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Service Canada 

Centre for Youth - Ottawa
Service Canada Centres for Youth offer a variety of 
services that benefit both students and employers. 
One-on-one counselling and workshops:

· Creative job search techniques

· Resume and cover letter writing

· Job interviews

· Health and Safety in the workplace


Resource area that provides:

· Free use of photocopier, fax machine and Internet 

· Job postings (bulletin boards and Job Bank kiosks)

· Casual job registry

· Publication and resource library

Information concerning:

· Federal, provincial and municipal programs

· Internships and summer placements

· Student business loans and how to finance your education

· Volunteer work

· 
· Labour Market Information

· Employment Standards and Human Rights
Service Canada Centre for Youth - Ottawa (Open year round)
300 Laurier Avenue West (2nd Floor)

Ottawa, ON
K1A 0J6

Phone: (613) 993-9911

Fax: (613) 991-1849

Email: On-ottawa_stu_edu-gd@servicecanada.gc.ca
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Service Canada Centre for Youth - Kanata (Summer Centre)
150 Katimavik Road

Kanata, ON
K2L 2N2

Phone: (613) 254-5701

Email: sccykanata@gmail.com
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Tips for 
a Successful Job Search
Build a Network
What is a network?

· Friends, family, associations (sport teams, past employment, community groups, church, etc.).

How do I use it?

· Let everyone know that you are looking for a job.
Why use it?

· It increases the probability of finding a job. It is not always what you know, but who you know.

Visible Job Market

Publicly advertised job openings represent less than 15% of all available jobs.
Hidden Job Market

Unadvertised openings filled by word-of-mouth through friends, family and colleagues (your network) represent 85-90% of available job opportunities.












· 
· 

· 
· 
Writing a Cover Letter
Your Name

Address

Phone number

E-mail address

Month date, year

Employer Name

Title

Name of business

Business address

Mr. / Mrs. Employer name, 

First Paragraph:


State the purpose of your letter – submit your application, mention the job title and reference number, as well as the source of the job offer (for example, Job bank or the newspaper). If someone has referred you to the company, mention it. 

Second Paragraph:


Explain why this job interests you and explain why the employer should hire you (list your qualifications, interests, aptitudes, knowledge and experiences); invite the employer to refer to your resume. Describe your qualities by presenting examples taken from your previous work experience. It’s important to show that this experience will add to their company. 

Third Paragraph:


Encourage the employer to contact you for an interview by mentioning your availability and your phone number. Thank the reader for his or her time. 

Sincerely, 

Signature

Name

A few things to note…

· Do not use a general greeting: specify to whom the letter is directed. If you are not sure, call the business and ask for the name of the person responsible for the hiring. 

· To be consistent, use the same font for your letter as you have chosen for your resume. 

· Keep the letter to one page, and keep the paragraphs short and to the point.

· Personalize your cover letter: change it to suit every individual job application you send out. 

· Try to use the same vocabulary as the employer used in the job offer – those are the key words / qualifications they are looking for. 

· Do a little research on the business first to learn more about the nature and functions of the business. 

Sample Cover Letter
Stu Dent

300 Laurier Ave West

Ottawa, Ontario K1A 0J6

(613) 993-9911

on-ottawa_stu_edu-gd@servicecanada.gc.ca
June 12, 2007

Mr. E. M. Ployer

Human Resources Manager

Yum Yum Foods

303 Longmeadow Drive

Ottawa, Ontario K1C 2G5

Dear Mr. Ployer,

I am writing to apply for the position of server as advertised on the Job Bank website. My customer service skills and dynamic personality make me well-suited to the demands of a restaurant environment.

Throughout my studies at university, I have had the opportunity to develop research, writing and presentation skills. I have prior experience in the customer service field and am an active volunteer at The Food Cupboard. These responsibilities have allowed me to become effective in managing my time, prioritizing and multi-tasking. I have also demonstrated that I am able to communicate clearly in both official languages, written and spoken.

My resume is enclosed for your review. Please contact me by e-mail or phone if you would like any additional information. I am available for an interview at your earliest convenience and look forward to hearing from you soon. Thank you for your consideration of my application.

Sincerely, 

Stu Dent

Stu Dent

Enclosure: Resume

Sample Functional Style Resume
Jamie Boss

300 Laurier Ave. West

Ottawa, ON, K1A 0J6

Telephone: (613) 993-9911

Employment Goal:




To acquire employment in a retail outlet where I can develop my interpersonal skills.

Skills:

Personal Highlights



- Professional attitude


- Enthusiastic and hard-working



- Team player



- Work well under pressure



- Organized


Communication skills



- Bilingual in English and French



- Excellent customer service skills



- Effective oral presentation skills


Computer skills



- Word processing: Microsoft Word 2002, Word Perfect 10



- New media: Internet Explorer 6, Netscape Navigator 5, E-mail



- Spreadsheet: Excel 2002, Quattro Pro 10


Education:


1998-present





                             Greenbelt High School, Ottawa


- Presently completing grade 12

- Courses of interest include mathematics and physical education

References:




Available upon request

Tips for a Spectacular Resume:

                          DO:

DO NOT:
- Have an organized layout;
                                             - Include your social insurance number (SIN),


- Use action verbs;
                                               your age or your citizenship;

- Use short descriptive sentences or point form;                 - Write the words “Resume” or “Professional

- Use a consistent writing style;                                             Profile” at the top of your page;

- Be honest;
                                             - Repeat the same words / sentences;

- Avoid repetition
                                             - Include contact information of past employers

Sample Combination Style Resume
Jaime Boss

300 Laurier Ave. West ( Ottawa, ON, K1A 0J6 ( Telephone: (613) 993-9911

OBJECTIVE:     

To obtain a position as a junior editor, where I can gain valuable experience in my field of study.

EDUCATION:


Greenbelt University


    2007 - Present

· Currently completing second year of B.A Honours Specialization in English

· President of the Student Association

· Awarded John Doe Volunteer Award and French Fellowship 

· Editor-in-Chief of University Newsletter

PROFESSSIONAL EXPERIENCE:


ABC Law Firm







                       Sept – April 2007


Receptionist

· Greeted and directed clientele both in person and by phone

· Scheduled appointments 

· Composed memos

· Organized files and documents


Greenbelt Press








     Summer 2006


Volunteer Columnist

· Assisted with editing duties

· Answered queries from the general public

· Maintained Classified section of newspaper

QUALIFICATIONS:

· Fluently bilingual in both official languages

· Solid knowledge of Microsoft Office software and spreadsheets

· First Aid Certification

REFERENCES:


Available upon request
Optional Resume Content:


What to Include if you Lack Experience:
      - Objective





 - Volunteer work





      - Relevant training




 - Extracurricular activities

      - Achievements / Awards



 - Skills 

      - Personal interests



 - Education

      - Scholarships




 - Interests and hobbies

                  - Technical toolkits 



 - Qualifications
Power Packed Action Verbs
A

Accomplished

Accounted

Achieved

Acquired

Acted

Adapted

Addressed

Administered

Advised

Analyzed

Approved

Arranged

Assembled

Assessed

Assigned

Assisted

Authorized

Awarded

B

Balanced

Briefed

Brought

Built

C

Calculated

Cared

Carried out

Catalogued

Catered

Clarified

Classified

Coached

Collaborated

Collected

Communicated

Compared

Compiled

Conducted

Consulted

Contacted

Convinced

Cooperated

Coordinated

Corresponded

Counselled

Created

Critiqued

Customized

D
Dealt

Decided

Delegated

Delivered

Demonstrated

Designed

Detailed

Detected

Determined

Developed

Devised

Directed

Discovered

Dispensed

Displayed

Distributed

E
Earned

Edited

Educated

Employed

Enabled

Ensured

Entertained

Equipped

Established

Estimated

Evaluated

Examined

Explained

Expressed

F
Facilitated

Familiarized

Filed

Fixed

Formulated

Fostered

Found

Founded

Funded

G

Gathered

Governed

Graphed

Guided

H
Handled

Headed

Held

Helped

Hired

I
Identified

Illustrated

Improved

Implemented

Increased

Informed

Installed

Instructed

Interacted

Interpreted

Intervened

Interviewed

Introduced

Invented

Inventoried

Investigated

Initiated

J
Judged

K
Kept Informed

L
Learned

Led

Listed

Lobbied

Located

Logged

M
Made

Maintained

Managed

Manipulated

Marketed

Mastered

Matched

Measured

Mentored

Met

Moderated

Modified

Monitored

Moved

N
Negotiated

Nursed

O
Obtained

Offered

Operated

Ordered

Organized

Oversaw

P
Participated

Perceived

Perfected

Performed

Photographed

Planned

Prepared

Presented

Prioritized

Problem solved

Processed

Produced

Programmed

Proof-read

Proposed

Protected
Provided

Publicized

Published

Purchased

R

Raised

Ran

Read

Received

Recommended

Recruited

Redesigned

Referred

Regulated

Repaired

Reported

Reproduced

Researched

Resolved

Responded

Restructured

Reviewed

S
Satisfied

Scanned

Searched

Selected

Served

Serviced

Set up

Shared

Sold

Solved

Sorted

Spoke

Straightened

Strengthened

Studied

Summarized

Supervised

Supplied

Surveyed

T

Taught

Team-built

Tested

Trained

Transferred

Translated

Trimmed

Trouble-shot

Tutored

Typed

U
Updated

Used

V
Verified

W
Washed

Weighed

Withdrew

Worked

Wrote

	Is it well printed on good quality paper? 
	

	Is any colour used? If colour is used, is it appropriate for the type of company and job for which you are applying?
	

	Is the layout professional and inviting to the reader? Is it easy to read, using bullets and bolding?
	

	Is it clearly and concisely written? Are all of the sentences written in a professional work language?
	

	Is it free of grammatical, spelling and typographical errors?
	

	Does it emphasize qualifications relevant to the position you are seeking? (Use qualifications listed in the job posting)
	

	Are action verbs used to describe your skills?

(Refer to the Power-Packed Verbs List)
	

	Does it stress your work related accomplishments before the job duties? Have you used dates, facts and figures applicable?
	

	Has personal data been omitted? (birth date, SIN #)
	

	Have you have included an e-mail address? Is it appropriate?
	


Resume Checklist
How to write a Reference Sheet
Reference’s name
_______________________
Relationship to you (i.e. Former manager)
_______________________

Current position title (optional)
_______________________
Name of company (optional)
_______________________
Phone Number

John Doe
Former Supervisor


Sales Director

ABC Limited


613-555-5555

Tips to Remember:

· Make sure you have current phone numbers for all of your references.

· It is important to format your reference sheet to match your resume format. This makes it more identifiable to employers.

· When you go for an interview it is a good idea to let your references know ahead of time that they may be getting a call. It is also a perfect time to inform them of what position you are being interviewed for, and what skills are required for the position. This way, they can make sure to highlight your relevant skills. 

· Never give your references out before your interview unless asked by the prospective employer. This shows that you can be discreet regarding your references’ personal information. 

· Do not include family members as references.

The Job Interview
Prepare for the Interview…
· Bring a resume, with all references or a letter of reference if you have one.

· Bring a pen and paper to jot things down.

· Dress appropriately for the job. If you don’t know, find out ahead of time.

· Impress receptionists, as they may do pre-screening for the employer.

· Be on time or early. Make sure you know how to get there. Go alone.

· Find out as much as possible about the company and the job as possible, this shows initiative on your part.

· Anticipate possible questions and prepare answers ahead of time.


Questions you might be asked by the interviewer:
· What brings you to our company? What do you know about our company?

· Tell me about yourself.

· What skills make you more qualified for this position than others?

· What kinds of supervisors do you prefer, and why?

· What is your greatest strength and your greatest weakness? Explain.

· Do you prefer to work alone, or as part of a team, and why?

· Tell me about a time you had to deal with a difficult customer.

· Give me an example of a time in a work setting when you did more than what was expected of you.

· Do you have any questions?

Interview Dos and Don’ts…

Do...
· Look directly at the interviewer. Smile and maintain eye contact.

· Be ready to shake hands. Do not sit until asked to do so. Thank the interviewer for having the opportunity to talk with him/her.

· Be sincere. Sell yourself without bragging. Be natural and let your sense of humour show. And be honest. If you don’t know something, acknowledge it.

· Think carefully before you answer. It is quite acceptable to pause before responding in order to organize your thoughts.

· Try to project enthusiasm, interest, motivation, flexibility, and willingness.

· Be calm and poised. Be aware of nervous habits, and try to control them.

Don’t...

· Be late. If you are going to be late or can’t make the interview for legitimate reasons, call the employer to explain, and ask to reschedule for another time.

· Exaggerate, or compare yourself to other workers.

· Chew gum or smoke.

· Focus on salary and benefits or financial problems.

· Cross your arms over your chest. This gesture makes you seem defensive.

· Give just “yes” or “no” answers. One-liners are conversation stoppers.

· Use flattery. An interviewer will recognise it, and consider you insincere.

· Criticize or insult your old job or previous employers.

Working in Ontario: What you need to know
Minimum Wage

· $8.75/hr  General (students age 18 and over)

·  $8.20/hr  Students under 18 (less than 28 hrs/wk while in school)
·  $7.60/hr  Liquor Server (must be over 18 years to serve alcohol)
Hours of Work

· Maximum 8 hours per day, or 48 hours per week. An employer must request a permit from the Ministry of Labour so that a student can work beyond these hours, but the student is NOT required to do so.

· Overtime: a student worker must be paid at least 1.5 times the regular rate for all hours over 44 hours in a week.
Meals and Coffee Breaks

· Employers must give employees a meal break of at least 1/2 an hour if the employee has worked for more than 5 consecutive hours.

· The employer does not have to pay for this time, however, if the employee is REQUIRED to stay at the workplace for the break, they must be paid.

· The employer decides other breaks. If employees are required to stay at their workplace for the breaks, the time is working, and must be paid.
Minimum Age to Work in Ontario

· 18 years for window cleaning or for working underground in a mine.

· 16 years for construction, forestry, logging industry, or apprenticeships. 

· 15 years for factory work, work on a vessel, or restaurant kitchens.

· 14 years for all other workplaces in Ontario.

Health and Safety in the Workplace
You have 3 FUNDAMENTAL RIGHTS:

· The right to KNOW about safety hazards and how to work safely
· The right to PARTICIPATE in creating and maintaining a safe workplace
· The right to REFUSE UNSAFE WORK

Employers’ responsibilities

· Provide a safe and healthy workplace. 

· Train employees on potential hazards and ensure employees have the required certification. 

· Correct unsafe actions and conditions. 

· Ensure protective equipment is available and being used. 

· Report and investigate all accidents and incidents. 
Employees’ responsibilities

· Know and comply with all regulations. 

· Protect yourself, your co-workers and members of the public who may be affected by your actions. 

· Report unsafe actions and unsafe conditions to your employer. 

· Use protective equipment as required by the employer. 

· Report any accident, incident or illness immediately to your employer.
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