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WELCOME 
Welcome to this exciting learning programme. We hope that you will have a pleasant learning 
experience with us. We strive to continually update our learning programmes to ensure that we are 
relevant and up to date with the latest changes in the industry. 
 

ABOUT THIS PROGRAMME  
This programme is divided in the following categories, based on the exit level outcomes and related 
assessment criteria: 
  

1. Investigating possible employment opportunities in own area. 
2. Investigating the requirements for specific work opportunities. 
3. Matching own personal profile to career and labour market opportunities. 
4. Demonstrating knowledge and understanding the process of accessing work/income-

generating opportunities. 
 

Provide any 5 reasons why you enrolled for this course. (How can you benefit from this 
certificate/) 
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MODULE 1 :EMPLOYMENT OPPORTUNITIES IN YOUR AREA 
1.1 Gather information about work and employment opportunities from a variety of 
sources. 

Personal Contacts 

Families and friends can be extremely helpful in providing career information. While they 
may not always have the information needed, they may know other knowledgeable or 
influential people and could be in a position to put a job seeker in touch with them. These 
contacts can lead to an "information interview," which usually means talking to someone 
who can provide information about a company or career. This person should have the 
experience to describe how he or she has trained for the job, received promotions, and 
indicate their likes or dislikes about the job. Not only can the person advise what to do, he 
or she can also advise what not to do. 

Libraries and Career Centres 

Libraries offer a great deal of information about careers and job training. Begin by searching 
the catalogue under "vocations" or "careers" and then look under specific fields of work that 
match areas of interest. For instance, those who like working with animals can find 
descriptions about the work of veterinarians and veterinary assistants, zoologists, animal 
trainers, breeders, groomers, and others whose occupations involve working with animals. 
Trade publications and magazines describe and discuss many kinds of work in various fields. 

Counsellors 

Counsellors are professionals trained to help clients assess their own strengths and 
weaknesses, evaluate their goals and values, and determine what they want in a career. 
Counsellors can be found in: 

• High school guidance offices 
• Placement offices in private vocational or technical schools 
• College career planning and placement offices 
• Vocational rehabilitation agencies 
• Counselling service offices offered by a community organizations 
• Private counselling agencies 
• State employment service offices 

The Internet 

The Internet provides much of the same job information that is available through libraries, 
career centres, and guidance offices. However, no single network or resource will contain all 
the desired information. As in a library search, one must look through various lists by field or 
discipline or by using keyword searches. 
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Organizations 

Professional societies, trade associations, labour unions, business firms, and educational 
institutions offer a variety of free or inexpensive career materials. Most major companies 
have career days or open days, these can be a good source of information and are usually 
free. This is a great networking opportunity. 

Education and Training Information 

All jobs require some kind of training, even those that primarily utilize simple, everyday 
skills. Many people acquire these most basic job skills during the process of growing up and 
through compulsory education. Additional on-the-job training is often sufficient for success 
in a first part-time job. Most career jobs, however, require more education and training than 
can be provided through basic life experience and new employee orientation programs. 

JOB search methods 

Successfully finding a job starts with knowing where and how to look for one. Most job 
seekers are familiar with the image of a prospective employee pouring over the "Help 
Wanted" advertisements in the local newspaper. However, while hundreds of jobs may be 
listed in the classified ads, this is not necessarily the most effective resource for job-hunting. 
The table below provides a list of some sources of job listings; some of these are discussed 
in more detail below. 

Where to learn about job openings 

• Personal contacts 
• School career planning and placement offices 
• Classified ads 

o National and local newspapers 
o Professional journals 
o Trade magazines 

• Internet networks and resources 
• State employment service offices 
• Federal government 
• Professional associations 
• Labour unions 
• Private employment agencies and career consultants 
• Community agencies 

Personal Contacts—Networking 

A good place to start collecting information is from family, friends, and acquaintances. One 
should not be afraid to ask friends or relatives if they know of  available jobs. Many people 
get jobs through personal contacts. Often, a friend or family member will not personally 
know of available jobs, but will be able to provide an introduction to someone else who 
does. This kind of networking is useful to job-hunters at any stage of career building. A 
young person's first job often results from a peer connection or a referral from a teacher or 



120313 Work Opportunities,.                            page 6/ (24 

                                                                                                                                                                  6/24                
 

parent. Later on, word-of-mouth recommendations from professional peers may open 
doors to interviews, although they generally do not have significant influence on actual 
hiring decisions. 

Classified Ads 

"Help Wanted" advertisements may provide leads to prospective jobs. The listings do not 
contain all of the job openings available in a particular area. Classified advertisements 
usually do not provide pertinent information about the available positions. Ads generally 
offer little or no description of the jobs, working conditions, or pay. Some advertisements do 
not identify the employer. They may instead offer only a post office box number to which a 
résumé (CV) should be sent, which makes follow-up inquiries very difficult. It also makes it 
difficult for the job-hunter to learn anything useful about the company. Furthermore, some 
advertisements refer job seekers to employment agencies rather than to actual employers. 
Here are some helpful reminders about using classified advertisements in a job search: 

• Classified ads can be useful resources, but they should not be the only source of 
prospective job information. 

• Ads should be answered promptly; openings may be filled even before the ad stops 
appearing in the paper. 

• The Sunday edition of a newspaper usually includes the most listings, but some jobs 
appear only in weekday editions; read the classified ads daily for the best exposure. 

• Ads that emphasize "no experience necessary" are often for jobs characterized by 
low wages, poor working conditions, or commission work. 

• It is useful to keep track of ads responded to; good records should include both the 
date of the ad and the date of response to it, and the specific skills, educational 
background, and personal qualifications required for each advertised position. 

Internet Networks and Resources 

Many people find that the Internet is a valuable source of job listings and job search 
resources and techniques. Internet resources are available whenever a job seeker has time 
to access them. However, no single network or online resource will contain all of the 
information on employment or career opportunities, so be prepared to search a bit. Job 
listings may be posted by field or discipline, so begin the search by using keywords. 

Public Employment Services 

These are local offices with free resources to help job-hunters find positions and to help 
employers find qualified workers. Telephone listings under "Job Service" or "Employment" 
in the state government telephone listings will provide contact information for the nearest 
offices.  

Private Employment Agencies 

Private employment agencies can be helpful, but they are in business to make money. Most 
agencies operate on a commission basis, with the fee dependent upon a percentage of the 
salary paid to a successful applicant. Either the newly hired employee or the hiring company 
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will have to pay a sizable fee. Job seekers should find out the exact cost and who is 
responsible for paying the fees before using the service. 

College Career Planning and Placement Offices 

College placement offices assist in job placement for their students and alumni. They set up 
appointments and provide facilities for interviews with recruiters. Placement offices usually 
list part-time, temporary, and summer jobs offered on campus. They also list jobs in regional 
business, non-profit, and government organizations. Students can receive career 
counselling, testing, and job search advice and can also use career resource libraries 
maintained by placement offices. Access to these resources is usually included in tuition 
fees. 

Community Agencies 

Many non-profit organizations, including churches, synagogues, and vocational 
rehabilitation agencies, offer counselling, career development, and job placement services. 
These are often targeted to a particular group, such as women, youth, minorities, ex-
offenders, or older workers. 

Employers 

It is possible to apply directly to employers without either a referral or a posted job opening. 
Potential employers can be found in the Yellow Pages, directories of local chambers of 
commerce, other publications that provide information about employers, and in Internet 
listings of employers in any given geographic area. 

1.2 Classify work opportunities in terms of categories of employment. 

 
Examples of employment types:  

• Full-time employees (Permanent/Regular employees) are employed in a permanent 
capacity and are scheduled to work the company’s full-time working hours. The 
employees do not have a predetermined end date of employment. Generally, they 
are eligible for the full benefits package, subject to the terms, conditions and 
limitations of each benefit program. 

• Regular Part-time employees (Permanent Temporary employees) are employed in a 
permanently temporary position and work on a schedule of hours pre-determined 
by the employer each week. Part-time employees are eligible for some of the 
benefits offered by the company, subject to the terms, conditions and limitations of 
each benefit program. 

• Temporary part-time employees are hired as interim replacements to temporarily 
supplement the workforce or to assist in the completion of a specific project and are 
temporarily scheduled to work less than the company’s full-time schedule for a 
limited duration. Employment beyond any initially stated period does not in any way 
imply a change in employment status. 
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1.3 Identify ways of  accessing employment with examples. 

Networking 
It is said that the majority of job vacancies are never advertised, often referred to as the 
"hidden job market." To land these jobs, seekers will need to find a way to get a foot in the 
door. Networking can go a long way in locating job opportunities; even if no one you know 
directly has knowledge of a job opening, there is a chance they know someone who does. 

Networking can be done both in person and online. You can join professional associations, 
attend events for graduates of your school, or aim to connect with professionals who work 
in your field. Various online tools also exist, such as LinkedIn, which allow you to network 
with other professionals and learn out about possible job openings. You may also be able to 
meet other professionals through social networking sites like Facebook or Twitter. 

Referrals 
Referrals also come from individuals you know, however, this method may get you an 
invitation to apply for a position without actually searching for a new a job. Some employers 
offer incentives to their employees for referring a successful candidate to their company - a 
win-win situation for everyone. You get a new job, and your contact gets a finder's fee for 
attracting a top-notch employee.  

Job Boards and Career Websites 
Job boards were traditionally just that - boards posting vacancies and employment 
opportunities. Though some of these boards may still exist in a literal sense, many job 
boards have moved toward a virtual format. Often federal or state governments will provide 
job boards and job banks that job seekers can access. You can also use job search engines 
on the internet or the vast number of career-related websites that post job openings, such 
as Monster.com or CareerBuilder.com. These websites function in a similar way to the 
traditional want-ads, however, they have a much quicker turnaround time and allow you to 
search a much larger number of jobs over a large area. 

Job Fairs 
Job fairs are typically targeted toward specific industries, though some job or recruitment 
fairs are more generalized. These ads will usually come with a list of the organizations that 
will be present. Investigate any companies that interest you, bring a number of resumes and 
be ready to sell yourself. Consider any conversations with recruiters as mini interviews that 
can set you apart from other applicants. Some organizations may even offer on-site 
interviews to candidates that match their requirements. (Weren't successful? Find out why. 

Company Websites 
If you already have your dream employer in mind, why not go directly to the career section 
of their website? If you watch for openings on their site, there is a chance you will find just 
the opportunity that you have been waiting for. Create a list of employers that you would 
like to work for and often visit their websites. If you are really set on working for a specific 
company it may take some time to find just the opportunity that fits your skill set. But if you 
have the luxury of time, this might be the optimal method for finding your dream job. 
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Cold Calling 
If you do not see any job listings posted for a company you are particularly interested in, you 
might consider making a cold call. You can use the telephone or email to contact individuals 
within an organization by finding their contact details on the company website or by 
inquiring with a receptionist. Contact individuals directly to find out if they foresee any 
upcoming vacancies and be sure to attach a copy of your resume to any emails you send. 
You can also ask for information about types of jobs and what kind of skills or qualities the 
organization looks for in a candidate. Keep in mind that this kind of contact may not always 
be well received, but there is always a chance it will give you the inside track on upcoming 
vacancies. 

Head Hunters and Recruitment Agencies 
If you are looking for some professional help in your job search, head hunters and 
recruitment agencies can definitely lend a hand (though in some cases it may come at a 
price). There are a number of organizations that hire through recruitment agencies because 
it helps to streamline the lengthy process of locating and interviewing candidates. Head 
hunters locate individuals to fill a specific vacancy within an organization or find a position 
for a job seeker who has hired their services. Payment is often based upon commission. 
Keep in mind that many high schools, colleges and universities have job placement services 
that can help new graduates to develop their resumes and assist both current students and 
alumni with their job searches. 

Temping or Internships 
Sometimes temporary employment can lead to permanent positions. If you are without 
work, finding a temporary position with a great company is a great way to get a foot in the 
door or provide you with useful business contacts to call upon in the future. Many 
recruitment agencies can assist with locating temporary or casual positions and contract 
work. Internships are a great choice for students who are just graduating from college and 
many schools' job placement services can connect students with opportunities. 
Volunteering can also be a great method for gaining valuable industry contacts.  

Creative or Outlandish Tactics 
In a competitive job market, some job seekers have moved toward more creative methods 
for drawing attention to themselves. Billboards, chain letters with a copy of your resume 
attached, or even pasting your resume to yourself and walking around the city as a human 
billboard are just some of the methods individuals have used to get noticed by potential 
employers. Though these methods can actually work, be cautious. You may get the 
attention of recruiters, but you may also be sending the wrong message. If you are going to 
resort to creative techniques, be sure that it's appropriate for the industry in which you are 
attempting to find employment. (Stand out from the rest of the applicants.  

The Bottom Line 
In the modern job market, finding the very best job opportunities often requires a 
combination of methods. Always keep in mind that there are a variety of methods available 
for finding job opportunities, all with their own strengths and weaknesses, so do not be shy 
to experiment with a variety of techniques. 
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MODULE 2: REQUIREMENTS FOR WORK OPPORTUNITIES 
2.1 Investigate entry requirements and training needed for a particular career or type of 
employment for three different fields or types of employment. 

Decide what to do 

In order to streamline the job application process, examine what your needs and   desires 
are for employment. You can narrow down your options by taking a few things into 
consideration: 

• Consider the career field. Whether you are transitioning from another field or are 
looking to make a lateral move, it is important to find work that is both challenging 
and rewarding for you. Knowing what you do not want to do is just as important as 
knowing what you do want to do. 

• Consider the skills required for a particular position. Feeling like your skills are being 
well utilized and acknowledged is a key factor in feeling satisfaction at a job. Having 
an idea about which of your skills will be tapped, and which you will be able to 
develop, is key to deciding on a worthwhile job. 

• Consider your salary and benefit requirements. Be honest and realistic about your 
bottom line. If you need health coverage and require a certain amount of income per 
month, it is best to hone in on jobs that fulfil those requirements. 

Questions to ask yourself: Instead of: 

Think through the following questions: 

• What’s the motivation behind the change? 

• Have you talked to a trusted mentor about what’s not working? 

 
Rushing into a new field because you’re 
dissatisfied with your current circumstances. 

Take time to fully assess your preferences, values, strengths 
likes/dislikes and goals. 

• What excites you? 

• Is the career you’re considering something you’re passionate 
about? 

• Does the career take advantage of your strengths, skills and your 
preferences? 

Limiting yourself to similar careers that don’t 
capitalize on your strengths, skills and 
preferences. 

Ask yourself; “Do I have what it takes for this career?” 

• Learn about the skills and credentials for the field you’re 
considering 

• Network with people in the industry to find out what’s important 
to the hiring managers in that field, and what skills and 
experience are required. 

• Consider volunteering to gain skills. 

Not having a clear understanding of what it 
takes to break into the new field. 
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2.2 Interview practitioners/employees in a selected field or type of work to ascertain the 
reality of the selected type of work. 

Do your research.  
Before you begin sending out resumes and cover letters en masse, look into the companies 
you are applying for. 

• Get a sense of the company’s personality and values by reading its mission 
statement. This information can come in handy when writing your cover letter and in 
an interview situation. 

• Read up on new products or services the company is providing. This information is 
often located in the company’s “news” section. This section can also be a source of 
information on community activities the company is involved in. 

• Review the jobs or careers section of the company website for insight into job 
openings. You may find more options for employment in other departments or 
locations. 

 

2.3 Discuss formal and informal learning institutions/providers in terms of the education 
and training opportunities available from each site. 

 
Informal learning: Informal learning is, by default, any learning that is not formal learning or non-
formal learning. Informal learning is organized differently than formal and non-formal learning 
because it has no set objective in terms of learning outcomes and is never intentional from the 
learner’s standpoint. Often, it is referred to as learning by experience or just as experience. 
 
Formal learning: Formal learning is normally delivered by trained teachers in a systematic 
intentional way within a school, academy/college/institute or university. 
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MODULE 3: PERSONAL CAREER OPPORTUNITIES 
3.1 Determining ways of labour market demands and investigating in relation to your own 
situation.  

The labour market is a factor market – it provides a means by which employers find the 
labour they need, whilst millions of individuals offer their labour services in different jobs. 

The Demand for Labour 

• Many factors influence how many people a business is willing and able to take on. 
But we start with the most obvious – the wage rate or salary 

• There is an inverse relationship between the demand for labour and the wage rate 
that a business needs to pay as they take on more workers 

• If the wage rate is high, it is more costly to hire extra employees 

• When wages are lower, labour becomes relatively cheaper than for example using 
capital inputs. A fall in the wage rate might create a substitution effect and lead to 
an expansion in labour demand. 

Shifts in the Demand for Labour 

The number of people employed at each wage level can change and in the next diagram we 
see an outward shift of the labour demand curve. The curve shifts when there is a change in 
the conditions of demand in the jobs market. For example: 

• A rise in the level of consumer demand for a product which means that a business 
needs to take on more workers (see below on the concept of derived demand) 

• An increase in the productivity of labour which makes using labour more cost 
efficient than using capital equipment 

• A government employment subsidy which allows a business to employ more workers 

The labour demand curve would shift inwards during a recession when sales of goods and 
services are in decline, business profits are falling and many employers cannot afford to 
keep on their payrolls as many workers. The result is often labour redundancies and an 
overall decline in the demand for labour at each wage rate. 

Labour as a Derived Demand 

• The demand for all factor inputs, including labour, is a derived demand i.e. the 
demand depends on the demand for the products they produce 

• When the economy is expanding, we see a rise in demand for labour providing that 
the rise in output is greater than the increase in labour productivity 

• During a recession or a slowdown, the aggregate demand for labour will decline as 
businesses look to cut their operations costs and scale back on production. 
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• In a recession, business failures, plant closures and short term redundancies lead to 
a reduction in the derived demand for labour. 

• In fast-growing markets, there is often a strong rise in demand for labour – for 
example an increase in demand for new apps for smart phones and tablets causes an 
increase in labour demand and then higher wage rates for app programmers 

3.2 Investigate different work environments and choose an occupation based on own profile 
and preferences.  

One of the key elements in choosing an occupation understands your personality. Successful 
people match their occupation to their personality.  

Personality Type Field of occupation 
Introvert Animal care, museum work, information 

technology, science 
Extrovert Human resources, public relations, sales, 

health, and wellness 
Organizer Publishing, administration, finance 
Artist Design, writing, marketing, public relations, 

theatre, music 
Caregiver Medicine, education, social services, 

administration, human resources, sales 
Enterpriser Academia, business, finance, law, 

government 
Idealist Social work, human resources, education, 

health and wellness, government, art 

3.3 Identify personal circumstances that could affect an employment decision and below 
an indication is given of how these could be accommodated in a specific situation.  

 
Many of the factors which affect the decision making process can lead to mistakes in the 
determining factor of employment. By being aware of the types of mistakes that can be 
made and understanding the reasons for the mistakes, a Team Leader is in a better position 
to avoid making them. 
Some common mistakes that decision makers should be aware of include: 

• Only hearing and seeing what we want. Each individual has their own unique set of 
preferences or biases which blinker them to certain information. The best way to 
deal with this problem is to identify your preferences and biases whilst attempting to 
be open to the information around you. 

• Placing too great a reliance on the information you receive from others. Often we 
rely on certain individuals to provide support and guidance. This may be a suitable 
course of action in many cases. However, if the individual is not closely involved in 
the problem situation they may not have the necessary information or knowledge to 
help make the decision. 

• Placing too little emphasis on the information you receive from others. This issue can 
easily occur in a team situation. In many cases the team members are the people 
who are most closely involved in a problem situation and they often have the most 
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pertinent information in relation to the problem. The best way to deal with this issue 
is to ensure that team members are involved in the decision making process. 

• Ignoring your intuition. On many occasions we are actually aware at a subconscious 
level of the correct course of action. Unfortunately, we often tend to ignore our 
intuition. 

 

Looking at the factors  above many of our personal factors  can influence our success of finding 
employment . Consider who you are and what is important to you, also consider the information you 
have at hand when making decisions
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MODULE 4: ACCESSING WORK OPPORTUNITIES 
4.1 Explain the steps in the process of securing employment or generating income with 
reference to a specific opportunity. 

1. Use the Backdoor. Once you know the job title and location look on LinkedIn or use 

Google to find the name of the hiring manager or department head. If this does not 

work, call and ask someone at a company function who is the VP of the department. The 

big idea: use the job posting as a lead to work rather than an application button to press. 

2. Get More Referrals. Getting a referral from someone in the company is the best way to 

get an interview. It is even better if the referral will give you a personal 

recommendation. If you are serious about getting a better job, networking to get 

referrals should represent 50% or more of your job hunting efforts.   

3. Be Different. “I had one candidate prepare a competitive analysis for a product 

marketing position in the telecommunications industry. He sent it to the VP who routed 

it to the Director. He told me he got an interview as a result.” 

4. Check the Postings for Similar Jobs. If the company is hiring for similar jobs, you will 

minimize your chance of being considered for the others if you apply directly to one. In 

your email to the department head, mention that you have noticed that the company is 

looking to fill a number of related positions and you wonder who is handling all of the 

requisitions. 

5. Prove You are a Contender. Put a short statement in your email describing some major 

accomplishment that clearly reveals you are qualified for the job/position. Include a link 

to a video or website that further validates your abilities in this area. Examples: this 

could be a product you worked on, a sample of your work, a credible public 

recommendation you received, or a demo you prepared. 

6. Use Higher Authority. In your email state you are also sending your resume (or alternate 

proof of ability) to others in the company. Name names and include titles. People will be 

reluctant to ignore your request if your proof of ability is credible and the people you are 

also contacting are more senior to the person. Just imagine how they would feel if you 

got hired by another company, or if the person with more authority asks why your email 

was ignored. 

7. Become a Passive Candidate. Correct or not, passive candidates are more desirable than 

active candidates. So in your emails mention that an associate sent you a link to the 

public job description, and since you are not actively looking, you would like to learn 

more before you became a serious candidate. You will still need to prove you are a 

viable prospect to get noticed, but being harder to get makes you more desirable. 
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8. Reduce Their Risk. There is a big risk when hiring someone for a full-time role, especially 

if you are not a perfect match. One way for a job-seeker to minimize the company risk is 

to offer to work on a contract or consulting basis until you can prove you are capable of 

handling the job and working with the people involved. Just making the offer can change 

how you are perceived as a candidate. 

9. Take Smaller Steps. It is much easier to arrange an exploratory phone conversation with 

a hiring manager than arranging a formal onsite interview.   
 

4.2 Select information from a personal profile which is relevant to a specific work position 
or income generating activity. 

 
Make sure your online presence is squeaky clean. Employers and recruiters often scour the 
internet looking for you, and any negativity they see can push you to the back of the pack. 
Ensure that you have a good credit management system and are free of any criminal 
activities/records as most companies do ITC checks and you can be disqualified for a 
particular position or for employment. 
 
When you do finally get an interview, be sure to dress for the job you want. Clothes that 
make you feel good and confident can influence the way you carry yourself in an interview. 
 
Be prompt. Plan to arrive at interviews 10-15 minutes ahead of time to allow for any traffic 
or public transportation issues. This will also give you a few minutes to compose yourself 
and review any notes you have brought with you. 
 
Show interest and enthusiasm at your job interview. Being positive and speaking about the 
job in a knowledgeable way shows you did your research, and that can win you big points. 
 
Refer to your notes. Ask you interviewer if it is ok that you take notes. Your notebook can 
double as a cheat-sheet where you list accomplishments and highlight stories that 
demonstrate your abilities. 
 
Employ proper etiquette. Following up with a thank you note after an interview 
demonstrates good manners and leaves a lasting impression. Try to make the note 
substantive and mention what you were able to take away from the interview. 
 

4.3 Compile a portfolio at a level suitable for submission to a prospective employer or 
sponsor. 

 
Write a resume. Even if the job you want does not require the submission of a traditional 
resume, having an up-to-date resume is highly recommended. Resumes not only outline 
your education and work history, but they can also point to specific  projects you have 
worked on or awards you have won. Information to include on your resume should entail: 
 

• Your current contact information, including your full name, phone number, mailing 
address, and email address. 
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• Your educational background. List the colleges you have attended (beginning with 
your most recent), the year you attended, and any degrees or certificates earned. 
You may opt to include your course of study. 

• Your work history for the past few years. The unofficial rule is one resume page per 
ten years of experience. Be aware that large gaps in employment, or multiple jobs 
within a short amount of time, will be something you may be asked about in an 
interview. Be sure to include dates of employment, the company name, your title, 
and a brief description of your activities. 

• Your relevant skills. This is your opportunity to list all the skills you have acquired 
through the years. Knowledge of office equipment, familiarity with computer 
operating systems, software programs (such as Microsoft Office Suite or Adobe 
Creative Suite), typing speed, database experience, and other relevant information 
should be included in your resume. 

 
Write a cover letter, if necessary. Make sure it is specific to both the company and the job. 
If possible, address the contact letter to a specific contact person. This demonstrates that 
you took the time to research the information and are not simply mass-emailing every 
employer you can find. Consider discussing the following topics in your cover letter: 

• How the company’s personality and mission align with your own values. 
• How your background makes you a valuable asset to the role and to the company. 
• What it is you hope to gain from working in this role. 
• What unique talents would you bring to this position? 
• What specifically interests you about this position? 

 
Get a second (or third) opinion. Ask friends or family members to review your resume and 
cover letter for typos. They may be able to point out things that are missing, or items that 
could be rephrased. 
 
If possible, get advice from someone working in the field you are applying for. Speaking to 
recruiters or hiring managers may be beneficial as well, as they are familiar with the 
qualities and qualifications employers are looking for. 
 
Locate references. Though you may not have to provide a list of references right away, it is 
wise to tap people early to ask whether they would consider being a professional reference 
for you. 
It is recommended that you secure at least three references. At least two of these 
references should be people whom you have worked with and who can speak to your job 
performance. 
Be sure you have your references' updated contact information, including mailing and email 
addresses, phone number, current title, and current company. 
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4.4 Formulate questions to be discussed with a prospective  employer or sponsor for own 
situations. 

  

Typical Interview Questions and Answers 

Why do you want to work for this company? Why are you interested in this job? 

The interviewer is trying to determine what you know and like about the company, 
whether you will be willing to make a commitment to the job, and if your skills 
match the job requirements. Your research will be a big help in formulating your 
answer to this question. Say as many positive things about the company as possible, 
show your interest in whatever products/services they sell and explain why the 
position fits with your career goals. 

Have you done this kind of work before? 

The interviewer wants to know if you can learn to do the job in a reasonable time 
and how much training you will need. Never say "no" to this question. Instead, stress 
the experience you do have that will assist you in learning the new job quickly and 
efficiently. No two jobs are alike and you never do exactly the same work. In all jobs, 
new skills, rules and details have to be learned. Be sure to mention the following: 

o Your past work experience. 
o Your education and training related to the job. 
o Volunteer work that might relate to the job. 
o Any transferable skills - e.g. organizational skills, people skills. 
o Your ability to learn quickly and how quickly you learned that type of work in 

the past. 

What kind of training or qualifications do you have? 

The interviewer is trying to find out what school credentials you have. If you have no 
formal school qualifications but have a lot of experience, you might say: 

o I didn't get formal school training for this job but I have (number) of years of 
experience in the field. I'm willing to learn new skills or go to school to get 
further training if I am offered the job. I learn quickly and I like to keep 
upgrading my skills. 

If you have just completed a training course but have little work experience, you 
might say: 

o I took a one year training program in (name of program) at (name of school) 
which is related to the job I'm applying for. I look forward to working in the 
field and putting into practice what I learned. I don't have a lot of work 
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experience in this area but I learn quickly. I know you will be happy with my 
work. 

Tell me about yourself. Why should we hire you? 

The interviewer is trying to find out about you, your job skills and how well you 
express yourself. Do not dwell on personal issues. State your best qualifications for 
the job. Be specific and include examples to support your statements. Try to show 
that you meet the employer's expectations. For example: 

o I am punctual, dependable and can be counted upon to finish what I start. I 
get a great deal of satisfaction from knowing that I have done something well 
and on time. For example, at my present job, I was given different work 
orders every day. It was my responsibility to finish the orders and make sure 
they all met quality and safety standards within a specific deadline. On 
occasion, I had to familiarize myself with the product and the production 
process. I was always able to learn quickly and carry out my job 
responsibilities. Our company was known for making excellent processed 
food products. In 1990, it received an award for being on of Canada's top 
companies in the field. I feel I can use the same skills and hard work to do 
well on this job too. 

What do you do in your spare time? 

Interviewers ask this question to see if your activities and hobbies might help the 
company and to get an idea of what kind of person you are outside your work life. 
Describe any volunteer work you do and any hobbies or interests that might relate 
to the job in some way. Stick to active hobbies, such as playing sports, carpentry, 
gardening, etc. Avoid mentioning inactive and non-creative activities such as 
watching television. 

What do you think of working in a group? 

The interviewer is trying to find out about your ability to get along with others. Focus 
on the following: 

o The advantages of working in a group. Explain how the various individuals in 
a group complement one another in carrying out certain tasks. 

o Give specific examples of your personal experience in a group 

How do you react to instruction and criticism? 

The interviewer is trying to find out how you get along with Supervisors and how you 
feel about authority. You might say: 

o I appreciate getting instruction and criticism when it is done fairly and 
constructively. 

With the kind of work experience you have had, do you think this job would bore you? 
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The interviewer may think you are over-qualified and want this job only until 
something better comes along. Stress that no job is ever boring because you always 
learn new skills. Mention how you would benefit by working for the company and 
vice versa. 

Why did you choose this line of work? 

The interviewer is trying to find out about your commitment to your career choice. 
In other words do you do it because you love the work or just take any job you can 
get for the money? If you did this work for many years and stopped due to a layoff, 
you might say: 

o I have done this for (number) of years. I like my work. The only reason I left 
my last workplace was because I was laid off. 

How well do you work under pressure or tight deadlines? 

This question indicates that the job you're applying for will involve working under 
pressure. Give examples of volunteer and paid work that involved pressure and 
deadlines. You could mention that we are always faced with pressure and deadlines 
in our lives and you do not mind the stress. Stressful situations are a learning and 
challenging experience. You might mention the following: 

o How you handled large rush orders at your last workplace. 
o How you prepared for exams and homework assignments while working full-

time and attending school part-time. 
o How you managed a crisis situation. (For example: a car accident) 

How often were you absent from work in your last job? Have you ever had any serious 
illness or injuries? Do you have any health problems? 

The interviewer is trying to find out if you have any health issues which will cause 
you to take a lot of sick days. You do not have to go into your health history for the 
interviewer. If you have health problems that do not interfere with your work 
performance, do not give the interviewer details about them. If you had a previous 
health problem that interfered with your work in the past, but is no longer a 
problem, do not volunteer this information. It no longer affects your work, therefore 
the employer does not have to know. 

If you have a health problem that will affect your work performance, explain your 
situation briefly and stress the positive points. I will be helpful to have a positive 
reference letter from your previous employer. This letter should explain the type of 
duties you did and stress that you are a steady worker who is responsible, 
hardworking and punctual. 

Are you bondable? 

This question indicates that the job involves working with money or valuable 
merchandise. Very likely the employer's insurance company requires that only 
bondable people be hired as a condition of their insurance policy. As long as you do 
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not have a criminal record, and you have not previously been denied a bond, you 
should answer "yes" to this question. Caution: If you answer yes when you are not 
legally bondable it is very likely that the employer will discover this. 

Have you ever been fired or quit a job? 

The interviewer is looking for clues to any problems you have had in previous jobs 
and if you may have the same problems in a new job. Try to: 

o Avoid saying anything negative about yourself or your previous employer. If 
you had problems, explain them without being negative. 

o Be careful not the use the word "fired" or "quit". Instead use words such as: 
"I changed jobs", "I was laid off", or "I needed a more challenging job". 

o If you were fired and are not on good terms with your previous employer, 
explain the reason why you were fired. Stress that you learned something 
from the previous situation. 

Why haven't you worked recently? 

The interviewer is looking for clues to serious problems or job difficulties that could 
carry over to a new job. You might say: 

o Since I was laid off from my previous employer, I have been actively looking 
for a job. However, as you know, there are many people looking for work and 
applying for the same jobs. I have always worked steadily but I haven't been 
able to find a job in the present job market. 

o After I got laid off from my previous employer, I decided to go back to school 
to upgrade my skills so I can get a better, more secure job. 

What are your long-term goals or career plans? 

The interviewer may want to know if you are ambitious, plan ahead, or if you set 
goals for yourself. The interviewer may also want to know what expectation you 
have of the company. You might say: 

o I hope to become very good at my job and perhaps take some schooling to 
become more skilled in my field of work. 

o I intend to learn (name of area or skills) very well so that I can be promoted 
to a higher position in (name skill or department). 

What do you feel are your greatest strengths? 

This is your opportunity to brag a little bit. It is important that you have done your 
research about the type of work that you are applying for. For example if you are 
applying as a production labourer and from your research you understand that this 
type of work required people that have the ability to meet quotas, work as a team 
and make improvement suggestions, then it is important for you to incorporate this 
into your strengths. 

o Example: 
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My greatest strength is that I have a lot of initiative. I am always looking for a 
better way to do things at work that I feel would save the company money 
and I can always achieve my production quotas. For example one time I was 
working at my station and I felt that I was wasting time by always having to 
walk to the other side of my station to get some parts. So I reorganized the 
station and my supervisor was really impressed as it increased my quota. 

What do you feel are your weaknesses? 

You never want to give any indication of any weaknesses that you have. Turn you 
weaknesses into strengths by working it to the employer's advantage. 

o Example: 

I am the type of person or is very hard on myself. I am always expecting 
myself to do a little bit more. However, I guess this works out well for my 
employer. 

Or 

I never like to leave work until I have everything finished completely. 
Sometimes this bothers me but I feel inside that it is important. 

Or 

I am the type of person who always takes my work home with me. This 
sometimes interferes with my personal life but I feel that work comes first. 

How would you describe your last employer? 

Never run down or say anything negative about anybody or anyone. The employer 
will feel that you will do it to them. You should state the positive things such as he 
had high expectations and I really respected him for that. He was down to earth and 
really knew the job I was doing, if I had any problems he was approachable and 
would always give me suggestion or he gave the responsibility to do a good job. 

o Example: 

I liked my employer. He/she treated me fairly and respected my work 

Or: 

I appreciated my previous employer having given me the opportunity to 
acquire a lot of skills and experiences in (name area of work skill). 

What five words would be describe you? 

These should be your transferrable skills such as reliable, punctual, organized, 
friendly, honest, cooperative, outgoing, easy to get along with, hardworking, 
energetic, take pride in my work, responsible, respected, dedicated. 
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What did you like about your last job? 

Say only positive things that you feel could transfer across to the position you are 
applying for. 

o Example: 

I liked my last job because I got along well with my co-workers and the work 
was challenging, fast paced and I was given a lot of responsibility to do a 
good job. 

Why did you leave your last position? 

Keep this answer simple. If you were laid off simply say so, If your company 
downsized, simply say so. Do not go into a lot of detail. If you were terminated you 
will have to say you were let go but always follow up that as a result you have 
learned how to overcome this and feel it will not affect you in the future. 

What are your long range goals? 

The interviewer is trying to figure out whether or not you are going to be a long term 
employee or whether or not you will be using this job as a stepping stone to another 
objective. So, you should try to assure him/her that your intention is to stay with the 
company and to grow in your career within the company. You should respond "I am 
looking for a position with a company where I can stay and grow with and I feel this 
position would give me this opportunity." 

What kind of machines or equipment have you worked with? 

This is your opportunity to give some detail of what actual work skills you have. 
Don't be vague, supply all of the information that you have to offer. 

What type of salary are you looking for? 

Do not get into this subject unless you are forced to. Even then you want to leave an 
impression that you are flexible in this area. 

What do you know about our company? 

This is your opportunity to show them that you have taken the time to research their 
company in particular. 

Do you have any other skills of experiences that we have not discussed? 

List any other skills that you have that are related to the position. You can also 
discuss any hobbies or volunteer experience you have and discuss any interest 
courses or educational upgrading you have. 



Investigate work opportunities in order to make a personal employment or work decision 
                                                                                                                                                            24/24     

                                                                                                                                                                  24/24                
 

Y O U R  N A M E  
2 2 2  F I R S T  S T R E E T ,  C A L G A R Y ,  T 3 A - 3 Y 5  

P H O N E  ( 4 0 3 )  0 0 0 - 0 0 0 0  •  E - M A I L  M E @ H O M E . C O M  

OBJECTIVE 
 [  Type Objective Here  ]  

EDUCATION 
 

200x - 200x [  School/Organization Name  ] [  City, Province  ]   
[ Diploma/Certificate/Degree/Major  ]  
 [ Details of education completed.  ]  

200x - 200x [  School/Organization Name  ] [  City, Province  ]  
[  Diploma/Certificate/Degree/Major  ]  
 [  Details of education completed.  ]  

WORK EXPERIENCE 
 

200x - 200x [  Company/Organization Name  ] [  City, Province  ]  
[  Job Title  ]  
 [  Details of position.  ]  

200x - 200x [  Company/Organization Name  ] [  City, Province  ]  
[  Job Title  ]  
 [  Details of position.  ]  

200x - 200x [  Company/Organization Name  ] [  City, Province  ]  
[  Job Title  ]  
 [  Details of position.  ]  

SKILLS 
 [  Click here and enter information.  ]  

REFERENCES 
 References and letters of recommendation available on request. 
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