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Job Readiness, Retention, or Advancement Assessment 

Finding and keeping a job is an important step for individuals to achieve success in life.  Use 
the following checklist to rate your level of employment readiness or success. 
 

Developing Competent Good Excellent 
1 2 3 4 

 
Ref Employment Readiness Checklist Level 
1 I am able to communicate effectively with my co-workers and supervisors.  
2 I can work in a safe manner and ask questions if I am unsure of the safety 

procedures. 
 

3 I can separate personal time from work time.   
4 I show initiative and do not stand around until I am asked to do a new task.  
5 I can work unsupervised and do not change my work habits when 

unsupervised.   
 

6 I can take responsibility for my mistakes and find ways to improve for next 
time. 

 

7 I get along with my peers, co-workers and work collaboratively.  
8 I get along with others and always treat everyone in a respectful manner.  
9 I am capable of following a task through to completion.  
10 I am available to work the hours required for a job, attend school or post 

secondary as well as extra curricular or community commitments. 
 

11 I am organized and can prioritize my time.  
12 I can take care of my own items without losing them all the time.  
13 I am capable of taking criticism and suggestions on how to improve my work 

habits. 
 

14 I am a hard worker and display good work habits.   
15 I follow through with projects and meet deadlines.  
16 I have a way to get to work, including early morning or late evening shifts.  
17 I understand teamwork and can work effectively in a team.    
18 I understand the importance of ongoing training and continually updating my 

skills. 
 

19 I have the skills to manage my life responsibilities.   
20  I have a positive attitude and am enthusiastic about employment.  
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Developing Competent Good Excellent 

1 2 3 4 
 
 Ref Assessment Questions Level 
21 I have basic math skills and can count cash effectively with or without a 

calculator or cash register. 
 

22 I have reliable transportation, am punctual and can be to work on time, 
every time. 

 

23 I am able to work independently and find tasks to do when not busy.  
24 I am an effective problem solver.  
25 I have basic skills such as mopping floors, cleaning windows and 

bathrooms. 
 

26 I am responsible for getting myself out of bed in the morning and being 
punctual for school, post secondary learning, or other appointments. 

 

27 I have good hygiene and practice these skills regularly. (showering, 
ironing clothing, brushing teeth) 

 

28 I wear appropriate and clean clothing to school, post secondary and 
community functions. 

 

29 I dress appropriately for my job.  
30 I get tasks done on time.  
 
 
If you answered good (3) or excellent (4) to all of these questions, you are employment ready 
and have the skills to maintain or advance in your job.  If you answered no experience (1) or 
developing (2) to any of the questions, you need to address these issues. 
 
Actions for Improvement (Develop action plans for answers that were 1 or 2’s.): 
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Top Issues and Challenges Quesnel Employers Have 
Identified With Employees 

Developing Competent Good Excellent 
1 2 3 4 

 
Ref Item L Ref Item L 
1 Positive attitude  30 Customer service skills  
2 Work ethic   31 Personal management skills  
3 Reliability  32 Employment application skills  
4 Ability to work in a team  33 Not using technology for 

personal use on the job 
 

5 Accountability to employer  34 Communicating directly with the 
employer—not parents or family 

 

6 Retail and basic math skills  35 Skills and knowledge  
7 Initiative on the job  36 Maturity level  
8 Motivation   37 Following directions  
9 Pride in work  38 Technology skills  
10 Desire to work  39 Time management skills  
11 Enthusiasm  40 Not using work time for personal 

business 
 

12 Physical fitness  41 Energy Levels  
13 Personal responsibility   42 Staying Focused  
14 Attendance and punctuality   43 Knowledge of basic cleaning 

skills 
 

15 Maturity level  44 Knowledge of basic life skills  
16 Ability to separate work from 

friends 
 45 Grammar and spelling  

17 Ability to Multi-task  46 Honesty  
18 Can not work independently  47 Not stealing from the company  
19 Dress and appearance   48 Not abusing Sick Leave or using 

sick as an excuse 
 

20 Lack of skills  49 Conflict resolution skills  
21 Availability to work  50 Being adaptable  
22 Hand writing  51 Able to solve problems   
23 Organizational skills  52 Willingness to learn continuously   
24 Communication skills  53 Accepting constructive feedback  
25 Workplace safety  54 Self-direction  
26 Respect for co-workers  55 Commitment to the job  
27 Ability to follow directions  56 Maintaining a steady pace on the 

job 
 

28 Experience  57 No drug use  
29 Chatting with friends instead of 

working 
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Examples of Challenges with Employees 

Ref Example of Challenge Expectation of what employee should 
have done differently 

1 Calling in sick on Friday with hardly any notice to 
go party. 

Show responsibility and only call in sick 
when you are actually sick and give as 
much notice as possible when time off is 
needed. 

2 Lazy – employee would rather stand up at front 
counter chatting than working for his/her money. 

Work hard for the money an employer is 
paying you. Know when it’s appropriate 
to chat and when you need to work. 

3 ¾ of the time employees with this company see 
attendance problems. Attendance problems 
include: not showing up, giving less than 24hrs 
notice that they can’t work, “I have a test 
tomorrow”. 

Schedules are made in advance. 
Employees need to have better time 
management skills, prioritize 
commitments, and give as much notice 
as possible. 

4 Employee ignores other customers to chat with 
his/her friends when they come in. 

Have a professional work ethic. Can 
chat to friend briefly but need to serve 
all customers giving each your full 
attention. 

5 Employee not able to make change (retail math 
skills lacking). 

Learn system for making change. 
Understand how to count money. Do not 
just rely on the till. 

6 At the last minute, the Employee phoned in sick 
when he/she was not sick. This left business short 
staffed 

Come to work, show responsibility, 
honour commitment to work, give more 
notice. 

7 Manager has to leave a list of chores in her 
absence for employees to do when there aren’t any 
customers. Otherwise, employees just stand 
waiting for customers. 

Be more self directed. Look around and 
see what needs to be cleaned, restocked, 
or put away. 

8 Employee phones right before shift and says that 
he/she cannot work. This makes it very hard to 
cover the shift and puts other employees in an 
awkward position when asked if they can cover on 
short notice. 

Give more notice or be responsible and 
honour commitment to work. 

9 An employee didn’t even know what was 
involved in taking the garbage out. 

Come into employment with some skills 
(i.e. taking garbage out, washing dishes) 

10 Employees hired for weekend work who then 
became increasingly busy on weekends due to 
social life. 

Be responsible and come to work when 
you said you were available. Be honest 
about your availability. 

11 An unfit employee finds it very difficult to do 
repetitive jobs for a whole shift. 

Be physically active and prepared for a 
physical job. 
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Ref Example of Challenge Expectation of what employee should 

have done differently 
12 An unmotivated employee who needs pushing all 

the time. 
Be motivated at work. Do not be lazy. 
Have a good work ethic. 

13 An individual with strong computer/technical 
skills often has weak social skills. 

Be ready to work on social skills as they 
go along with a tech job. Be ready to 
work beyond safety zone. Must deal 
with customers, other employees, and 
higher up management.  

14 An employee coming in hung over on a weekend 
shift. This is useless to the employer and not 
responsible. 

Put work first. Do not party hard the 
night before a shift. 

15 Employees not showing up for work. It’s not right to just not show up to 
work. Work should be a priority. 
Employees should be responsible and 
reliable for an on call job. 

16 Too many visitors in visiting employee. Employee 
doesn’t know when to not visit and ignores 
customers. 

Do not have lots of personal visitors. 
Tell friends that you can’t visit when 
you’re working. Do not ever ignore 
customers. 

17 When employee’s friends come in he/she ignore 
other customers and visit with friends. 

Be able to separate work and friends. 
Tell friends you can’t visit when you’re 
working. 

18 Tardiness. Take responsibility and be on time. 
19 Employee finishes job and stands around waiting 

to be given next task. 
Look around for what to do next (tidy, 
clean, ask what to do next). Take 
initiative. 

20 Manager left list of tasks for employee to do, one 
of which was to lock the door when leaving for 
the night. Employee left door unlocked 3 nights in 
a row.  

Follow instructions. If manager leaves a 
list of tasks, follow carefully. 

21 New employees find it difficult going in and out 
due to weather and they get tired. They also find 
the pace of the job difficult. It’s either slow or 
fast. 

Be prepared (mentally and physically) 
for weather changes and changes in pace 
of job. 

22 Employee text messaging while on shift. Do not text message on the job. Save for 
break or when not working. 
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Ref Example of Challenge Expectation of what employee should 

have done differently 
23 Employee wanted time off to party because 

parents were away for weekend. Couldn’t get time 
off so quit. 

Do not take time off with no good 
reason. Give more notice for time off 
request. 

24 Employee not committed to job so doesn’t work 
as hard as someone who is. 

Show interest in what you do. 

25 Employee stands around unless given a task to do. Take initiative and ask for task to do or 
find something to do on own. 

26 Employee not able to do simple task such as 
vacuuming. 

Gain some basic life skills at home 
before venturing into workforce.  

27 Employee not reliable. Employee would phone in 
sick with 1 hour notice. 

Give more notice. Only phone in sick 
when actually sick. 

28 Employee caught stealing.  Do not steal ever. 
29 Employee on phone with friends after just getting 

to work and making arrangements for after work. 
Make social plans on own time (before 
work, after work, on break) 

30 Employees doing a task and can’t seem to stop to 
help customer because not finished what they’re 
doing. 

Put down or stop what you’re doing, 
help the customer, and then return to 
what you were doing. The customer 
comes first. 

31 Employee blows off shifts with no notice (or very 
little notice) and then complains about paycheck. 

Be straight with manager. She respects 
you more if you are honest about not 
wanting to work a shift than if you just 
do not show up. 

32 Poor penmanship when completing any kind of 
report whether it is for customers or management. 
Messy writing and poor spelling make it difficult 
for management and customers to understand 
forms. 

Be neat with writing/printing and use 
proper spelling.  

33 Employee started out enthusiastically and 
enthusiasm dwindled. Owner would leave for a bit 
and return to employee on the computer instead of 
working. 

Keep enthusiasm up. 

34 Problem with employees just not showing up. 
They do not call or give any notice. 

Realize that others are relying on you 
showing up to work and when you do 
not show up, you leave them short 
handed making their day miserable. 
Treat your fellow employees with 
respect and take responsibility for self 
and job. 
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Ref Example of Challenge Expectation of what employee should 

have done differently 
35 When employees do not follow the procedures 

that have been put in place by the company 
because they think they know a better way to do 
it. When this happens, things get missed or 
forgotten.  

Understand that employers have 
procedures set in place that have been 
tried and tested over the years. If you 
have an improvement then suggest it but 
unless they decide to change procedure 
you must do it their way. You must 
realize that you affect everyone down 
the line. Your actions can have a domino 
affect. 

36 This is the first job for most and you can’t be late. 
Employer has had calls from parents when their 
child is late for work or if they’re upset at the 
employer for getting upset with their child. 

This is a job, not school. You can’t have 
your parent call if you’re going to be 
late and everything be ok. You can’t get 
a parental excuse for not coming to 
work. A “note from home” is not 
permission to miss work. 

37 Employee coming to work dressed improperly. Follow dress code at work. 
38 Employee wants to make lots of money but not do 

much work for it.. 
“Earn” your money. 

39 Poor business English. When typing up a letter, it 
is full of errors and grammar is poor. 

Take time when writing something for a 
business. Proof read. 

40 Employees who do not have their own 
transportation to work, so rely on parents, family 
or friends. Sometimes they can’t come in to work 
when needed. 

If asked to come in at 8 but can’t get a 
ride until 10, say that the earliest you 
can get a ride is at 10 and you can be 
there then. If you can’t work when 
asked, follow up with when you can 
work.  

41 Employee is not good at multitasking. Employee 
can only focus on one job at a time and ignore 
customer if they’re busy. 

Learn to multitask. If a customer walks 
in when you’re doing something, stop 
what you’re doing and help them. Once 
they’ve been helped you can return to 
your task. 

42 Employee finds a better job and is quick to leave 
current job. 

Give as much notice as possible. 

43 Poor handwriting affects others ability to 
understand field notes, maps, and other sorts of 
communication. 

Neat handwriting is important for clear 
communication. Take care to 
communicate properly in the work 
place. 
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Ref Example of Challenge Expectation of what employee should 

have done differently 
44 Apprentices must go to Vancouver for training so 

they can’t work while training. Employer wants 
more of a commitment after spending time 
training employee and not be used as a jumping 
off point. 

Commit to or give something back to a 
company that trains you especially if for 
an apprenticeship. 

45 With employees with no experience, they’re not 
always sure of what to do and wait for direction. 

Do not wait for direction. Take initiative 
and find something to do or ask for 
something to do. 

46 Difficult to have employees who do not want to 
work but work because their parents want them to. 

Even if it’s your parent’s idea for you to 
work, take pride in what you do and 
work hard for the money you earn. 

47 Individual stands still until directed to do a 
job/task. 

Independent workers do not stand 
around. Look or ask for things to do.  

48 Lack of general knowledge such as knowing how 
to start a lawn mower. 

Help out at home to learn these basic 
skills. 

49 Younger employees pick up bad habits from older 
employees regarding safety.  

Follow safety rules on job site regardless 
of other employees who do or do not.  

50 Employees with no drive. Come into a job with 
goals/ambition/direction. 

51 Young workers do not know when a situation is 
unsafe and do not refuse unsafe conditions. 

If you do not feel safe, talk to employer. 
If you still do not feel safe, talk to a 
parent/teacher. 

52 Employee not prepared for physical, manual 
labour. 

Be prepared for physical labour. 

53 Employees not willing to do repetitive tasks. Find a way to make repetitive tasks 
interesting to pass the time. Make games 
or time yourself and try to beat your 
time.  

54 Do not know how to work. Not self-directed, do 
not know what to do next. Wait to be told what to 
do next. 

Look around for what to do next or ask 
for what to do next. 

55 Have had problems with employees getting along 
on shifts together.  

Pull your own weight, be responsible, 
mature, and keep petty differences out 
of the work place. 

56 Issues with availability. Employees think they 
should get days off whenever they want and that 
it’s “not a big deal”. 

Realize you’re a part of something 
larger than yourself. Give lots of notice 
for time off requests and realize you 
won’t always get the time off you want. 
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Ref Example of Challenge Expectation of what employee should 

have done differently 
57 Difficulty with employee not respecting fellow 

employees. Employee talks to boss and senior 
workers as if they have equal experience. 

Respect your supervisors, they have 
more experience with a company where 
you just started. Earn a raise do not act 
like it’s owed to you.  

58 Lack responsibility. Phone 15 minutes before shift 
to say can’t work because of a dentist appointment 
when dentist appointments are booked at least a 
week in advance.  

You are being counted on to be at work. 
Try to make appointments outside work 
hours. If you can’t do this and make an 
appointment when you’re supposed to 
work, tell your employer as soon as 
possible so he/she can cover your shift. 

59 Application/Interview skills. Applicant comes in 
wearing jeans and a hoody. Friends come in with 
applicant to drop off résumé. 

Dress up when dropping off résumés. 
Leave friends outside when dropping off 
résumé. 

60 Low maturity level leads to too much joking 
around on the job. 

Take job seriously. 

61 Lack of work ethic, personal integrity, and 
responsibility. 

Work hard for the money someone pays 
you. 
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Local Employers Suggestions for Improvement 

Ref What Local Employers Feel Employees  Need to Work On Check 
1 Applications 

• Fill out application form completely 
 

2 Availability  
• be available for weekend work 
• be honest about my availability (extracurricular activities, school 

responsibilities) 
• give as much notice as possible of when I am unavailable – 24 

hours or more (not the day before or 15 minutes before shift starts) 

 

3 Reliability 
• An employer can count on me to be there when I agreed to be 

there 

 

4 Prioritize 
• put work first 

 

5 Punctuality 
• be on time for work or call if I am going to be late 
• realize that employers will worry or be angry if I am late without 

telling them 
• Be ready to start work when your shift starts not just walking in 

the door 

 

6 Responsibility 
• always let my employer know if I am not going to come to work (I 

will never just not show up) 
• only call in sick when I am actually sick 
• give as much notice as possible when I need time off 
• realize that work is not like school and that I cannot get my 

parents to write me a note to be excused 
• realize that if I do not show up to work, others suffer 
• realize that when I am working I cannot ignore customers to chat 

with friends 
• realize that friends are entitled in my place of work but there is a 

time and place to chat and hang out 
• tell my friends I cannot visit them when I am working  
• make plans for after work before work or during a break 

 

7 Time Management 
• manage work, school, and my extracurricular activities properly so 

I will not have to leave my employer short staffed 
• learn about an upcoming exam (usually a week before), I will let 

my employer know so that the schedule can be changed without 
too much difficulty or I will find someone to cover my shift and 
check with my employer for permission or I will not leave 
studying until the night before so I do not need to take time off 
work 
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Ref What Local Employers Feel Employees  Need to Work On Check 
8 Work Ethic 

• work hard for the money an employer is paying me 
• work hard even though it would be easier to go out and get another 

minimum wage job 

 

9 Direction 
• able to take direction and follow instructions 
• able to be self directed (look around and find something 

productive to do, i.e. clean,) 
• not stand around waiting for someone to tell me what to do next (I 

will ask for something to do, I will find something to do, or I will 
ask if someone else needs help doing something) 

 

10 Physical Fitness 
• be physically fit so I can comfortably carry out my work day 
• be physically fit when applying for a physical job 

 

11 Motivation/Enthusiasm 
• be motivated at work even though I won’t always feel that way 
• show enthusiasm at work 

 

12 Customer Service 
• never ignore customers because I am talking to friends 
• never ignore customers because I am working on another task (I 

will stop what I am doing and help the customer and return to 
what I was doing later) 

 

13 Being Prepared 
• If I work outside, I will come to work prepared for changes in 

weather (a change of clothes, rain jacket, hat, gloves, sweater…) 
• be physically prepared for a job outside 

 

14 Respect 
• respect procedures that are taught to me  
• realize that procedures exist for reasons beyond my experience 
• respect the knowledge of my boss and employees that have more 

experience than I do 
• realize I do not always know how to do things better 
• realize that I can suggest improvements to my manager but that 

the final decision on how things are done comes down to the 
manager 

 

15 Writing Skills 
• take my time when writing so others can understand what I have 

written 
• work on my spelling and writing skills 
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Keeping Your Job—Top Work Habits 

Once you have found employment through your job searching, the next big goal is job 
success.  Getting the job is half the puzzle; keeping your job is the key to building your work 
experience and advancing in the work force.  There are specific skills that employers have 
identified which you need to be successful at your job.  It is important to know these skills 
before starting work and to utilize them while at work, to succeed and advance.   
 
The following list will help you to be successful at work, but it is always a good idea to talk 
to your employer about what is most important to him/her so you can make the best first 
impression and also become a valuable employee.  Most employers say that individuals lose 
their jobs because they do not have good habits, rather than being unable to do the work.  The 
following list of suggestions is based on the feedback of local employers surveyed over the 
last five years.   
 
1. A positive attitude was the most important factor identified by employers in achieving 

success on the job.  A positive attitude means employees show interest in their work, take 
initiative at work and always put in a good effort at work.   
Examples of ways to show a positive attitude at work include: 
• Being enthusiastic about your job. 
• Willingness to learn about your job and learn new skills. 
• Working cooperatively with other staff. 
• Taking initiative: keeping busy at work, looking to see what needs done and doing it.  

Asking for other tasks to do when you are finished one task, not waiting to be told 
what to do next. 

• Always go to work prepared to work and work for your whole shift. Value and earn 
the money you are being paid. 

 
2. Always be punctual.  Being a reliable and dependable employee gains the trust and 

respect of the employer.  You know how long it will take you to get to work and always 
allow for traffic problems.  It is appropriate for employees to arrive 10 minutes before 
their shift starts and be ready to work at the start of their shift, not just to walk through 
the door.   

 
3. Good attendance is important to employers.  If you are going to be unavoidably sick, 

phone your employer with as much notice as possible, preferably 24 hours.  When you 
are away an employer needs to cover your shift and it is difficult to do this on short 
notice.   

 
4. Have basic Math skills.  Ability to make change, perform calculations and solve basic 

math problems is essential to being successful in the workplace.  Employers have 
identified that basic math skills are essential to the workplace.  Ensure you are able to 
count cash and make change with and without a calculator or cash register before you 
start working.   
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Keeping Your Job--Tips 

An employee having good work habits is an important part of keeping his/her job.  It is 
important to use the skills you already have and be willing to learn new skills.  Here are some 
tips to help: 
 
1. Use the skills you have.  The skills you have are important to your job.  You may not be 

perfect doing everything at first, but you will get better with practice.  Do not be afraid to 
ask for feedback on your performance and take initiative to see what needs to be done at 
your work place and do it.   

2. Learn new skills.  Every job you have will involve learning new skills.  Even if you have 
worked as a cook at a previous job, you will still need to learn how a new business 
operates.  Value the opportunity to learn new skills and be open to suggestions.  Never 
act like you know everything at a job or assume you know more than other employees at 
the company.  Offer your suggestions when appropriate, but keep in mind that protocol is 
ultimately at the management’s discretion and must be followed.  Also, take the initiative 
to volunteer to help other workers when you have time to learn new skills. 

3. Use your interpersonal skills.  Ensure you are getting along with your co-workers and 
supervisors.  You are expected to be dependable, do your best work and get along with 
others in the workplace.  Always maintaining a positive attitude and working 
collaboratively with others will increase your success at your job.  Do not express your 
opinions or prejudices about others while at work.  Diversity is very important in the 
workplace.   

4. Have good communication skills.  The ability to communicate is very important when 
working.  You need to express your thoughts when talking to supervisors, co-workers and 
customers.  Here are some tips to help you: 

- Think before you talk.  Organize your thoughts and express yourself in a calm 
manner. 

- Use your best grammar; do not use slang. 
- Be open to listening to feedback; do not be defensive when talking with others. 
- Do not talk too loudly or softly; talk in a clear, calm voice. 

 
 
 

An Employers Perspective- Positive Attitude 
“Technical skills can always be learned on the job.  A positive attitude and showing 
enthusiasm on the job can not be taught”.  ~Manager of a construction company 
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Keeping Your Job—Tips Continued 
 
5. Be on time, every time.  Getting to work on time and ready, and returning from breaks 

and lunches on time show you are dependable.  Walking in right when you are supposed 
to start work is not on time.  On time is ready to start working: dressed appropriately and 
starting work when your shift starts.   

6. Show initiative.  Do not stand around and wait until you are asked to do something on the 
job.  If you see something that needs doing, do it.  Learning about your job will give you 
a better idea of what work needs to be done when you are not busy.  If you are unsure of 
what to do, ask a supervisor or co-worker if you can assist with anything.  Always 
remember, at the very least most workplaces need cleaning in slow times. 

7. Be able to work independently.  As an employee, you need to be committed to working a 
full day whether you have a supervisor watching or not.  Ensure you are keeping busy 
and do not change your work habits if you are not being supervised. 

8. Work is not the place for socializing.    Work is not the place to be chatting with friends, 
using cell phones, text messaging or using computers and phones for personal reasons.  
Work comes first at your job and outside distractions such as friends stopping by are not 
appropriate.   

9. Be respectful.  Always be polite and courteous when working.  A smile and warm 
greeting are important to customers, supervisors and co-workers.  Ensure your language 
is appropriate for your work place. 

10. Conflict resolution.  Conflicts are going to arise when on the job, however the key is 
your ability to deal with conflicts.  First, always talk directly to the person you are having 
a conflict with.  Most conflicts are simply miscommunications and can normally be 
worked out at this stage.  If the conflict is not resolved after talking with the individual 
and continues, it would be time to contact the supervisor.  A general rule is always try to 
work it out on your own first and then contact a supervisor if this is unsuccessful.   

11. Listen and learn.   Be open to new ways of doing things, even if you were taught 
differently in school or on a different job.  Do not be quick to find fault, criticize, or 
complain about doing things differently than you normally would.   

12. Follow Policies and Guidelines.  Workplaces have rules, guidelines, polices and 
procedures.  Ensure you are following directions correctly and ask for clarification if you 
are unsure.  Bringing a notebook to the first day on the job will help you to remember 
rules, policies or procedures learnt during training.  Also some employers have employee 
manuals. Ensure you read and understand the rules before you start working and ask 
questions when you need to.   
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Keeping Your Job—Tips Continued 
 
13. Customers come first!  The bottom line for most businesses depends on the satisfaction 

of their customers.  Ensure you are promptly assisting customers as they enter your 
employer’s business.  If you are working on a task and a customer walks in, always 
assume you are to stop what you are doing and assist the customer.  

14. Admit mistakes.  Everyone makes mistakes, especially when they are new on the job.  If 
you make a mistake, notify your supervisor and ask for clarification to correct it.  This 
shows honesty and your willingness to learn from mistakes. 

15. Work in a safe manner.  Always follow the safety procedures at work.  If you feel a 
situation is unsafe, talk to your supervisor before performing the task.  Also, if your co-
workers are not following safety procedures, this does not mean that you also have 
permission to work in an unsafe manner.   

16. Find a role model/mentor.  Watch your supervisor and co-workers.  Who is the most 
reliable and hard working?  Model yourself after that person.  Ask the person if you could 
mentor with him/her or work with him/her to improve your skills.   

 
 

An Employers Perspective- Following Procedures 
“Understand that employers have procedures in place that have been tried and tested.  It is 
okay to offer suggestions, but unless procedures are changed, you must do it the companies’ 
way”. ~ Manager of a Major Hotel Chain 

 



School District 28 (Quesnel) Employment One Training Guide (Version 2.0) 
Employment Readiness, Retention, and Advancement 
 

A Partnership with the Quesnel & District Chamber of Commerce               Page 17 

Advancing in your Job 

Keeping your job is the first step in starting new employment.  Developing good habits will 
provide a sense of security in your job.  This does not necessarily mean you will have this job 
for the rest of your life, but it does mean you will have the skills to keep a job.  The 
following are 13 qualities employers say make a valued employee (Government of Alberta, 
Human Resources and Employment).  Valued employees: 
 

Ref Item Level 
1 Have good attendance records.  They show up for every shift they are 

scheduled for. 
 

2 Are on time, whether it’s showing up for work, returning from breaks, 
going to staff meetings or completing tasks. 

 

3 Call if they know they will be late or if they are unable to make it in to 
work- but they do not abuse this privilege. 

 

4 Dress appropriately for the type of work they are hired to do.  
5 Have a positive attitude and show enthusiasm for their job.  
6 Are prepared.  They come to work willing to do the job, pay attention and 

follow directions. 
 

7 Work safely and are healthy.  Come to work substance free.  This includes 
not using alcohol and drugs and making sure that over the counter 
medications do not interfere with their ability to do their job. 

 

8 Ask if they do not understand something.  
9 Are open to learning new personal and technical skills.  This includes 

taking responsibility for mistakes. 
 

10 Are team players.  They work well with others to achieve a common goal.  
11 Take initiative.  If they see that something needs to be done, they do it.  

They do not wait for someone to ask them to do it. 
 

12 Are honest and trustworthy.  
13 Are knowledgeable about the company.  
 

 

An Employers Perspective- Keeping Busy on the Job 
“To us, the employees who stand out are the ones who are willing to learn, are outgoing, 
have good thinking skills and are able to work with others” said the production manager of a 
custom wood working shop.  “One of our best new employees is Lisa.  After only a few 
weeks with the company, we are considering giving her a raise.  She’s a model employee 
because she is outgoing, has a great attitude and is willing to learn.  And if I am busy, she’s 
not afraid to approach other staff and ask if she can help or pick up a broom and start 
sweeping.  She takes initiative and it shows”. 
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Why Being a Valued Employee Matters 
 
Ref Valued employees… Why it matters to 

employers… 
Why it matters to 
you… 

1 Have good attendance records.  
Show up for every shift they are 
scheduled for. 
 
 
 
 
 

 

If you do not show up 
for work, it puts 
pressure on your 
employer to find 
someone to cover your 
shift.  Poor attendance 
records impact the 
company’s 
performance and 
potential profit.   

Having good 
attendance shows you 
care, are dependable 
and are committed to a 
job.  Poor attendance 
may lead to dismissal 
from your job. 

2 Are on time, whether it’s showing 
up for work, returning from 
breaks, going to staff meetings or 
completing tasks. 
 

Time is money.  Being 
late 10 minutes each 
day may not seem like 
much to you, but in a 
week, that equals an 
hour of work time.  
Delays in production 
and service can cause 
the business to lose 
customers or even 
close. 

Being on time and 
meeting deadlines can 
help you keep and 
advance in your job. 

3 Call if they know they will be late 
or if they are unable to make it in 
to work- but they do not abuse this 
privilege. 
 

Calling if you will be 
late or absent allows 
your supervisor time to 
find a replacement or 
re-distribute work. 

Calling if you will be 
late or absent is just 
good manners.  It 
shows you care about 
your employer and co-
workers and want to 
help them prepare for 
your absence. 

4 Dress appropriately for the type of 
work they are hired to do. 
 

What an employees 
wears and how they 
present themselves to 
customers and clients 
reflects on the business.  
Also being prepared for 
all weather conditions 
ensures production 
stays on schedule. 

Everyday you make 
impressions on people.  
Show that you are 
confident and care 
about yourself and 
your job.   
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Ref Valued employees… Why it matters to 

employers… 
Why it matters to 
you… 

5 Have a positive attitude and show 
enthusiasm for their job. 
 

Positive attitudes 
contribute to a positive 
work environment for 
everyone.  Like your 
clothing, your attitude 
reflects on your 
employer and the 
business.  If you have a 
negative attitude, 
customers and clients 
may see you and the 
business as 
unprofessional and take 
their business 
elsewhere. 

We all like working 
with people who are 
positive about their 
work and the people 
around them.  A 
negative attitude at the 
work place can lead to 
conflicts with co-
workers as well as 
losing your job.   

6 Are prepared.  They come to work 
willing to do the job, pay attention 
and follow directions. 
 

Employers value an 
employee who is 
prepared and get their 
work done.  That’s why 
they hired you. 

By showing you can 
pay attention and 
follow directions, you 
are proving you are a 
valuable employee.  
This can increase your 
confidence in your 
ability to become a 
valuable member of 
the work team and 
increase your chances 
for advancement. 

7 Work safely and are healthy.  
Come to work substance free.  
This includes not using alcohol 
and drugs and making sure that 
over the counter medications do 
not interfere with their ability to 
do their job.  

An employee who uses 
substances is an 
important health and 
safety concern for the 
employee.  He/she is a 
danger to themselves 
and their co-workers. 

Being substance free 
makes it easier to 
focus on tasks and 
keeps you and your 
co-workers safe on the 
job.  Being fired from 
a job, for substance 
abuse on the job will 
ensure you a negative 
work reference. 
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Ref Valued employees… Why it matters to 

employers… 
Why it matters to 
you… 

8 Ask if they do not understand 
something. 
 

Employers would 
prefer you ask and do 
the job right the first 
time rather than do the 
task wrong and find out 
how to do it right later.  
Time is money. 

By asking questions, 
you show you are 
interested and want to 
do a good job.   

9 Are open to learning new personal 
and technical skills.  This includes 
taking responsibility for mistakes. 
 

Change is constant- 
whether it’s a new 
computer system or an 
idea about how to do 
things differently.  
Employers need 
workers who are 
willing to learn and 
adapt to change.  
Taking responsibility 
for mistakes shows that 
you are willing to learn 
the right way to do the 
job. 

Learning is a survival 
skill.  Not only can 
learning new skills 
help you succeed in 
your current job but 
knowing the latest 
skills can also help 
you if you decide to 
look for a new job.   
 
Sometimes we learn 
by trial and error- but 
we only learn from our 
mistakes if we take 
responsibility for 
them. 

10 Are team players.  They work well 
with others to achieve a common 
goal. 
 

Employees who work 
well together ensure 
that tasks are 
completed faster and 
often more effectively.   

Being part of a team is 
a good feeling.  It also 
contributes to a more 
pleasant work 
environment for 
everyone.   
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Ref Valued employees… Why it matters to 

employers… 
Why it matters to 
you… 

11 Take initiative.  If they see that 
something needs to be done, they 
do it.  They do not wait for 
someone to ask them to do it. 
 

Employers appreciate 
an employee who 
offers to help.  With so 
much work to be done, 
employers need people 
who will act rather than 
wait to be told what to 
do.   

Sometimes taking 
initiative will mean 
you get to do new 
tasks that you really 
like to do.  Or it might 
mean that you get 
something done when 
things are slow so that 
the busy times are less 
stressful.   

12 Are honest and trustworthy. 
 

Employers have to trust 
employees with their 
business.  That means 
handling money, 
opening and closing the 
shop, or just getting 
things done when the 
employer is not there.  
They need to know the 
people they hire are 
reliable.   

We often expect to be 
treated in the way we 
treat others.  Wouldn’t 
you want others to be 
honest with you?  Do 
not you want to be 
able to trust them? 

13 Are knowledgeable about the 
company. 
 

Employees represent 
the company to the 
public so employers 
value staff that are able 
to speak positively and 
knowledgeably about 
the company to others.   

Knowing your role 
and how you fit into 
the company can help 
you do your job better 
and understand the 
pressure that other 
people are facing.   
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How to Advance in Your Job 
 
To advance in your job, which could mean an increase in wages or new positions, you need 
to evaluate your performance on the job.  Do you: 
 
1. Solve problems before they reach your employer’s desk? 
2. Act independently or constantly need supervision? 
3. Think of mistakes as learning opportunities? 
4. Take initiative or have to be continually told what to do? 
5. Look to the needs of the company- not just your own? 
6. Assume new responsibilities? 
7. Make every attempt to cooperate and get along with others? 
8. Show that you are dependable, always on time for work and rarely miss work? 
9. Maintain regular contact with your supervisor or boss? 
 
Leaving Your Job 
 
Remember if you are leaving your job and starting a new job; try to always leave on a 
positive note.   
 
1. Give at least two weeks notice before quitting and thank the employer for the learning 

experience before leaving.   
2. You will probably need to ask your former employers to be references for future job 

searches so it is important to maintain a positive relationship with your previous 
employers.   

 
 
Notes: 
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Résumés and Cover Letters 

Résumé and Cover Letter Assessment  
 

Developing Competent Good Excellent 
1 2 3 4 

 
Ref Assessment Questions Level  
1 My résumé is concise and easy to read.  
2 My résumé clearly outlines my skills.  
3 I have contacted individuals who will be references for me with employers.  
4 I have access to computers and office supplies to make a résumé and cover 

letter. 
 

5 I am able to take the initiative to write a cover letter when applying for jobs.  
6 I am able to phone employers and ask for the person’s name that I would 

address a cover letter to. 
 

7 I can summarize my skills and experience clearly for an employer.  
8 My résumé and cover letter are free of grammar and spelling errors.  

 
Actions for Improvement (Develop action plans for answers that were 1 or 2’s): 
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Résumés 
 
Your résumé and cover letter are the first step to getting an interview.   You will have less 
than 30 seconds to get a potential employer's attention, so your résumé has to be written 
carefully! 
 
The product is You….   
 
1. A résumé lets an employer know who you are and what you have done.   
2. A résumé is a marketing tool, which gives the employer an overview of your 

qualifications and your potential as a candidate for the job.    
3. Your résumé must be targeted toward a specific job or type of job. Everything you 

include needs to be relevant.   
4. The one-size-fits-all résumé just doesn't work in most cases and employers will notice 

your résumé more if you tailor it to their company.   If you are applying for a position in 
supermarket as a clerk, different skills and experience will be used than if you are 
applying for a job as an auto mechanic.   

 
The aim of your résumé is to show employers you are capable of doing the job and you are 
also the best person for the job. A résumé tells employers not only about your skills and 
experience, but also about your personality, attitude and work habits.  
 

An Employers Perspective- Personalizing Your Résumé 
“If I receive a résumé that is not targeted to our company, I treat it the same as junk mail that 
says “Dear Occupant” and throw it away”. ~ Manager of Forest Company 

 
What does this mean?  
 
If your résumé is carefully written, with no 
spelling, grammar or punctuation mistakes…   
 

Shows 
Employers 

You pay attention to details, 
are a conscientious worker, 
and are able to put your 
thoughts on paper.  
 

Skills and abilities that you emphasize on your 
résumé… 

Shows 
Employers 

Your values and your 
knowledge about the job.  
 

Taking the time to do a good résumé... Shows 
Employers 

You are serious about finding 
a job. 
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Résumé Tips 
 
1.  Résumés need to be clear, concise, and brief.  Generally, résumés are no longer than two 
pages. Most résumés will be only one page.  It is important that a résumé be easy to read. Use 
a font that is clear and easy to read, emphasizing major headings with bold, italics or capital 
letters.   Résumés are to be printed on white paper.  Avoid coloured or parchment paper. 
 
2.  Job descriptions and skills can be organized in point form. Begin each phrase with action 
words that highlight your skills, abilities and accomplishments. 
   
3.  Spell out words in full. For example, use "Street" not "St.".  
 
4.  To be sure there are no spelling, grammar, or punctuation errors, have someone look over 
your résumé. Do not rely on the spell check on the computer. Quite often we tend to overlook 
mistakes in our own typing.  
 
5.  It is generally acceptable to put "References available upon request" instead of listing the 
references in full on the résumé. However, it is important to have references ready, typed up 
and confirmed. Do not use someone as a reference that you have not asked his or her 
permission!   Family and friends are not usually the best choices for references. 
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Do’s and Do nots of Résumés 
 
Do’s: 
 
1. Use consistent layouts - have text correctly aligned; use matching fonts for corresponding 

titles and sections.  
2. Proof read your résumé for any errors to be sure it is free of spelling and grammatical 

errors.   
3. Include a heading: name, address, phone number, message number if available, and 

email.  Including an email address shows employers you have technology skills. 
4. Write a clear and concise job objective.   Job objectives could include what you have to 

offer and what you are seeking.  For example, Hardworking and reliable cook with 3 
years experience seeking a position with XY Restaurant.   

5. Start with the most recent job and work backwards including tasks completed during 
previous jobs in your work history. 

6. Be sure copies of your résumé are clean, bright, straight and stain free. 
7. Include relevant education, training and certificates. 
8. Highlight your skills and accomplishments as they relate to the job. 
9. Include volunteer and community involvement if they relate to the job. 
 
Do nots: 
 
Do not include the following information in your résumé: 
 
1. Age  
2. Marital status  
3. Social Insurance Number  
4. Race or Religion  
5. Height, weight, etc.  
6. Spelling errors  
7. White-out or corrections made with pen 
8. Salary or history requirements  
9. Reasons why you left employment  
10. Titles such as Résumé 
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Résumé Checklist 
 
Keep this checklist in mind while working on your résumé.  Once your résumé is completed 
use the checklist to evaluate your résumé. 
 
Ref Item Done 
 Overall Appearance   
1 Does the résumé look professional?  
2 Was the résumé created using a standard word processing font such as 

Courier, Ariel or Times New Roman?  Is the font size appropriate?   
 

3 Is contact information written clearly at the top of the first page?  Does 
your contact name, phone number and page numbers appear on subsequent 
pages? 

 

4 Is the layout appealing, uncluttered and easy to read?   
5 Is the résumé free of errors in grammar or spelling?   
 Length and Conciseness   
6 Is the length appropriate (no more than two or three pages, ideally not 

more than two pages)? 
 

 

7 Can words be cut?   
 Relevance   
8 Are the job qualifications most relevant to the job objective highlighted?   
9 Is personal information included; is it relevant to the position?   
 Qualifications and Accomplishments   
10 Does the résumé emphasize the qualifications the employer is looking for?   
11 Are achievements, awards, recognition and scope of responsibilities 

included and described clearly?  
 

12 Do descriptions of skills, accomplishments and responsibilities include 
action verbs?   

 

13 Do these verbs match the action words contained in the job advertisement?  
 Clarity   
14 Are the appropriate headings used?   
15 Do headings organize and highlight information clearly and consistently?   
16 Are abbreviations only used for words which are neither keywords nor 

common terms?  
 

 Completeness   
18 Does the résumé include all important information and details required in 

the industry or as stated in the job advertisement?  
 

 
 

Employers Perspective- Errors on Your Résumé 
“Your résumé is your personal advertisement to employers.  Sending out résumés to 
employers with spelling and grammar errors says that you do not care.  If you do not care 
how your résumé looks, you probably will have the same attitude on the job.”  ~ Coordinator 
social services agency  



School District 28 (Quesnel) Employment One Training Guide (Version 2.0) 
Employment Readiness, Retention, and Advancement 
 

A Partnership with the Quesnel & District Chamber of Commerce               Page 28 

Chronological Résumés 
 
This format is appropriate if you have one specific occupational area and have had good 
steady employment and are continuing in that same field.  In a chronological résumé, list all 
relevant work experience for each job. Start with the most recent job and work backward. 
For each job, give a detailed list of duties. 
 

John Smith 
121 Job Street 

Quesnel, BC  V2J 4A2 
Phone: 250-992-8000   Email: jsmith@email.com 

 
Job Objective:   Hardworking and enthusiastic cook seeking full or part  
      time position.  
 

Work Experience: (repeat this format as far back as you feel is useful, starting with your 
most recent experience)  
 
2007-2008 Cook   XYZ Restaurant 

− Prepared morning and lunch dinner for up to 100 patrons daily 
− Supervised food prep and daily menu specials 

 
2005-2007 Cook   Super Eats 

− Worked as a 2nd line cook for up to 50 patrons 
− Completed all morning food prep and daily kitchen cleaning 

 
2004  Camp Cook  Daily Camp Catering Services 

− Organized daily menu plans and kitchen prep 
− Served breakfast, lunch and dinner for up to 75 workers daily 
− Maintained clean and safe kitchen area 
 

Education/Training/Certificates: 
 
 Food Safe Level 1 
 WCB Level 1 First Aid 
 Culinary Training Course 
 Grade 12 Dogwood 
 
Hobbies/Interests: (if applicable, and/or if you want to)  

 
References available upon request 
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Functional Résumés 
 
The functional format is designed for those people who are in the midst of a career change. 
Another name for this type is a Skills Résumé. The focus is very much on the skills you have 
developed that would "transfer" to the new field you desire.   In this résumé, do not write a 
detailed list of duties for each job. Summarize the skills you have under a separate section, 
Acquired Skills. You may want to group your skills into categories i.e. administration, 
computer, communication, managerial, silviculture, etc. 
 

Marsha Smith 
121 Job Street 

Quesnel, BC  V2J 4A2 
Phone: 250-992-8000   Email: jsmith@email.com 

 
Job Objective:   Hardworking and enthusiastic cook seeking full or part  
      time position.  
 

Acquired Skills: (relevant to the job objective) 
 
Menu Preparation: 

− Developed daily menus for up to 75 patrons daily in a camp setting 
− Responsible for the development of daily menu specials  
− Prepared weekly buffet menus as well as catered to banquets 

 
Kitchen Experience: 

− Prepared morning, lunch and dinner for up to 100 patrons daily 
− Responsible for all food prep and daily kitchen cleaning 
− Experience working as breakfast, lunch and dinner cook 

 
 

Education/Training: 
  

Food Safe Level 1 
 WCB Level 1 First Aid 
 Culinary Training Course 
 Grade 12 Dogwood 
 
Hobbies/Interests: (if applicable, and/or if you want to)  

 
References available upon request 
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Combination Résumés 
 
The combination style résumé provides a summation of skills, experience, and qualifications 
at the beginning, followed by a shortened version in a chronological format. 
 

Sandra Smith 
121 Job Street 

Quesnel, BC  V2J 4A2 
Phone: 250-992-8000   Email: jsmith@email.com 

 
Job Objective:   Hardworking and enthusiastic cook seeking full or part time position.  

 
Summary of Qualifications: 

− Four years experience working as a cook 
− Reliable and dedicated employee; can be counted on to get the job done 
− Experience working as breakfast, lunch and dinner cook 
− Responsible for the development of daily menus, buffets and banquets 

 
Skills:  
 
Menu Preparation: 

− Developed daily menus for up to 75 patrons daily in a camp setting 
− Responsible for the development of daily menu specials  
− Prepared weekly buffet menus as well as catered to banquets 

 
Kitchen Experience: 

− Prepared morning, lunch and dinner for up to 100 patrons daily 
− Responsible for all food prep and daily kitchen cleaning 
− Experience working as breakfast, lunch and dinner cook 

 
Work History: (in reverse order, starting with the most recent) 
 
2007-2008 Cook   XYZ Restaurant 
2005-2007 Cook   Super Eats 
2004  Camp Cook  Daily Camp Catering Services 
 
Education: 

Food Safe Level 1 
 WCB Level 1 First Aid 
 Culinary Training Course 
 Grade 12 Dogwood 

References available upon request 
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Resume Action Words 
 

• Accommodated  • Conceptualized • Executed 
• Achieved • Conducted • Accomplished 
• Acted • Confronted • Acquired 
• Administered • Constructed • Addressed 
• Advocated • Contributed • Advised 
• Appraised • Controlled • Analyzed 
• Arbitrated • Cooperated • Appointed 
• Audited • Coordinated • Approved 
• Bargained • Corrected • Assessed 
• Built • Counseled • Balanced 
• Clarified • Created • Brainstormed 
• Coached • Decided • Changed 
• Collated • Delivered • Classified 
• Communicated • Demonstrated • Collaborated 
• Completed  • Designed • Combined 
• Conceived • Detected • Competed 
• Generated • Developed  • Composed 
• Identified • Devised • Founded 
• Improved • Diagnosed • Guided 
• Incorporated • Directed • Implemented 
• Influenced • Disciplined • Improvised 
• Innovated • Discovered • Increased  
• Instituted • Effected • Initiated 
• Invented • Empathised • Inspired 
• Lobbied • Enabled • Integrated 
• Marketed • Encouraged • Led 
• Mentored • Enforced • Managed 
• Monitored • Engaged • Mediated 
• Negotiated • Ensured • Mobilized 
• Persuaded • Exceeded • Organized 
• Planned • Predicted • Presented 
• Projected • Reduced • Refined 
• Reorganized • Repaired • Researched 
• Reshaped • Resolved • Restructured 
• Restored • Saved • Solved 
• Stimulated • Strategize • Strengthened 
• Structured • Succeeded • Surpassed 
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Words and Phrases to describe your Abilities and Skills: 
 
Plan Conceived Reduce expenses 
Supervise Interview Solve Problems 
Write, compose Develop Create 
Delegate  Understand Implement 
Train, teach Assist Communicate 
Recruit Modify Analyze 
Innovate Increase profits Prioritize 
Schedule Practice Initiate 
Work well with others Increase productivity Organize 
 
Relating to Data: 
 
Synthesize Complete Copy 
Compute Analyze Correlate 
Compare Coordinate Interpret 
 
Relating to People: 
 
Mentor Negotiate  Instruct 
Serve Supervise Divert 
Persuade Assist Speak 
Communicate Advise Understand 
 
Words and Phrases to Stress your Competence: 
 
Strength in Well grounded Ability 
Mastered Thoroughly trained Able to handle a heavy 

workload 
Proficient Driven to be involved Effective in 
Desire to make things happen Adept at Thorough understanding of 
Technical competence in  Inspire confidence Aptitude for  
Ability to make decisions First hand knowledge of Proven track record 
Performance oriented Current understanding of Results Oriented 
 
Relating to your Personal Qualities: 
 
Adaptable Understand priorities Conscientious 
Constructive Dependable Professional attitude 
Resourceful Practical Productive 
Success Oriented Needs to excel Punctual 
Productive Excellent work habits Competitive driven 
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What type of résumé could you use? 
 

Résumé Type Advantages Disadvantages Use to… 
Chronological looks most familiar 

• highlights employment 
history 

• can show consistent 
employment or upward 
mobility in same field or 
industry  

exposes potential 
barriers like gaps in 
employment, frequent 
job changes, lack of 
experience or career 
progress 
• highlights 

employment history 
rather than skills 

highlight a steady work 
history that relates directly 
to position applied for 
• apply for a position in a 

more traditional field 
such as government 
positions 

Functional emphasizes skills and 
accomplishments 
• provides plenty of scope 

for tailoring to reflect 
employer needs 

• de-emphasizes gaps in 
employment history 

does not appeal to most 
Canadian employers 
• highlights skills 

rather than 
employment history 

• requires you know 
what skills the 
employer is most 
interested in 

change careers or industry 
• re-enter the labour 

market after time away 
• emphasize strong skills 

developed in unpaid 
settings such as 
volunteering 

• seek a permanent 
position after doing 
contract work or being 
self employed 

Combination combines the best features of 
a chorological and functional 
résumé 
• highlights skills as well 

as a condensed 
employment history 

• provides more flexibility 
to highlight skills and 
experience 

can be confusing if not 
well written  
• can de-emphasize 

experience with 
specific employers 

• may require more 
time and focus to 
organize 

balance the emphasis 
between relevant skills and 
employment 
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Cover Letters 
 
Why create a cover letter?  
 
A cover letter has several important functions: 

1. Gives the employers a quick summary of how your qualifications match their 
needs.  

2. Highlights unique, specific contributions you would bring to the workplace.  
3. Makes a positive first impression; shows employers you have taken the initiative 

to write a cover letter. 
4. Attracts interest and inspires employers to find out more about you.  

Tips for making a cover letter: 

1. It is always best to address your cover letter to a specific person instead of using a 
generic cover letter.  Listing the employer’s address in your letter as well as 
addressing your letter to them personally makes your cover letter stand out.  (For 
example, Dear Mr. Jones.)  If you are not sure of employer’s name, you can phone the 
employer and ask to whom you are to address the cover letter when applying for a 
job.  If you are not sure how to spell the name, it is okay to ask for the correct 
spelling. 

2. The body of your cover letter will tell the employer what you have to offer, your 
skills and experience, and show the employer why you would be the best candidate to 
hire.  

3. Highlight your relevant qualifications as related to the job.  Use action words, 
preferably not the same ones as your résumé. 

4. Include information that shows you have researched the company and the position. 
5. It is recommended to end your letter with action, for example, listing a specific date 

in your letter that you will check back with the employer. 

 

Employers Perspective- Applying for Jobs: Top 5 Tips from Quesnel and District 
Employers:  (Starting with most common)  
1.  Dress appropriately when dropping off a résumé and during an interview.  
2.  Be honest, especially concerning your availability and personality.  
3.  Drop off your résumé in person and by yourself.  
4.  When dropping off a résumé, try to communicate with a manager, and if not a manager, 
the person you gave the résumé to.  
5.  Do not be late for an interview or the job itself. 
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The following example gives the appropriate order in which to present the information in 
your cover letter: 
 

Your Name 
Return Address 

Community, Province, Postal Code 
Phone and Email 

Date 

Employer's Name 
Position Title 
Company Name 
Street Address or Box Number 
Community, Province, Postal Code 

Dear Mr/Ms 

Re: Competition Number and Job Title if relevant 

Opening paragraph 

• The position you are applying for 
• Where you heard about the job and why you are applying 
• If someone who knows the employer referred you, give the name of that person. 
• State why you are interested in the position 

Body paragraph(s) 

• Why you are suited for the job 
• How you match the specific job requirements listed in the ad: related experience, training, 

qualifications, skills, background and attributes. 

Closing paragraph 

• State your interest in meeting with the employer for an interview and arrange for further contact.   It is 
recommended to end your letter with action, for example, listing a specific date in your letter that you 
will check back with the employer. 

• Make it easy for the person to contact you! List one or two phone numbers and days and times you can 
be reached at home. This will leave you free time for active job search. Even though it's on the résumé, 
state it again. 

Sincerely, 

Your signature goes here 

Your Name 
Enclosure: Résumé 
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Employment/Job Applications 

Résumés work as your application for employment with many companies; however some 
employers require the completion of their application form to apply for a job.  However, 
many people believe their résumé is enough and do not fill out the application thoroughly.  
Employers use applications because they want specific information which they rely on as a 
method of screening applicants.  You can attach your résumé and cover letter to your 
application, but always do a thorough job when completing applications. 
 
To make your application form stand out, use the following guidelines: 
 

1. Read the application completely, organize your ideas and plan your answers 
before you start writing.  If possible, write out a rough copy of your information 
to transfer, once proofread, to your application form. 

 
2. Print neatly or type your application if possible.  Employers will not take the time 

to try and decipher messy handwriting.  
 

3. Use information in the order requested.  Always check the directions.   Are 
employers asking for your most recent education or employment first?  Crossing 
out mistakes on application forms does not look good to an employer.   

 
4. Do not leave blank spaces on your application.  If a question does not apply to 

you, put N/A or draw a line in the response area. 
 

5. Attach your résumé and cover letter to your application form.  Never write, “see 
résumé” on your application form instead of filling out the information asked for. 

 
 

 

 Employers Perspective- Filling out Application Forms 
“Fill out application forms completely.  Do not put ‘see résumé’, this is very annoying to 
managers and applications that state ‘see résumé’ are not considered further”.  ~Hiring 
manager of a major grocery chain. 
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Delivering Your Résumé/Contacting Employers 

Contacting Employers Assessment  
 

Developing Competent Good Excellent 
1 2 3 4 

 
Ref  Assessment Questions Level 
1 I know what it means to dress professionally.  
2 I have appropriate clothing that I can wear when dropping off a résumé.  
3 I am confident in entering a business by myself to drop off my résumé.  
4  I realize the importance of asking to speak to a manager when dropping off my 

résumé.  
 

5 I am able to approach employers prepared.  I have my résumé, cover letter, and 
references in a binder or case. 

 

6   I am able to walk into a business with confidence.  
7  I am able to communicate clearly with someone I just met.  
8  I am able to understand and answer questions regarding myself and my skills.  
9 I understand that most jobs are not advertised and know how to develop my 

network to assist with my job search.  
 

10 I am able to keep track of my job search and follow up with employers.  
 
 
Actions for Improvement (Develop action plans for answers that were 1 or 2’s): 
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Delivering Your Résumé 
 
When contacting employers it is always important to give the best impression possible.  Most 
employers will make a decision as to whether you are a potential candidate within the first 
few minutes of meeting you, so be prepared whenever you have any contact with 
employers.  Be ready to tell and show employers that you are the best candidate for the job.   
Ensure that you know your skills, what you have to offer an employer and that you have an 
effective résumé before contacting any employer.   
 

1. The most effective way to deliver your résumé is in person, if possible.  Always 
remember, your goal is to connect with the person who has the power to hire you.   
When going to an employer to apply for a job, it is a good idea to ask for the manager 
or owner.   

 
2. Also, be aware of the time of the day that you are applying to an employer.  Lunch 

hour and dinner time are not good times to apply to a restaurant as these times are 
often their busiest during the day.  Early morning is usually best as it shows 
employers you are keen and able to get out of bed early in the morning.   

 
3. Most jobs are not advertised so the best way to find a job is through word of mouth.  

Therefore it is a good idea to build up your network which simply means to let your 
family, friends, teachers or other individuals in the community, who you believe 
might be able to give you a job lead, know you are looking for a job.   

 
Dress for Success 
 
People often judge us on the way we look.  It is important to look your best when searching 
for work and contacting employers.  You never know when you might meet the person who 
can hire you. 
 
Things you can do to have a successful image:    
 
1. Have clean, styled hair 
2. Bathe and use deodorant 
3. Shave or have a neat beard 
4. Have fresh breath 
5. Do not chew gum 
6. Have clean finger nails 
7. Do not overdo jewelry, perfume or makeup 
8. Wear clean clothes 
9. Wear clothing similar to other employees working in the business you are applying at 
10. Wear a watch so you arrive on time 
 
Dress appropriately for the work place.  Items such as nose rings and flashy clothing and hair 
are not appropriate at most work places.   
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An Employers Perspective- Appearance 
“When someone drops off a résumé, the staff is asked to write a few notes about their 
appearance, attitude and anything else relevant” ~said the manager of a retail store in 
Quesnel. 

 
Being Prepared 
 
It is important to ensure you are prepared when delivering your résumé, inquiring about job 
opportunities, and making any contact with employers.  Ensure you have the following 
materials when contacting employers: 
 
1. A binder or case that keeps your résumés wrinkle free (put some extra paper and pens in 

the binder too). 
2. A good copy of your résumé and references.  
3. Information on your availability for work. 
 
Meeting Employers   
 
When delivering your résumé to employers, always ensure you are going alone.  Dropping 
off résumés with another person is never a good idea.  The employer may be interested in one 
of you but not the other and would be hesitant to ask only one person to meet personally.  
Additionally, if the other person with whom you apply for jobs is not dressed appropriately 
or unqualified for the jobs, this may reflect negatively on you.  Delivering your résumé to 
employers alone also shows employers you are able to act independently and take your job 
search seriously.   
 
The following points are also important when meeting employers: 
 
1. Projecting a positive attitude; showing enthusiasm and energy. 
2. Introducing yourself; shake hands firmly with the employer, receptionist or employee you 

are delivering your résumé to. 
3. Maintaining eye contact with the person you are talking to. 
4. Being aware of your posture, tone and attitude. 
5. Being available if asked to meet for a quick interview or fill out an application form. 
 



School District 28 (Quesnel) Employment One Training Guide (Version 2.0) 
Employment Readiness, Retention, and Advancement 
 

A Partnership with the Quesnel & District Chamber of Commerce               Page 40 

Employer Follow up 
 
Keeping in contact with employers and tracking your job search is critical to your finding 
employment.  Keep track of every contact you have with an employer.  You could use a day 
planner, index cards or a tracking sheet you develop.  The important keys to remember are: 
 

1.  If an employer asks you to check back or phone on a certain date, ensure you 
keep track of this and follow up when requested. 

2. Keep all information you send to employers.  For example, your cover letter and 
résumé as it may change for each job.  If an employer asks you a specific question 
about your cover letter and you do not have a copy to reference, you will look 
unprepared.  

3. Keep a log of where you delivered your résumé and who you talked to in the 
company.  If you are doing a follow up and know the secretary’s name, you could 
request Ms. Smith instead of making a generic call.   



School District 28 (Quesnel) Employment One Training Guide (Version 2.0) 
Employment Readiness, Retention, and Advancement 
 

A Partnership with the Quesnel & District Chamber of Commerce               Page 41 

Interviews 

Interview Assessment  
 

Developing Competent Good Excellent 
1 2 3 4 

 
 
 Ref Assessment Questions Level 
1  I know what it means to dress professionally.  I have clothes that I can 

wear to go to an interview. 
 

2 I know my skills and experience and the attributes I have to offer to 
employers. 

 

3 I realize the importance of treating all staff with respect when entering a 
business for an interview. 

 

4  I know how to show enthusiasm about a job to an employer.  
5   I am able to answer interview questions in a clear voice and maintain 

good posture. 
 

6  I am able to communicate my skills and experience to an employer in a 
positive manner. 

 

7  I am able to understand and answer questions regarding my skills and 
myself. 

 

8 I am going to an interview prepared.  I will have a copy of my résumé, 
references and a list of questions prepared to ask the employer. 

 

9 I am able to write a thank you letter to an employer after an interview.  
 
Actions for Improvement (Develop action plans for answers that were 1 or 2’s)  : 
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Company Research 
 
Before you set out for your interview, do some research about the company.  Find out about 
its products or services, major competitors, philosophy, history, and size.  The interviewer 
will be very impressed with your knowledge of their company.  Use the internet to do 
research, talk to current employees or go directly to the company, if possible, to find out 
information about the business.   
 
Appearance 
 
Appearance is the first thing you communicate to those you meet.  Before you have a chance 
to speak, others notice your appearance and draw inferences about your character, 
competence and capabilities.  Image has the greatest impact on the perceptions others have of 
us when they have limited information on which to base judgments. This is precisely the 
situation in which a job applicant finds himself/herself at the start of most interviews. So 
make sure to dress appropriately. Groom your hair and wear appropriate shoes. 
 
What to Bring to Your Interview 
 
Prepare a folder to take with you to the interview that contains:  
 

• A copy of your résumé, letters of reference or a sheet of reference contacts  
• Blank paper and a pen for notes  
• Information on your skills and experience you would like to mention  
• Company information and a list of questions you have prepared to ask during the 

interview  
 
Interview Tips 
 
When going to your interview, you want to make the best impression you can.  Ensure you:  
 
1. Arrive on time.  You can arrive about 10 minutes early to your interview. 
2. Arrive alone.  Never bring someone with you to an interview and ensure no one is 

coming in to ask if you are done with your interview. 
3. Treat everyone you meet as potentially important to the interview.   Always be respectful 

to receptionist or any staff member greeting you. 
4. Do something that looks relevant to the interview and job when waiting for the 

interviewer. 
5. Greet the interviewer properly.  Shake hands and maintain eye contact. 
6. Wait to be invited to sit in a particular seat. Show enthusiasm for the job; emphasize the 

positive.  
7. Speak clearly when answering questions. 
8. Keep your hands, arms and elbows to yourself.  Sit erect and lean slightly forward; keep 

your feet on the floor.  
9. Ask for clarification if you are not sure how to answer a question or if you are not sure if 

you completely answered the question  
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Typical Types of Interviews 
 
The type and number of interviews you will take part in depends on the size, scope and 
culture of the employer.  You may meet with an employer one on one or be interviewed by 
different individuals once or several times.  The following are examples of different types of 
interviews. 
 

1.  Screening Interview:  The screening starts with your résumé and cover letter.  If you 
meet the criteria for the job you typically move to a screening interview.  Human 
resource’s staff usually conducts this phase and screening could be done by phone or in a 
face to face to interview.  You may also be screened: 

a. By writing a proficiency test, such as a skills assessment or vocational testing. 
b. By taking part in a group interview, where several applicants are interviewed 

at the same time.   
c. By computer.  You log on to a website and answer multiple-choice questions. 
 

2. Panel Interviews:  Panel interviews are conducted by a group of individuals from the 
company.  For example, human resources representatives and supervisors from the 
area where you will be working may jointly interview you.  In non-profit 
organizations board members as well as staff members may be involved in the 
interview process.  The following are tips to assist you in your panel interview: 

a. Be sure you make eye contact with all interviewers. 
b. If when you are introduced to the panel, shake each persons hand.  If a third 

party is introducing you and your name is not given, add, “ I am (your full 
name) to your greeting. 

c. Write down the names of the interviewers, if possible for future thank you 
letters.   As well, using the panel member’s names during interview will create 
a more comfortable atmosphere. 

 
3. Serial Interviews: Serial interviews are common in larger companies.  If you 

succeed at one level, you’re then referred to another individual or panel for the next 
stage.  You might have several interviews and will be accessed throughout the 
process on your skills and experience and how well you might fit in with the 
company.       

 
4. Video or Telephone Interviews: These types of interviews are typically conducted if 

the applicant lives in another location.   Employers will typically go through initial 
interview questions over the phone or through video conferencing if the candidate is 
someone they would like to invite for a one on one interview.  If the candidate is not 
suitable, no one is “out of pocket” for travel expenses.                            
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Interview Questions  
 
Remember when answering questions: 
 
1. Listen, listen and listen.  The biggest mistake during an interview is not listening to the 

questions asked and therefore not answering the questions correctly. 
2. Pay attention to the two and three part questions.  Listen for the key words such as What?  

How?  Why? 
3. Write down the key words to ensure you are covering everything during your interview.  

It is all right to bring paper and notes to your interview.  This will show employers that 
you are organized and serious about the job. 

4. Take control when answering a question, it is okay to ask: 
• For clarification if you need it. 
• To have a question repeated. 
• To come back to a question if you feel you have missed something or have drawn a 

blank. 
• If you have answered the question completely or if you they would like you to clarify 

anything. 
 
Interview Do nots: 
 
1. Apologize for the skills you do not have. 
2. Exaggerate your skills. 
3. If you are involved in sports or other activities do not lie about your availability with the 

employer.    
4. Talk negatively about any past employers. 
5. Ask about wages.  Discussions about wages are best left to after the interview.   
 
 
 

An Employers Perspective- Interview Process 
“Everyone applying gets prescreened by an employee who rates how the candidate conducts 
themselves and how they may fit in with the store’s culture.  If selected, the candidate will 
have a first interview with someone from the hiring committee, then a second interview with 
the manager if they pass the first interview.  Management is not involved until the last stage 
of the hiring process”, stated the hiring manager of a major retailing store. 
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Answering Questions 
 
Do a self-assessment prior to arriving at the interview session. Look over your résumé and be 
able to explain your skills, abilities, experiences and values as they relate to the job.   
 
Practice answering questions so you will feel more comfortable in your interview.   
 
Giving an example of when you used a skill will always make your answers stand out to an 
employer.  Most people being interviewed will say “I am organized”, but if you state “I am 
very organized, for example, while working at XYZ, I organized monthly safety meetings 
two years in a row”; your answer will definitely show the employer how you have used the 
skill. 
 
Use the following chart to organize your skills and define examples to highlight your skills. 
 
Skills Examples 
Team Player At my position with XYZ, I always asked my co-workers if 

I could assist them when I was completed my tasks.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
For a quick reference it would be acceptable to bring a list of the skills and examples you 
would like to highlight to your interview.   However it is not appropriate to read directly from 
your notes.   
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Interview Questions 
 
The following are a few examples of some other common interview questions. Practice 
answering each question and think of how you would respond.  It is important to remember 
that your answers are to be work related and convey your skills and experience.  Personal 
information, such as your marital status, children, etc. is not relevant in your interview. 
 
1. Tell us about yourself or talk about yourself. 
2. Why are you interested in this position?  
3. What experience do you have that would make you qualified for this job?  
4. Do you prefer working with others or on your own?  
5. What is your understanding of the nature of this job and our company?  
6. What are your long term plans?  
7. What specifically do you have to offer us?  
8. Can you tell us about your weaknesses? (Make sure you are prepared to answer this 

question as everyone has weaknesses.  However, your answer must be a weakness not 
directly related to the job. i.e.  A carpenter’s weakness could be public speaking)  

9. Why should we hire you instead of another candidate?  
10. What are your outside interests? How do you spend your free time?  
11. How do you operate under stress?  
12. How long do you think you will stay in this position?  
13. What salary or wage are you expecting?  
14. Have you ever been laid off or fired from a position?  
15. What did you do to prepare for this interview?  
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Behavioral Interviewing 
 
Behavioral interviewing is a technique used by employers in which questions asked assist the 
employer in making predictions about a potential employees future success based on actual 
past behaviors.  Past performance predicts future success is another way of summarizing 
behavioral interviewing.   
 
Traditional interviewing might ask questions like, ‘What are you views on conflict resolution 
in the workplace?”, while behavioral interviewing would ask, “Tell me about a time you had 
a conflict with a co-worker?”.  The theory is that it is more difficult to fake a described 
situation based on your past experiences then simply expressing your opinion.   
 
There are several ways to prepare for a behavioral interview: 

1. Know your resume.  This might seem obvious, but your resume is often the basis for 
many questions.  Identify competencies that your resume demonstrates. 

2. Be familiar with the job for which you are interviewing.  Know the competencies that 
are required for success in the job and think of examples to demonstrate these skills 
and qualities from your past experience. 

3. Be able to draw from a variety of experiences that demonstrate your skills and 
abilities.  Volunteer activities, memberships in community organizations, and school 
experience can all be relevant in demonstrating your skills. 

 
Answering Behavioral Questions:  
 
The best way to answer behavioral questions is using a three step process S-A-R process: 
 
1.  Situation or task.  Describe the context in which the behavior took place. 
2.  Action.  Explain what you did.  Logically take the interviewer through the steps you took 
to handle the situation or resolve the problem.  Keep your answer clear and concise. 
3.  Results.  Explain your results.  How did the action or actions you took improve or change 
the situation. 
 
Example:  Please describe a time when communication within your work group had broken 
down. 
 
Situation:  While working as an office manager, I found that many employees were coming 
to me with the same complaints and we did not have regular staff meetings to discuss issues 
within our department. 
 
Action:   To resolve the problem, I organized formal bi-weekly lunch meetings to discuss 
relevant issues within our department. 
 
Result:  Morale then improved, as did the lines of communication within the department. 
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Tips for a Behavioral Interview 
 

1. Limit rambling and tangents that are not relevant to your situation, actions or results. 
2. Listen carefully to each question.  If you are unsure, ask for clarification and for 

feedback as to whether you fully answering the interviewer’s question. 
3. Practice your behavioral stories using real life examples before going to your 

interview.  Look at the qualifications listed in the job advertisement or core 
competencies of the position and then try to think of examples you could to 
demonstrate these qualities. 

 
Sample Behavioral Questions 

1. Give me an example of a time when you had to be quick in making a decision. 
2. Describe a time when you contribute to a team. 
3. Give an example of a time when you went above and beyond the call of duty. 
4. Tell me about a time when you had to be assertive. 
5. How do you decide what gets top priority when scheduling your time? 
6. Tell me about a time when you had a conflict with a co-worker. 
7. What you do if a customer came in with a complaint? 
8. Describe a situation when you had to collect information by asking many questions to 

several people. 
9. Recall a time when your supervisor was unavailable and a problem arose. 
10. Describe a time when you had to make a difficult decision. 
 

Questions to Ask at your Interview: 
 
At the end of your interview, most employers will ask you if you have any questions for 
them.  Reasons to ask questions at your interview include: 
 
1. Showing the employer you are interested in the position.  You impress the employer by 

asking thoughtful questions that show an interest in the position and the company. 
2. You will have a better understanding of the employer’s expectations of candidates and 

how you can excel in the position. 
3. You can ask questions that may help you to make your decision as to whether the 

position is right for you. 
 
Avoid asking questions about wage, vacation time and benefits at your first interview.  These 
questions can be answered if this position is offered to you and you do not want to give the 
employer the impression that money is your only concern.   
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Sample Questions to Ask at your Interview  
 
Sample questions to ask at your interview include: 
 
How would describe the ideal candidate for this position? 
What do you consider the most important aspects of this job? 
What are the top three things a person working in this position can do to benefit the 
company? 
What immediate projects or tasks will I be working on? OR What tasks or projects would 
you like to see done in the next three months? 
Can you describe the typical day, or week for this job? 
Who would my immediate supervisor be?  How would you describe his/her management 
style? 
What do you see ahead in your company in the next five years? 
How is success measured in this company? 
Are there opportunities for advancement?  What would you like to see from employees 
before they advance? 
Will you be contacting all people being interviewed?  When do you expect to be making a 
decision? 
 
Before You Leave Your Interview: 
 
When you have completed the interview and you have asked your questions to the employer, 
ensure that you restate to the employer how interested you are in the position.  Most people 
when told the interview is completed say “thank you” and walk out.  You want to ensure the 
last thing the employer remembers about you is that you are very interested in the position.  
Most people being interviewed miss this step, and telling the interviewers that you are very 
interested in the position and believe you would be do an excellent job will make you stand 
out! 
 
After the Interview:  
 
Record information about the interview for the future reference.  

Send a thank-you letter.  

Follow through with a telephone call when the decision date has passed. 

Leaving the interview does not mean leaving with an answer. Ensure if the employer has 
stated that they will be getting back to you, that you will be available.  
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Thank You Letter Outline 
 
Your Name 
Your Address 
 
Date 
 
Employer’s Name 
Title, Department  
Company Name 
Address 
 
Dear First and Last Name: 
 
1st Paragraph:  Thank the interview for interviewing you for the (specific Position). 
 
2nd Paragraph: Discuss any skills you would like to highlight from the interview or mention 
any skills you feel are relevant but may have forgot to mention at the interview. 
 
3rd Paragraph: State how interested you are in the position and thank interviewers again for 
the interview. 
 
Sincerely, 
 
 
Your Name 
 
 
If you get the job:  
 
Ask the employer when you will be starting.   If there anything you could bring on your first 
day?  Could you come in before the start date, if possible, to become acquainted with the 
work environment?  
 
If you do not get the job:  
 
Ask for feedback.  Ask if they could keep your résumé on file if there are any other positions 
that may come available.  Could they recommend another business or company that you 
could try?  Thank them for the interview and the opportunity to find out more about their 
business.  
 
TIP: When asking for feedback, be prepared to listen and take the answers you are given. 
Do not become defensive about the suggestions you receive. You never know, this company 
could be hiring again or have a friend that is hiring.  
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Appendix A 

1. Local Employment Assessment  
2. Provincial Employment Assessment  
3. Conference Board of Canada Employability Skills 2000+  
4. Employer’s Expectation of Employees worksheet 
5. Application Form Sample 
6. Who Would You Hire?  Worksheet 
7. Who Would You Interview? Worksheet 
8. Mock Interview Worksheet 
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Employment Assessment—Quesnel & District Assessment 

Developing Competent Good Excellent 
1 2 3 4 

 
Ref Assessment Question Level 
 Important Skills  
1 I have good basic math skills.  
2 I have good English skills.  
3 I have some job training experience.  
4 I have good life and personal management skills.  
5 I have people skills.  
6 I have good computer skills.  
7 I have good handwriting skills.  
8 I have an interest in various fields of knowledge.  
 Characteristics  
9 I am personable.  
10 I am responsible.  
11 I have a positive attitude.  
12 I have a good work ethic.  
13 I am presentable and present myself well.  
14 I am self-motivated.  
15 I can work under pressure.  
 Top Skills  
16 I have customer service skills.  
17 I have work experience in a variety of types of work.  
18 I can work independently.  
19 I understand teamwork and can work in a team.  
20 I have good computer skills.  
21 I have good basic math skills.  
22 I have community involvement experience and I am involved in the community.  
 
Actions for Improvement: 
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Employment Assessment--Provincial 

 
Developing Competent Good Excellent 

1 2 3 4 
 
Ref Assessment Question Level 
 General  
1 I can listen, learn, and communicate.  
2 I can think for myself.  
3 I set high standards for myself.  
4 I am responsible and reliable.  
5 I can work with others.  
6 I am clean, neat, and well groomed.  
7 I understand the need for on-going skill development and training.  
 Knowing the Business  
8 I know how to act with common sense in the workplace.  
9 I know how to respond to customers’ expectations and needs.  
10 I know how to deal effectively with customers.  
11 I know how to learn about a business and then talk and communicate in a way 

that works for the business, its owners, managers and other employees. 
 

 Exploiting Information Technology  
12 I know how to use information technology.  
13 I can learn different information technology systems.  
14 I am willing to learn new uses of information technology.  
 Behaving Appropriately  
15 I can act ethically and with integrity; I can be productive, co-operative, 

accountable, responsible, flexible and positive (especially about change). 
 

 Speaking and Listening  
16 I can receive, comprehend and interpret complex instructions.  
17 I can talk with, provide to, seek and clarify information from co-workers, 

customers, clients and those in authority, in person, by telephone. 
 

 Writing  
18 I can write clearly, concisely and to the point, consistently conforming to 

grammatical conventions and using correct spelling. 
 

19 I can use pen and paper, a computer word processor or e-mail to write as needed 
in the workplace. 

 

 Maintaining Personal Standards  
20 I am concerned with my personal well-being.   
21 I can maintain standards of hygiene and dress, which conform to an 

organization’s expectations. 
 

 Handling Numbers  
22 I can extract and record numerical data and carry out calculations with high levels 

of accuracy, involving addition, subtraction, multiplication, division and the use 
of percentages. 
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Developing Competent Good Excellent 

1 2 3 4 
 
Ref Assessment Question Level 
 Handling Numbers  
22 I can extract and record numerical data and carry out calculations with high levels 

of accuracy, involving addition, subtraction, multiplication, division and the use 
of percentages. 

 

 Responding to Problems  
23 I can be alert to what is happening around me in the workplace and be able to 

identify, investigate, evaluate and report (concisely and with clarity) orally and in 
writing, potential and actual problems. 

 

 Continually Learning  
24 I can take responsibility for my own learning, learn through working with others, 

from manuals and from mistakes. 
 

 Planning  
25 I can manage the use of time; plan and undertake a number of activities, which 

are inter-related or overlap in time. 
 

 Working in Teams  
26 I can work within and contribute to the effectiveness of a team, respecting 

differences; take responsibility and be willing to make decisions. 
 

 Using Equipment  
27 I can set up and operate equipment that can require selection from options or 

different settings. 
 

 Reading  
28 I can read to extract information and to interpret instructions from short notes and 

prose. 
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Employment Assessment—National Employability Skills 2000+ 

Developed by the Conference Board of Canada.  These are the skills you need to enter, stay in, and 
progress in the world of work –whether you work on your own or as part of a team.  These skills can 
also be applied and used beyond the workplace in a range of daily activities.  
 

Developing Competent Good Excellent 
1 2 3 4 

 
Ref Assessment Question Level 
 Fundamental Skills 

The skills needed as a base for further development. 
 

 Communicate  
1 Read and understand information presented in a variety of forms (e.g., words, graphs, charts, 

diagrams) 
 

2 Write and speak so others pay attention and understand  
3 Listen and ask questions to understand and appreciate the point of view of others  
4 Share information using a range of information and communications technologies (e.g., voice, e-

mail, computers) 
 

5 Use relevant scientific, technological and mathematical knowledge and skills to explain or clarify 
ideas 

 

 Manage Information  
6 Locate, gather and organize information using appropriate technology and information systems  
7 Access, analyze and apply knowledge and skills from various disciplines  
 Use Numbers  
8 Decide what needs to be measured or calculated  
9 Observe and record data using appropriate methods, tools and technology  
10 Make estimates and verify calculations  
 Think and Solve Problems  
11 Access situations and identify problems  
12 Seek different points of view and evaluate them based on facts  
13 Recognize the human, interpersonal, technical, scientific and mathematical dimensions of a 

problem 
 

14 Identify the root cause of a problem  
15 Be creative and innovative in exploring possible solutions  
16 Readily use science, technology and mathematics as ways to think; gain and share knowledge; 

solve problems; and make decisions 
 

17 Evaluate solutions to make recommendations or decisions  
18 Implement solutions  
19 Check to see if a solution works, and act on opportunities for improvement  
 Teamwork Skills 

The skills and attributes needed to contribute productively. 
 

 Work with others  
20 Understand and work within the dynamics of a group  
21 Ensure that a team’s purpose and objectives are clear  
22 Be flexible; respect, be open to and supportive of the thoughts, opinions and contributions of 

others in a group 
 

23 Recognize and respect people’s diversity, individual differences and perspectives  
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Ref. Assessment Question Level 
 Participate in Projects and Tasks  
24 Accept and provide feedback in a constructive and considerate manner  
25 Contribute to a team by sharing information and expertise  
26 Lead or support when appropriate, motivating a group for high performance  
27 Understand the role of conflict in a group to reach solutions  
28 Manage and resolve conflict when appropriate  
29 Plan, design or carry out a project or task from start to finish with well-defined objectives, criteria, 

and outcomes 
 

30 Develop a plan, seek feedback, test, revise and implement  
31 Work to agreed quality standards and specifications  
32 Select and use appropriate tools and technology for a task or project  
33 Adapt to changing requirements and information  
34 Continuously monitor the success of a project or task and identify ways to improve  
 Personal Management Skills 

The personal skills, attitudes and behaviours that drive one’s potential for growth. 
 

 Demonstrate positive attitudes and behaviours  
35 Feel good about yourself and be confident  
36 Deal with people, problems and situations with honesty, integrity and personal ethics  
37 Recognize your own and other people’s good efforts  
38 Take care of your personal health  
39 Show interest, initiative and effort  
 Be responsible  
40 Set goals and priorities balancing work and personal life  
41 Plan and manage time, money and other resources to achieve goals  
42 Assess, weigh and manage risk  
43 Be accountable for your actions and the actions of your group  
44 Be socially responsible and contribute to your community  
 Be adaptable  
45 Work independently or as part of a team  
46 Carry out multiple tasks or projects  
47 Be innovative and resourceful; identify and suggest alternative ways to achieve goals and get the job 

done 
 

48 Be open and respond constructively to change  
49 Learn from your mistakes and accept feedback  
50 Cope with uncertainty  
 Learn Continuously  
51 Be willing to continuously learn and grow  
52 Assess personal strengths and areas for development  
53 Set your own learning goals  
54 Identify and access learning sources and opportunities  
55 Plan for and achieve your learning goals  
 Work safely  
56 Be aware of personal and group health and safety practices and procedures, and act 

in accordance with these 
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Employer’s Expectation of Employees 
 
If you where an employer what skills and traits would you look for in employees? 
 
 
Skills: 
_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

 

How would you describe their personality and attitude? 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

 

How would you describe their work habits? 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

 

Who would you promote within your company?  Describe things that would make this employee 

stand out.  

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________
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 Sample Application for Employment 

 
 

Personal Information        Date of Application:______________ 
                                                                                                                                                                  
Name:         

    Last         First      Middle 
 

Address: 
                        Street             (Apt)          City, State                   Zip 
 

Alternate Address: 
                                              Street                       City, State                   Zip 

 
Contact Information:       (        )                                (       ) 

                                    Home Telephone                            Mobile                                      Email 
 
How did you learn about our company?  

 
Position Sought: _________________________             Available Start Date:______________ 

 
Desired Pay Range:  ________________      Are you currently employed? _________________ 

                         By Hour or Salary 
                        

 
Education 
     

Name and Location                     Graduate? – Degree?     Major / Subjects of 
Study 

High School 
 

 
  

College or University    

Specialized Training, 
Trade School, etc… 

   

Other Education 
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Previous Experience 
 
Please list beginning from most recent experience 
  
 

Dates Employed   Company Name  Location                     Role/Title        

    
 
Job duties, tasks performed and reason for leaving:  
 
 
 
 
 
 
 

 
 
Dates Employed   Company Name  Location                     Role/Title        

    
 
Job duties, tasks performed and reason for leaving:  
 
 
 
 
 
 
 

 
 
 
Dates Employed   Company Name  Location                     Role/Title        

    
 

Job duties, tasks performed and reason for leaving:  
 
 
 
 
 
 
 

 
 
I hereby affirm that the information furnished by me is true to the best of my knowledge and is 
furnished in good faith.  I understand that willful and substantial omissions or misrepresentations 
may result in denial, modification, or revocation of my employment. 
 
______________________________                                             ____________________________ 
Signature                                                                                          Date 
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Employment Application  

Who would You Hire? 

As an employer choosing to hire an employee is a big decision.  Employers want to ensure that the 
person they are hiring will be a good fit with their business as well as a valuable employee.   
 
The interview process typical can last between 15 minutes to an hour, and after that time an 
employer needs to make a decision as to who they believe would be the best candidate.   
 
The following examples will give you an idea of how details besides answering interview questions 
can help employers make decisions when hiring.  The position is for an office assistant at KLM 
Enterprises which sells computer equipment.  The position is entry level and they are willing to train 
the right employee.  
 
 Listening to the following details about each individuals interview, who would you hire to work in 
your business, assuming that all individuals being interviewed had similar experience and answered 
the questions with equal amount of detail? 
 
Make notes on the following table while listening to the scenarios to assist you in the decision 
making process. 
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Ref Item John 

Smith 
Carol Jones Tom Black George Link 

1 Arrived on time  
 
 
 

   

2 Had résumé and references  
 
 
 

   

3 Introduced themselves to 
receptionist 

 
 
 
 

   

4 Shook hands with 
interviewers 

 
 
 
 

   

5 Dressed appropriately  
 
 
 

   

6 Spoke clearly  
 
 
 

   

7 Showed enthusiasm   
 
 
 

   

8 Maintained eye contact and 
correct posture 

 
 
 
 

   

9 Had questions prepared to ask 
interviewers 

 
 
 
 

   

10 Expressed interested in job 
before leaving interview 

 
 

   

11 Sent a thank you note after 
interview 
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Scenario 1 – John Smith 
 
John arrived to his interview 30 minutes early, stated his name to the receptionist, said that he was 
there for an interview with Mr. Star at 9:00 and asked if there was any chance he could get in early.  
The receptionist stated that they were already interviewing another person but should be ready at 
9:00.   John stated, “Oh, too bad.  I could go to Prince George if I was done by 9:15”. 
 
John was wearing dress pants, a white shirt and tie.  His hair was neatly groomed and he wore clean 
polished shoes. 
 
At 9:05, Mr. Star came out to get John for his interview.  He said hello to John and John said “Hi” 
and waved to him. 
 
John followed Mr. Star into a meeting room where two other employees were sitting down.  John 
looked surprised and said “I didn’t think that there would be this many people here!” 
 
Mr. Star introduced Ms. Cane and Mr. Brown and stated they were supervisors at the company.  
John waved to them as he sat down.  John pulled his résumé out of a crinkled and dirty envelope and 
put it on the table in front of him. 
 
Mr. Star, Ms. Cane and Mr. Brown asked questions in turn and took notes of John’s answers.  John 
was clearly nervous and sat slumped over in his chair and looked mainly down at his résumé.   
 
Once the interview was completed, Mr. Star asked if John had any questions.  John asked what the 
starting wage would be.  Mr. Star explained this would be dependent on experience and asked if he 
had any other questions.  John replied, “No” and asked if the interview was over.  Mr. Star asked if 
he had any references and John again stated, “No.”  Mr. Star thanked John for coming and John said, 
“Thank you” and walked out the door.   
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Scenario 2 – Carol Jones 
 
Carol arrived to her interview 10 minutes early and introduced herself to the receptionist, stating she 
was there for an interview with Mr. Star at 10:00.  The receptionist stated that Mr. Star will not be 
long.  Carol smiled and thanked her for her assistance.  While Carol was waiting for her interview, 
she looked at a company brochure in the lobby.  
 
Carol was wearing dress pants and a blouse.  Her hair was neatly groomed and she wore polished 
dress shoes. 
 
At 10:00, Mr. Star came out to get Carol for her interview.  He said hello to Carol and Carol jumped 
up, smiled and offered to shake Mr. Star’s hand.  Carol followed Mr. Star into a meeting room where 
two other employees were sitting down.  Carol immediately greeted them as she walked into the 
room and shook their hands as Mr. Star introduced Ms. Cane and Mr. Brown.  Carol put a folder and 
pen on the table in front of her.  As she opened the folder, Mr. Star could see she had information 
printed out from their website.    
 
Mr. Star, Ms. Cane and Mr. Brown asked questions in turn and took notes of Carol’s answers.  Carol 
wrote out information as they asked two- and three-part questions.  Carol seemed calm and showed a 
lot of enthusiasm when asked about the company and how she would like to work as the office 
assistant.   Although she was a little nervous, Carol had good posture, spoke clearly and looked 
directly at each of the interviewers as she answered questions.   
 
Once the interview was completed, Mr. Star asked Carol if she had any questions.  Carol pulled a 
sheet of paper from her folder and asked the interviewers: 

1. What qualities are you looking for in the person working as an office assistant? 
2. What are top three priorities of the office assistant? and 
3. When will you be making a decision about the position, and will you let all candidates 

being interviewed know about your decision? 
 

When Mr. Star, Ms. Cane and Mr. Brown finished answering Carol’s questions, she thanked them 
for their time and stated how interested she was in the position.  Mr. Star asked if Carol had 
references they could contact.  Carol pulled a sheet out of her folder and handed it to Mr. Star.  Carol 
shook their hands before leaving and said good-bye to the receptionist as she walked out. 
 
Carol dropped off a thank you letter for Mr. Star, Ms. Cane and Mr. Brown later that afternoon.   
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Scenario 3 -  Tom Black 
 
Tom arrived to his interview 20 minutes early with his friend Shawn.  Tom and his friend sat down 
in the lobby.  He stated he was there for an interview with Mr. Star at 11:00 when the receptionist 
asked if she could help him.  Tom and his friend chatted about their plans for the weekend as Mr. 
Star came out to meet him for the interview.  Tom said good-bye to his friend and introduced 
himself to Mr. Star. 
 
Tom was wearing black jeans and a clean white t-shirt.  His hair was still wet and he wore clean 
running shoes. 
 
Tom followed Mr. Star into the meeting room where two other employees were sitting down.  Tom 
looked surprised and sat down without acknowledging the people sitting at the table.    Mr. Star 
introduced Ms. Cane and Mr. Brown and stated they were supervisors at the company.   
 
Mr. Star, Ms. Cane and Mr. Brown asked questions in turn and took notes of Tom’s answers.  Tom 
was nervous, spoke very softly and sat slumped over in his chair. 
  
Once the interview was completed, Mr. Star asked if Tom had any questions.  Tom stated, “No,” and 
said good-bye to the interviewers.   Tom said to his friend, “Oh, that was hard!” as he walked by the 
receptionist on his way to the door. 
 
Tom did not send a thank-you letter.   
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Scenario 4- George Link 
 
 
George arrived to his interview 10 minutes early and introduced himself to the receptionist, stating 
he was there for an interview with Mr. Star at 12:00.  The receptionist stated that Mr. Star would not 
be long and George smiled and thanked her for her assistance.  While George was waiting for his 
interview, he asked the receptionist questions about the company and what she liked about her job. 
 
George was wearing dress pants and a dress shirt with a tie.  His hair was neatly groomed and he 
wore dress shoes and a belt. 
 
At noon, Mr. Star came out to get George for his interview.  He said hello to George and George 
immediately offered to shake Mr. Star’s hand.  George followed Mr. Star into a meeting room where 
two other employees were sitting down.  George shook their hands as Mr. Star introduced Ms. Cane 
and Mr. Brown.  George pulled out a binder from his brief case and pulled out his résumé, 
references, paper and a pen.  He asked if it was all right if he took notes and stated that he had 
samples of his work to show if Mr. Star, Ms. Cane or Mr. Brown was interested.   
 
Mr. Star, Ms. Cane and Mr. Brown asked questions in turn and took notes of George’s answers.  
George wrote out information as they asked two- and three-part questions and asked if he completely 
answered their questions if he was unsure.  George seemed calm and showed a lot of enthusiasm 
when asked about the company and how he would like to work as the office assistant.   George had 
good posture, spoke clearly and looked directly at each of the interviewers as he answered questions.   
 
Once the interview was completed, Mr. Star asked George if he had any questions.  George asked 
the interviewers: 

1. When the position would be starting? 
2. If there are opportunities to train for different positions in the company; and 
3. If all candidates being interviewed will be contacted. 
 

When Mr. Star, Ms. Cane and Mr. Brown finished answering George’s questions, he thanked them 
for their time and stated how interested he was in the position.  George then offered his references 
and an example of this work to leave with the interviewers.  He shook their hands before leaving and 
thanked the receptionist as he walked out. 
 
George did not send a thank-you note to the interviewers. 
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Who Would You Interview? 

Putting yourself in the employers’ shoes is often the best way to see how difficult picking a 
candidate can be for businesses.  Imagine this scenario: 
 
1. You have opened a small restaurant  
2. You have put all your savings into the business and have a bank loan for $25 000 
3. After working 50-70 hours for the last four years, your business is starting to make a profit and 

you feel you need to hire someone  
4. You pay $200 to place an job add in the local newspaper 
5. You get ten applications to the business 
 
Now you need to decide which five individuals to invite for an interview.  If you were the employer, 
you would only have their résumé, perhaps cover letter and initial meeting with the candidates, when 
they delivered their résumé, to make a decision about who to invite to an interview. 
You are looking for a cook, to work all shifts including evenings and weekends.  The position is for 
20-25 hours per week.  Your ideal candidate would have the following experience: 
 

- At least one years experience working as a cook; 
- Great customers service skills;  
- Teamwork experience; 
- Food Safe Level 1; and 
- A first aid certificate 
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Please choose five out of the ten individuals who you would ask for an interview. 
Name 
 

First Impressions: 
Appearance, 
Introduction and 
Enthusiasm 

Résumé/ Cover 
Letter- 
Grammar free, 
mentions 
customers 
service skills, 
team work and 
education and 
training 

Experience/Training/Certificates 
Food Safe Level 1 
First Aid Certificate 
Years of  Experience 

Inviting 
for  
Interview? 

John 
Smith 

Asked to speak to 
manager.  Showed 
enthusiasm and 
introduced himself 
with a hand shake 
when they met.  
Clean and 
professional looking 
clothes. 

Résumé with 
cover letter 
addressed to 
you.  1 spelling 
mistake on 
résumé.   
Cover letter 
expressed 
enthusiasm for 
learning, 
customer service 
skills and team 
work 
experience. 

� Six months experience working 
as a cook 

� Food Safe Level 1 
� St. John’s  First Aid 

 

Sally 
Jones 

Mailed résumé.   Résumé without 
cover letter.  
Résumé outlines 
cooking 
experience.  No 
errors. 

� 3 ½ years experience 
� Food Safe Level 1 
� Level 1 First Aid 

 

Ted 
Evans 

Delivered résumé in 
person at noon.  
Neat appearance and 
asked to speak to the 
manager.  
Introduced himself 
with a hand shake 
and spoke about his 
skills. 

Résumé with 
cover letter 
addressed to the 
manager.  Cover 
letter was 
specific and 
outlined skills 
well.  No errors. 

� 11 months experience working 
as a cook 

� Level 1 First Aid 
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Name 
 

First 
Impressions: 
Appearance, 
Introduction and 
Enthusiasm 

Résumé/ Cover 
Letter- 
Grammar 
Free, Mentions 
Customers 
Service Skills, 
team work and 
education and 
training 

Experience/Training/Certificates 
Food Safe Level 1 
First Aid Certificate 
Years of  Experience 

Inviting 
for  
Interview? 

Jane Law Did not ask to 
speak to the 
manager or owner 
when résumé was 
dropped off.  
Waitress said 
candidate was shy 
and showed little 
enthusiasm. 

Résumé with 
cover letter 
outlining 
customer 
service skills, 
team work 
experience and 
kitchen skills.  
No errors and 
well written. 

� 2 years experience working as 
a cook 

� Food Safe Level 1  
� Registered to take Level 1 First 

Aid 

 

Josh Brown Delivered résumé 
in person when 
business opened at 
10:00 am.  Asked 
to speak to the 
manager and 
spoke about skills 
and experience.  
Asked when the 
best time he could 
follow up on his 
résumé would be.  

Résumé and 
cover letter.  
Cover letter not 
addressed to 
manager and 
was generic in 
nature.  No 
mention of 
customer 
service or team 
work skills.  

� 3 years experience working as 
a cook 

� Food Safe Level 1 
� Level 1 First Aid 

 

Tom Black Faxed résumé.   Résumé without 
cover letter.  
Résumé was 
error free and 
well written. 

� 5 years experience 
� Food Safe Level 1 
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Name 
 

First Impressions: 
Appearance, 
Introduction and 
Enthusiasm 

Résumé/ 
Cover Letter- 
Grammar 
Free, 
Mentions 
Customers 
Service Skills, 
team work 
and 
education 
and training 

Experience/Training/Certificates 
Food Safe Level 1 
First Aid Certificate 
Years of  Experience 

Inviting 
for  
Interview? 

Kathleen 
White 

Delivered résumé 
with a friend who 
also is looking for a 
position as a cook.  
Both individuals 
asked to speak to the 
manager together.  
Kathleen was 
dressed neatly and 
looked professional, 
however her friend’s 
clothing was not 
clean nor was she 
groomed 
appropriately.  

Résumé with 
cover letter 
addressed to 
manager.  
Cover letter 
outlined 
customer 
service, team 
work and 
cooking 
experience.  
Error free. 

� 1 year experience working as a 
cook 

� Food Safe Level 1 
� Level 1 First Aid 

 

Susan 
Ward 

Dropped off résumé 
with waitress.  Did 
not ask to speak to 
the manager.  
Waitress stated 
Susan was dressed 
nicely and very 
friendly.   

Résumé with 
cover letter 
addressed to 
manager. 
Cover letter 
outlined 
customer 
service, team 
work and 
cooking 
experience.  
Error free.   

� 1 year experience working as a 
cook 

� Food Safe Level 1 
� Level 1 First Aid 
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Name 

 

First Impressions: 
Appearance, 
Introduction and 
Enthusiasm 

Résumé/ 
Cover Letter- 
Grammar 
Free, 
Mentions 
Customers 
Service Skills, 
team work 
and education 
and training 

Experience/Training/Certificates 
Food Safe Level 1 
First Aid Certificate 
Years of  Experience 

Inviting 
for  
Interview? 

Ken 
Thomas 

Delivered résumé in 
person and asked for 
the manager.  
Introduced himself, 
offered to the shake 
his/her hand and 
showed a lot of 
enthusiasm about the 
job.  Professionally 
dressed and well 
groomed.  Asked 
when the best time 
to follow up on his 
résumé would be. 

Résumé with 
cover letter 
addressed to 
manager. 
Cover letter 
outlined 
customer 
service, team 
work, cooking 
experience and 
eagerness to 
learn new 
skills.  Error 
free.   

� 2 years experience working as 
a cook 

� Food Safe Level 1 
 

 

Sarah 
Stone 

Delivered résumé in 
person when 
business opened at 
10:00 am.  Asked to 
speak to the manager 
and stated that she 
had more than 
enough experience 
to work at the 
restaurant.  Sarah 
was aggressive and 
projected a very 
negative attitude. 

Résumé with 
cover letter 
addressed to 
manager. 
Cover letter 
outlined 
customer 
service, team 
work and 
cooking 
experience.  
Error free and 
very well 
written. 

� 5 years experience working as 
a cook 

� Food Safe Level 1 
� Level 1 First Aid 
� Kitchen safety course 

 

 



School District 28 (Quesnel) Employment One Training Guide (Version 2.0) 
Employment Readiness, Retention, and Advancement 
 

A Partnership with the Quesnel & District Chamber of Commerce               Page 71 

Mock interviews are a good way to gain feedback and practice your interviewing skills.  During this 
exercise the interviewer will be taking notes while you are answering questions as well as giving 
feedback on your answers once the interview is completed. 
 
Interview Questions: 
 

1. Tell me about yourself. 
__________________________________________________________________ 
 
__________________________________________________________________ 
 
__________________________________________________________________ 

 
2. What are your greatest strengths? 

__________________________________________________________________ 
 
__________________________________________________________________ 
 
__________________________________________________________________ 

 
3. What do you feel is a weakness of yourself? 

__________________________________________________________________ 
 
__________________________________________________________________ 
 
__________________________________________________________________ 
 

4. What specific training have you had for this kind of work? 
__________________________________________________________________ 
 
__________________________________________________________________ 
 
__________________________________________________________________ 

 
5. What actions would you take if you had a conflict with a co-worker? 

__________________________________________________________________ 
 
__________________________________________________________________ 
 
__________________________________________________________________ 
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Interview Feedback and Evaluation 
 
1.  The candidate emphasized his/her strengths. 
�  Strongly Agree    �  Agree    � Neutral     � Disagree    � Strongly Disagree 
Comments: 
 
 
 
 
2.  The candidate gave specific, descriptive answers to questions.  The candidate used examples of 
previous experience when answering questions. 
�  Strongly Agree    �  Agree    � Neutral     � Disagree    � Strongly Disagree 
Comments: 
 
 
 
 
3.  The candidate appeared to be relaxed. 
�  Strongly Agree    �  Agree    � Neutral     � Disagree    � Strongly Disagree 
Comments: 
 
 
 
 
4.  The candidate projected confidence and showed enthusiasm about the job. 
�  Strongly Agree    �  Agree    � Neutral     � Disagree    � Strongly Disagree 
Comments: 
 
 
 
 
5.  The candidate used effective body language (eye contact, facial expression, hand movements, 
etc.) 
�  Strongly Agree    �  Agree    � Neutral     � Disagree    � Strongly Disagree 
Comments: 
 
 
 
 
Other questions to consider if you are conducting a mock interview to prepare for a specific job you 
have applied for include: 
  

a. The candidate had prepared questions to ask at the end of the interview. 
b. The candidate demonstrated knowledge about the company and position. 
c. The candidate expressed interest in the position before leaving the interview.   

  
 


