP) 41

Human Resource Centres of Canada for Students (HRCC-Ss) 23, 42, 45

Schoolfinder 46

Summer Work Experience 44

Students and Taxes 41

Working Students 41, 42

Summer Employment Opportunities (See FSWEP, HRSDC Job Postings, Students – SSJA, Volunteers)

T

Toll-Free - Canada Revenue Agency 41

Toll-Free - Canada Pension Plan 41

Toll-Free - Canada Student Loans 42

Toll-Free - Career Edge (Ability Edge) 46

Toll-Free - Government of Canada 18, 23

Toll-Free – Youth Info Line Inside Back Cover

V

Values (Personal) 5, 6

Volunteering 22

Volunteer Canada 22

W

Web sites - Key Federal Sites Appendix

Workopolis (See Job Postings)

Worksheets 6, 9, 10, 14, 15

Your Values 6

Your Transferable Skills 9

Find Your Hidden Skills 10

Identify Your Job-related Skills 10

Personal Skills Inventory 14, 15

How You Act 14

How You Think and Communicate 14

How You Work With Others 15

Your Skills Inventory 15

www.youth.gc.ca 21, 45

Y

Youth – Services for… (See HRCC-S)

Youth Link 23, 42, 44

WEB SITES ADDRESSES

Ability Edge/Career Edge www.abilityedge.org

Aboriginal Business Canada www.abc-eac.ic.gc.ca
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Aboriginal Canada Portal www.aboriginalcanada.gc.ca

Business Development Bank of Canada www.bdc.ca

Canada Career Consortium www.careerccc.org

Canada Centre for Occupational Health and Safety www.ccohs.ca

Canada Revenue Agency www.ccra.gc.ca

Canada WorkInfo Network www.workinfonet.ca

Canada Pension Plan www.hrdc.gc.ca/isp

Canada Student Loans Program www.hrdc.gc.ca/hrib/cslp/common

Canadian Careers www.canadiancareers.com

Canadian Council on Rehabilitation and Work www.ccrw.org

Canadian Foundation for Economic Education www.cfee.org

Canadian National Institute for the Blind www.cnib.ca

CanLearn Interactive www.canlearn.ca

Career Awareness www.hrdc.gc.ca/career

Career Edge (See Ability Edge)

Conference Board of Canada www.conferenceboard.ca/education/learning-tools/employability-skills.htm

Employment Insurance On-line www.hrdc.gc.ca/ei

Federal Student Work Experience Program (FSWEP) (See PSC)

First Nations and Inuit Youth Employment Strategy www.ainc-inac.gc.ca/ps/ys

Government of Canada www.canada.gc.ca

Government of Canada’s Youth web site www.youth.gc.ca

Human Resources and Skills Development Canada www.hrdc.gc.ca

Human Resources and Skills Development Labour Market Information www.labourmarketinformation.ca

Human Resource Centres of Canada for Students (HRCC-Ss) www.youth.gc.ca/hrccs/hrccs_e.shtml

Indian and Northern Affairs www.inac.gc.ca

Industry Canada (Strategis) www.strategis.gc.ca

Job Bank www.jobbank.gc.ca

Jobboom www.jobboom.com

Job Futures www.jobfutures.ca

Jobs Open to the Public (see PSC)

Jobs Workers Training and Careers www.jobsetc.ca

Labour Market Information (National Site) www.labourmarketinformation.ca

Monster.ca www.monster.ca

National Occupational Classification www23.hrdc-drdc.gc.ca or www.hrdc.gc.ca/noc

Office of the Privacy Commissioner www.privcom.gc.ca

Public Service Commission (PSC) www.psc-cfp.gc.ca

Schoolfinder www.schoolfinder.com

Social Insurance Numbers (See Employment Insurance on-line)

Strategis (Industry Canada) www.strategis.ic.gc.ca

Summer Work Experience (SWE) www.youth.gc.ca

Volunteer Canada www.volunteer.ca

Workopolis www.workopolis.com
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FEEDBACK FORM
Help us make Looking for a Job better, and more useful!

Your comments are very important to us. Please help us by taking a few minutes to complete this 
questionnaire and return it by mail or fax. You can even complete it on-line at www.youth.gc.ca

1. Which of the following best describes you?

� Youth � Parent/guardian
� 15-19 � 20-24 � 25-29 � 30+

� Professional working with youth (please specify)

� Government organization � Non-governmental organization

� Other (please specify)

2. How did you get a copy of Looking for a Job?

3. How did you first find out about Looking for a Job?

� Word-of-mouth � School

� Parent/Guardian � Native Band Council Office

� Internet � Native Friendship Centre

� Human Resources Development Canada Office � Community Organization

� Human Resources Development Canada Office for Students � Community Service Provider

� Career/Guidance Counsellor � Youth Info Fair

� Advertising

4. Overall, what do you think of Looking for a Job?

� Very useful � Somewhat useful � Useful

� Not sure � Not very useful � Useless

5. Which section or sections were the most useful to you?

� Know your interests and skills � Prepare your marketing tools to help sell yourself

� Build on what you have to offer � Prepare for a job interview, and what to do afterwards

� What employers are looking for � Other stuff you should know

� Plan your career – So what’s out there?

6. How has the information in Looking for a Job helped you?

Looking for a Job has helped me… � Learn more about myself

� Learn what kind of job I may want to do

� Learn more about the skills and abilities I already have

� Learn more about my transferable skills

� Explore my career options

� Write a good résumé, cover letter

� Prepare for an interview

�

(continued on next page)
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� Improve my job search tactics

� Understand the process of looking for a job

� Find out more places to go for help

� Other (please specify)

7. We’d like to know what you think of the presentation of Looking for a Job.

Please rate the following elements from 1 to 5 (1 being poor, 5 being excellent)

Cover design 1 2 3 4 5

Colours 1 2 3 4 5

Tab page design 1 2 3 4 5

Photos 1 2 3 4 5

Illustrations 1 2 3 4 5

Layout – the way the text is presented in the book 1 2 3 4 5

Format is easy to follow 1 2 3 4 5

8. Do you agree or disagree with the following statements (1 being totally disagree and 5 totally agree)

Looking for a Job is very easy to read 1 2 3 4 5

Looking for a Job gives clear information 1 2 3 4 5

It is easy to find what I want in Looking for a Job 1 2 3 4 5

The general index is very useful 1 2 3 4 5

The list of Other Stuff You Should Know is very useful 1 2 3 4 5

The list of Tools, Programs and Resources is very useful 1 2 3 4 5

9. What is the highest grade or level of education you have completed?

� Home schooling � High school � A university degree

� Middle school/junior high � College or CEGEP

10. Suggestions for improvement?

Thank you very much for taking the time to complete this questionnaire. Don’t forget to include your return address when you

return your completed form to:

Name:

Address:

City and Province:

Postal Code:

�
Youth Communications Directorate

Human Resources Development Canada

140 Promenade du Portage

Hull, Quebec K1A 0J9

Fax: (819) 953-3186

(continued)



Want your own copy
of Looking for a Job?
or want more information on other Government of Canada

programs and services for youth?

Call the Youth Info Line at 1 800 935-5555

or check out the Youth Employment Information

Web site at www.youth.gc.ca.

You can also call 1 800 O-CANADA (1 800 622-6232)

TTY/TDD: 1 800 465-7735 or check out the Government of

Canada Web site at www.canada.gc.ca.



What’s in it
for you? 

Check out Looking For a
Job to find out:

• how to assess your interests and
priorities, discover your talents
and transferable skills, and use
this information to help you
decide what kind of job is right
for you;

• where to start your job search,
how to market yourself, and
what’s out there in the world 
of work;

• how to apply for a job, write a
résumé and cover letter, and
prepare for an interview;

• where to get even more infor-
mation and guidance — at
whatever stage of the job-search
process you’re at;

• why it’s important to continue
to learn and develop your skills
and abilities, even if you are out
of school. 

The demand for skilled and
knowledgeable workers in all
types of jobs in Canada will soon
be greater than the number of
people trained and ready to do 
the work. Looking for a Job can
help you find your starting point
so you can take advantage of the
many opportunities which will
emerge in Canada’s rapidly-
changing job market. 

L
ooking for a job can be a job in itself, and figuring out what you want to

do can be a challenge. How do you get experience? How do you get your

foot in the door? How do you make the most of the skills, knowledge and

experience that you already have? How do you market yourself to prospective

employers, and where do you go when you need help?

Whether you are a first-time job seeker, a student looking for employment, or

someone looking to change jobs, Looking for a Job can help you with your job

search or planning your career path.

Check out Looking for a Job on-line at www.youth.gc.ca
or call 1 800 935-5555 for your free copy.

For information on other Government of Canada programs and services, visit www.canada.gc.ca or call 
1 800 O-Canada (1 800 622-6232) – TTY/TDD: 1 800 465-7735.
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