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Creating a CV



• Name / Contact Information
• Professional Email

• Education
• Post-secondary only. Include high school if that is your only education.
• Awards/Certifications

• Employment History
• Reverse Chronological Order. Few bullet points outlining accomplishments and 

responsibilities. Only include roles that are relevant to the job.

• Examples/Metrics:
• Quantify your experience with facts and figures.

• Social Media:
• Include your LinkedIn if you are comfortable.

• Skills
• only include if they are pertinent to your job, or if you need a little bit of filler.

Creating a CV



• Avoid Objective Statements

• Avoid Using information that is dated

• Personal Information:
• Birthday, marital status, politics, religion, children, health, hobbies, etc.

• Photos

• Wall to wall texts:
• Include white spaces, bullet points sub-headers, etc.

• No page 3

Creating a CV



• An easy-to-read font. Serif or sans serif fonts are both fine and a 12 point 
size is ideal. Not sure if it’s easy to read? When in doubt ask for a second 
opinion.

• Avoid at all costs: handwriting fonts, cursive fonts, and other decorative 
fonts. 

• Do not use drop shadows, glow fonts, bevels or other font stylization.

• Use one or two accent colours at most. 

• Include white space to ensure your resume isn’t overcrowded and difficult 
to read.

• Do not include images. This includes a headshot of yourself. Hiring 
managers are not legally allowed to judge you for any reason beyond your 
merit for the job. 

Creating a CV



Space wasters are anything that fills up space but communicates very 
little of value to hiring managers and recruiters. Things like:

• An objective statement – hiring managers know you want to be hired. 

• References upon request

• A personal bio – A short (one paragraph) professional bio is fine. A bio 
that’s all about you – your hobbies, your interests, and your personal 
life is probably a no-go.

• Listing generic soft skills – Some of the many examples of this include 
hard-working, responsible, organized, team-player, etc. Show rather 
than tell. Use your achievements to showcase these skills in a more 
authentic way.

Creating a CV



Creating a CV



COVER LETTER



WHEN WRITING A COVER LETTER, YOU SHOULD:
• introduce yourself

• mention the job (or kind of job) you're applying for (or looking for)

• show that your skills and experience match the skills and experience needed 
to do the job

• finish with a call to action (for example, asking for an interview or a meeting).

COVER LETTER



HOW LONG SHOULD IT BE?
• Keep it short. A cover letter is meant to be a summary of your resume, so 

don’t write more than one page.

MATCHING YOUR COVER LETTER TO THE JOB
• Use a different cover letter for each job you apply for. Your cover letter needs 

to show that you know what the job involves, and what the employer is 
looking for.

• To do this, be specific about your skills and qualities. You also need to show 
how they match the needs of the job or the organisation.

COVER LETTER



3 WAYS TO MAKE YOUR COVER LETTER SPECIFIC:

1. Find out who to address it to:
• Try not to address your letter ‘To whom it may concern’. Find out the name of the 

person who will read your application. This might take a little effort, but it's worth it.
• If you found the job in an advertisement, it will probably name a person to send the 

application to. If it doesn’t, call the employer or advertiser and ask who to send the 
application to. Telephone is best, but email them if you can’t find a contact phone 
number.

• If you find out the person's name, don't use their first name. Use either ‘Mr’ or ‘Ms’ 
and their last name instead.

COVER LETTER



3 WAYS TO MAKE YOUR COVER LETTER SPECIFIC:

2. Find out more about the job

• When finding out who to address your application to, you could also try to contact that 
person so you can ask questions. This can help you match your cover letter (and resume) 
to the job.

• You could ask:
• Does the job involve working as part of a team?
• Who would I be reporting to if I got the job?
• Can you tell me more about the kind of person you're looking for?
• Is there a position description I can look at? (Only ask this if the job advertisementdoesn’t mention 

a position description.)

• Note down the answers to these questions as they can be used in your cover letter

COVER LETTER



3 WAYS TO MAKE YOUR COVER LETTER SPECIFIC:

3. Find out more about the company

• Find out more about the company so you can tailor your cover letter 
for the job. Here are some tips:
• If you know the name of the company, look for information online.
• If the company has a website, visit it (especially their ‘About us’ page).
• If the company name isn't in the advertisement, call the recruitment agency 

or advertiser and ask who the employer is.

COVER LETTER



Applications



• What information to keep?
• Person of contact and contact information

• Date of application

• Job position

• Organization and job description

• Where did you find the ad?

Application Tracking



Application Tracking

Organization Person of 
Contact

Contact 
information

Date of 
application

Job position Notes Where you 
found it

Company A James Jones j.jones@abc.c
a

24 January 
2019

Cashier Full-time
Day
Permanent

Jobboom

Company B Rebecca Khan Khan.r@abc.c
a

25 January 
2019

Receptionist Part-time
Contract
Day

Indeed

mailto:j.jones@abc.ca
mailto:Khan.r@abc.ca


Job Search Platforms



Job search vs recruitment platforms: What is the difference?

Job Search Platforms



• Different job search platforms
• Indeed

• Emploi Quebec

• Jobboom

• Workopolis

• LinkedIn

• Monster

• Simply Hired

Job Search Platforms

https://ca.indeed.com/jobs-in-Montr%C3%A9al,-QC
https://placement.emploiquebec.net/mbe/ut/rechroffr/erechroffr.asp?CL=english


• Recruiting platforms
• Quantum

• Adecco

• Randstad

• Aerotek

• Drakkar

• Fondation Ressources-Jeunesse

Job Search Platforms



• What it is important to look for in a job application:
• Main functions

• Educational level

• Years of experience

• Languages spoken

• Salary offered

• Number of hours a week

• Job status (permanent, temporary, contract, full-time, part-time, day, night)

• Job start date

• How to apply (email, mail, in person)

Job Search Platforms



Activity: Job Hunt!

• Find a call centre position.

• Find a position that requires only English.

• Find a position in your potential field.

Job Search Platforms



The Interview 



• An employer invites you to an interview to meet you and to know you 
better. 

• It can be a nerve-wrecking experience but there are ways to prepare 
for interviews

The Interview



1. Before the interview

What type of interview is it?
• One-to-one interview: most common type, where one person asks you questions

• Panel interview: you are interviews by more than one person at a time

• Competency-based interviews: these are more and more used, you will be asked to 
use examples to demonstrate your answers (if the job ad asks for teamwork skills, 
you may have to tell a past experience that demonstrated your teamwork skills ex: 
"Tell about a time when..." and "Share an example of a situation where...")

• Group interviews (one interviewer, multiple interviewees)

• Telephone interviews

• Video interviews

The Interview



1. Before the interview

Research the company
• What is their mission statement?

• What projects are they working on?

• Who are their competitors?

• Do a Google search to find recent articles or press releases about the employer

• If possible, researching your interviewer (through LinkedIn) and the role the interviewer 
plays in the company 

The Interview



1. Before the interview

Prepare your responses
• What are some questions that an interviewer might ask?

• Familiarize yourself with the job description 

• Don't forget to prepare some questions for the employer at the end of the interview.

• Arrive early (15 minutes before)

The Interview



1. Before the interview: an important method to know and 
understand

STAR Method: This method will help you with your 
competency-based interviews

Situation, Task, Action, Result

The Interview



Situation: 

Describe the context within which you performed a job or faced a 
challenge at work. This situation can be from a work experience, a 
volunteer position, or any other relevant event. Be as specific as 
possible.

The Interview



Task:

Next, describe your responsibility in that situation.

The Interview



Action:

You then describe how you completed the task or endeavored to meet 
the challenge. Focus on what you did, rather than what your team, 
boss, or coworker did. (Tip: Instead of saying "We did xyx," say "I did 
xyz.")

The Interview



Result:

Finally, explain the outcomes or results generated by the action taken. 
You might emphasize what you accomplished, or what you learned.

The Interview



2. During the interview

• Relax and remain confident and professional. Remember to smile and 
be friendly, even if you are nervous. You may be interviewed by 
several company employees, so be prepared. Shake hands and thank 
the interviewer(s) for the opportunity that they are providing.

• Get the names of all of your interviewers and refer to them during the 
interview by name.

• Express 100% interest in the position for which you are applying. 
Employers want to hire candidates who are enthusiastic about the 
position and company, so be sure to convey that you are eager to be a 
member of their team

The Interview



3. After the interview: Thank You note
• After your interview, always remember to send a thank you letter to each 

person who interviewed you. Collect the business cards of each person 
with whom you met so that you can be sure to follow up with them as well 
as ensuring that you spell their name correctly and include their title.

• A thank-you note should convey your appreciation for the interviewer's 
time, reiterate your interest in the position, and highlight some of your 
qualifications again for the employer. It should be sent within 24 hours of 
the interview.

• Your letter should be short, polite, and highlight some of your qualifications 
again for the employer. Try to mention something that you spoke about 
during the interview. This will help the interviewer remember you and it 
will make the note more personal. In this way, you are creating a very 
polished and professional image of yourself as a potential candidate.

The Interview



3. After the interview: Thank You note

• Paragraph 1 – Thank them for their time and reiterate your interest in the 
position.

• Paragraph 2 – A chance to address any unresolved issues:
• Is there a question that you wish you had answered better?
• Is there more information on a point that you forgot to bring up?
• Did the employer request more information on anything?

• Paragraph 3 – Reiterate your skills as they match the employer needs. 
Clarify this based on additional information you learned at the interview.

• Paragraph 4 – Thank the employer again and let them know how and when 
you plan to follow up.

The Interview



3. After the interview: Inquiring about the hiring decision

• Following up after the interview with an inquiry on a hiring decision 
may be an equally crucial step for the job seeker.

• "If you did not get details about their recruitment timeline during the 
interview, a general rule of thumb is if you haven't been contacted 
within two weeks after your interview, you can send a follow up 
inquiry. The sample email above can be easily adapted to fit your 
circumstance.

The Interview



3. After the interview: Inquiring about the hiring decision

• Example: 

• Mr. Jacobs, thank you again for your time during our interview on 
May 4th. During the interview you mentioned that you would be 
contacting candidates within a week to notify of your final decision. 
As it has now been a few weeks since our interview, I wanted to follow 
up and kindly request any update you are able to provide. I would 
greatly appreciate any information you can share on your next steps 
for the position."

The Interview



in groups of 2, ask each other interview questions

The Interview



?

The Interview


















