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Are you trying to find a job and not getting any responses from employers?  Do you feel you need some new ways to 
search for work?  In this edition of Career Navigator, we want to help you get hired!  We have included all areas of 
job search to assist you in regenerating your enthusiasm and strengthening your ability to find a you a job!     
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QUICK COVER LETTERS 
/ƻǾŜǊ ƭŜǘǘŜǊǎ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ōŜ ŎƻƳǇƭƛŎŀǘŜŘ ŀƴŘ 

time consuming.  We can help you develop a cover letter quickly and easily.  Read Page 8 for more information. 

SECRETS TO NETWORKING 
Employers fill 90% of their positions through word of mouth.  The key is networking!  Learn how to build your network of contacts, effectively research compa-nies,  and conduct informational interviews.  Also find out how recruitment cycles affect the possibility of you being hired. Check out Page 8. 

PREPARING FOR A JOB FAIR 

Job Fairs are becoming a popular method for recruiting 

new staff.  Oil field companies, large department stores 

and top BC resorts are conducting regular job fairs.  Are 

you prepared?  Learn how to promote your skills and 

experience to employers in our simple guide (Page 11). 

JOB SCAM AWARENESS 

Do some job ads sound too good to be true?   
Perhaps they are.  Educate yourself with some 
of these common job scams and learn how to 
avoid being the next victim.  Check out Page 
13 for more details. 

FOR THE YOUTH:                                                             
HELICOPTER PARENTS & JOB SEARCHING Are you a young adult looking for work?  We have some helpful suggestions for parents and youth on how parents can support your job search while giving you the self-confidence needed for an employer (Page 13).  

COMPLETE THE CYCLE 
You are at the final stages of getting a job.  You have completed the interview and now you have one last important detail to completeτsending a Thank You Letter.  Learn how to write a simple yet effective Thank You Letter  to help you be the person they hire (Page 15).   

 Getting You Hired 

REJUVENATE YOUR RESUME 

A resume is an essential job search tool when looking 

for work.  That is why it is important that you make it 

the best it can be.  We can give you some suggestions 

on strengthening yours.  Read Page 6 for more details. 

BASIC GUIDELINES FOR USING THE INTERNET IN                      
         

YOUR JOB SEARCH 

The Internet is an excellent source for job search infor-

mation.  Sometimes, though you my find it is a bit over-

whelming and difficult to find what you need.  We have 

got some tips to help you with online job searching.  

Check out Page 10 for more information. 

SUCCESSFUL INTERVIEWS 

Interviews can be scary.  Do you know how to promote 
your skills without saying too much or too little?  We 
can help you.  Check out the possible job interview 
questions you might be asked and tips on how to an-
swer them effectively (page 14). 

THINKING OUTSIDE THE BOX 
Consider self-marketing/promotion from a ƴŜǿ ŀƴƎƭŜΦ  ¢Ǌȅ ƳŜǘƘƻŘǎ ǘƘŀǘ ŀǊŜƴΩǘ ŎƻƳƳƻƴƭȅ 

used that will make you stand out from the crowd. (Page 16) 
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 Job LogsñAn Essential Job Search Tool 
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Why should I keep track of the jobs I am applying for?  Stay organized!  Tracking your job 
search efforts will help you maintain an effective, efficient and successful job search.   

Remember: 

ü Networking will enable you to find jobs before they are advertised! 
 
ü Always record the name of the person you spoke with (ask for a business card) 
 
ü Tailor your resume/cover letter to the job you are applying for, avoid generic cover letters 
 
ü Send a thank-you note after an interview or an informative interaction with a potential employer 
 
Below is an example of the job log you can use.  These logs are available in each of our Work Search Centres.   

Pick up your free copy today!! 

 

Date:  ____________ Position: _________________ 
 
Company Name: ____________________________ 
 
Contact Name and Title: ______________________ 
 
Address: __________________________________ 
 
Website:  __________________________________ 
 
E-mail:  ___________________________________ 
 
Phone:  ____________   Fax: __________________ 
 
Method of Contact: 
 Ç  Phone     Ç  Fax     Ç  E-mail     Ç  In Person 
 
Comments:  ________________________________ 
 
 __________________________________________ 
 
Cover Letter sent?  Ç  Thank-you Letter sent?    Ç      
     (Send if attended interview or you 
      had a long interaction with person) 

Follow-up Date:  _____________________________ 

Results:  ____________________________________ 

 

Date:  ____________ Position: _________________ 
 
Company Name: ____________________________ 
 
Contact Name and Title: ______________________ 
 
Address: __________________________________ 
 
Website:  __________________________________ 
 
E-mail:  ___________________________________ 
 
Phone:  ____________   Fax: __________________ 
 
Method of Contact: 
 Ç  Phone     Ç  Fax     Ç  E-mail     Ç  In Person 
 
Comments:  ________________________________ 
 
 __________________________________________ 
 
Cover Letter sent?  Ç  Thank-you Letter sent?    Ç      
     (Send if attended interview or you 
      had a long interaction with person) 

Follow-up Date:  _____________________________ 

Results:  ____________________________________ 

Smile & Show 
Enthusiasm 



 Preparing for Your Job Search 
WHERE do I get help in my job search if I need it?   

There are many free resources available for you when 
you are looking for work.  The Internet has excellent 
career and job search websites to help you with career 
advice and developing job search materials needed to 
look for work.  You may also want to speak to someone 
one-to-one about your job search.  There are profes-
sionals available at the Work Search Centre that would 
be happy to help you in your search for a job.       

WHY do I want to work there?   

This is a great question to answer when developing 
your cover letter.  You want to express those reasons 
on a cover letter and show them you are the one for 
the job.  Be genuine and honest about the reason you 
want to work there, and they are bound to appreciate 
your interest. 

WHEN is the best time to apply?   

Right now! However, make sure you are ready to work.  
That means having all the things needed to work in 
place like daycare, transportation, tools to do the job, 
money for parking, etc.  These are things you should 
have in place and plan for ahead of time.   You should 
be ready to start with that employer whenever the em-
ployer needs you. 

Finding work takes a lot of planning and preparation.  
¢ƘƻǳƎƘ ƛǘΩǎ ƎǊŜŀǘ ǘƻ ōŜ άƎǳƴƎ-Ƙƻέ ŀōƻǳǘ ǘƘŀǘ ŜȄŎƛǘƛƴƎ 
new opportunity that you want to apply for, the best 
thing you can do is step back and think about all the 
things you need to set into place.  Hopefully, this list 
ƘŜƭǇŜŘ ȅƻǳ ŀƴǎǿŜǊ ǎƻƳŜ ƻŦ ǘƘƻǎŜ ŎƻƳƳƻƴ άǿƘƻΣ 
ǿƘŀǘΣ ǿƘŜǊŜΣ ǿƘŜƴΣ ŀƴŘ ǿƘȅΩǎέΦ  IŀǇǇȅ ǇƭŀƴƴƛƴƎΗ  

Be Prepared!!  What exactly does that mean when it 
comes to your job search?  Before you start looking for 
work, there are things you must do ahead of time.  You 
need a plan.  Ask yourself the following questions: 

WHO is hiring?   

Where do employers advertise?  If you are searching for 
work, the best place you can be is at a work search cen-
tre.  At the Kamloops Work Search Centre we have 
postings directly from employers that advertise at our 
centres, as well as postings from the Service Canada Job 
Bank (www.jobbank.gc.ca).  We also have postings 
from larger employers in the area including the City of 
Kamloops, Interior Health and Highland Valley Copper 
to name a few.   Check out the local newspaper job ads, 
and online job banks as well.  Many employers adver-
tise on their websites and on help wanted signs out side 
their building.  Check out the Work Search Centre in 
your area! 

WHAT do I need to look for work? 

The basics of what you need to look for work include: 

1.    An up-to-date resume.  Employers need your         
 contact information as well as your qualifications, 
 work experience, education, and references.      

2. A quiet place to look for work where you make          
 important telephone call-backs, conduct research 
 and look through job ads. Work Search Centres, 
 public library or even a special spot in your home 
 are ideal places for this.   

3. A positive attitude.  Put a smile on your face and 
 take it everywhere you go.   ̧ ƻǳΩƭƭ ōŜ ŀƳŀȊŜŘ ŀǘ 
 how it helps you in your job search. 
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YOUR NAME 

111 Anywhere Street, Kamloops, BC  V2B 1B2 
 

OBJECTIVE:  To obtain a position as a Server. 
 
SUMMARY OF QUALIFICATIONS: 
·  Extensive experience providing excellent customer   
 service 
·  Natural ability to connect and develop friendly                 
 rapport with customers 
·  Possess Serving It Right Certificate 
 
RELEVANT SKILLS & EXPERIENCE 
Customer Service 
·  Greeted customers in a professional, welcoming manner to 
 determine needs and make recommendations. 
·  Resolved wide range of customer concerns and effectively 
 arranged for best resolution possible. 
Food / Beverage Server 
·  Operated computerized cash register to handle cash, credit 
 card and debit transactions. 
·  Made and served beverages to customers increasing sales 
 through product suggestion. 
 
WORK HISTORY 
wƻƎŜǊΩǎ ¢ŀǾŜǊƴΣ {ŜǊǾŜǊκ.ŀǊǘŜƴŘŜǊ  2003τ2004 
.ƻōΩǎ tǳōΣ {ŜǊǾŜǊ    2002τ2003 
 
EDUCATION & TRAINING 
Serving It Right Certificate   2002 
Bartending / Mixology Certificate  2001 
 
REFERENCES 
WƻŜ {ƳƛǘƘΣ {ǳǇŜǊǾƛǎƻǊΣ wƻƎŜǊΩǎ ¢ŀǾŜǊƴΣ tƘƻƴŜΥ όнрлύ ммм-1111 

 
YOUR NAME 

111 Anywhere Street, Kamloops, BC  V2B 1B2 
 

OBJECTIVE:  To obtain a position as a Server. 
 
SUMMARY OF QUALIFICATIONS: 
·  Extensive experience providing excellent customer   
 service 
·  Natural ability to connect and develop friendly                 
 rapport with customers 
·  Possess Serving It Right Certificate 
·  Outgoing, friendly and a positive attitude 
 
WORK HISTORY 
wƻƎŜǊΩǎ ¢ŀǾŜǊƴ    2003τ2004 
Bartender / Cocktail Waitress 
·  Greeted customers in a professional, welcoming manner to 
 determine needs and make recommendations. 
·  Resolved wide range of customer concerns and effectively 
 arranged for best resolution possible. 
 
EDUCATION & TRAINING 
Serving It Right Certificate   2002 
Bartending / Mixology Certificate  2001 
Grade 12 Diploma    1990 
 
REFERENCES 
WƻŜ {ƳƛǘƘΣ {ǳǇŜǊǾƛǎƻǊΣ wƻƎŜǊΩǎ ¢ŀǾŜǊƴΣ tƘƻƴŜΥ όнрлύ ммм-1111 
Bob Parts, Co-²ƻǊƪŜǊΣ wƻƎŜǊΩǎ ¢ŀǾŜǊƴΣ tƘƻƴŜΥ όнрлύ ннн-2222 

CHRONOLOGICAL RESUME SAMPLE 
 Rejuvenating Your Resume 

A resume is sometimes the only real chance to show your 
skills and qualifications to an employer.  This is why having a 
great resume is so important.  Check to see if you have done 
the following in your resume:   

Ç included a specific job objective 

Ç included full contact information such as name,                 
 address, phone/message numbers and e-mail                 
 addresses 

Ç provided a summary that outlines the skills and                                            
 qualifications needed for the job I am applying for 

Ç provided dates of my employment and/or volunteer                 
 experience (including the month and year) 

Ç included references (2 business, 1 personal) 

Ç looks professional (using a quality printer with no spelling 
 or grammatical errors) 

Ç best represents my skills, work experience and education 
 by using the appropriate style (see samples) relevant to 
 the job you are applying for 

 

¢ƘŜǊŜ ŀǊŜ ǎŜǾŜǊŀƭ ǘȅǇŜǎ ƻŦ ǊŜǎǳƳŜǎ ǘƻ ŎƘƻƻǎŜ ŦǊƻƳΦ  ²ŜΩǾŜ 
included Combination & Chronological styles.  These two 
styles have distinct traits.    

Chronological Style  

ü Presents work experience and education in reverse 
chronological order. 

ü Highlights a steady work history and emphasizes career 
growth.   

ü Allows you to outline job titles, companies, dates and du-
ties held for each position.   

ü Focuses on work experience, not skills and is relatively 
easy to write. 

Combination Style 

ü Organizes information into skill categories and briefly out-
lines your work history.   

ü Most often used by people with a variety of experiences 
and transferable skills.   

ü DƻƻŘ ǎǘȅƭŜ ǘƻ ǳǎŜ ǿƘŜƴ ȅƻǳΩǾŜ ƘŜƭŘ ǎŜǾŜǊŀƭ Ƨƻōǎ ǎƛƳƛƭŀǊ ƛƴ 
nature and want to eliminate repetitive descriptions.   

ü It is also a good style for those with lengthy work history. 

* Samples show only minimal points for each section due to limited space.   

 

COMBINATION RESUME SAMPLE 
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There are many handouts available to help you develop a 
resume.  You can find them on our website or in either of 
our centres in the handout section of our resource library.  
Here are a few that might interest you: 

Are references important on your resume?  This is a com-
mon question we are asked and there is a very easy an-
swerτ¸9{Η  wŜŦŜǊŜƴŎŜǎ ŀǊŜ άǇǊƻƻŦέ ƻŦ Ƙƻǿ ȅƻǳ ŀǊŜ ŀǎ ŀ 
co-worker and employee.  It allows the employer to hear 
from others what you were like to work with.  They can 
be a great selling point for employers who are unsure of 
your fit with the team.  It can also reassure employers 
that others have enjoyed working with you and they will 
too (past experiences will predict future ones).  Would 
you buy a product without hearing some feedback or 
ǇǊƻŘǳŎǘ ǊŜǇƻǊǘǎ ƻƴ ƛǘΩǎ ŀōƛƭƛǘȅ ǘƻ ǇŜǊŦƻǊƳΣ ŜǎǇŜŎƛŀƭƭȅ ǿƘŜƴ 
you are preparing to invest a lot time and money into it?    

Through surveys we have conducted with many Kamloops 
employers, we found that they prefer to see references 
on your resume.   

Who Should You Use as a Reference? 

It is important that the people you use as references: 

A. Know you have them on your resume and can expect 
to be called by a prospective employer.   

B.  Are going to say positive, appropriate and true state-
ments about you as a person as well as an employee. 

Iƻǿ Řƻ ȅƻǳ Řƻ ǘƘƛǎΚ  LǘΩǎ ŀƭǿŀȅǎ ŀ ƎƻƻŘ ƛŘŜŀ ǘƻ ƎŜǘ ǇŜǊπ
mission from people before using them as a reference.   
Give your potential reference a quick phone call and  let 
them know you are looking for work.  Ask if you can use  
them as a reference.  Even if you have asked their permis-
sion it is worth the time to let them know you are looking 
if you have not applied for work in some time.  There is 
nothing more embarrassing than having an employer 
phone your references and they call someone who does 
not have a clue who you are, let alone remember your 
work habits.  Hopefully you will use people that will be 
able to say nice things about you and your work perform-
ance.  If you are unsure, perhaps use someone that you 
know has your best interests in mind.  

How many references do I need? 

We recommend that you put a couple business (previous 
employers or co-workers) and one personal reference 
(friend or relative).  Having more than one reference will 
give the employer more information and can reinforce 
your good qualities. 

Reference letters are also an asset.  You may want to hold 
onto them to give out at an interview.  Try not to include 
them in your faxing.  It can make your document fairly 
ƭŀǊƎŜ ǿƘƛŎƘ ǎƻƳŜ ŜƳǇƭƻȅŜǊǎ ŘƻƴΩǘ ŀǇǇǊŜŎƛŀǘŜΦ  {ƻƳŜ ŜƳπ
ployers do request they be sent.         

ά9ȅŜ ŘƻƴΩǘ ƪƴŜŀŘ ǘƻƻ ƴƻ Ƙƻǿ ǘǿƻ ǎǇŜƭƭΦ  LΩƭƭ Ƨǳǎǘ ȅŜǿǎ Ƴȅ 
ǎǇŜƭƭ ŎƘŜŎƪŜǊΗέ  {ǳǊŜΦΦΦŀƴŘ Ƴȅ ǎǇŜƭƭ ŎƘŜŎƪŜǊ ƴŜǾŜǊ ōƭƛƴƪŜŘ 
ŀǘ ǘƘŀǘ ǎŜƴǘŜƴŎŜΦ  .ŜǎƛŘŜǎΣ ǘƘŜǊŜΩǎ ƳǳŎƘ ƳƻǊŜ ǘƻ ǇǊƻƻŦπ
reading than checking spelling.  It is a good idea to proof-
read your documents just before your final print run.  
Here are some ideas on how to read when proofreading 
and what to look for: 

Proofreading Tricks: 

1. Have someone else read through it.                             

2. Read the copy several times, looking for different 
types of errors each time. 

3. Read the copy out loud and listen for missing words. 

4. Read line by line.  Cover up the lines below the one 
ȅƻǳΩǊŜ ŎƘŜŎƪƛƴƎ ǘƻ ƪŜŜǇ ȅƻǳǊǎŜƭŦ ŦǊƻƳ ǎƪƛǇǇƛƴƎ ŀƘŜŀŘΦ 

5. If you find one error, look carefully nearby for others. 

6. Read titles and first lines carefully. 

7. Look at the copy upside down to check for spacing. 

8. Read the copy backwardsτstarting with the sen-
tences at the end and working your way up to the 
top.                             Source:  One-on-one Computer Training, 2002 
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REFERENCES PROOFREADING:  MORE THAN SPELL CHECKING 



Employers fill 90% of their positions through word of mouth.  
What does that mean for you?   You need to make yourself 
known to that employer.  Basically, what you want to do is 
spread the word that you are looking for work.     

Spread the Word 

These people can include the following: 

ü Friends ς look at your Christmas/Holiday card list 

ü Neighbours ς current and past 

ü Social acquaintances ς run club, softball team, poker bud-
dies 

ü Classmates ς from any level of schooling 

ü Chamber of Commerce Mixers 

ü Teachers ς ȅƻǳǊ ǘŜŀŎƘŜǊǎΣ ǇǊƻŦŜǎǎƻǊǎΣ ŎƘƛƭŘǊŜƴΩǎ ǘŜŀŎƘŜǊǎ 

ü Doctor, Dentist, Optician, Veterinarian 

ü Current and former co-workers 

ü Relatives ς those in and out of town 

ü ¸ƻǳǊ ǇŀǊŜƴǘǎΩ ŦǊƛŜƴŘǎ 

ü People you meet on airplanes, riding the bus, or at the 
local coffee shop 

hƴŎŜ ȅƻǳΩǾŜ ǘƻƭŘ ŀƭƭ ƻŦ ȅƻǳǊ ŦǊƛŜƴŘǎΣ ŦŀƳƛƭȅ ŀƴŘ ŀŎǉǳŀƛƴǘŀƴŎŜǎ 
that you are job hunting, then you need to find new faces.  
Iƻǿ Řƻ L ōǳƛƭŘ Ƴȅ άƴŜǘǿƻǊƪέΚ  IŜǊŜ ŀǊŜ ǎƻƳŜ ǘƛǇǎ ǘƻ ƘŜƭǇ ȅƻǳ 
effectively expand your list of contacts: 

Joining Facebook or My Spaceτthese websites are great 
ǘƻƻƭǎ ŦƻǊ ōǳƛƭŘƛƴƎ ȅƻǳǊ ƴŜǘǿƻǊƪ ƻŦ άŦǊƛŜƴŘǎέΦ  wŜƳŜƳōŜǊ ǘƘŀǘ 
employers visit these sites as well so be careful what you 
post.  Perhaps even use your post as a marketing tool by 
showcasing your resume, skills and experience but also be 
ŀǿŀǊŜ ƻŦ άŀŘǾŜǊǘƛǎƛƴƎέ ȅƻǳǊ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǎǘǊŀƴƎŜǊǎΦ 

Consider  Volunteeringτespecially with the holiday season 
approaching, there are plenty of opportunities to volunteer in 
the community.  For more information on volunteering, visit 
Volunteer Kamloops at www.volunteerkamloops.org. 

Consider Taking a ClassτŦƛƴŘ ŀ Ŏƭŀǎǎ ǘƘŀǘΩǎ ǊŜƭŜǾŀƴǘ ǘƻ ǘƘŜ 
work you are seeking.  Perhaps you want to upgrade your 
computer skills, take a first aid course or learn more about 
auto mechanicsτthose are all networking possibilities.  Espe-
cially if the course is directly related to your career, even the 
teacher can become a valuable contact for employers hiring.  
They will ask teachers for students for jobs they seek to fill. 

 Quick Cover Letters    Secrets to Networking 

You know potential employers are looking for cer-
tain skills sets and even certain personalities to 
ƳŀǘŎƘ ǘƘŜ Ǉƻǎƛǘƛƻƴ ǘƘŜȅ ƴŜŜŘ ŦƛƭƭŜŘΦ ¸ƻǳΩǾŜ Ǝƻǘ 
ǘƘŜǎŜ ǎƪƛƭƭǎ ŀƴŘ ƳƻǊŜΗ 5ƻƴΩǘ ƳŀƪŜ ǘƘŜƳ ǎŜŀǊŎƘ 
your resume to see if you are qualified.  Tell them 
how your skills match their requirements in a cover 
letter. 

GETTING STARTED:  Copy and paste your contact 
information from your resume. It has the same for-
matting as your resume and you have created an 
instant association between the two documents - 
almost like your own letterhead! 

NEXT:  Put the date in - no abbreviations and use 
the date that you are submitting the cover letter. 

FOLLOWED BY:  Their contact informationτInclude 
ǇŜǊǎƻƴΩǎ ƴŀƳŜ ŀƴŘ ǘƛǘƭŜ όǿƘŜƴ ŀǾŀƛƭŀōƭŜύΦ ¦ǎŜ ŎƻƳπ
plete address, and if you are sending via fax or         
e-mail, add the number or e-mail as well. 

REGARDING:  RE:  the job you are applying for (RE:  
Sales Position), use bold to make it stand out. 

SALUTATION:  Dear Mr. or Ms. (Last Name) If gen-
der is not known, better play it safe - use Dear 
(First) (Last Name) instead! If no name is available, 
use Human Resources or Hiring Manager.  Avoid 
ά¢ƻ ²ƘƻƳ Lǘ aŀȅ /ƻƴŎŜǊƴέ ŀƴŘ ά{ƛǊκaŀŘŀƳέΦ 

FIRST PARAGRAPH:  Why are you writing the let-
ter? Is it in response to a job posting or a referral 
from your network contacts? What position is it 
for? When did you find out about it? Let them know 
ǘƘŜ άǿƘȅΣ ǿƘŀǘΣ ŀƴŘ ǿƘŜƴέ ƛƴ ǘƘŜ ŦƛǊǎǘ ǇŀǊŀƎǊŀǇƘΦ 

MIDDLE PARAGRAPH(S):  This is where you match 
the skills they are looking for to the skills you have. 
²ƘŜƴ ǿǊƛǘƛƴƎΣ ŘƻƴΩǘ ǳǎŜ ǘƻƻ Ƴŀƴȅ άLέǎΦ   Lǘ ƛǎ ƻƪŀȅ 
to use bullet form to list your skills. 

LAST PARAGRAPH:  You are almost done! Let them 
know how excited you are for an interview and how 
they can get a hold of you. And finally, extend a 
common courtesy by thanking them for their time 
and consideration. 

CLOSE IT:  ά{ƛƴŎŜǊŜƭȅέ hw ά¸ƻǳǊǎ ¢Ǌǳƭȅέ- leave 
enough space to sign your name and make sure you 
type your name as well! 

ONE LAST STEP:  Proofread! Proofread! Proofread 
again! 

You are ready to go! Good Luck! 
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BUILDING YOUR NETWORK 



Join a Club or Organizationτthis can include care 
groups, book clubs, craft clubs, or a jogging club.  
¢ƘŜǎŜ ƻǊƎŀƴƛȊŀǘƛƻƴǎ ŀƴŘ Ŏƭǳōǎ ŀǊŜ άǘŜŀƳƛƴƎέ ǿƛǘƘ Ǉƻǎπ
sibilities for meeting new people.  You not only get to 
expand your knowledge but also expand your network 
of friends and acquaintances. 

A Few Things to Remember: 

X   tǊŜǇŀǊŜ ŀ άǇƛǘŎƘέ ŀōƻǳǘ ȅƻǳǊǎŜƭŦ όȅƻǳǊ ŜȄǇŜǊƛŜƴŎŜ 
 and skills, and what kind of work you are seeking).    

X   A strong network is based on relationships which 
 ǘŀƪŜ ǘƛƳŜ ǘƻ ōǳƛƭŘΦ  YŜŜǇ ǳǇ ǿƛǘƘ ƛǘ ŀƴŘ ŘƻƴΩǘ       
 despair if you are not making new contacts right 
 away. 

X Dress appropriately, dress conservatively and 
 choose an outfit you would wear to an interview. 

X  Have fun!  Your attitude will be contagious and 
 people will flock and want to be around and meet 
 you. 

¢ƘŜǊŜ ŀǊŜ ŀ ǾŀǊƛŜǘȅ ƻŦ άǘƻƻƭǎέ ȅƻǳ Ŏŀƴ ǳǎŜ ƛƴ ǊŜǎŜŀǊŎƘπ
ing companies.  We recommend the following: 

Local Newspapers / Radio /  

There is an amazing amount of useful information to 
gather from these sources.  Articles, programs, adver-
tisements all have information about company expan-
sions, new openings, changes in services or products, 
staffing and much more.      

Local Chamber of Commerce/Internet 

Your local chamber is an excellent source of company 
information!  Visit company websites for career oppor-
tunities and company services and practices.   As well, 
try vertical job search websites for the most recent job 
openings and make use of search engines to find com-
panies on the internet. 

Family, Friends and Neighbours 

They are always a good source of information.  Ask 
them what they think of the company and how their 
experience with them has been.  Word of mouth is a 
considerable source of advertising for companies 
(good and bad). 

Informational Interviews 

You can gather a lot of information when you speak to 

valuable, informed staff members.  Also, observing how 
staff members operate may help you learn more about a 
company and its practices.   

The purpose of conducting Informational Interviews is 
just thatτgathering information and getting advice.  
Generally people you interview will not have a job to 
offer to you; however, they will be able to supply great 
information you can use to locate  jobs you are seeking.  
These interviews would be like a regular job interview 
with the only difference being that YOU are in charge of 
the questioning.  Here are some steps to follow: 

Identify who will offer the best information: 

This can include your own network of contacts.  If cold 
calling employers, try your best to speak with the em-
ployees of a company, as they are more likely to give you 
ŀ ΨǊŜŀƭΩ ǇƛŎǘǳǊŜ ƻŦ ǘƘŜ ƛƴŘǳǎǘǊȅ ǘƘŜȅΩǊŜ ǿƻǊƪƛƴƎ ƛƴΦ  9Ƴπ
ployers are more inclined to paint you a rosy picture of 
their industry.  Also, ask the hard questions, such as, 
what is negative about working where you are?     

Contact them: 

Either by phone, e-ƳŀƛƭΣ ƻǊ ƛƴ ǇŜǊǎƻƴΦ  άIŜƭƭƻ Ƴȅ ƴŀƳŜ ƛǎ 
Bob.  I am interested in finding out more about your in-
dustry.   Would  it be possible to schedule 15 or 20 min-
utes with you to ask you a few questions and get your 
ŀŘǾƛŎŜ ƻƴ Ƙƻǿ ōŜǎǘ ǘƻ ǇǊŜǇŀǊŜ ǘƻ ŜƴǘŜǊ ǘƘƛǎ ŦƛŜƭŘΚέ  ¸ƻǳ 
can also write this message as an e-mail.  Remember to 
thank them and let them know you will contact them 
next week to arrange a convenient time to meet. 

Sample Questions:  When preparing for the Informa-
tional Interview, consider some of these examples: 

1. What is a typical day like for you? 

2. What are the typical entry-level positions? 

3. What are the biggest challenges in this field of work? 

4. ²Ƙŀǘ Řƻ ȅƻǳ ǿƛǎƘ ȅƻǳΩŘ ƪƴƻǿƴ ōŜŦƻǊŜ ȅƻǳ ŜƴǘŜǊŜŘ 
this field? 

5. What courses should I be taking? 

6. What skills and qualifications are important for a 
position in this industry? 

7. Can you suggest anyone else I could contact for addi-
tional information? 

 

Remember to listen attentively, respect the time they 
are giving you, and take notes.   Consider sending a short 
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EFFECTIVE STRATEGIES FOR                                  
RESEARCHING COMPANIES 

INFORMATIONAL INTERVIEWS 



 Basic guidelines for using the internet in your job search 

The Internet is a very useful tool when job searching.  
There are, however, some things you should remember 
when exploring the Internet for jobs.  Here are a few 
tips for your online job search: 

ü Consider using a separate e-mail account for your 
job search correspondence.  It helps you to be 
more organized and keep track of the jobs you are 
applying for when there is a specific e-mail for job 
searching.  You may also have an e-mail address 
that may not be appropriate for work searching like 
worksucks@hotmail.com.  You may also want to 
reconsider putting this on your resume if you do 
not have a separate e-mail address. 

ü Consider using a Work Search Record Log Book.  
This is a great work search tool available at the 
Work Search Centres for keeping track of the jobs 
you are applying for.  It is a small booklet that has 
spaces provided for contact information including  
e-mail addresses.  Many company e-mail addresses 
do not always have their company name in them so 
it is important to keep track so you know who you 
have sent it to and the date sent.       

ü Never give out your Social Insurance Number, 
5ǊƛǾŜǊΩǎ [ƛŎŜƴŎŜ ƴǳƳōŜǊ ƻǊ ōŀƴƪ ŀŎŎƻǳƴǘ ƛƴŦƻǊƳŀπ
tion over the Internet.  Employers really do not 
need this information until after you have been 
hired. 

ü When given the option to hand deliver, e-mail or 
faxτchoose hand deliver if possible.  The best way 
to apply for  a position is to speak directly to that em-
ployer.  Show them your sparkling smile and eager-
ness to join their company.  E-mailing might seem like 
the easier option but easier is not always the best 
choice. 

ü When using online application forms, always fill out 
as much work history, skills and experience as they 
request.  You may feel like you are re-typing your re-
sume information into the form, but it is important to 
fill out.  They have this application for a reason and 
many times the questions are there because they 
need specific details like wage, reason for leaving and 
dates you have been employed.  It may seem repeti-
tious but take those extra few minutes and fill it out.  
It could make the difference between getting the job 
and not. 

ü If you do not have a computer for job searching, 
check out free resources like the Work Search Cen-
tres and the libraries.  At the Work Search Centres 
the computers are specifically for work searching pur-
poses.  The public library allows for word processing 
and Internet access.  There are also CAP (Community 
Access Program) locations throughout the city that 
have free access to computers. (CAP is a Government 

funded initiative  administered by Industry Canada.) 

ü Make sure you have basic computer skills.  It is im-
portant to have a basic understanding of how to type 
and navigate using a mouse when you are using the 
Internet.  It can be frustrating and time-consuming if 
you do not have a basic level of computer compe-
tence.  If you feel that your computer skills need 
some improvement, there are courses available in the 
Kamloops area, free of charge or for a fee.  Ask us 
about them.   

ü Have a clear work search related goal.  Plan your 
Internet session ahead of time.  The Internet can be-
come very time consuming if you do not have a clear 
plan. 

ü Be patient!  There is A LOT of information on the 
Internet.  It can take time to find exactly what you are 
looking for.  It also takes time to upload information 
depending on the traffic on the Internet.  Be prepared 
for some waiting at times.   

Check out www.surfingforwork.com for some other valu-
able tips for looking on the web.  Happy surfing!  
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 Preparing For A Job Fair  

Job Fairs are a common recruiting technique for employ-
ers.  Being prepared is essential. Here are some tips to 
help you: 

RESEARCH 

Find out before you go, who will be there.  Once you find 
the company, do some research on the Internet and see 
what skills they look for.  Check to make sure  your re-
sume highlights those skills.  Finding out beforehand 
what that company does, will also prepare you to ask 
questions to that employer and present yourself as be-
ing knowledgeable and memorable at the same time. 

PLAN SOME QUESTIONS 

It is a good idea to prepare some questions ahead of 
time to ask employers.  What kinds of questions should 
you be asking?  Always try to tailor questions in your 
own style.  Here are some ideas to help you: 

ü How many employees do you have?   

ü How many people are you hiring for the Sales posi-
tions?  What kind of skills are you looking for?   

ü What do you like most about working for this com-
pany?    

ü What advice would you give to someone who  
wants to break into this field? 

COLLECT INFORMATION 

Before you go, be prepared to collect information in-
cluding application forms, job descriptions, business 
cards, job openings and brochures.  You can use this 
information when you call the employer for a follow-up 
if you have applied.  It can also help you learn more 
ŀōƻǳǘ ǘƘŜ ŎƻƳǇŀƴȅ ƛŦ ȅƻǳΩǊŜ ŎƻƴǎƛŘŜǊƛƴƎ ŀǇǇƭȅƛƴƎΦ  

CLOTHING & APPEARANCE 

Remember to always dress appropriately for job fairs.  
Planning what you are going to wear (including a smile) 
will help you put your best foot forward and feel  good 
about yourself.   

RESUMES 

Always bring a healthy supply of resumes.  You may 
even want to carry them in an large kraft envelope or 
portfolio and have them ready to hand-out.   

Being prepared at a job fair is vitally important for your 
success.  You want to feel confident and self-assured.  
Scan the room when you first walk in.  See who is there 
and then go for it.  After one or two employers, you will 
ŦŜŜƭ ǘƘŀǘ ŜƴŜǊƎȅ ǎƻŀǊ ŀƴŘ ȅƻǳΩƭƭ ōŜ ƻƴ ȅƻǳǊ ǿŀȅ ǘƻ ǘƘŀǘ 
new position.   

Good Luck! 

Depending on the type of work you are seeking, there are spe-
cific recruitment or hiring cycles for that industry and employer.  
Some of those cycles include seasonal needs, annual holidays, 
and busy times of the year.  These periods directly affect the hir-
ing needed.  One of the most common recruitment cycles is sea-
sonal or holiday periods. 
 
Many people may be under the impression that companies may 
stop hiring over the holiday season but the opposite is true, es-
pecially in the service industry.  During this recruiting, many em-
ployers will have Job Fairs or post the positions they are seeking 
ǘƻ Ŧƛƭƭ ŀǘ ǘƘŜ ²ƻǊƪ {ŜŀǊŎƘ /ŜƴǘǊŜǎ ƻǊ ƻƴ ǘƘŜƛǊ ǿŜōǎƛǘŜΦ  LǘΩǎ ŀ ƎƻƻŘ 
idea as well to apply before the season begins (in September or 
October for example) so that you are trained and ready for the 
busier times. It is important to be aware of recruitment cycles 
and the reasoning behind them.  It is also important to remem-
ber that this may be only seasonal work and once the season has 
ended, you may be finding yourself looking for a new position. 

 Recruitment Cycles 
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 Job Scam Awareness 

Once in a while you may come 
across a job ad in the newspaper 
or on a job posting site and it 
seems like the perfect job.  The 
hours are minimal, the skills 
needed are basic, you get to 
work from home and the pay is 
excellent.  This is the best job 
ever!  Does it seem too good to 
be true?  Maybe it is.  Perhaps it 
is a scam.   

Here are some common ones to be aware of: 

Reshipping 

Packages are shipped to your home with instructions to 
reship the packages to another address.  Once the 
ǇŀŎƪŀƎŜ Ƙŀǎ ōŜŜƴ ǊŜǎƘƛǇǇŜŘΣ ȅƻǳ ōŜŎƻƳŜ άƎǳƛƭǘȅέ ƻŦ 
receiving and shipping stolen goods. 

Envelope Stuffing 

Once a registration fee is paid you are asked to post an 
ad (often the same ad you responded to), using your 
contact information.  Once you receive a response to 
their ad, you will stuff an envelope with information 
and or instructions on how to get started and mail it to 
the new applicant.  You are paid based on the number 
of responses received from that ad. 

Medical Billing 

Lƴ  /ŀƴŀŘŀΣ ƳŜŘƛŎŀƭ ōƛƭƭƛƴƎ ƛǎ ŘƻƴŜ ōȅ ǘƘŜ ŘƻŎǘƻǊΩǎ ŀŘπ
ministrative staff.  In the U.S.  Medical billing is done by 
medical transcriptionists.  There are many legitimate 
companies but the ones to steer clear of ask you for a 
lot of money up front and  you are asked to take expen-
sive yet quickly completed courses ahead of time.  Best 
ŀŘǾƛŎŜΣ ǊŜǎŜŀǊŎƘ ǘƘŜ ŎƻƳǇŀƴȅ ŀƴŘ ŘƻƴΩǘ ǊǳǎƘ ƛƴǘƻ ŀƴȅπ
thing.         

Work at Home 

This type of scam claims to sell lists of companies that 
are hiring for work-at-home positions.  These lists are 
rarely updated and many times you have to register 
and pay fees to join before lists are given out.   

Data Entry or Assembly Jobs 

Very similar to envelope stuffing, data entry job listings 
are usually either a position posting ads or sales pitches 
ŦƻǊ ƪƛǘǎ ǘƘŀǘ ǿƛƭƭ ƎŜǘ ŀ ǇŜǊǎƻƴ ǎǘŀǊǘŜŘ ƛƴ ǘƘŜ άōǳǎƛƴŜǎǎέΦ 

What Do I Need To Do? 

Research the Company 

If you are ever worried about a certain company, or 
have a funny feeling about them, do some research.  
The main thing to remember is to protect yourself.  Go 
ǿƛǘƘ ǿƘŀǘ ȅƻǳǊ άƎǳǘέ ƛǎ ǘŜƭƭƛƴƎ ȅƻǳΦ  LŦ ƛǘ ǎƻǳƴŘǎ ǘƻƻ 
good to be true, perhaps, it is.  Go to the Better Busi-
ness Bureau of BC website (www.bbbvan.org/
index.php) or use a search engine on the Internet to 
see what others have been saying about the company.    

Watch Those Getting Rich Quick Ads 

A tell-tale sign that there may be something not right 
ŀōƻǳǘ ǘƘŜ Ƨƻō ŀŘ ƛǎ ǘƘŀǘ ǘƘŜȅ ǎŀȅ ȅƻǳΩƭƭ άDŜǘ wƛŎƘ 
vǳƛŎƪέΦ  Lǘ Ǉƭŀȅǎ ƻƴ ǘƘŜ ƘƻǇŜǎ ŀƴŘ ŘǊŜŀƳǎ ƻŦ ǘƘƻǎŜ 
wanting to get rich quickly and easily.  Unfortunately, 
most of the time, those jobs are few and far between 
in entry level positions.   

5ƻƴΩǘ DƛǾŜ aƻƴŜȅ 

9ƳǇƭƻȅŜǊǎ ŘƻƴΩǘ ŎƘŀǊƎŜ ¸h¦ ǘƻ ƘƛǊŜ ȅƻǳΦ  {ƻƳŜǘƛƳŜǎ 
there are items you need to purchase before you begin 
a position (e.g.  tools for labouring positions).  How-
ever, when an employer asks you for money ahead of 
time for supplies or products, you may want to investi-
gate further.   

Commission Sales Awareness 

/ƻƳƳƛǎǎƛƻƴ ǎŀƭŜǎ ƛǎ ƴƻǘ ŀ ǎŎŀƳ ōǳǘ ƛǘΩǎ ǿƻǊǘƘ ƴƻǘƛƴƎ 
that many sales positions are paid on commission.  
¢Ƙŀǘ ƳŜŀƴǎ ǘƘŀǘ ȅƻǳ ǿƻƴΩǘ ōŜ ǇŀƛŘ ǳƴǘƛƭ ȅƻǳ ǎŜƭƭ ǘƘŜ 
product or service.  You want to be sure that you are 
able to sell the product and you are willing to hold off 
on being paid until you do.  Something to think about 
before you take a commission sales position. 

Final Thoughts 

tƭŜŀǎŜ ŘƻƴΩǘ ŎƻƳŜ ŀǿŀȅ ŦǊƻƳ ǘƘƛǎ ǘƘƛƴƪƛƴƎ ǘƘŀǘ ŀƭƭ ƻŦ 
these types of services are scams.  There are many le-
gitimate businesses that are eager to hire a person like 
yourself with the skills and experience they are looking 
for.  Being aware is key and educating and researching 
those companies that you are leery of is essential.   

 

 

Sources:  www.workathomenoscams.com and www.about.com     
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 For YouthñHelicopter Parents & Job Searching 

A term that is quickly becoming commonplace in job searching is 
άIŜƭƛŎƻǇǘŜǊ tŀǊŜƴǘΦά 5ŜŦƛƴŜŘΣ ŀŎŎƻǊŘƛƴƎ ǘƻ Wikipedia.orgΣ ƛǎ ŀ άǇŀǊŜƴǘ ǿƘƻ 
Ǉŀȅǎ ŜȄǘǊŜƳŜƭȅ ŎƭƻǎŜ ŀǘǘŜƴǘƛƻƴ ǘƻ Ƙƛǎ ƻǊ ƘŜǊ ŎƘƛƭŘΩǎ ƻǊ ŎƘƛƭŘǊŜƴΩǎ ŜȄǇŜǊƛπ
ŜƴŎŜǎ ŀƴŘ ǇǊƻōƭŜƳǎΦέ ¢ƘŜǎŜ ŜǾŜǊ-present parents, though meaning well, 
Ŏŀƴ ōŜŎƻƳŜ ŀ ǇǊƻōƭŜƳ ǿƘŜƴ Ƨƻō ǎŜŀǊŎƘƛƴƎΦ  ¢ƘŜ άIŜƭƛŎƻǇǘŜǊ tŀǊŜƴǘέ ƘƻǾπ
ers closely overhead, not allowing the child to experience any failure or 
hardship.  Are you one of these parents?  Are you one of these children?  
There is hope.  Though this is a sensitive subject, it is worth exploring the 
issues that may arise.  Here are some things to think about: 

1. Letting your parents write your resume   

It is okay to have someone assist you in writing your resume.  There are 
plenty of resume makers available at work search centres or on line to as-
ǎƛǎǘ ȅƻǳ ƛƴ ǿǊƛǘƛƴƎ ǊŜǎǳƳŜǎΣ ŜǎǇŜŎƛŀƭƭȅ ǿƘŜƴ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀ ƭƻǘ ƻŦ ǿƻǊƪ 
experience.  It is important to know your own skills so you can sell them to 
the employer.  Parents can show their children their own resume and let 
them see what they have created.  However, it is important to allow a child 
or young adult to take that independent step as it can prepare them for 
meeting the employer and getting to know their own skills well. 

2. Parents calling employers 

After you have applied for the position, an important step is to follow-up 
with the employer.  Making phone calls to employers is not an easy thing 
to do and can be intimidating for first time job seekers.  Try writing down 
ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŀǎƪ ǎǳŎƘ ŀǎ άIƛΣ Ƴȅ ƴŀƳŜ ƛǎ WƻŜ ŀƴŘ L ǊŜŎŜƴǘƭȅ 
applied for the position of Labourer with your company.  I was wondering 
if I could speak to the person in charge of hiring and see if he has filled the 
Ǉƻǎƛǘƛƻƴ ȅŜǘΦέ  Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ Řƻ ǘƘŜ ǇƘƻƴŜ ŎŀƭƭƛƴƎΦ  ¢ƘƻǳƎƘ ȅƻǳǊ 
parents may feel tempted to phone for you and are really comfortable 
talking to employers and adults, you too must gain that confidence, espe-
cially when they  may possibly be your new boss.  !ƭǎƻΣ ŜƳǇƭƻȅŜǊǎ ǿƻƴΩǘ 
feel confident hiring someone who cannot speak for his or herself! 

3. Having your parents escort you to drop off resumes 

Though it is always great to have someone drive you to an interview or to 
drop off resumes, it is not a good idea to have them come in with you.  
Even having friends with you when you drop off resumes, is not recom-
mended.  The employer wants to see that you are independent and confi-
ŘŜƴǘΦ  ! ǇŀǊŜƴǘ Ƴŀȅ ōŜ ǘŜƳǇǘŜŘ ǘƻ άƻǾŜǊǎŜŜέ ǘƘŜ ƛƴǘŜǊŀŎǘƛƻƴ ōŜǘǿŜŜƴ ȅƻǳ 
and the employer, but you being able to do this alone is an important step 
to your independence. 

The ideal role for a parent is that of a supporter, mentor and role model to 
a young adult or child, especially when job searching.  Teach your child 
about reliability, punctuality and a good work ethic.  Support their job 
search by showing them where to look for jobs and encourage them try 
online resources such as Service Canada Youth & Student Services website 
at www.servicecanada.gc.ca/en/audiences/youth/index.shtml  for tips and 
suggestions on how to look for work.  Give them the courage to experience 
new and scary things.  They will learn far more.             Source:  www.about.com  
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 Successful InterviewsñTraditional & Behavioural Based 

One thing to consider before an interview is what type 
ƻŦ ǉǳŜǎǘƛƻƴǎ ȅƻǳ ǿƛƭƭ ōŜ ŀǎƪŜŘΦ  Lƴ ǊŜǎŜŀǊŎƘ ǘƘŀǘ ǿŜΩǾŜ 
conducted with employers, most Kamloops employers 
use a combination of Behavioural Based and Traditional 
Interview questions.   

Traditional Interviews 

The interviewer may not stick to a strict format for ques-
tioning.  They tend to ask open ended questions and pre-
fer you respond with work related answers. 

Behavioural Based Interviews 

One of the most common types of interviews, relies on 
having you relate specific examples of the things that 
you have done that support your skills as they relate to 
ǘƘŜ ƧƻōΦ  ¢ƘŜǎŜ ǉǳŜǎǘƛƻƴǎ ǳǎǳŀƭƭȅ ǎǘŀǊǘ ǿƛǘƘ άǘŜƭƭ ƳŜ 
ŀōƻǳǘέΣ άƎƛǾŜ ŀƴ ŜȄŀƳǇƭŜ ƻŦέΣ άŘŜǎŎǊƛōŜ ŀ ǎƛǘǳŀǘƛƻƴ 
ǿƘŜƴέΦ  {ƻƳŜ ǇƻǎǎƛōƭŜ ǉǳŜǎǘƛƻƴǎ ǘƘŀǘ ȅƻǳ Ƴŀȅ ōŜ ŀǎƪŜŘΣ 
as well as some possible answers include:   

Tell me about yourself 

The interviewer is looking for a summary of your work 
related experience and education relevant to the job you 
are applying for. 

Possible Answer:  This is a question that you definitely 
need to prepare for.  Offer the employer a summary of 
your relevant work history with relevant experience and 
education.  Avoid telling your life story.  Highlight the 
most relevant experiences as they relate to the job. 

Why do you want to work here? 

The interviewer may be looking for evidence that you 
have a knowledge of the company. 

Possible Answer:  You must have researched the com-
pany beforehand, and formed an opinion on how and 
why the organization will be able to provide you with a 

stable and happy work environment.  If not, do so now! 

Why did you leave your last job? 

The interviewer could be looking for possible personality 
traits which may have caused friction in former jobs.  
They may also be trying to learn more about your sense 
of commitment, loyalty and what motivates you. 

Possible Answer:  Be positive and give reasons for want-
ing a change.  If appropriate, discuss the need for new 
challenges and responsibilities. 

What is your greatest strength/weakness? 

The interviewer gains a better understanding of how you 
view your work abilities and your level of confidence. 

Possible Answer:  Consider strengths which are relevant 
to the position you are applying for.  When asked for a 
weakness, offer a strength and call it a weakness.  For 
ŜȄŀƳǇƭŜΣ άL ǘŜƴŘ ǘƻ ǘŀƪŜ ƻƴ ǘƻƻ Ƴŀƴȅ ǘŀǎƪǎ ŀǘ ƻƴŎŜΣ ōǳǘ 
LΩǾŜ ƭŜŀǊƴŜŘ ǘƻ ƳŀƴŀƎŜ Ƴȅ ǘƛƳŜ ŀƴŘ ŎƻƳƳǳƴƛŎŀǘŜ ŀǇπ
ǇǊƻǇǊƛŀǘŜƭȅ ǎƘƻǳƭŘ ǘƘƛǎ ƘŀǇǇŜƴΦέ wŜƳŜƳōŜǊ ǘƻ ŀƭǿŀȅǎ 
give workplace examples of each. 

Why should we hire you? 

The interviewer is looking for evidence of career goals 
and ambitions and how this may fit with their company.   

Possible Answer:  Be sure to highlight your long term 
commitment to this position.  State goals that are appro-
priate to this company. 

How long do you plan to stay with this company? 

The interviewer is looking for assurance of a long-term 
commitment. 

Possible Answer:  Let the interviewer know that you 
plan to stay as long as you continue to learn, develop 
your skills, meet expectations and make a valuable con-
tribution to the team. 
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 Complete the CycleñFollow Up & Follow Through... 

/ƻƴƎǊŀǘǳƭŀǘƛƻƴǎΗ  ¸ƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ǘƘŜ ƛƴǘŜǊǾƛŜǿΦ  bƻǿΣ ƛǎ  
the time to think about what went right and some things 
you can improve for next time.   

Ask yourself the following questions: 

Î  How did my interview go? 

Î  Did I feel comfortable with the interviewer? 

Î  Did I highlight my experience and skills and how 
 they could be what they are looking for? 

Î  Did I ask questions to understand the position and 
 show my interest? 

Î  Did I make myself stand out?  How did I do this? 

Î  What was my body language like?   

Î  What did I learn that I can apply to my next                  
 interview? 

LŦ ǘƘŜǊŜ ƛǎ ŀƴȅǘƘƛƴƎ ȅƻǳ ŘƛŘƴΩǘ ƭƛƪŜ ǘƘŀǘ ȅƻǳ ŘƛŘ ƛƴ ǘƘŜ ƛƴπ
ǘŜǊǾƛŜǿΣ ŘƻƴΩǘ ƭŜǘ ǘƘŀǘ ōƻǘƘŜǊ ȅƻǳΦ  ¸ƻǳ ŎŀƴΩǘ ŎƘŀƴƎŜ ŀƴȅπ
ǘƘƛƴƎ ŀōƻǳǘ ƛǘΣ ƻƴƭȅ ƭŜŀǊƴΦ  bƻǿΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ǿǊƛǘŜ ŀ ¢Ƙŀƴƪ 
You Letter! 

 
{ƻƳŜǘƛƳŜǎ ŎŀƭƭŜŘ ŀ άCƻƭƭƻǿ-ǳǇέ [ŜǘǘŜǊΣ ŀ ¢Ƙŀƴƪ ¸ƻǳ [Ŝǘπ
ter is a great way to follow through in the job search 
process.  Try to write a Thank You Letter immediately 
after the interview and before they make a decision, 
preferably the same day.   

Some points to consider when developing one: 

ü Use note cards or type the letter by using the same 
format used for a cover letter 

ü Try to keep your letter brief, yet memorable 

ü Express your interest in the company and say that 
you want the job 

ü 5ŜƭƛǾŜǊ ŀ άǎŀƭŜǎ ǇƛǘŎƘέ ƛƴŘƛŎŀǘƛƴƎ ǿƘȅ ȅƻǳ ǘƘƛƴƪ 
ȅƻǳΩǊŜ ǉǳŀƭƛŦƛŜŘ ŦƻǊ ǘƘŜ Ƨƻō ōŀǎŜŘ ƻƴ ǘƘŜ ƛƴǘŜǊǾƛŜǿ 

ü If you forgot to mention something during the inter-
view, this is your chance 

ü Consider mentioning a topic that peaked your inter-
est during the interview 

ü Add something to make you stand out in the inter-
ǾƛŜǿŜǊΩǎ ƳƛƴŘ όŀ ǎǇŜŎƛŦƛŎ ƧƻƪŜ ƻǊ Ŧǳƴƴȅ ƛƴŎƛŘŜƴǘύ 

ü Conclude the letter with another thank you for the 

interview 

ü In your closing sentence, offer to provide them more 
information  if needed 

ü Whenever possible, hand deliver the letter 

ü Try not to e-mail it unless the company tends do 
business by e-mail, and if most of your contact has 
been through e-mail 

Remember that a Thank You Letter demonstrates your 
written communication skills.  Few job applicants send 
Thank You Letters, so you automatically stand out if you 
do!  Thank You Letters can make a bigger difference than 
you might think.  Try sending one and see.  It may even 
make the difference between the job going to you or 
someone else. 
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 Thinking Outside the Box - Stand out among the crowd 

If you want to be one of those people who sticks out 
among the hoards of job seekers, here are a few ways to 
think outside the box: 

SELF-BRANDING 

Self-branding is a way of advertising your self using dif-
ferent types of media.  For example, the computer net-
works, such as Facebook, Twitter, LinkedIn, and 
MySpace is one form of self-branding.  Another way is 
using a free blogging website to get your name out 
there, such as Wordpress.com or Thoughts.com.  Con-
sider creating your own business card, your personal 
profile in a snapshot, to hand to employers that you 
meet spontaneously while you are out and about.  An-
other suggestion might be the mail out. 

About some of the less-known computer networks: 

Twitter: an online micro-blogging platform that allows 
its users to create communities and groups based on 
similar interests and hobbies.  Groups are focused on 
resource pooling in the form of links and advice. 

LinkedIn: a website focused for professionals in any in-
dustry and not meant as a casual, social network.  Your 
profile reads like an on-line resume, and you can con-
nect with other professionals in your field, and expand 
your network to include people from all over the world, 
ƛŦ ȅƻǳ ǿƛǎƘΦ  LŦ ȅƻǳΩǊŜ ǎŜƭŦ-employed or a freelance con-
tractor, this is an ideal site for networking.  Employers 
can also set up entire profiles for their company, allow-
ing employees to connect with each other and as a re-
cruitment tool for potential employees.   

Blogging:  free blogging websites are another way to get 
your name out there, and they are more personal in that 

ƛǘΩǎ ȅƻǳǊ ŎƻƴǘŜƴǘ ǘƘŀǘ ƛǎ ǇǊŜǎŜƴǘŜŘ ƛƴ ȅƻǳǊ ōƭƻƎ ŀƴŘ ƛǘǎ 
main purpose is to give you a soap box to tell the world 
about yourself, rather than as a social network to con-
nect with others as friends.  You are also able to set up 
your account so that when a person does a search, such 
as someone looking for an accountant, you can put 
ΩŀŎŎƻǳƴǘŀƴǘΩ ŀǎ ƻƴŜ ƻŦ ȅƻǳǊ ƪŜȅ ǿƻǊŘǎ ƛƴ ȅƻǳǊ ǎŜǘǘƛƴƎǎ 
to bring up your site to a potential employer seeking 
someone to fill that role.  What you might find even 
more useful is that with some blogs, such as Word-
press.com, you can link it to your Twitter account. 

Mail outs 

Ever considered advertising yourself like a company?  
This is a method best suited to the creative, word-savvy 
personality.  They have to be well-written to be effec-
ǘƛǾŜΦ  Lƴ ŀ ƴǳǘǎƘŜƭƭΣ ƛǘΩǎ ŀ Ƴŀǎǎ ŀŘǾŜǊǘƛǎƛƴƎ Ƴŀƛƭ-out, en-
ticing potential employers with you as their solution to 
their business problem.  Consider putting forth a ques-
tion to them as a way to catch their attention, and fur-
ther hold their interest by telling them what their com-
Ǉŀƴȅ ǿƛƭƭ Ǝŀƛƴ ōȅ ƘƛǊƛƴƎ ȅƻǳΦ  !ƎŀƛƴΣ ǘƘƛǎ ƛǎƴΩǘ ŀ ƳŜǘƘƻŘ 
for everyone and it has to be tasteful and creative.  You 
ŘƻƴΩǘ ǿŀƴǘ ǘƻ ŎƻƳŜ ŀŎǊƻǎǎ ŀǎ ǎƻǳƴŘƛƴƎ ƭƛƪŜ ŀ ǎƴŀƪŜ-oil 
salesman. 

Personal Business Card: 

This is a good tool to promote yourself wherever you 
are.  It gives a brief description of your skills and contact 
information.  We have staff that can help you with this 
if you are interested.  Simply book an appointment. 

Learn and use effective communication skills  

Whether it is dealing with difficult clients, customers, co
-workers or supervisors, effective communication is es-
sential to acquiring and maintaining employment.  
Learn how to communicate in a manner that is appro-
priate for each situation.  If necessary, gather feedback 
from friends, family members or other colleagues to see 
if you need to polish your communication skills. 

Your  ultimate goal may not happen in one step   

In this economy, you may find that reaching your dream 
job will have to be done in steps.  Consider thinking of 
acquiring a new job in terms of what it may offer you 
further down the road, such as new skills and experi-
ence, or a promotion.  Always remember you are build-
ing your contacts, reputation and references, so do your 
best to stay positive and have fun! 
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Additional handouts available at our Centres that you might find helpful: 

 Turning Temporary into Permanent 

You have landed your dream job!  There is only one downsideτit is tem-
porary.  Not to worry, there are things you can do now to improve your 
chances of working beyond the season. 

Your first contact with the employer can set the stage for future employ-
ment opportunities with them.   

ResumeτWhen developing your resume, always be specific on your job 
objective about the type of work you want.  However, it is also important  
to indicate your flexibility and interest in securing full-time employment 
with them. 

InterviewτThere are questions you could ask potential employers to show 
your interest in continuing employment longer.  Here are two samples: 

1. How many seasonal employees are eventually offered permanent work? 

2. What can I do to demonstrate my value as a permanent employee? 

While you are employed, why not show how valuable you are as an em-
ployee by working all the hours you can.  Learn as much as possible about 
your job and the company, ask questions, and volunteer to help out when-
ever possible. 

The season or rush period of work they have hired you for has gone and so 
has the need for your position.  Do not despair.  Stay positive.  Let your 
supervisor know how much you have enjoyed your experience and your 
interest in working with them again.  Stay in touch and let them know you 
are available whenever needed. 

We want 

you to 

work here 

fulltime!  

BEFORE 

DURING 

AFTER 
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