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DEFINING YOUR JOB SEARCH

Defining Your Job
Search

Before diving right into job applications, clearly defining your job search is important. To guide you in the right
direction, identify what your goals are:
o What type of job are you looking for? Consider factors like industry and role.
o Where are you looking to work? Consider location & commute to work.
o What salary and hours are you looking for?
o Are there certain offerings you're more drawn to? Examples could be company culture, flexibility, opportunities
for growth, etc.

Use these criteria to filter out roles that don’t align with your goals, saving time and energy. By narrowing your
search, you can focus on high-quality opportunities.

» Defining Your Strengths: Take stock of your skills, experience, and unique attributes that make you an ideal
candidate.
= Are you particularly skilled in problem-solving, communication, or leadership?
= Consider using tools like personality assessments or colleague feedback to gain a clearer picture of your
abilities.
o Highlight these strengths in your resume, cover letter, and interviews, and tailor them to align with the
specific needs of the job or industry you're targeting.

o Getting Out of Your ComFfort Zone: The best opportunities often lie beyond the boundaries of what feels
familiar. While it's natural to gravitate toward roles that align with your current experience, don’t be afraid to
explore positions or industries that challenge you to grow.

o Attend networking events, reach out to people in roles you admire, and apply for positions that push your
skills to new levels.

o Trying something different can open doors to unexpected opportunities and help you build resilience,
adaptability, and a broader professional network.

» Finding a Job that Works for You: The “perfect” job doesn’t exist, but finding a role that works best for you 75-
90% of the time is a great goal. That job looks different for everyone, so it's important to focus on finding a role
that aligns with your values and lifestyle. Consider aspects like company culture, work-life balance, opportunities
for growth, and alignment with your long-term goals. Look for roles where you feel empowered to thrive.
Additionally, there’'s nothing wrong with taking a job to pay bills and provide some relief while you continue
working towards finding the right role. Research companies thoroughly, ask insightful questions in interviews,
and trust your instincts when evaluating job offers.

The right role will not only meet your needs but also inspire
you to do your best work.



JOB SEARCH 101

Job Search

Where to Start Your Job Search

e Step 1-Leverage Your Network: One of the
most valuable resources is your existing
network. These connections - whether friends,
family, or former colleagues - are familiar with
your personality, skills, and interests, and may
be able to offer relevant guidance or
recommend potential opportunities.

o Step 2 - Utilize Online Resources: Explore
your local community job boards and conduct
targeted Google searches (e.g., “jobs in [your
desired field]"). Sites like Indeed allow you to
set filters based on job title, location, and
other criteria, making it easier to find positions
that align with your goals.

Being Aware of Your Online
Presence

o Audit Your Social Media Profiles: Review your
social media accounts for content that may not
align with the image you want to present. Adjust
privacy settings as needed and remove or hide
posts that could be misinterpreted by potential
employers.

» Google Yourself: Search your name online to
see what information is publicly available.
Address any content that could negatively
impact an employer’s perception.

o Optimize Your LinkedIn Profile: LinkedIn is an
excellent platform to showcase your skills,

connect with peers, and access job opportunities.

A complete and polished profile - with a
professional photo, compelling headline, and
achievements - can help you stand out to
employers and recruiters. While not every
industry relies heavily on LinkedIn, having a
presence can still enhance your job search.

» Be Consistent Across Platforms: Ensure your
professional information is consistent across all
online platforms.
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Job Boards to Look At:

JobsInHuron.ca
e A comprehensive job board focused on
opportunities in Huron County. An excellent
resource for finding local positions across
various industries.

Connect2Jobs
e This platform extends beyond Huron County,
covering Huron, Perth, Bruce, and Grey counties.
It offers not only job listings but also additional
tools and resources to assist in your job search.

Local Employment Service Providers
e Check your local employment service provider
for job postings tailored to your area. While
specific platforms may change, these
organizations often have valuable resources to
help you stay informed about local
opportunities.

Careers Pages for Major Local Employers
« Visit the careers sections of websites for major
employers, such as local government, school
boards and/or larger organizations
o These organizations regularly post openings for
roles across various departments.

GoJobs
» The official job board for Ontario Public Service
positions. It's a great resource for finding public
sector jobs across Ontario, with detailed listings
for roles in government and related services.

Other Online Resources
o |Ifthe local job boards don’t yield the results
you're looking for, these are some other options
to try - Indeed, Glassdoor, LinkedIn, Google.




JOB SEARCH 101

How to Review Job Postings

» Look Beyond the Job Title: Job titles can be misleading, as their meanings often vary between industries and
companies. For instance, "managerial assistant” implies supporting a specific individual, while "assistant
manager" suggests a leadership role within a team. Focus on the job description rather than the title alone.

* Understand Qualifications and Requirements: The qualifications section outlines the skills and experiences
employers are seeking, such as “post-secondary education” or “prior experience in...”. While this may seem
intimidating, remember that you don’t need to meet every listed qualification to apply. Many employers consider
applicants who show potential and relevant experience.

o Spot Potential Red Flags: Be cautious of postings that lack detail or clarity, include unreasonable or overly
vague expectations, or list unusual bullet points that seem out of place. These could indicate a poorly structured
role or unclear priorities from the employer.

» Evaluate Job Responsibilities: Review the responsibilities section carefully to understand the daily tasks and
expectations. Consider whether the role aligns with your interests and career goals. Would you enjoy the day-to-
day work? Do the tasks excite or motivate you?

By thoroughly analyzing these sections of a job posting, you'll be better equipped to determine whether a role is the
right fit and worth pursuing.

Using Al for Job Applications

Al can significantly enhance and streamline the job application process. Here are a few ways it can be applied:
e Resume and Cover Letter Optimization
o Keyword Optimization: Al can analyze job descriptions and identify key terms to incorporate into your resume
or cover letter, increasing the chances of passing through applicant tracking systems (ATS).
o Grammar and Tone Checkers: Tools like Grammarly can improve the quality and tone of your application
documents, ensuring professionalism and clarity.
o Automated Job Matching
o Job Search Platforms: Websites like LinkedIn, Glassdoor, and ZipRecruiter use Al algorithms to recommend
roles that match your skills, experience, and preferences.
o Personalized Alerts: Many platforms use machine learning to send job alerts tailored to your specific field,
preferred location, or desired role, reducing the time spent on manual searches.
o Application Tracking and Follow-Up
o Job Application Management Tools: Some platforms use Al to help organize applications, track follow-ups, and
keep your search on track, preventing missed opportunities or duplicate applications.
o Automated Follow-Ups: Some Al tools help you set reminders for follow-ups or send automated emails to
hiring managers, ensuring you stay proactive in your search.
o Skill Development and Training
o Skill Assessment and Training: Al tools, like LinkedIn Learning, recommend skills and courses tailored to your
career goals, ensuring you're continuously improving in areas relevant to your applications.
o Personalized Learning Pathways: By assessing your current skill set, Al can suggest a pathway to gain the
necessary qualifications or certifications required for your target roles.

Remember to Proceed with Care: Al tools can be incredibly helpful; however, it's crucial to approach their use
with care. Always review and personalize the final product to ensure it accurately reflects your skills,
experiences, and voice. Avoid including terms or content you aren’t familiar with or wouldn’t feel comfortable
discussing in an interview. Double-check for accuracy, relevance, and tone. Remember, Al is a tool - not a
substitute for your personal touch and authenticity.



JOB SEARCH 101

How to Apply to Roles

01

Polish Your Resume

Ensure your resume is polished and professional, highlighting your skills,
experience, and accomplishments relevant to your target roles. For most
industries, you don’t need to customize your resume for every application
if you're applying for similar roles - just ensure it's tailored to the general
industry or field. Always save and submit your resume as a PDF to maintain
formatting and present a professional appearance.

02

Prepare a Cover Letter Template

While not every job posting requires a cover letter, it's helpful to have a
well-crafted template ready to customize. Use your cover letter to expand
on your achievements and explain why you're an excellent fit for the
specific role. Tailor it to the job description to show genuine interest and
alignment with the company’s goals.

03

Follow the Application Instructions

Carefully read the job posting and adhere to the specified application
process. Whether it's submitting your resume via email, using an online
portal, or delivering it in person, following directions precisely
demonstrates your attention to detail and professionalism.

04

Be Patient During the Waiting Period

After applying, note the application deadline to gauge when you might
hear back. Smaller companies often respond within a week, while larger
organizations may take 2 to 3 weeks to review applications. Waiting can
be nerve-wracking, but use this time to stay positive, apply to other roles,
and focus on your strengths. Remember, the fact that you've taken the
steps to apply already showcases your initiative and confidence.



JOB SEARCH 101

What is an “Employer of Choice”?

An Employer of Choice is a business that goes
beyond simply offering competitive salaries and
benefits. It involves a workplace culture and
environment that attracts, engages, and retains
top talent (as in you)!

Things to look for in potential employers would
be:

Positive Workplace Culture: A positive and
inclusive workplace culture where employees feel
valued, respected, and supported. Open
communication, collaboration, diversity, and a
sense of belonging.

Employee Development: Training programs,
mentorship opportunities, and career
advancement pathways to support ongoing
learning and development.

Work-Life Balance: Flexible scheduling options,
remote work opportunities, and paid time off
policies. A business that recognizes the
importance of maintaining a healthy balance
between work and personal life.

Recognition and Rewards: Employees are
recognized and rewarded for their contributions
and achievements, whether through formal
recognition programs, bonuses, or promotions.

Transparent Communication: Transparent
communication at all levels of the organization,
keeping employees informed about company
goals, decisions, and changes.

Why is this important to find?

Finding an Employer of Choice is essential for
long-term career satisfaction and success. Here's
why each of those pieces are so crucial:

Positive Workplace Culture: Promotes job
satisfaction, motivation, and mental well-being by
creating a supportive and psychologically safe
environment.

Employee Development: Offers opportunities for
career growth, skill-building, and long-term
success through mentorship, training, and
continuous learning.

Work-Life Balance: Encourages health, reduces
burnout, and boosts productivity by respecting
personal time and fostering well-being.

Recognition and Rewards: Boosts motivation,
performance, and retention by valuing employee
achievements and fostering loyalty.

Transparent Communication: Builds trust and
engagement by ensuring clarity in expectations
and involving employees in decision-making.

Working for a company that emphasizes these values leads to a
more fulfilling, sustainable career. When these elements are
present, employees tend to be more satisfied, resilient, and
engaged, which not only benefits personal growth but also

contributes to the company’s overall success.




JOB SEARCH 101

Networking Tips and Opportunities

Networking is one of the most effective ways to uncover job opportunities and make meaningful
professional connections. By combining preparation with confidence, you can expand your network and
leave a lasting impression.

TIPS

» Identify Networking Opportunities: Attend industry events, job fairs, workshops, and community
gatherings.

o Leverage Your Existing Network: Start with people you already know - friends, family, former
colleagues, or mentors. Let them know you're exploring opportunities and ask for introductions to
their connections.

» Join Professional Groups: Engage with local chambers of commerce or industry-specific associations
or to meet like-minded professionals.

o Be Authentic and Curious: Show genuine interest in others by asking questions about their
experiences, career paths, and industries. Building real connections is more impactful than
transactional interactions.

o Follow-up: After meeting someone, send a thank-you email or LinkedIn message. Mention something
specific you discussed to make your outreach personal and memorable.

o Leverage Volunteering: Volunteering is a great way to connect with others while giving back and
exploring new interests. It provides opportunities to build relationships and demonstrate initiative
that can lead to future professional opportunities.

Preparing an Elevator Pitch
Your elevator pitch is a concise, 30-60-second introduction that summarizes who you are, what you do,
and what you're looking for. A strong pitch can make a great first impression.

e Structure Your Pitch:
o Who You Are: Start with your name and a brief professional background.
= Example: “Hi, I'm Emily. | have four years of experience in human resources, specializing in
helping others understand the next generation of employees.”
o What You Do: Highlight your skills, achievements, or areas of expertise.
= Example: “In my current role, | built a consulting business after working 12 different jobs (in 7
industries!) by the age of 24, and have consistently grown my business year after year.”
o What You're Looking For: End with your career goals or the type of opportunities you're seeking.
= Example: “I'm looking to connect with creative, mission-driven businesses who are ready to
redefine their workplaces to prioritize individuality, life, and well-being.”

o Practice Makes Perfect:
o Rehearse your pitch until it feels natural. Practice in front of a mirror, record yourself, or ask a
friend for feedback.
o
o Be Flexible:
o Adapt your pitch to suit different situations, whether you're speaking to a potential employer,
industry peer, or mentor.




LABOUR MARKET INFORMATION

Labour Market
Information

Huron County offers various resources to help job seekers and businesses
understand the local labour market. Sources include:

HURON COUNTY ECONOMIC
DASHBOARD

This online tool provides a
comprehensive look at
employment statistics, business
trends, and economic indicators
in Huron County. It's a great
starting point for
understanding the local job
market.

CONNECT2JOBS

FOUR COUNTY LABOUR
MARKET PLANNING BOARD

This platform not only offers
job postings but also provides
valuable tools and reports to
help analyze labour market data
across Huron, Perth, Bruce, and
Grey counties.

Local Job Market Trends/Major Industries

For more detailed or specific
information, reports from this
board can shed light on
employment trends and labour
market challenges in the region.

Huron County's economy is driven by several major industries, reflecting the area’s diverse employment

opportunities:
o Agriculture
e Healthcare
e Manufacturing

These industries highlight the unique strengths of the local job market and provide insights into where job seekers

might find the most opportunities.

Economic Outlook

Resources like Connect2Jobs and the Four County Labour Market Planning Board offer valuable data and

projections. Takeaways include:

o Emerging opportunities in major industries like agriculture and healthcare.

e Regional trends, such as the impact of automation in manufacturing or workforce challenges in healthcare.

e A growing emphasis on supporting small businesses and local entrepreneurship.
By leveraging these insights and staying informed through local resources, job seekers and employers can better
navigate Huron County’s evolving economic landscape.

10



RESUME TIPS AND TEMPLATE

Resume Tips
and Template

Formatting Essentials Education and Certifications
o Use asimple, professional font (e.g., Calibri, o List education in reverse chronological order,
Arial, Verdana, Helvetica) consistently, size 10.5- starting with the most recent.
12. o Highlight relevant courses, awards, or
o Keep your resume 1-2 pages long. certifications if your education outweighs your
o Use bold, clear section headings for easy work experience.
navigation. Avoid graphics, excessive colors, or o If work experience is stronger, keep education
personal photos. concise.
Content Guidelines Optional Sections
« Highlight relevant experience over recent  Include volunteer work or professional
experience - focus on roles that showcase your affiliations to showcase personality and
transferable skills and accomplishments. transferable skills.
e Use strong action verbs (e.g., "managed,”
"developed") and quantify achievements (e.g., Final Touches
"Increased sales by 25%"). e Save your resume as a PDF to preserve
¢ Avoid personal pronouns and ensure accurate formatting.
grammar, spelling, and tense usage. e Proofread and double-check for errors and
inconsistencies before submitting.
Skills and Keywords o Update regularly with new achievements and
o Tailor your resume to the industry you're skills to keep it current.

applying to by emphasizing skills and
experiences that align with the type of role.

¢ Include a skills section with industry-specific
keywords to pass ATS (Applicant Tracking
Systems).

Sample Resume Template:

On the following page, you will find a sample resume template to serve as a starting point for
your job search needs. This template can act as a foundation for crafting your resume. Feel free
to modify and customize this template to fit your specific requirements.

11



RESUME TIPS AND TEMPLATE

FIRST NAME LAST NAME

City, Province
T:(123) 456-7890 E: youremail@email.com

PROFESSIONAL SKILLS

Solid organizational expertise developed throughout attending learning institutions in addition to being employed.
Able to manage several tasks at once as well as effectively allocate time.

Proficient in using email, telephone, social media platforms, and Microsoft Office Suite.

Competent in learning and applying new tasks through training at new jobs as well as studies at the post-secondary
level.

o Strong judgment and discretion skills advanced through jobs associated with customer service and leadership.

EDUCATION

Bachelor of Commerce: Public Management (Co-op) September 2015 - April 2020
University of Guelph, Guelph Ontario

RELEVANT EXPERIENCE

Human Resources Consultant/Owner March 2021 - Present

Think HR, Woodstock, Ontario
e Assisting small businesses with policies and procedures, recruitment and selection of new employees, performance
management, and training of the workforce.
» Reviewing, editing, and finalizing policies and procedures to ensure they are current, accurate, and in the correct
formatting including confidentiality, harassment, and health and safety policies.
o Curating professional and personalized resumes, cover letters, and portfolios for individuals seeking employment.

Project Coordinator Intern May 2018 - September 2019
Southwest Ontario Tourism Corporation, Woodstock, Ontario
o Assisted in developing new ideas for experiential tourism development in the Southwest Ontario region through on-
the-ground research and consultations and executed two 3-day training sessions for tourism partners in London,
Ontario, and Woodstock, Ontario by planning meeting spaces, ordering food, and executing the agenda.
o Supported the research mandate of Ontario’s Southwest by reading reports and finding the key trends to create
infographics to be distributed to our partners.
o Created a digital resource file folder for Experience Development Coaches that included items that aid their role as
coaches; videos, marketing flat sheets, worksheets, presentations, and more.

Income Tax Auditor September 2017 - December 2017
Federal Agency, Mississauga, Ontario
o Prepared audit working papers and reports using Microsoft Excel, which resulted in collecting taxes imposed by the
law through the encouragement of voluntary compliance.
e Organized audit schedules and assisted in analysis work, which contributed to monitoring and maintaining the self-
assessment system at the Canada Revenue Agency.
o Completed 8 files which entailed issuing an initial letter, analyzing documentation provided by the taxpayer,
composing a proposal letter, and finalizing the audit.

VOLUNTEER WORK AND PROFESSIONAL AFFILIATIONS

Vice President September 2020 - Present
Agency, Woodstock, Ontario
o Determining policies and procedures and monitoring organizational performance to achieve the mission of the
agency.
» Assisting in developing and maintaining positive relations among the Board, committees, staff, and community to
enhance the agency's mission.
o Supporting both the Nomination Committee and the Recruitment and Public Relations Committee with their
objectives.

12



COVER LETTER TIPS & TEMPLATE

Cover Letter Tips
and Template

Customize for Each Job
 Tailor your cover letter to the specific role and
company using keywords from the job
description. Express genuine enthusiasm for
the company and the position.

Focus on the Employer’s Needs
o Frame your skills and experiences in terms of
how they benefit the company. Show how you
can solve their challenges or meet their goals.

Engaging Introduction
o Address the hiring manager by name if
possible. Start with a strong opening that
grabs attention.

Highlight Relevant Experience
o Use middle paragraphs to expand on
achievements and relevant experiences from
your resume. Provide specific examples,
metrics, or results that showcase your skills
and impact.

Show Passion and Fit
e Use the closing paragraph to summarize your
strengths, highlight additional skills, and
emphasize your eagerness to contribute.

Professional Presentation

e Keep it concise—limit it to one page. Write in a
professional, confident tone. Proofread for
grammar, spelling, and formatting errors.

e End your letter by expressing eagerness to
discuss your application further and thanking
them for their time. Suggest an interview or
next steps.

Sample Cover Letter Template:

On the following page, you will find a sample cover letter template to serve as a starting point for your
job search needs. This template can act as a foundation for crafting your cover letter. Feel free to
modify and customize this template to fit your specific requirements.

13



COVER LETTER TIPS AND TEMPLATE

FIRST NAME LAST NAME

City, Province
T: (123) 456-7890 E: youremail@email.com

MONTH DAY, YEAR

NAME OF INDIVIDUAL YOU ARE ADDRESSING

TITLE OF POSITION/HUMAN RESOURCES COORDINATOR
NAME OF COMPANY

THE STREET ADDRESS OF THE COMPANY

CITY, PROVINCE. POSTAL CODE

DEAR FIRST NAME, LAST NAME/HUMAN RESOURCES COORDINATOR,

As an experienced professional, | read the posting for the POSITION TITLE opportunity with great interest. Throughout
previous work experiences, | have demonstrated excellent organizational skills, the ability to efficiently plan and execute
a variety of projects, and exhibited great attention to detail, which would make me a valuable asset to COMPANY NAME.

As a Project Coordinator at the Southwest Ontario Tourism Corporation, | assisted the Manager of Tourism Development
in developing new ideas for experiential tourism in the southwest Ontario region. Here, | put my creativity to the test and
helped to create digital assets for the experience development coaches, researched tourism trends for our partners, and
organized events for our focus region each summer. | improved my creative skills, my attention to detail in posting public
documents, and my ability to manage several tasks at once.

In addition to this work experience, | currently own and operate a human resource consulting business, Think HR. In this
role, | provide consulting services to small to medium-sized businesses as well as individuals in and around Oxford
County. Whether I am assisting them with policies and procedures, resumes, or recruitment and selection, | always ensure
I am building strong relationships and collaborating with others to provide the best service for them. Throughout this
role, I have enhanced my communication skills, organizational skills, and policy writing skills.

The experiences listed above combined with my education in business lead me to believe | would be a great fit for your
team as | am self-motivated and adaptable to many environments. | look forward to meeting with you to further discuss
my qualifications for the POSITION TITLE position.

Sincerely,

FIRST NAME LAST NAME

14



INTERVIEWING FOR A ROLE

Interviewing for a

Role

How to Prepare for the Interview

Lesson 1: Research Thoroughly

o Understand Key Skills and Experience: Save the
job posting for reference during interview
preparation. It highlights the skills and
qualifications valued by the company, enabling
you to align your responses to their expectations
and position yourself as the ideal candidate.

» Know Your Interviewers: Learn the names and
roles of the individuals interviewing you. This
knowledge ensures smooth introductions and
helps you tailor your responses to reflect their
focus areas within the organization.

o Familiarize YourselF with the Organization: Gain
a basic understanding of the company'’s clients,
products, or services. While you don’t need to dive
into financial details or extensive news, having a
general overview of their operations will better
equip you to discuss the role.

Lesson 2: Prepare Mentally
» Boost your confidence with these reminders:

o Interviews Are Conversations: Interviews are
a two-way exchange. The employer wants to
get to know you beyond your resume and
cover letter—assessing your personality, fit,
and authenticity.

o It's Natural to Be Nervous: Feeling nervous is
normal. Acknowledge it, but focus on the fact
that the employer sees potential in you—
they've already reviewed your qualifications.

Lesson 3: Practical Tips for Success

o Show Genuine Interest: Nervousness can
sometimes dull enthusiasm. Stay positive,
smile naturally, and let your passion for the
role shine through.

» Dress the Part: Choose attire that reflects the
company’s culture, as if it’s your third month in
the role (e.g., business casual or formal).

o Pack Essentials

o Extra copies of your resume and cover
letter.

o Pen and paper for notes.

o A portfolio (if relevant to the job).

Interview Preparation Checklist

+ Research Completed
o Skills and experience valued by the company.
o Names and positions of interviewers.
o General overview of the organization.

¢ Mindset Ready

o Confidence boosted.
o Visualize the excitement of getting the role.
o Practical Steps Done
o Outfit prepared the night before.
Bag packed:
Extra copies of resume and cover letter.
Pen and paper.
Portfolio (if required).

15



INTERVIEWING FOR A ROLE

A professional portfolio
showcases your skills,
achievements, and
experience, helping you
stand out during your
job search. Here's how
to create one:

Preparing a Portfolio

1.Determine the Purpose of Your Portfolio

o Identify the type of portfolio you need based
on your field (e.g., visual designs, case studies,
project documentation, or written content).

2.Choose the Format

o Digital PortFolio: Ideal for creative or tech-
based fields. Platforms like a personal website
offer a great way to showcase work online.

o Physical Portfolio: For in-person interviews, a
professionally printed portfolio or binder can
make a strong impression.

3.Include Key Sections

o Introduction/About Me: A brief overview of
who you are and what you bring to the table.

o Resume: A concise, up-to-date resume.

o Work Samples: Showcase your best work (e.g.,
designs, reports, case studies, or articles).
Include 3-7 pieces tailored to the job you're
applying for.

o Skills and Tools: Highlight technical or soft
skills relevant to the role, along with any tools
or software you're proficient in.

o Testimonials/References: Include
recommendations or quotes from previous
employers, colleagues, or clients, if available.

o Certifications/Education: Add relevant
degrees, certifications, or professional
development courses.

4.Be Prepared to Present It

o Practice presenting your portfolio to
effectively explain your work and its relevance
to the role during interviews.

5.Include Contact Information

o Make it easy for employers to reach you by
including your email, phone number, and a link
to your LinkedIn profile or personal website.

By preparing a polished and professional portfolio, you

can make a strong impression and demonstrate your
expertise to potential employers.

16



INTERVIEWING FOR A ROLE

How to Answer the Most
Commonly Asked Questions

Below are some of the most frequently asked
interview questions across various industries, along
with example responses to help guide your
preparation.

1. Tell me about yourself.

o I currently work at Think HR as a Human Resources
Consultant, where | assist small businesses and
individuals with their HR needs. Before transitioning
into HR, I gained valuable experience in accounting
and tourism, and | hold a Bachelor of Commerce
degree. | believe I'm a strong fit for this role because
of my adaptability, organizational skills, and self-
motivation.

2. Why do you want to work here?
e I'm particularly drawn to this company and the
consultant position for several reasons:

o The company’s strong reputation for delivering
exceptional services and offering a unique
perspective in the HR industry.

o [ts impressive growth over the last five years
inspires me to contribute to continued success
with my knowledge and expertise.

o The opportunity to make a meaningful impact by
bringing my organizational skills, effective
communication, and innovative HR approach to
the team.

3. What skills and strengths can you bring to this
position?

o | bring a combination of organization, time
management, and leadership skills that are essential
for success in this HR consultant role. In previous
positions, I've demonstrated strong leadership by
building connections with colleagues, identifying
their strengths, and aligning their goals with
organizational objectives. With four years of
experience and a background spanning accounting,
tourism, sales, and government, | offer a unique
perspective and proven interpersonal skills that will
enable me to deliver valuable results in this role.

4. Can you tell me about a time you had to overcome a
significant challenge and how you did it?
o During my time at the accounting firm, I faced a

challenging situation when | missed a filing deadline for
an important government document for a client. |
immediately informed the client of the situation, took
full responsibility, and assured them | would resolve the
issue. | contacted the filing center persistently over the
course of a week and was eventually granted an
extension. After filing the document successfully, |
informed the client of the resolution and the steps | had
taken. This experience reinforced the importance of
transparency and strengthened my time management
skills.

5. To date, what is a professional achievement that you
are most proud of?
e As a Hiring Coordinator, | faced a significant challenge

when our team experienced high turnover and needed
to fill four key positions within two months. | developed
a comprehensive hiring plan and marketing strategy to
attract qualified candidates. Over the next several
weeks, | reviewed more than 100 applications and
conducted 20 interviews. My efforts led to the
successful hiring of four strong candidates who not only
met the company’s needs but have remained valuable
team members for over a year and a half.

6. Tell me about a time when you had an angry customer
or customer complaint. What happened and how did you
resolve the situation?

e Inmy role as a Hiring Coordinator, | once had to inform

a candidate that they had not been selected for a
position after the interview process. Following my
rejection email, | received an angry and threatening
response from the candidate expressing frustration
toward me and the hiring team. Rather than ignoring
the email, | chose to call the candidate directly to have
an open and honest conversation. | explained the
reasoning behind the decision and offered constructive
feedback and tips for their future applications. While
the conversation was difficult, it ultimately helped de-
escalate the situation.
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7. What are your weaknesses?

One area I'm working on is delegating
responsibilities. | often take on too many tasks
myself, thinking it’s more efficient, but this can
sometimes affect the quality of my work and
increase my stress levels. I've been focusing on
recognizing when I'm overwhelmed and identifying
tasks that can be delegated or outsourced. This
approach not only improves my work quality but
also allows me to collaborate more effectively with
others.

8. How would you describe your ability to work as a
team member?

| work well both independently and as part of a
team, and I've had extensive experience
collaborating in various roles throughout my career.
| often take on a leadership role in team settings due
to my strong organizational and communication
skills. I value clear communication, mutual respect,
and the willingness to ask for or offer support when
needed. | believe no team member should feel lost or
overwhelmed, and I strive to be a reliable and
supportive presence within any team I join.

9. Tell me about your ability to work under pressure.

Having worked in industries with varying levels of
deadlines and responsibilities, I've developed
strategies to manage pressure effectively. I rely on a
detailed calendar to track deadlines and a weekly
updated to-do list to prioritize tasks. When |
encounter high-pressure situations, | take a step
back to assess the root cause of the stress and adjust
my plan as needed. These methods help me stay
organized and maintain focus even in demanding
circumstances.

. Where do you see yourself in 5 years?

In five years, | see myself advancing in the Human
Resources field and continuing to develop my
expertise in this ever-evolving industry. I'm excited
about the opportunity to grow and adapt to new
challenges and trends. | believe that working with
your company would provide valuable experiences
and opportunities for professional growth, and |
hope to contribute to and progress within the
organization over the next five years.

Questions to ask at the End
of an Interview

As your interview comes to a close, you'll be given
the opportunity to ask questions. This is a critical
part of the conversation, allowing you to evaluate
if the position and company align with your goals.
Below are essential questions you should ask the
employer, along with explanations of why each is
important.

1.“Have | answered all your questions, or is
there anything I can clarify Further?”

a.This question demonstrates your
willingness to ensure you've fully
addressed their concerns and provides an
opportunity to reinforce any key
qualifications that might not have been
discussed in depth.

2."Can you describe a typical day in this role?”
a.This question gives you insight into the
day-to-day responsibilities of the position,
helping you assess whether the work
aligns with your interests and if you can
see yourself excelling in the role long-
term.
3.“How would you describe the company
culture?”

a.A company’s values, work styles, and
interpersonal dynamics play a significant
role in your overall job satisfaction.

4.“What does success look like in this
position, and how is it measured?”

a.Clear criteria for success will help you align
your contributions to meet their goals and
set you up for success in the position.

5.“What are the next steps in the hiring
process?”

a.This practical question ensures you know
what to expect moving forward, whether
it’s another round of interviews or when
you'll hear back regarding an offer.
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Preparing References

o Ask For Permission First: Always reach out to potential references ahead of time and ask if they are
comfortable being a reference for you. Be sure to discuss the job you're applying for and why you think they'd
be a good fit to speak on your behalf.

« Prepare Your References: Let your references know when you've applied for a job and when they might be
contacted. This will help them prepare for any calls or emails from the potential employer and ensure they're
available.

* Choose Professional References Carefully: Select individuals who can speak to your professional abilities,
work ethic, and accomplishments. Ideal references include former managers, supervisors, colleagues, mentors,
or clients. Be sure to avoid personal references unless specifically requested by the employer.

» Prepare a Reference List Document: Create a document with your reference list, which includes the following
information for each reference:

o Full Name, Job Title, Company Name, Contact Information (phone and email)
o A brief description of your professional relationship (e.g., "Former supervisor at XYZ Company for 3 years")

Sending a Follow-Up

Aim to send your thank-you email within 24 hours of the interview. This shows that you're proactive and considerate
of the interviewer's time. Reference specific topics or discussions from the interview, reemphasize your enthusiasm
for the role, and why you're a good fit. Be respectful and avoid being overly pushy or impatient. It's about
expressing gratitude, not demanding an immediate response.

Sample Thank-You Message:

Subject: Thank You for the Opportunity

Dear FIRST NAME LAST NAME,

Thank you so much for taking the time to meet with me today regarding the POSITION TITLE position at COMPANY
NAME. | truly enjoyed learning more about the team and the exciting initiatives you're working on, particularly
[specific project, topic, or discussion point from the interview].

I remain very enthusiastic about the opportunity to contribute to COMPANY NAME with my [mention one or two
strengths or skills discussed during the interview]. | believe my background in [briefly mention a relevant

experience or skill] aligns well with your team’s goals, and | am eager to bring my skills to the role.

| appreciate your consideration and look forward to the possibility of working with such a dynamic team. If you need
any further information or clarification, please don’t hesitate to reach out.

Thank you again for your time and the opportunity to interview. | look forward to hearing from you soon regarding
the next steps.

Best regards,
FIRST NAME LAST NAME
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RESIGNATION LETTER TEMPLATE

Resignation
Letter Template

No matter the reason for your departure - whether you've secured your dream job, are pursuing a new opportunity,
or have had challenges in your current role - this template will guide you in drafting a professional resignation letter.
Remember, you are not obligated to share the details of your decision. If you prefer to keep it simple, you can
provide a general explanation, such as, “I have accepted a new position” or “I am transitioning to a different career
path.”

For those who wish to include specifics, here is an example statement: / have recently accepted an offer to serve as
POSITION TITLE at COMPANY NAME. After thoughtful consideration, | am excited to embark on this next chapter in my
professional journey.

FIRST NAME LAST NAME

City, Province.
T: (123) 456-7890 E: youremail@email.com

MONTH DATE, YEAR

NAME OF MANAGER/SUPERVISOR/BOSS
MANAGER/SUPERVISOR/BOSS TITLE
NAME OF COMPANY

STREET ADDRESS

CITY, PROVINCE. POSTAL CODE

Dear FIRST NAME,

Please accept this letter of resignation from the position of POSITION TITLE, effective two weeks from today. My last day
here at COMPANY NAME will be DAY OF WEEK, MONTH DAY, YEAR.

Thank you for having me on the team for the past almost 2 years. This role was a great stepping stone for me in my career.
| have appreciated our time working together and respect your dedication and expertise in this industry.

At the end of the day, my desire to try new things and explore different careers is elsewhere. I'm currently looking for my
next opportunity, and ready to tackle what comes next. | appreciate your understanding of this.

| truly wish you and the team all the best in the future.
Thank you,

FIRST NAME LAST NAME
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Negotiating an Offer

01

Do Your Research

Understand the industry standards for salary and benefits for your
role and experience level. Websites like Glassdoor, Payscale, and
industry reports can provide valuable insights.

02

Consider the Whole Package

Evaluate the entire compensation package, including salary, benefits,
bonuses, vacation time, and other perks. Sometimes non-monetary
benefits can be just as valuable.

03

Prepare Your Case/Brag Sheet

If you've already been working at the company: compile a list of your
accomplishments, contributions, dedication, and any additional
responsibilities you have taken on. Highlight how your work has
positively impacted the company. Support your request with 2-3

strong reasons.
04

Be Clear and Specific

When making your request, be clear about what you are asking for -
whether it's a specific salary increase, additional vacation days, or
other benefits. Be direct and clear in your request. Don't be vague or
ask for a range; specify the exact amount or terms you desire.

05

Be Ready to Communicate

Understand that negotiation is a two-way street. Be prepared to
discuss alternatives and find a middle ground that works for both
you and your employer.
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Extra Tidbits of Advice
e Know Your Value: Be confident in your skills and the value you bring to the company. This will help you negotiate
from a position of strength. Simpler terms are better for clarity and effectiveness in negotiation.
e Maintain Composure: Keep a level head during negotiations. Present your case smoothly and professionally.
e Understand Potential Outcomes: The best outcome is a yes, the good outcome is a negotiation, and the worst
outcome is a no. Be prepared to make a decision based on the response you receive.

Sample Quick Email Message for Negotiating a Job Offer:

Dear NAME,

Thank you for sharing the job offer details. I've had a chance to review them, and I'm hoping we can further discuss
the base salary. I would like to explore the possibility of adjusting it closer to ($$$$$$ amount), which | believe more
closely reflects my qualifications and the responsibilities outlined for the role.

I’'m happy to discuss this further at your convenience. Please let me know a time that works best for you.

Thank you again for this opportunity!

Best regards,
FIRST NAME LAST NAME

Sample Annual Review Letter:
Dear NAME,

| appreciate the opportunity to review my position with COMPANY NAME. In the past few years, | have been a strong
team member and have taken on some new responsibilities along the way.

For example, since starting with COMPANY NAME, | have taken on brainstorming, creating, and posting content for
social media; as well as being the second hand in managing the inventory of marketing assets, making content lists,
and ensuring anything important gets posted promptly.

| have exceeded the benchmarks we set for my position when | arrived at COMPANY NAME three years ago, starting
as a Marketing Analyst Intern and working up to a Marketing Assistant. | would appreciate the opportunity to meet
with you to discuss my salary where | am requesting a pay raise of $2/hour which | feel better reflects my dedication
to the company, current competencies, increased level of responsibility, and the cost of living increases in the past
year.

Once again, | am grateful to be a member of this company, and | enjoy taking on tasks that allow me to contribute to
the company. I intend to continue to learn and grow here. Thank you for your time. | look forward to speaking with

you soon.

Sincerely,
FIRST NAME LAST NAME

22



THE FIRST 30 DAYS

The First 30 Days:
Powerful Habits
when Starting a

New Role

The first 30 days of employment are crucial for you to acclimate to
your role, team, and organizational culture. Here's how to structure
this period to facilitate a smooth transition and set the foundation for

long-term success:

Setting Goals and Priorities

Organizing your tasks effectively ensures you stay
productive and focused on what truly matters.

e Maximizing Productivity: Identify your peak
performance hours and allocate them to high-
priority work. Protect this time by minimizing
distractions and focusing on tasks that add
significant value.

o Streamlining Tasks: Regularly review your to-do list
to delegate or eliminate low-priority activities. Avoid
unnecessary interruptions, like constant email or
phone notifications, to maximize your efficiency.

o Reflection Questions:

o When are you most productive during the day?

o How can you structure your schedule to
capitalize on this time?

o What common distractions interrupt your focus,
and how can you minimize them?

o Are there tasks you can delegate or remove from
your workload?

Career Check-In Questions

Take some time a couple of times a year to do a
career check-in with these questions.

Am | learning new things in my role or being
challenged in the work | complete?

Are my work boundaries being broken by myself
or others?

Am | fuelling and nourishing my body and mind
to complete my work every day?

Am | proud of how | am showing up in my role?
Do | enjoy the majority of tasks | complete and
the people | work with or for?

Am | confident in my abilities, or should | be
having a conversation about extra training or
role adjustments?

Am | scheduling enough time for myself
(appointments, time off, mental, physical, and
spiritual health)?
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Setting Boundaries

Establishing clear boundaries from the beginning is
essential to maintaining a healthy work-life balance.
 Why Boundaries Matter: Respecting your time
helps prevent burnout and fosters long-term

productivity. Setting expectations early ensures
that colleagues, clients, and supervisors
understand your availability.

o Steps to Set Boundaries:

o Communicate Clearly: Notify your team of
your work hours and availability.

o Stick to Your Schedule: Avoid working
beyond your designated hours unless
necessary.

o Protect Your Off-Hours: Refrain from
answering calls or checking emails outside
work. If issues arise, address them during the
next workday.

Making Time for Yourself

To excel in both your professional and personal life,
prioritize activities that replenish your mental,
physical, and emotional well-being.

o Why It's Important: A balanced life leads to
improved performance at work and greater
overall satisfaction. Self-care isn’t a luxury - it's a
necessity.

o Schedule moments to do what brings you joy and
relaxation, whether that's exercising, spending
time outdoors, enjoying hobbies, or simply
unwinding. Treat these activities as non-
negotiable appointments.

o Reflection Question:

o What activities make you feel energized and
fulfilled? Create a list to refer to when
planning your self-care.

2024
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GET IN TOUCH

Getin touch

Emily van Straten, HR Consultant
emily@thinkhr.ca

www.thinkhr.ca

County of Huron | Economic Development

economicdevelopment@huroncounty.ca

www.huroncounty.ca/economic-development

Employment Services Grey Bruce Huron Perth

integratedemploymentservices@brucecounty.on.ca

www.employmentbghs.ca

thinkik- HURON

COUNTY

Ontario @

This project is funded in part by the Ontario Government through the Rural Economic Development Program.
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