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Career Development Lecture Launcher 
 
LIFE MANAGEMENT 
Taking action is the strongest way to create success in your life. Success is a lifelong journey to 
which one continually adds goals for growth and development in all areas. 
 
Success has been defined as the progressive realization of these worthwhile goals. As we begin to 
experience success in short-range, this leads to achievement of more challenging long range goals. 
When this occurs we discover that we indeed have some degree of control over our own lives. 

The only real limitations are self-imposed! 
Living life without limits (such as self-imposed limits as well as limiting beliefs) is an ambitious 
target that many individuals seek to reach. 

Change your thoughts and you change your life experience 
Are you living your fullest? If not, perhaps it is your inner boundaries and limiting beliefs that 
disallow you from fulfilling your dreams and visions for your future. Here is how you can start 
living life without limits, self-limiting believes and how you can free yourself from self-imposed 
limits: 
 
1. Self-limiting believes only exist in our minds! 
In order to get rid of self-imposed limits we need to discover and remember the fact that these 
boundaries exist only in our mind. Limitations can only affect us when we believe them to be real. 
 
2. Start thinking big! 
An important and effective method to living life without limits and freeing yourself from self-
limiting believes is to “Think Big”. Once you start visualizing and dreaming about all the amazing 
things you can achieve in your life you actively destroy your self-imposed boundaries. As an aside 
note: Thinking big will also allow you to increase your motivation as you will be able to increase 
your desire for accomplishment 
 “Think little goals and expect little achievements. Think big goals and win big success.” ~ David Joseph 
Schwartz 
 
3. Identify constraints and limitations 
Your ability to identify constraints will have a huge impact whether you are able to free yourself 
from self-limiting believes or not. The process of identifying a constraint is necessary to 
recognize that self-limiting believes only exist in your mind. Alleviating constraints can speed up 
the process of achievement as well as your attempts to start thinking big! 
Ask yourself what is holding you back in order to identify constraints and self-imposed limits. 
Constraints could be the assumption that you need a university degree to make career. Another 
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limiting belief could be that your current environment is holding you back from personality 
development. Really important is that you start to identify constraints and believes that limit you 
 
4. Expand your limits 
You can gain a lot of self-confidence by expanding your limits and boundaries, even more important: 
you can remove limiting beliefs and start living without limits outside of your personal comfort 
goal. 
 
Once you start testing out your limits as well as expanding these you will notice that you can 
accomplish a whole lot more than you ever thought you could. You really need to discover that 
there are no limitations on what you can achieve in life. 
 
Allow yourself to start to think big and identify constraints, limiting believes and self-imposed 
limits that have constrained you in the past! 
 
Overall, limitations are only as strong as you view them. If you feel that you cannot overcome a  
particular limitation, then it becomes difficult or impossible for you to cross that barrier. 
 
Others view you just as you view yourself. If you feel you are capable enough and have the abilities  
to manage and overcome difficult situations, others also will tend to consider you capable and  
efficient. 
 
If you view yourself as missing opportunities due to unavoidable limitations, you pave your path 
through failures. 
 
Always cultivate the attitude of a successful fighter and project yourself that way to others. You 
need to defy the odds and emerge successful. Such an attitude instills in your mind positivity and 
only then can you put all of your energy and abilities to achieving success.   Never treat life as 
something static. Life is a permanent learning process. There is never any limitation or extent for 
education. Learning  
and self-education constantly teaches you new things and prepares you for exciting new 
experiences.  
 
Always be on the move, acquire new friends, look into newer opportunities, expand your horizons 
and learn more from you travels and experiences with people.  Everything needs time and effort to 
overcome. Develop your positive attitude and be forever ready to face to new challenges. Build a 
strong resolve to work hard with diligence and persistence. 
“Motivate Your Way to Success” by Dr. Jacob Gan. 
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Top 10 Reasons Why an Employer Should Hire You 

 
When you apply for a job, you know exactly what you're looking for. You want a company you 
love, great co-workers, a decent salary, a culture where you fit in and, most importantly, you want 
to love what you'll be doing. 
 
But do you ever consider what the employer is looking for in its employees? These days, 
competition is steep among job seekers; it's important to know what employers want in an 
employee before going into an interview so candidates can sell how they would be an asset to the 
company.  
 

Make a list of the top 10 reasons an employer should hire YOU! 
Memorize the list and be prepared to present in class.  Answers will vary; here are some examples: 

 Enthusiasm and Initiative 

 High Energy 

 Trustworthy 

 Team-player 

 Leadership  

 Creative problem-solving skills 

 Analytical thinker 

 Long term potential 

 Strong Online Presence 

 Proven Interpersonal Skills 

 Cultural Competence 
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The Resume 
 
WHAT IS THE PURPOSE OF THE RESUME? 

  The purpose of a resume is to open the door to a job interview   
 

  It is a tool you can use to sell yourself to employers 
 

  The resume is a summary of your qualifications and should highlight the skills and abilities you 
want the employers to notice 

 

  Your resume should include information specific to the job description such as:  key words, 
specific knowledge or skills and demonstrated experience 

 

  Based on the resume’s appearance, the reader forms a first impression.  For that reason, a 
resume should be easy to read, attractive, crisp, and clean 

 

  But above all, you have to get the interviewer’s attention!!  Make your resume noticeable and 
memorable!! 

 
A SUCCESSFUL RESUME WILL INCORPORATE THE FOLLOWING THINGS: 

  Target the employers needs 

  Target your goals and desires 

  Contain powerful marketing phrases 

  Show your qualifications 

  Hold the reader’s attention and maintain interest through content and design 

  Lists your strengths and minimizes your weaknesses 

  Lists relevant information and gets rid of irrelevant information 

  Demonstrate your fit within the company 

  Incorporate industry-specific keywords and language 

  List action-packed bullet point achievements 

  Get you interviews! 
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WHAT ARE THE ABSOLUTE, UNBREAKABLE RULES OF RESUME WRITING? 
There are only a few absolute rules in resume writing! Almost every rule you have ever heard of can 
be broken, if you have a compelling reason.  
These rules, however, are absolutes:  

  No typing errors or misspellings  

  Do not tell a lie and do not include any negative information 
 
WHAT ABOUT "BREAKABLE RULES" OF RESUME WRITING? 

  While many college-student resumes are one page, you don't absolutely have to have a one-page 
resume, especially if you have good experience. Your resume should be long enough to establish 
what you have to offer, yet short enough to entice the reader to want to know more (interview) 

  All important points should be introduced on the first page if your resume is more than one 
page 

  If the material on the second page of your resume fills less than half a page, it may be better to 
condense to one page  

  Your resume shouldn't be more than two pages 

  Your resume type size should be no smaller than 10-12 point. Eleven-point type is ideal 
 
WHAT KINDS OF RESUME STYLES AND FORMATS ARE THERE? 
There are many types of resume styles.  Let’s take a look at 3 of the most commonly used:  
 
1.  Chronological Resume – Based on Employment History 

Advantage Disadvantage 
  It’s the most familiar format   It’s hard to highlight your skills 

  Most commonly used format   Often tends to be too wordy 

  Best if there is less than 10 years of experience   Hard to show skills more than 10 years old 

  Most employers prefer this format   Sometimes difficult to read 

 
2.  Functional Resume – Based on skills; does not list dates. 

Advantage Disadvantage 
  It highlights your skills   Employers get suspicious when no dates are 

used 

  Easier to read   Employers feel you’re hiding employment 
gaps 

  Use if you are changing your career path   Most employers do not like this format 
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3.  Hybrid Resume – Based on skills; shows dates, but doesn’t highlight them. 
Advantage Disadvantage 

  Highlights the skills being asked for   Most employers do not like this format 

  Easy to read and to find information quickly   Unusual in style and most employers find it 
confusing to read 

  Easy to update for each job description  

  Only need to change skills based on the job  

  Works well for experienced workers who 
offer a wider employment history and skill set 

 

  Great if seeking to change career path  

  Places important information on first page  

  Employment dates, education, continuing 
education, etc., are placed on the second page, 
making them less of an issue if they are 
outdated, not in your new field of study, or 
irrelevant to the position for which you are 
applying 

 

 
 
CATEGORIES THAT MUST BE INCLUDED ON A RESUME: 

  Name  

  Address  

  Phone number (should have voicemail and a professional outgoing greeting) 

  Email Address  (should be a combination of your first and last name @gmail.com) 

  Education  

  Experience  
 
CATEGORIES THAT MIGHT BE INCLUDED ON A RESUME: 

  Personal Profile (Summary) 

  Qualifications  

  Licenses or Certifications  

  Accomplishments or Achievements  

  Affiliations or Memberships  

  Languages  

  Hobbies or Interests  
 
WHAT GOES FIRST -- EDUCATION OR EXPERIENCE? 

  Always list the most relevant section first 

  If you are a current college student or about to graduate, you generally list education first 

  If you are currently working, then you generally list experience first 
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SHOULD I LIST MY GPA? 

  List GPA only if 3.0 or higher  

  Some employers will not even review your resume if you do not list your GPA  
 
SHOULD I LIST MY COURSEWORK? 

  You can also list coursework if you have very little else to put on your resume and need some 
padding  

 
SHOULD I LIST COMPANY NAMES FIRST OR JOB TITLES FIRST? 
List job titles first unless you are trying to call attention to the name of the companies you've 
worked for. (Example: If you plan to enter the tourism industry, and you've had internships at 
Disney World, Sea World, and Universal Studios, you could list company names first).  
 
HOW SHOULD I LIST WHAT I DID IN EACH JOB? 

  Do NOT use phrases such as "Responsible for . . .," "Duties included . . .," and "Responsibilities 
included..."  

  When you use those phrases, you are giving job descriptions instead of describing the skills you 
used, the accomplishments you made, and the initiative you took 

  Focus on specific accomplishments -- how you made each job your own, and quantify these 
accomplishments whenever possible 

  Use action verbs in describing your accomplishments 
 
WHAT ARE TRANSFERABLE SKILLS, AND WHAT IS THEIR SIGNIFICANCE ON 
A RESUME? 

  Skills obtained through ANY of the experiences in your life (including extracurricular activities, 
sports, and classroom experiences) that can transfer and apply to the kind of job you want when 
you graduate 

  Portraying your experiences in terms of transferable skills is probably the MOST IMPORTANT 
aspect of your resume 

  Most college students could do a much better job of portraying their experiences in terms of 
transferable skills. Those who do so successfully, will be most likely to get interviews 
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BUT WHAT IF I HAVE NO WORK EXPERIENCE? 
Identify transferable/applicable skills from these areas:  

  Internships  

  Summer jobs  

  Campus jobs (work-study)  

  Self-employed jobs  

  Temporary work  

  Volunteer Work: school, church, clubs, 
not-for-profit organizations  

  Research papers/projects  

  Certification courses  

  Social club positions  

  Extracurricular activities  
 
HOW SHOULD ACCOMPLISHMENTS AND ACHIEVEMENTS BE 
INCORPORATED IN THE EXPERIENCE SECTION? 

  Try to come up with accomplishments/achievements for each job -- ways you did the job that 
distinguish you from others doing the same job 

  It's not easy for college students to identify these accomplishments, but you should try  

  Always quantify accomplishments whenever possible 
 
WHAT IS THE SIGNIFICANCE OF QUANTIFYING ON A RESUME? 

  Quantifying means expressing accomplishments in terms of numbers  

  Examples: You increased sales by 10 percent, you supervised 4 employees, you served 150 
customers daily 

 
SHOULD I LIST HOBBIES, INTERESTS, AND/OR SPORTS? 

  Sports, absolutely if you are a student-athlete. You can exploit many transferable skills (teamwork, 
leadership, competitive drive) with sports 

  Generally, don't list hobbies or interests unless they are somehow relevant to the position you 
seek 

 
SHOULD I LIST REFERENCES ON MY RESUME? 

  NEVER! 
 
SHOULD I USE THE LINE: "REFERENCES AVAILABLE UPON REQUEST?" 

  "References on Request" line is a given, so it is purely optional. Could be space-saver if you want 
to condense to 1 page  

  The "References available on Request" line can sometimes be a good device to signal the end of 
your resume. Sort of like saying "The End."  

 
 
 
 
 



Herzing College 
PD150 - CAREER DEVELOPMENT COURSE 

220 Yonge Street, Suite 202, Toronto, Ontario M5B 2H1     Phone: (416) 599-6996     Fax: (519) 599-0192    

byron@tor.herzing.edu     www.herzing.edu  

 

 Page 9 

Action Verbs 
Communication & 

People Skills 
Addressed 
Arranged 
Clarified 
Collaborated 
Composed 
Consulted 
Contacted 
Conveyed 
Corresponded 
Defined 
Developed 
Directed 
Discussed 
Drafted 
Explained 
Expressed 
Formulated 
Furnished 
Incorporated 
Influenced 
Interacted 
Interpreted 
Interviewed 
Listened 
Marketed 
Moderated 
Negotiated 
Observed 
Participated 
Persuaded 
Presented 
Promoted 
Proposed 
Publicized 
Reconciled 
Recruited 
Referred 
Reinforced 
Reported 
Resolved 
Responded 
Specified 

Summarized 
 
Creative Skills 
Acted 
Adapted 
Began 
Combined 
Composed 
Conceptualized 
Condensed 
Created 
Customized 
Designed 
Developed 
Directed 
Displayed 
Established 
Fashioned 
Formulated 
Founded 
Illustrated 
Initiated 
Instituted 
Integrated 
Introduced 
Invented 
Modeled 
Modified 
Originated 
Performed 
Photographed 
Planned 
Revised 
Revitalized 
Shaped 
Solved 

 
 

Data & Financial Skills 
Administered 
Adjusted 
Allocated 
Analyzed 
Appraised 
Assessed 

Audited 
Balanced 
Budgeted 
Calculated 
Computed 
Conserved 
Corrected 
Determined 
Developed 
Estimated 
Forecasted 
Managed 
Marketed 
Measured 
Netted 
Planned 
Prepared 
Programmed 
Projected 
Qualified 
Reconciled 
Reduced 
Researched 
Retrieved 

 
Helping Skills 

Adapted 
Advocated 
Aided 
Answered 
Arranged 
Assessed 
Assisted 
Clarified 
Coached 
Collaborated 
Contributed 
Cooperated 
Counseled 
Demonstrated 
Diagnosed 
Educated 
Encouraged 
Ensured 
Expedited 

Facilitated 
Familiarized 
Furthered 
Guided 
Helped 
Insured 
Intervened 
Motivated 
Prevented 
Provided 
Referred 
Rehabilitated 
Represented 
Resolved 
Simplified 
Supplied 
Supported 
Volunteered 
 

Management & 
Leadership Skills 

Administered 
Analyzed 
Approved 
Assigned 
Attained 
Authorized 
Considered 
Consolidated 
Contracted 
Controlled 
Converted 
Coordinated 
Delegated 
Developed 
Directed 
Eliminated 
Emphasized 
Enforced 
Enhanced 
Established 
Executed 
Generated 
Improved 
Incorporated 
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Increased 
Initiated 
Inspected 
Instituted 
Managed 
Merged 
Motivated 
Navigated 
Organized 
Planned 
Presided 
Prioritized 
Reorganized 
Replaced 
Reviewed 
Scheduled 
Secured 
Strengthened 
Supervised 

 
Organizational Skills 

Approved 
Arranged  
Catalogued 
Categorized 
Charted 
Classified 
Collected 
Compiled 
Corrected 
Corresponded 
Distributed 
Filed 
Generated 
Incorporated 
Inspected 
Logged 
Maintained 
Monitored 
Obtained 
Operated 
Ordered 
Organized 
Prepared 
Processed 
Provided 

Purchased 
Recorded 
Registered 
Reserved 
Responded 
Reviewed 
Routed 
Scheduled 
Screened 
Submitted 
Supplied 
Standardized 
Systematized 
Updated 
Validated 
Verified 

 
Research Skills 

Analyzed 
Clarified 
Collected 
Compared 
Conducted 
Detected 
Determined 
Diagnosed 
Evaluated 
Examined  
Experimented 
Explored 
Extracted 
Formulated 
Gathered 
Inspected 
Interviewed 
Invented 
Investigated 
Located 
Measured 
Organized 
Researched 
Reviewed 
Searched 
Solved 
Summarized 
Surveyed 

Systematized 
Tested 
 

Technical Skills 
Adapted 
Applied 
Assembled 
Built 
Calculated 
Computed 
Conserved 
Constructed 
Converted 
Debugged 
Designed 
Determined 
Developed 
Engineered 
Fabricated 
Fortified 
Installed 
Maintained 
Operated 
Overhauled 
Printed 
Programmed 
Rectified 
Regulated 
Remodeled 
Repaired 
Replaced 
Restored 
Solved 
Specialized 
Standardized 
Studied 
Upgraded 
Utilized 
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Transferable Skills 
Transferable skills are defined as any reasonably developed skills, knowledge, and abilities attained 
through both experience and training that relate to current employment opportunities in the job 
market.  Transferable skills fall into 4 categories: 
1. People skills 
2. Mind skills 
3. Applied or Practical skills 
4. Adaptability skills 
 

1.  People Skills 
1.1 Interpersonal Skills 
  Able to interact successfully with a wide range of people 

  Knows how to express feelings warmly and sensitively 

  Gives and receives feedback in a constructive manner 

  “Hears” what is being said and implied 

  Knows how to interpret and use body language 

  Recognizes and values the uniqueness of individuals 

  Works well with a wide variety of people – males and females; people from other social, 
educational, religious, cultural and racial backgrounds; persons with disabilities or special needs 

 
1.2 Oral Communication Skills 
  Presents information and ideas clearly and concisely, with content and style appropriate for the 

audience (group or one-on-one) 

  Presents opinions and ideas in an open and objective way 

  Able to “think on their feet” 
 
1.3 Public Speaking Skills 
  Able to make formal presentations 

  Presents ideas, positions and problems in an interesting way 

  Maintains poise in public situations 
 

1.4 Counseling Skills 
  Responds to what others have said in a non-judgmental way (referred to as active listening) 

  Builds trust and openness with others 

  Able to help others better understand themselves and build self-esteem 

  Able to help others solve their problems 

  Gives sound advice in an effective way 

  Able to demonstrate empathy (understanding or compassion) 
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1.5 Coaching/Mentoring Skills 
  Gives appropriate advice in a persuasive way 

  Gives feedback in a constructive way 

  Helps others to increase their knowledge or skills 

  Works and communicates with others to satisfy their needs and expectations 
 
1.6 Teaching Skills 
  Able to help others gain knowledge and skills 

  Able to motivate people to learn new things and to perform well 

  Able to adjust content and teaching style to audience 

  Able to create an effective learning environment 
 
1.7 Supervising Skills 
  Motivates individuals 

  Able to coordinate the assignment of tasks appropriately 

  Identifies and uses human resources in an effective way 

  Delegates responsibilities and establishes an appropriate system of accountability 

  Able to monitor progress and assess the quality of job performance of others 
 
1.8 Leadership Skills 
  Motivates and empowers others to act 

  Inspires trust and respect in others 

  Able to build effective teams; involves others without forcing or persuading 

  Promotes open discussion and involvement of all participants, while not dominating 

  Able to facilitate and manage group interactions 

  Able to delegate effectively 

  Able to gain cooperation from difficult people 
 

1.9 Persuading Skills 
  Communicates effectively to justify a position or influence a decision 

  Effective spokesperson; able to explain goals and activities in a way appropriate to the audience 

  Able to sell products 

  Able to promote ideas 

  Effective in lobbying for change 
 
1-10 Negotiating Skills 
  Able to negotiate skillfully 

  Knows how and when to make compromises 
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1.11 Mediation Skills 
  Able to resolve conflicts that stem from different perspectives or interests 

  Helps those with opposite viewpoints reach mutual agreements 

  Encourages a “give and take” attitude from both sides; can persuade others to agree to disagree if a 
compromise cannot be found 

  Able to effectively deal with conflict in an open, honest, and positive way 
 
1.12 Interviewing Skills 
  Asks and responds to questions effectively 

  Able to make others feel relaxed and to create a feeling of trust 
 
1.13 Client Service Skills 
  Able to build a relationship of mutual trust with clients 

  Able to understand or perceive client’s needs 

  Gives or finds appropriate services 

  Helps individuals develop more positive attitudes 

  Helps clients cope with stressful situations 

  Acts as an advocate for clients 

  Develops ways to help individuals reach their goals 

  Able to handle complaints and concerns in a sensitive way 
 
1.14 Empathy Skills 
  Able to identify and respond appropriately to the need for care, counseling, treatment, or therapy 

  Patient and able to empathize with others 

  Able to give sensitive care to people who are sick, or elderly or who have severe disabilities 
 

2. Mind Skills 
2.1 Analytical and Logical Thinking Skills 
  Able to draw specific conclusions from a set of general observations 

  Able to draw general conclusions from a set of specific facts 

  Examines data to understand inter-relationships and correlations 

  Able to compare and contrast details and options 

  Able to produce information and ideas 
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2.2 Critical Thinking Skills 
  Able to review different points of view or ideas and make objective judgments 

  Able to formulate a question, analyze a problem or define a situation with clarity, accuracy, and fair-
mindedness 

  Investigates all possible solutions to a problem, weighing the pros and the cons 

  Able to develop and review policies, procedures, and programs 
 
2.3 Creative Thinking Skills 
  Able to use imagination and intuition freely 

  Able to generate new ideas, invent new things, create new images or designs, find new solutions to 
problems 

  Able to conceive new interpretations of ideas or information 

  Able to design new approaches to solve problems 

  Able to make connections between seemingly unrelated things 

  Able to reshape goals to reveal new possibilities 

  Able to use wit and humor effectively 
 
2.4 Problem Solving Skills 
  Able to clarify the nature of a problem, evaluate alternatives, propose viable solutions, and 

determine the outcome of the various options 
 
2.5 Decision Making Skills 
  Able to identify all possible options, weigh the pros and cons, and feasibility and choose the most 

viable option 
 
2.6 Planning Skills 
  Able to plan projects, events and programs 

  Able to determine the need for action 

  Able to lay out a step-by-step process for achieving a goal 

  Able to establish objectives and needs, evaluate options, and choose the best option 

  Able to analyze all the requirements to accomplish specific goals (financial, material, etc.) 

  Able to establish realistic timetables and schedules 
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2.7 Organizational Skills 
  Able to organize information, people, or things in a systematic way 

  Able to break down an activity into component tasks and coordinates resources (both human and 
financial) 

  Assigns appropriate people to undertake tasks 

  Able to establish priorities and meet deadlines 

  Able to understand the inter-relationship between the parts of a whole 

  Able to develop or streamline processes 

  Monitors progress and effectiveness 
 

3. Applied or Practical Skills 
3.1 Advanced Writing Skills 
  Able to communicate in writing for maximum impact 

  Able to select, interpret, organize, and combine key ideas 

  Able to adjust style, form, and content to a particular audience 

  Able to draft non-routine correspondence and complex reports 

  Able to write in a creative way for the general public 

  Able to edit a written text to ensure that the message is as clear, concise, and accurate as possible 
 
3.2 Research Skills 
  Able to design research projects 

  Able to define the scope of a topic 

  Able to develop appropriate methodology and implement a plan 

  Knows how to find and collect relevant background information 

  Able to identify people who have information relevant to the task 

  Knows how to collect and compile data 

  Able to analyze data, summarize findings, and write a report 

  Attention to detail 

  Great observation skills 
 
3.3 Administrative and Clerical Skills 
  Able to operate computers and other basic office equipment 

  Able to do word processing, data entry, and basic formatting of texts 

  Able to compile basic information 

  Able to design and maintain filing and control systems 

  General office work 
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3.4 Financial Skills 
  Able to keep accurate financial reports 

  Able to monitor a budget 

  Able to establish and maintain accounting and auditing procedures 

  Able to compile financial and other numerical data 

  Able to prepare financial statements and reports 

  Able to interpret financial reports and audited statements 

  Able to monitor inventory flow 
 
3.5 Language Skills 
  Competence in a language other than the one dominant in the organization 

  Functionally bilingual 

  Able to translate and/or interpret in a given language 

  Able to communicate in sign language 
 
3.6 Advanced Computer Skills 
  Able to use a variety of software programs 

  Able to learn new software quickly 

  Able to manipulate data in a computer system 

  Knowledge about desk-top publishing 

  Able to design a web page for the Internet 
 
3.7 Technological Skills 
  Understands technical specifications; reads technical manuals with ease 

  Able to troubleshoot for results 

  Able to suggest modifications to an existing system 

  Design new systems to improve performance 
 
3.8 Performing Skills 
  Able to make presentations for video or television in an interesting way 

  Able to entertain, amuse, and inspire an audience 

  Able to act, sign, or play an instrument in public 
 
3.9 Artistic Skills 
  Able to draw diagrams and illustrations 

  Uses colour and design creatively 

  Able to design displays and publicity material 
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3.10 Perceptual Skills 
  Able to visualize new formats and shapes 

  Able to estimate physical space 
 
3.11 Mechanical Skills 
  Able to install, operate, and monitor the performance of equipment and mechanical devices 

  Able to repair mechanical devices 
 

4. Adaptability Skills 
  Capacity to adapt to new situations and settings and to tolerate change well 

  Ability to work in a changing environment 

  Flexibility to adapt to the needs of the moment 

  A positive attitude towards change (this means seeing change as a challenge and yes, even an 
opportunity rather than as a problem) 

 
WHICH TRANSFERABLE SKILLS ARE MOST IN DEMAND BY EMPLOYERS? 

  Every career expert has a different list of skills most in demand by employers (although certain 
items, such as teamwork, interpersonal, communication, and leadership skills, appear on almost all 
lists) 

  Familiarize yourself with these lists of most in-demand skills so you know what skills to play up on 
your resume 

  The most important in-demand skills are the ones that are in demand in YOUR FIELD. Get to 
know what those are 

 
HERE'S A LIST OF THE SKILLS MOST IN DEMAND BY EMPLOYERS:  

  Ability to acquire new technical, analytical, or computer skills quickly  

  Teamwork skills  

  The ability to sell ideas and persuade others  

  Creative problem-solving talents  

  Ability to follow orders  

  Leadership aptitude  

  Drive, stamina, strong work ethic  

  Intelligence  

  Diligence, "stick-to-itiveness"  

  Initiative  

  Ability to acquire foreign languages  

  Ambition  

  Reliability  
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Personal Branding 
 
WHAT IS PERSONAL BRANDING? 
Personal branding is the way in which you market yourself that results in recognition in your field.  It 
is how your marketing pieces (your resume, cover letter, references and other materials) define your 
competitive edge in your industry through content and presentation. 
 
Just like companies have brand recognition and sell their competitive edge, it has become important 
for applicants to brand themselves in their professions.   
 
WHY IS PERSONAL BRANDING IMPORTANT? 
Branding promotes recognition through image recall.  Like a company brand, seeing the same logo, 
design, use of colour, photos or illustrations, and so on allows the employer to remember you through 
your marketing pieces such as: 

  Resume 

  Cover letter 

  References 

  Letterhead 

  Business card 

  Thank you letter 
 
Your resume package should have a consistent look.  When you use the same elements and strategies 
in all pieces of your resume package, employers will remember you.  It’s as simple as memory recall. 
 
Let me give you an example.  Have you ever purchased, or eaten as a child, a can of Campbell’s Soup? 
 

  Other than the taste, or the smell of your mom’s kitchen, what else do you remember about that 
can of soup?   

  What did the can look like?   

  What colours were used?   

  Was there a logo?   

  If you were to go to the supermarket now, would you know what to look for if looking for 
Campbell’s Soup?  Of course you would!  That’s branding at its best. 
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WHAT CAN PERSONAL BRANDING DO FOR YOU? 

  Your resume will instantly and significantly stand out from the crowd of bland white resumes 

  Your resume will invite the reader in and make him or her want to read it and learn about you 
because it is a joy to read 

  It will be difficult to lose your resume in a pile of human resources papers 

  If the employer forgets your name while sifting through a pile of resumes looking for yours, he or 
she will most definitely remember the colour and layout 

  You will get many more calls for interviews, it will take less time to secure a position, and will have a 
much higher probability of receiving the position you want 

 
WAYS TO PROMOTE YOUR PERSONAL BRAND 

  Use occupational icons denoting your profession  

  Graphic elements including the use of shapes, designs and shading 

  Using a colour on your resume that is appropriate for your profession 

  Use textured paper when submitting your resume in person or by mail 

  Font choice is important in a resume, use a font that is professional (Garamond, Times New 
Roman, Arial – 11pt font) 

  Letterhead design, carried through in all marketing pieces is highly achievable and effective 
 
WHAT ABOUT THOSE RESUME WIZARDS/TEMPLATES IN MICROSOFT WORD? 

  Word's Resume Wizards are increasingly popular with students. (That's bad news.)  

  They can be fantastic tools for helping you format your resume 

  CAUTION: If you are a college student, you should know that the formats are not geared to college 
students and can cause students to set up your resumes inappropriately. If you use Wizards, adapt 
them to recommended guideline for college students  

  FURTHER CAUTION: Since so many college students are using Resume Wizards, employers are 
seeing an awful lot of resumes that look exactly alike 
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Watch Out For Mistakes Like These: 
 

Taken from Actual Resumes: 

  “Education:  Curses in liberal arts, curses in computer science, curses in accounting.” 

  “Instrumental in ruining entire operation for a Midwest chain store.” 

  “I am a rabid typist.” 

  “Exposure to German for two years, but many words are not appropriate for business.” 

  “I have an excellent track record, although I am not a horse.” 

  “Proven ability to track down and correct erors.” 

  “Refrances:  None, I’ve left a path of destruction behind me.” 
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Cover Letters 
 
Once a position is posted on the Internet or in a newspaper, employers are instantly flooded with 
hundreds, if not thousands, of resumes.  Of these resumes, more hiring managers than not, will 
eliminate applicants first by those who do not have a cover letter 
 
The cover letter reveals: 

  How well you communicate 

  What your experience and qualifications are 

  Your level of professionalism 

  Clues to your personality 

  How detail oriented you are 
 
To make the best first impression, you need to know exactly what a cover letter is and how to write it.  
You also need to understand what you need to include and what not to include. 
 
The cover letter is: 

  A vital communication tool that introduces you to the employer 

  It should clearly highlight your objectives and summarize your credentials 

  It demonstrates that you can organize your thoughts and express yourself clearly  
 
A cover letter is never more than one page.  It has a beginning, middle, and an end.  There should be 
no more than 3 or 4 paragraphs, usually broken down into the following three categories: 
    Education  Experience  Enthusiasm 
 
Before writing your cover letter, determine the following information: 

  What does the employer need?  Which skills, knowledge, and experience are listed on the position 
description? 

  What are your career objectives?  Are you applying for a specific job? 

  What are 3-5 qualities that you would bring to this employer?  If you are applying for a specific 
position, these requirements would be listed for you in the job description. 

  How can you match your experience to the job?  What are at least 2 specific accomplishments that 
you can mention which will give credit to the qualities you mentioned in question 3? 

  Why do you want to work for this particular organization or person?  What do you know about 
them?  What is it about their products or services, philosophy, mission, culture, goals, etc., that 
relates to your own background, values and objectives? 

 
When you have addressed these 5 issues, you are ready to put your thoughts on to paper. 
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Anatomy of a Cover Letter 
 
Taking into consideration the 3 E’s (education, experience, and enthusiasm), your cover letter 
should be broken down into the following components: 
 
The Beginning 

  This is where you tell employers who you are, why you’re writing, and how you heard of the 
organization and/or position 

  It is a brief introduction and should include a powerful opening statement (“I am an Employment 
Consultant with extensive facilitation and job placement experience.”)   

  Your education should be introduced here, especially if you are a recent graduate 

  Introduce the name of your program and the institution at which you completed your program 

  List courses that were of particular interest to you and those that might be most relevant to the 
position you are applying for 

 
The Middle 

  Begin to describe your experience and/or qualifications which hopefully, match the requirements of 
the position 

  A powerful opening sentence will set the tone for the entire paragraph.  For example, “As a 
Certified General Accountant and former Controller, I offer the following skills and 
accomplishments.” 

 
The Ending 

  Flatter the reader by commenting on something positive about the organization or position 

  Let them know you want to work there 

  Describe your enthusiasm and desire to discuss the position 

  Ask for an interview 

  Thank them for reading your cover letter/resume 
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Twelve Rules of Cover Letter Writing 

  Tailor your letter as much as possible to the target reader and industry 
 

  Talk more about what YOU can do for the employer rather than about what they can do for you 
 

  Convey focused career goals.  Even if you would be willing to take any job they offered you, do not 
state it in the cover letter 

 

  DO NOT say anything negative 
 

  Cut to the chase.  Although proper sentence structure, grammar, and punctuation is important, this 
is not the place to ramble on and on 

 

  Don’t make empty claims that cannot be backed up with examples 
 

  Don’t write more than one page unless the employer has asked for a detailed or extended cover 
letter 

 

  Check, recheck, and triple check your letter for errors 
 

  Ask for a second opinion of your letter from a colleague or friend before sending it 
 

  Keep a copy of each cover letter written in a file.  If you are called for an interview, you will want to 
bring with you a clean copy of your cover letter to present to the employer.  It is imperative that 
you bring the same cover letter with you as you had submitted earlier 

 

  Don’t overuse the word “I”.  The focus should be on how you meet an employer’s needs, not on 
your life story; the cover letter is not an autobiography.  Using the word “I” repetitively, suggests a 
self-centered approach to life 

 

  Don’t repeat your resume word for word 
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Two Types of Cover Letters 
 
Cover letters may be solicited: 

  Written to apply for a specific job that has been advertised 
 

Cover letters may be unsolicited: 

  Written to apply for a position that has not been advertised – and may or may not be open 

  This type of application has to be especially impressive 

  It must create interest and desire to persuade the reader to interview the applicant 

  If appropriate, demonstrate your knowledge of the company’s needs 
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References 
 
References should be listed on a separate page.  There are 3 major types of references: 

  professional   educational   character 
 
Each reference should list: 

  person’s name 

  job title 

  company name 

  city 

  province 

  phone number 

  email address 

 

  You should always take your references with you to a job interview 

  If you choose to send your reference sheet with your resume, know that people who have not 
yet met you may call your references 

  You should have at least 3 references 

  Character references, if used, must be individuals who can speak about you with respect to your 
skills.  It must be the skills that are relevant to the position you are applying for 

  A hockey coach would talk about your leadership skills, your punctuality and your teamwork 
while a volunteer supervisor would talk about your ability to take initiative and your 
interpersonal skills 

  Letters of reference are okay to present, but the employer might ask for the contact 
information.  Be ready to present this 

  When you have chosen your references, be sure to ask each one of them if the will act as a 
reference for you.  Do not, under any circumstances, assume that someone will be a reference 
for you 

  When someone agrees to be a reference, explain to him or her in detail what you have 
accomplished since you worked with him or her.  Tell them about your education and the type 
of job you are applying for 

  Provide your references with a copy of your resume.  Contact them when you have given out 
your reference sheet to let them know that they may receive a call and from whom 

  For international references include the full country and dialing code 
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Proofreading Your Documents 
Not even professional writers can create perfect results straight from their thoughts to the paper.  
Usually their work will go through a series of revisions, editing structure, phrasing, and choice of 
vocabulary as well as spelling and punctuation.  
 
These days all word-processing software packages have options to check the spelling and grammar in 
your documents. This should be the first step as there is no substitute for human editorial judgment.   
 
For example, put the following poem to the test with spelling and grammar check: 
 

I have a spelling checker, 
It came with my PC; 

It plainly marks for my revue 
Mistakes I cannot sea. 

I’ve run this poem threw it, 
I’m sure your please to no, 

Its letter perfect in it’s weigh 
My checker tolled me sew. 

 
In the process of revision, take the time to print out a copy of your work between major revisions. 
This will afford you a fresh perspective and often times you will be able to spot errors you didn’t 
notice while just looking at the computer screen. 

  Check all elements for correct capitalization 

  Check the ends of each line (or section) for correct punctuation and spacing 

  Are all the elements or sections correctly aligned 

  Is there sufficient contrast between headings and text, as well as contrast between separate 
items under each heading? 

  Have you used the same fonts, punctuation and style consistently in your headings and text? 

  Check all margins so that the look of the page is balanced 

  Do you have the correct content in each section pertaining to its heading? 

  Verify the spelling of equipment and industry buzz words 

  Check for run-on sentences, and use of commas. 

  Ask someone else to proofread your documents – as many people as possible! 
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Job Search and Networking 
9 Job search methods: 

  Newspaper advertisements 

  Employment agencies 

  School placement centers 

  Employment centers 

  Internet 

  Networking - family/friends/neighbours 

  Mailing out to employers at random 

  Professional associations - Chamber of Commerce, Toronto Board of Trade 

  Temporary agencies 
 
The Hidden Job Market 
The hidden job market describes those jobs that are not advertised.  However, there are various ways 
of locating these markets. 
 
Visible Job Market – Only about 15% of available jobs are advertised 
Hidden Job Market – About 85% of jobs are never advertised.  These jobs are readily available, but 
need to be uncovered by means of networking. 
 
Most jobs are not advertised for the following reasons: 

  Employers prefer to have referrals from people they know and trust 

  There is already information for qualified applicants on file 

  Employers do not want to be inundated with applications 

  The vacancy is not yet posted because it is new, contract, or temporary, or someone has 
recently left the company under a litigious nature 

  It saves time and money by reducing advertising and hiring costs 

  It is an internal posting 
 
There are 3 basic ways of uncovering the hidden job market: 

  Researching – take advantage of the 9 job search methods we have already discussed 

  Networking – make contacts with individuals and groups of people 

  Cold Calling – make direct contact with employers 
 
Networking is the exchange of ideas, advice, resources, and referrals.  This job search technique is 
critical in a successful campaign because people find people jobs!  Volunteering is one of the best 
ways to develop relationships with potential employers and contacts in your career field. 
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Where can you network?  Who can you network with? 

  family  

  friends 

  relatives 

  neighbours 

  church 

  colleagues 

  customers 

  strangers 

  recruiters 

  weddings 

  parties 

  workshops 

  seminars 

  conventions 

  conferences 

  teachers 

  lawyers 

  dentists 

  doctors 

  counselors 

  classmates 

 

Networking Tips 
 

  Meet as many people as you can - everyone is a potential contact 
 

  Research a company before you contact it 
 

  Introduce yourself first 
 

  Tell everyone you are job hunting - unless you are employed and need to keep it a secret 
 

  Ask questions - Inquire:  "Do you know anyone who might...?" 
 

  Be prepared to help - networking is a two-way street 
 

  Keep in touch 
 

  Review your contact list regularly - separate the productive from the unproductive 
 

  Give your resume to your contacts - always carry several copies just in case 
 

  Prepare a list of people to contact 
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The Purpose of  a Job Interview 
 
Employers generally do not hire solely on the basis of a resume or an application form.  They want to 
talk with job applicants to determine if they are qualified and if they will be a good fit for the 
company. 
 
The interview process helps the employer compare several applicants and decide which person is right 
for the job and, therefore, whom to hire. 
 
An interview may last anywhere from 20 minutes to several hours.  They may take a single day or 
several days.  The interview may be conducted by one person or by several people. 
 
An interview may include testing in some of the following areas: 

  Computer skills/level of keyboarding 

  Verbal skills 

  Numerical testing 

  Customer service 

  Technical 

  Energy level 

  Assertiveness 

  Attitude 
 
First impressions count.  An interviewer often makes the decision not to hire during the first 15 
seconds of an interview. 
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 Interview Preparation 
 
Your success in an interview depends largely on your preparation.  This may include investigating the 
company and the position, anticipating questions that may be asked, preparing questions you want to 
ask and other preliminary activities. 
 
1.  Investigate the Company and the Job 
Find out important information about the company.  Learn as much as you can about the job opening 
before you go to an interview.  Find out the following information: 

  Job title and responsibilities 

  Qualifications, salary range and benefits 

  Advancement opportunities 

  What does the company do? 

  How long have they been in business? 

  How many employees do they have? 
 
2.  Anticipate Questions 
Prepare yourself for probable questions from the interviewer.  Expect to be asked about your work 
experience, education, goals, self-concept, and relationships with others.  Expect 
situational/behavioural type questions that will ask you to explain or give examples of past situations.  
Write down brief but complete answers to these questions and practice the answers. 
 
3.  Prepare Questions to Ask 
You will be asked if you have any questions.  Be prepared to ask questions that demonstrate your 
interest and professionalism.  Your questions should help you learn more about how you might fit 
into the position and the company.  Avoid asking questions about salary or benefits until you are 
offered the position. 
 
Here are some questions you might ask: 

  What would my major responsibilities be? 

  What qualities are you seeking in the person for this job? 

  Does your company have training programs? 

  What would you like to see a person accomplish in this job? 

  What are the major tasks to be accomplished in this job? 

  What is the typical career path for someone in this job? 

  What are the company’s plans for new products? New services? 

  Where are the company’s major markets? Will the company be expanding to new markets? 
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4.  Practice for the Interview 
If possible, ask someone to videotape you in a mock interview.  This will help you assess your 
interview skills, particularly your nonverbal skills (body language), and improve them.  Review sample 
interview questions and have answers ready. 
 
5.  Bring Appropriate Information 
Bring an extra copy of your resume, reference list, completed application form (to help you fill in the 
employer’s application form), two pens, a small notebook and calendar, and perhaps a portfolio 
containing samples of your work, transcripts, and letters of recommendation and commendation.  
(Your Career Portfolio) 
 
6.  Dress for the Interview 
The next two pages address standard attire for men and women.  
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The standard job interviewing attire for women is: 
  A conservative dark navy or gray skirt suit. Job experts and employers seem split on the notion 

of pants suits, so a skirt suit is a safer choice.  Other conservative colours -- such as beige or 
brown -- are also acceptable 

 

  A jacket with a blouse and a skirt is a possible second choice to a suit. You should always wear 
a jacket 
 

  Skirt length should be a little below the knee and never shorter than above the knee -- no night 
club attire here 
 

  Avoid wearing a dress (unless with a jacket). Blouses should be white, or some other light color  
 

  Shoes should be low-heeled  
 

  Make-up should be minimal.  Use conservative colours for lipstick and nail polish.  Do not 
have excessive body odour or cologne 
 

  You should opt for a briefcase rather than a purse 
 

  Hair should be a conservative style.  Showing up with salon-perfect hair sometimes suggests 
that you are vain and spend too much time worrying about how you look 
 

  All jewelry should be kept to a minimum.  Rule of thumb – if it moves, dangles, or makes noise 
– lose it! 
 

  Do not have any visible tattoo’s 
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The standard job interviewing attire for men is: 
  A conservative dark navy or grey two-piece business suit, a white long-sleeved button-down 

dress shirt, a conservative tie (that matches the colours in your suit), and nicely polished dress 
shoes 

 

  If you do not own a suit, or the company is a bit more informal, then you should wear a 
conservative sports coat (no plaids or wild patterns and preferably a dark colour), nicely pressed 
dress pants, a white long-sleeved button-down shirt, a conservative tie, and nicely polished 
dress shoes 
 

  Your belt should always match your shoes and your socks 
 

  If you have a beard or mustache, your facial hair should be neatly trimmed 
 

  If you have any visible body parts pierced, most experts recommend removing all jewelry, 
including earrings 
 

  Do not have excessive body odor or cologne 
 

  Do not have any visible tattoo’s 
 
 
7.  Arrive on Time 
If you are unfamiliar with the interview location, travel there before the day of the interview to learn 
the route.  Allow extra time for problems that may occur on the day of the interview.  You will not 
impress an interviewer if you are late; therefore, plan to arrive early. 
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The Telephone Interview 
Whatever circumstances create the telephone interview, you must be prepared to handle the 
questioning and use every means at your disposal to win the real thing – the face to face interview.  
The telephone interview is the trial run for the face to face interview and is an opportunity you must 
not take lightly. 
 
Being prepared for a telephone interview takes organization.  You never know when a company is 
going to call once you have started networking and sending out your resume.  Usually, the call comes 
at the worst of times, such as 8am on a Monday morning when you have decided to sleep in late, or at 
4:55pm, when you just finished walking the dog. 
 
You can avoid being caught off guard by keeping your resume by the telephone. 
 
Here are some tips: 
  Take the call in stride.  Remain calm 

  Sound positive, friendly, and collected.  The best thing to do is to get to a room where you can be 
alone and the noise level is at a minimum.  “Thank you for calling, Mr. Smith.  Would you hold for 
just a moment while I close the door?”  Put the phone down, take 3 deep breaths, grab your resume, 
put a smile on your face, and pick up the phone again.  Now you are in control of yourself and the 
situation 

  Always refer to the interviewer by his or her surname unless you are invited to do otherwise 

  Allow the interviewer to do most of the talking.  Let them ask most, but not all, of the questions.  
Keep up your end of the conversation.  Be sure to ask a few questions that will reveal you as an 
intelligent person and provide you with the opportunity to promote your candidacy.   

  Do not give yes or no answers.  They give no real information about your abilities 

  Be factual in your answers.  Be brief, yet thorough 

  Speak directly into the telephone.  Keep the mouthpiece about 1” from your mouth.  Do not smoke 
or eat.  Telephones have the ability to pick up the most miniscule background noise, such as blowing 
smoke (even though you think you’re doing it quietly) 

  Take notes.  You will certainly use your notes to further prepare for a face to face interview 

  Flatter the interviewer.  If you have properly applied for the position, you will have already 
conducted some research, at least enough to speak of the company’s products and services 

  The telephone interview is not the time to talk about money.  No way, no how 
 
Remember that at this point, your goal is to sell yourself and your skills.  If you can’t successfully do 
that in the telephone interview, you might never get a face to face interview. 
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Once the telephone interview is over, if the interviewer has not asked you to come for a face to face 
interview, don’t be afraid to ask.  “Thank you, Mr. Smith, once again for your call.  I thoroughly 
enjoyed speaking with you about this position.  When might we schedule a time to meet to discuss the 
opportunity in more detail?” 
 
If a face to face interview is scheduled before the call ends, ask the interviewer 2 questions which 
might give you some additional ammunition for the scheduled interview. 
1.  “If I need additional information before we meet, am I able to contact you directly?” 
2.  “What are some of the critical areas that we will be discussing in our meeting?”  (This will 
hopefully give you an opportunity to practice or review some of your rusty areas.) 
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The Face to Face Interview 
As you wait in the reception area for the interview to begin, conduct yourself in a professional 
manner.  The receptionist may have an influence on whether or not you are hired.  Some points to 
remember: 

  Greet the receptionist cordially 

  Don’t chew gum 

  Don’t talk on your cell phone 

  Don’t bring with you, or listen to, an IPod, MP3 player, etc. 

  Don’t bring friends or relatives to the interview 
 

1.  The Introduction 

  Greet the interviewer with a smile and direct eye contact.  Use the interviewer’s last name in a 
greeting such as “Glad to meet you, Mr. Smith.” 

  A firm handshake is always appropriate and professional.  Let the interviewer offer a hand first 

  Sit down only when asked.  Then let the interviewer begin the interview and direct the 
discussion 

  Concentrate on presenting your positive qualities 

  Remember you are selling yourself.  The key is MARKETING YOUR STRENGTHS AND 
SKILLS 

  Be sociable, outgoing, and pleasant 

  Retain the interviewer’s attention by varying the tempo of your speech and the tone of your 
voice 

  If possible, get the interviewer to give you a description of the job early in the interview 

  You control the content of the interview; the interviewer controls only the flow 

  Don’t think about yourself too much during the interview.  If you have done your pre-interview 
practice, you can concentrate on listening and responding, as well as learning all you can about 
the company and the interviewer 

  Recognize the insecurities of the interviewer.  Most of the time they feel just as awkward and 
uncomfortable as you do 

 
2.  Nonverbal Skills 

  Your nonverbal skills are very important during the interview.  The interviewer’s first 
impression of you is crucial, so, you must look and act like someone the interviewer would like 
to hire.  Focus on posture, facial expression, gestures, and eye contact. 
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3.  Posture 

  Carry yourself erectly and confidently 

  Hold your head up and keep your shoulders back and straight 

  Maintain good posture when you sit 

  Make sure your back touches the back of the chair to avoid slumping 
 
4.  Facial Expression 

  Keep a pleasant, interested expression on your face 

  A warm smile sends a positive message 
 
5.  Gestures 

  Keep your gestures natural 

  Avoid extremes such as moving stiffly, making no arm movements, and waving your hands 
wildly.  Minimize habits such as hand wringing or leg shaking 

 
6.  Eye Contact 

  Maintain eye contact with the interviewer to communicate interest 
 
7.  Listening Skills 

  Listen so that you can answer questions and gather appropriate information 

  Concentrate on what the interviewer is saying 

  Look at the interviewer.  Eye contact will let the interviewer know you are listening 

  Be observant.  Notice the interviewer’s body language and pick up on nonverbal cues 

  Listen eagerly.  Show that you are interested by providing feedback, such as nodding or smiling, 
and giving verbal cues, such as “Yes,” etc 

  Listen carefully for the important points so that you can respond to them later; do not interrupt 
the interviewer 
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Interview Questions 
All interview questions must be answered with more than a yes or no answer.  You must elaborate.  
Each question should take you at least 30 seconds to answer, but less than 2 minutes.  Nobody likes 
someone who talks too much in an interview. 
 
Try to answer most questions with a CAR statement if it is a behavioural interview. 

  Challenge 

  Action  

  Result 
 
Not knowing the answer 
If you do not know the answer to an interview question, it is far better to say, “I’m sorry, nothing 
comes to mind,” or “I’m sorry, I don’t know the answer to that question.”   
 
You can ask, “Can you be more specific?” or “Can you further explain the question?”  Doing so, will 
give you a second chance at giving an honest answer.   
 
Again, don’t be afraid to say that you don’t know.  It is better to be honest then to make up a lie 
which might result in further questioning of your experience in that particular instance. 
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The Most Common Interview Questions 
 

  TELL ME ABOUT YOURSELF. 
Purpose of Question:  Will show whether applicant has self-awareness and confidence, and if they are 
properly prepared, as this is a basic question.  Most people only talk about their SOFT skills. 
 
Ideal Answer:  You must rehearse this one, and have ready a description of yourself.  Don’t just spout 
a lot of standard adjectives. Don't ramble on. Make a few clear statements and then STOP. 

Touch on:  Education 
   Experience 
   Enthusiasm 
 
 

  WHAT DID YOU ACHIEVE IN YOUR LAST JOB? 
Purpose of Question:  To expose a lack of preparation or relevant experience. The question and 
answer show whether any achievements have been made, and what values are placed on work.  
 
Ideal Answer:  Prepare a number of relevant examples and explain one (two or three if they're punchy 
and going down well). Make sure you feature as the instigator, or the factor that made the difference.  
 
Examples must lead to significant organizational benefits; making money, saving money/time, 
improving quality, anticipating or creatively solving problems, winning/keeping customers, improving 
efficiency. 
 
 

  HAVE YOU EVER BEEN FIRED / DOWN-SIZED / LAID OFF?  WHY? 
Purpose of Question:  Exposes past history, which is the best indicator of future events.     
 
Ideal Answer:  You can NOT lie!  If you were “fired”, use a softer word, like down-sized, and figure 
out a positive spin. They may call your past employer, so be honest.  Find a way to make the truth 
sound GREAT!  
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  HOW MANY HOURS A WEEK DO YOU WANT TO WORK? 
Purpose of Question:  Exposes the clock-watchers and those who attach some misplaced pride in 
burning the candle at both ends.  Look for a sense of balance, with flexibility to go beyond the call of 
duty on occasions when really required. 
 
Ideal Answer:  “It varies according to the situation. I plan and organize well, so unless there's a crisis 
or unusual demand I try to finish at a sensible time so as to have some time for my family/social 
life/outside interests. It's important to keep a good balance. When the pressure is on, I'm happy to 
work as long as it takes to get the job done. It's not about the number of hours - it's the quality of the 
work, and how productive you are. 
 
 

  WHAT DID YOU THINK ABOUT YOUR LAST EMPLOYER? 
Purpose of Question:  It's a potential trap for interviewees who would be negative and critical and 
place blame. It invites comments from the interviewee about management style, and again is a trap for 
negative respondents who criticize their past boss rather than accentuate the positives in negative 
situations, which is a highly desirable trait. 
 
Ideal Answer:  A GOOD past experience:  explain how and why in terms that the interviewee is likely 
to identify with, for example:  "The environment encouraged me to develop, grow, and take 
responsibility. People were coached and mentored towards quality and productive effort. All of this 
helped me a great deal because I identify with these values, and respond to these opportunities." 
 
A BAD past experience:  express whatever positive aspects you can - lots of freedom to take initiative, 
find new ways to contribute, friendly working relationships. 
 
 

  WHAT IS A BIG CHALLENGE YOU RECENTLY FACED IN YOUR LIFE, AND HOW DID YOU 

HANDLE IT? 
Purpose of Question:  To expose emotional raw nerves or sensitivities.  
 
Ideal Answer:  Avoid anything deeply personal or seriously emotional unless you are in complete 
control of your feelings about it. Try to prepare an example that's work-related and relevant to the 
role.  
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  WHAT SALARY RANGE WERE YOU EXPECTING? 
Purpose of Question:  Exposes unrealistic people. An opportunity to demonstrate that you 
understand the basic principle that everyone needs to justify their cost. Extra pay should be based on 
extra performance or productivity. 
 
Ideal Answer:  Avoid this trap!  Do NOT discuss salary, until you are offered the position!   

1. Money is not the only thing I consider when looking for a career. . .  
Company reputation, environment, using my education, being challenged, enjoying my co-
workers. . . from everything I’ve seen here today, I think I’d be very happy. . .   

2. I know that there is a salary range which is standard, and I’m sure that your company has fair 
hiring practices 

3. I wasn’t sure from the advertisement. . . what were you offering?  (That’s what I thought) 
4. If they insist, then be honest about what you've been earning and realistic about what you want 

to earn. 
 
 

  HOW DO YOU HANDLE STRESS AND TENSION? 
Purpose of Question:  Exposes people who can't deal with pressure or don't recognize that lifestyle 
issues are important for good working. Exposes the misguided macho approach that stress can be 
good, which it is NOT. 
 
Ideal Answer:  Say that you tend not to get tense or stressed because you plan and organize properly. 
Say you look after the other things that can cause stress - health, fitness, diet, lifestyle, etc. Talk about 
channeling pressure positively - thinking, planning, keeping a balanced approach. 
 
 

  WHY DO YOU WANT TO WORK HERE? 
Purpose of Question:  Opportunity for the interviewee to relate both their strengths and capabilities 
as they relate to the job, and also to show that they understand the priorities of the organization.  The 
interviewee must therefore demonstrate an understanding of both sides of the question - the needs of 
the employer, and how to apply their own skills, capabilities, experience, style and strengths to the 
situation. It’s also an opportunity for the interviewee to show how they will add positively to the 
mood and attitude of people you'll work with.   
 
Ideal Answer:  Imagine what your objectives will be if you were in the role, and orientate your answer 
towards meeting them, on time, on budget, and with style.  Talk about motivation and morale.  "I can 
see that _____ is your priority - and that's something I'm good at!  I have abilities and experience to 
interpret situations.  I am someone who achieves results in the necessary areas.   
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  WHAT IS YOUR IDEAL JOB?  WHY? 
Purpose of Question:  To find information about the interviewee's career plans.  It shows what the 
candidate prioritizes the MOST from their job:  money, status, esteem, excitement, glamour, security.  
Or do they seek opportunities to make best possible use of their effort, skills and experience, in 
contributing to the performance/quality/results of the organization.  This is a trap for people who are 
more concerned with what they get out of a job rather than what they put into it. These people are 
generally not self-starting or self-motivating.   The question also gives indications as to how 
realistically the interviewee sees themselves. Some people visualize highly unrealistic jobs, which is a 
warning sign to a potential employer. Others visualize jobs that are clearly remote from the job being 
applied for, which indicates that some falsification or delusion is present. 
 
Ideal Answer:  Be mindful of the trap possibilities.  Use the question to sell your strength as an asset 
to the organization. This would produce an answer that creates a picture of a loyal, results-orientated 
person, making a significant contribution to the organization.  
 
Good answer: “I’d like to be working alongside great people, and to be earning a fair reward.  I'd like 
to become an expert in my field where I'm able to use my skills and abilities to make a real difference 
to the company's performance.” 
 
 

  WHAT ARE THREE OF YOUR STRENGTHS? 
Purpose of Question:  Shows whether candidate has self-awareness, and if the candidate has thought 
and planned. Failure to answer this question properly would be cause for a red flag as this is such an 
obvious question for which everyone should be prepared.  
 
Ideal Answer:  Prepare three that are relevant to the requirements of the role. Be able to analyze why 
and how you are strong in those areas. Mix in some behaviours, knowledge and experience as well as 
skills, and show that you understand the difference.  
 
Style should be quite confident rather than arrogant or over-confident. 
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  WHAT ARE THREE OF YOUR WEAKNESSES? 
Purpose of Question:  A trap for the unsuspecting or naïve, and will show up those who've not 
prepared as this is another obvious question to expect. Will also prompt follow-up questions probing 
what the candidate is doing to improve the weakness, which is worth preparing for also.  
 
Ideal Answer:  Start by saying that you don't believe you are actually “weak” in any area. Acknowledge 
certain areas that you believe you can improve, (and then pick some relatively unimportant or 
irrelevant areas). If you must state a weakness these are the clever ones that are actually strengths: 
being impatient with other people's sloppy work; being too demanding; refusing to give in when you 
believe strongly about something; trying to do too much, striving for perfection. 
 
 

  GIVE AN EXAMPLE OF WHEN YOU HAD TO SOLVE A DISPUTE BETWEEN CO-WORKERS. 
Purpose of Question:  Testing the interviewee's experience and ability to diffuse conflict, and also to 
step back and take an objective view, rather than getting involved and taking sides, which is the 
natural temptation. Objectivity is an important skill of a good manager, and this question will identify 
whether the interviewee possesses it.   
Ideal Answer:  Communication is Key! 

1. Take any heat out of the situation by calming the individuals 
2. Arrange a three-way discussion later in the day or an early opportunity in the future, in a 

suitable environment (closed meeting room) 
3. Facilitate a proper discussion of the issues, so as to arrive at an agreed positive way of going 

forward or compromise.  
4. It's important to understand each person's standpoint and feelings, without agreeing with them, 

unless the argument concerns a clear breach of policy or wrong behaviour, in which case the 
transgressor should be counseled separately, after which the three-way meeting can be held to 
mend relationships.  
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  WHERE DO YOU SEE YOURSELF IN FIVE YEARS?  IN TEN YEARS?   
Purpose of Question:  Commonly trips people up into making over-ambitious claims about their 
future potential and worth. It highlights feelings of delusion, and a need for security if they exist.  The 
question encourages the interviewee to think and express their plans and aspirations, future direction, 
needs and wishes. Shows how GOAL oriented you are, and your ability to PLAN.    
 
Ideal Answer:  “Long term I want to make the most of my abilities - if possible to build a serious 
career, but in this day and age nothing is certain or guaranteed; things can change. I'll do my best and 
believe that opportunities will arise which will enable me to keep contributing, increasing my worth, 
and developing my ability in a way that benefits the organization and me.  I have no set aspirations 
about money and reward - if I contribute to an organization then rewards will follow - you get out 
what you put in."   
 
 

  HOW MUCH NOTICE DO YOU NEED BEFORE YOU QUIT YOUR OTHER JOB? 
Purpose of Question:  However much time you’ll give to your last employer, is what they expect you’ll 
give to THEM when you quit!  It’s a sign of integrity, and loyalty.  
Ideal Answer:  Two Weeks is ALWAYS the minimum.  Even if you don’t need to give that much 
notice, it’s the right thing to do. 
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Illegal Questions 
 

  Federal laws prohibit employers from discriminating in job hiring on the basis of age, gender, 
national origin, religion, race, disability, marital status, number of children, or other factors 
unrelated to job performance 

  The best way to handle illegal questions is to deflect them courteously, possibly providing some 
useful information 

  For example: If the interviewer asks you how your children will be taken care of while you 
work, you might answer, “If you are asking if I will arrive on time and do a good job, the 
answer is definitely ‘Yes.’”  You might also assure the interviewer that you have made child care 
arrangements or refer to a good performance and attendance record in your current job 

  Do not answer an inappropriate question if your response could hurt your chances of getting 
the job 

  If asked an inappropriate question, you might respond, “I do not understand how that question 
relates to my performance on the job.  Can you explain?” 

 
Sample Illegal Interview Questions 

  Do you have small children? Do you plan to have children? 

  What is your date of birth? 

  Have you ever been arrested? 

  Where were you born? 

  Are you pregnant? 

  Do you belong to a religious organization? 

  Do you rent or own your home? 

  What is your maiden name? 

  Do you have a girlfriend? (boyfriend?) 
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Odd Interview Questions 

 
"If you were shrunk to the size of a pencil and put in a blender, how would you get out?"  
This question reportedly came out of Goldman Sachs in 2010. This isn’t a situation you’d likely face at 
an investment bank, but you can bet that a high-pressure environment is part of the job. You could 
probably turn this around with a creative, reasonable answer about how you would get out — or use 
some humor. Hey, if you’re a pencil, maybe you could just draw yourself a rope and climb on out! 
  
"If you could be any animal, what would you be, and why?" 
Here’s a question asked of someone interviewing to become a sales associate for Pacific Swimwear. 
What does this have to do with selling bathing suits? Probably more than you think. For this a 
swimwear sales job, the company needs someone who’s friendly and outgoing, but also has a razor-
sharp sense of sensitivity and tact. So which animal can explain which styles will flatter a woman’s 
figure? Probably any animal that could be said to reflect the key qualities required for the job. 
  
"Are your parents disappointed with your career aspirations?" 
Yikes! This one came out of an interview at Fisher Investments for someone seeking a position as a 
client service associate. The interviewer may be crossing the line into something too personal here, but 
then again, maybe not. Remember, this person doesn’t know the candidate; if he or she automatically 
takes this as an insult, that’s telling in itself. 
  
There’s no need to get personal in an interview, but it pays to be honest. If your parents don’t love 
your line of work, say so — and then explain what drove you to choose it anyway. 
  
"Out of 25 horses, pick the fastest 3 horses. In each race, only 5 horses can run at the same 
time. What is the minimum number of races required?" 
This question came from a 2010 interview at Bloomberg L.P. for a financial software engineer. This is 
a job that requires strong skills in math and logic, and this question puts interviewers to the test. 
Again, it’s tricky question, and not just in terms of working it out. To answer it, the candidate has to 
make some assumptions, such as how to determine “fastest.” The process candidates use to do this is 
probably what’s most interesting to the interviewer. 
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"If you could be number 1 employee but have all your coworkers dislike you, or you could be 
a number 15 employee and have all your coworkers like you, which would you choose?" 
This question comes from ADP, and it’s clearly looking to determine what’s important to the 
candidate. Most companies want ambitious employees with big goals. The reality, however, is that 
very few people make it to the top without having anyone on their side. Chances are, the best answer 
here falls somewhere in the middle. Not everyone in the office needs to like you, but if you’re a fair, 
friendly, and reasonable person, most of them should — and that in itself should get you closer to the 
number one position. 
 
"What do you think of garden gnomes?" 
Not all weird interview questions leave applicants in a cold sweat. Some may be designed to make you 
laugh — or test whether you have a sense of humor. That makes sense when you consider this 
question came from an interview for a team member at Trader Joe’s, a company that brands itself as 
unconventional and dresses its employees in Hawaiian shirts. 
  
How to answer this one? Well, garden gnomes have been known to make people smile, which most 
retailers would consider a good thing...they also appear to be hardworking, cheerful, and adventurous. 
Or, perhaps you could say that what you think of them depends on what they're wearing! 
 
There Might Not Be a "Right" Answer 
  
A lot of people assume that there’s a right way to answer questions in an interview. That’s only partly 
true. The reality is that good interview questions are actually looking for a specific kind of person. If 
you aren’t it, you probably won’t get the job, and you probably wouldn’t be happy working there if 
you did. 
  
And as for the barometer? I later found out the interviewer wanted to know whether candidates 
would ask questions to ultimately discover that they didn’t need to use all of the tools provided. 
Because this was an interview for an Internet company, “Google it” was also an acceptable 
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The Thank You Note 
 
It is more common for job seekers not to send a thank you note than it is for them to do so. 
 
A simple thank you note after a job interview can wield considerable power and influence, and reflect 
very favourably on your candidacy for the position. 
 
Reasons: 

  In sending a thank you note, you show your interviewer common courtesy and respect 

  So few applicants send thank you notes that you automatically stand out 

  A thank you note gives you an opportunity to reiterate points you made during your interview 

  It lets you make points you forgot to mention in your interview 

  It demonstrates your written communication skills 
 
Send the thank you note within 48 hours of your interview (telephone or face to face).  It does not 
need to be a purchased card; it can be a professionally written email.  It should not be too lengthy.  
One or two paragraphs will do the trick. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


