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Upon completion of this unit, you will be able to: 
• Describe the basic sections of a résumé and what they should include. 

• Determine and transcribe the relevant sections of your résumé. 

• Use the writing process to create/modify one or more employer-oriented 
versions of your résumé. 

• Use résumé tips and checklists to edit and perfect your résumé. 
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Constructing Résumés 
 

 

Introduction 
 
Let’s take a look at your experience with résumé writing.  Here’s a simple two-minute 
quiz to test your résumé know-how: 

1. What is a résumé? 
a) A self-marketing tool. 
b) A written representation of who you are. 
c) A list of ingredients and a set of instructions as to what to do with them. 

2. What is the purpose of a résumé?  
a) To get you a job. 
b) To get you an interview. 
c) To get you a date.  

3. What information should you include in your résumé?  
a) A list of education, work experience and skills you would need for the job you want.  
b) A comprehensive list of your past jobs, education, skills, interests and accomplishments.  
c) A selective list of education, work experience and skills as related to the job you want.  

4. How many different résumés should you have?  
a) Just one. 
b) One résumé for each unique type of job for which you are applying. 
c) Two or three.  

5. How long will the typical employer or recruiter spend on each résumé he looks at?  
a) As long as it takes them to read the entire résumé thoroughly and attentively. 
b) Thirty seconds to one minute.  
c) Until they find a reason to put it down and go on to the next one.  

6. What do you need to know to write a good résumé?  
a) Yourself. 
b) Einstein's theory of relativity. 
c) Yourself and the type of work you are applying for. 

7. Is it okay to stretch the truth or "pad" your résumé?  
a) No. 
b) Yes. 
c) Only if you are applying to work for the government.  

8. What is the best way to organize information in a résumé?  
a) Alphabetically. 
b) By always making sure what the reader is processing is the next best thing about you. 
c) Chronologically.  

9. What should you always send along with your résumé?  
a) A picture of yourself. 
b) A cover letter. 
c) A large wad of bills, preferably tens and twenties.  
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*Extracted from “The next Steps résumé Quiz,” http://www.nextsteps.org/resume/resquiz.html. 

Let’s Get Started!! 
 
Ten Minute Résumé 

 
EXERCISE  
Set the clock and take ten minutes to create a résumé.  Do not get too caught up on 
details like dates, simply write as much information about yourself as possible.  
Remember to reflect on your positive attributes!  
 
 
Personal Information 

Name: ______________________                        Email: ____________________________________________ 

Address:                                                            ___________________________________________________ 

 
Objective 
(Hint: A brief but, strong statement that will let the potential employer know how you will be a 
valuable member of their team.  For example:  To obtain a position with ABC Company where I may 
utilize my customer service experience and ability to work within a team.) 

 
 
 
 
 

http://www.nextsteps.org/resume/resquiz.html
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Skills and Qualifications 
For example, you might consider skills such as: strong organizational skills; excellent communication 
skills; exceptional computer skills; proven attention to accuracy and precision and such 
qualifications as: Forklift training; certified mechanic; advanced user of PowerPoint. 

 
 

∗ __________________________ 
∗ __________________________ 
∗ __________________________ 
∗ __________________________ 
∗ __________________________ 
∗ __________________________ 
∗ __________________________ 
∗ __________________________ 
∗ __________________________ 
∗ __________________________
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Employment History  

Company Name: ___________________City: ________________________________ 

Job Title: _______________________________________________ 

Duties: _________________________________________________ 
Dates Employed: ___________________________________________ 
 

Company Name: ___________________City: ________________________________ 

Job Title: _______________________________________________ 

Duties: _________________________________________________ 
Dates Employed: ___________________________________________ 
 

Company Name: ___________________City: ________________________________ 

Job Title: _______________________________________________ 

Duties: _________________________________________________ 
Dates Employed: ___________________________________________ 
 

Company Name: ___________________City: ________________________________ 

Job Title: _______________________________________________ 

Duties: _________________________________________________ 
Dates Employed: ___________________________________________ 
 

Company Name: ___________________City: ________________________________ 

Job Title: _______________________________________________ 

Duties: _________________________________________________ 
Dates Employed: ___________________________________________ 
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Your résumé is a sales tool that you will use to market and display your capabilities to 
potential employers.  And it had better be good—you’re representing yourself and what 
you can do for the employer, after all!  Imagine trying to dig a hole with a shovel that has 
no handle—a defective tool is as good as useless.  For this reason, your résumé, an 
essential tool in your job search, needs to be focused and effective to get the job done. 
 
 
 
 

 
 
 
 
Getting Ready to Write 
The Outstanding Résumé 
So how do you create a well-constructed, error-free, effective résumé that will represent 
yourself well and grab employers’ attention?  The keys to success are found within this 
unit!  Whether or not you have previous experience with résumé writing, this unit will 
help you create a “StandOut Résumé,” one that will get people’s attention! 
 

 

The “StandOut Résumé” is: 
 

• Carefully constructed to compete, compel and capture attention. 
• Targeted to the job, showing that you can and will do the work. 
• Too skills-rich to overlook! 
 

 *Adapted from Résumés for Dummies, 4th Ed. 
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There are different styles of résumés that you may chose to use depending on how your 
experiences compare to the experience needed for the job. The two styles are functional 
and reverse chronological.  The details of each are listed in the table below.  
 

WHEN TO USE: 
Reverse Chronological1 Combination2 Functional1 

• When you want to emphasize 
a management growth 
pattern.  

• For highly traditional fields 
such as teaching, ministerial, 
political, where the specific 
employers are of paramount 
interest.  

• Where you have performed a 
limited number of functions in 
your work.  

• When your most recent 
employers have been highly 
prestigious. 

• Students, New Graduates 
and Entry-Level Job 
Seekers 

• Workers with a Steady, 
Consistent Employment 
History 

• Applicants Reentering the 
Job Market 

• Older Workers: Workers with 
extensive employment 
history 

• Career Changers: Unless 
you're making a radical 
career change 

 

• When work history is spotty.  

• When changing career goals.  

• When you have changed 
employment too frequently.  

• When you wish to de-
emphasize age.  

• When you have been 
performing the same task, 
job, or duties for a long 
period of time. 

• When you have been absent 
from the job market for a 
while.  

• When you are looking for 
your first job. 

1*from “Guide:  Résumés,” http://www-english.tamu.edu/pubs/tamu%5Ftech%5Fwriting/Guides/ job_docs.htm. 
2*from “Is a Combination Resume Right for You?” http://career-advice.monster.com/resumes-cover-letters/resume-
writing-tips/is-a-combination-resume-right-for-you/article.aspx 

 
 

With so many résumés being received by employers, yours needs to 
attract their attention and be readable in 15 seconds or less!  The focus is 
on what you can contribute. 
 
*From “Creative Methods for Finding Work in the Hidden Job Market,” Career Development eManual, University of 
Waterloo. 

 
Résumé Components 
The Sections of a Résumé 
 
Résumés typically contain a defined set of sections that provide employers with an idea 
of who is applying for the position.  It is important to tailor these sections to meet your 
personality.  Below are lists of different sections that are commonly found on a résumé.  
 
Header/Contact Information 

• Remember that your name should be the largest heading on page one and at the 
top of the second page of your résumé. 

} 

http://www-english.tamu.edu/pubs/tamu%5Ftech%5Fwriting/Guides/
http://career-advice.monster.com/resumes-cover-letters/resume
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• If your address will be changing, document that by adding a note (e.g., ‘address 
valid until May 30, 20xx’). 

• Only include a personal webpage/blog if it is relevant, current and professional. 
• Ensure your contact information is large enough to be easily read by the 

employer. 
 
There are numerous possibilities for the section titles on a résumé.  Refer to the following 
chart to help you decide on the section titles you want to use for the next components of 
your résumé.  Highlight the ones you plan to include. 
 

 
*from “Possible Résumé Headings,” Career Development Centre, Wilfrid Laurier University 

 

Job/Career Objective 

• An objective is your reason for applying to the position.  

• Remember to state it clearly and briefly, and to use sentence form. 

• Note that if you apply to an advertised position, you can target your résumé by 
including the job title; otherwise, you may just state a field of interest. 

 
You can also access several lists of action verbs, or refer to page 62 of Career Focus Canada, 
Fourth Edition, to reference while drafting the next three sections of your résumé.  For 
suggested action verbs organized by career field (e.g., administration, office support) as 

¨ 
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well as keywords organized by field (e.g., administration, customer service, HR), refer to 
chapter 11 in Résumés for Dummies, 4-5th Ed. 
 
 

Profile 

• Concisely highlight your qualifications, focusing on what you have to offer the 
employer; you will have to be prepared to offer tangible proof if asked about these! 

• Include 4-6 points most relevant to your objective from any area of experience 
(work, volunteering, education, or other activities). 

• You may choose to order the bullets with the first one focused on relevant work 
experience, followed by knowledge/skills, and then complementary educational 
experience. 

• Try to substantiate your claims in this section with numbers, certifications and 
years of experience whenever possible. 

• Include personal characteristics (e.g., attentive to detail), specialized training 
(e.g., certificates) or language fluency only if they are relevant and support your 
objective. 

 
Education 

• List items chronologically starting with the most recent or most relevant.  

• Include reference to your secondary schooling and other certifications only if it is 
relevant or supports your objective. 

• See sample résumés in Career Focus Canada, 4th Ed., Résumés for Dummies, and the JST 
Online Supplementary Resources for help with the exact details to include and 
ideas on how to lay them out on your draft résumé below. 

 
Other Skills 

• Incorporate 3-4 of your top skills most relevant to your future occupation. 

• For each skill, add 2-3 bullet points to describe your accomplishments and 
qualifications in that area.  

• Because you are describing skills, you can list your relevant experiences and 
qualities, whether you developed them at work, school, volunteering, coaching or 
in some other way. 
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Examples of Suitable/Unsuitable Skills and Qualifications 

Suitable: Unsuitable: 

• Microsoft Office Certification 
• Customer Service Certificate 
• WHMIS, First Aid or CPR Certification 
• Supervisor of 10 staff 
• Reassigned workplace duties resulting in 

cost saving of $5,000 in one year 

• Honest 
• Punctual 
• Loyal 
• Any other personal descriptions of 

one’s self that are not measurable by 
the employer 

 

Experience 

• Use your discretion when deciding how many jobs or how much history to 
include on your résumé.  Five to ten years of experience is usually enough, but if 
the job history is very relevant, you may choose to include more.  Ask your 
instructor for input as needed. 

• For each job, add bullet points to describe accomplishments and skills 
demonstrated (refer back to the sample job description on p.58 in your text). 

• Begin each point with a different action verb; use the past tense (unless you are 
still working at the job, in which case use the present tense). 

• Stress and highlight transferable skills if the work experience is not directly 
connected to the work you are seeking (your objective). 

• Avoid personal pronouns like “I,” “my,” “their” and articles like “a,” and “the.” 

• See sample résumés in your textbook, Résumés for Dummies and the JST Online 
Supplementary Resources for help with the exact details to include and ideas on 
how to lay them out on your draft résumé below. 

 
 

Instead of a weak description of your responsibilities at your job, try 
thinking in terms of how you made a difference in the workplace. 
 
*Adapted from “The Résumé – Making It Work for You,” http://www.workopolis.com. 

 
Additional Information 

You may want to include other sections in your résumé, such as Interests, Awards & Honours, or 
Volunteer Work.  Make sure any content you include is relevant to your objective outlined previously!  In 
addition, consider avoiding any content that is controversial, such as religious or political affiliations, as 
they could expose you to discrimination. 

} 

http://www.workopolis.com
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The Résumé is part employability profile and part promotional device.  
To write effective Résumés, you must learn how to write powerful yet 
subtle advertising copy. 
 
*From “Résumé Writing,” http://www.workopolis.com. 

 

 
Writing Your Résumé 
 

The Writing Process 
 
As you begin to craft your résumé, remember that résumé 
writing, like any writing, is a process.  At Summit, the writing 
process is ongoing, with several non-linear stages: 
 
1. Pre-writing:  This is the brainstorming and planning stage where you will pull 

together the content (ideas) for your résumé, as well as decide upon the format and 
sections to use.  You already began this stage in Unit 1 when you completed your 10-
minute résumé. 

2. Drafting:  It is time to transfer your résumé to the computer. Ask your instructor to 
provide you with a résumé template or locate a template you wish to use online (keep 
in mind that using an online template makes your work less original – try not to use 
these if possible).  From here you will simply fill in your information.  In order to 
keep formatting consistent, highlight the text that you want to replace and just start 
typing.  If you are finding this difficult, ask your instructor for assistance.  

3. Revising/Editing:  At this stage, you will review your rough work and begin to edit; 
you should spend a great deal of time on this.  You will want to discuss what you 
have with your instructor.  As you type your résumé up on the computer, continue to 
revise and edit as you make it look professional. 

4. Publishing:  When you hear “publishing”, think “public”.  This stage of the writing 
process involves producing your final copy, the version that’s ready for public eyes!  
To start the Publishing stage, continue to revise by printing off what you’ve created 
on the computer.  Compare this to the résumé checklist at the end of this unit 
(Appendix B).  It’s also a great idea to get someone to peer-edit your résumé if you 
haven’t already.  When you are satisfied, email your résumé to your instructor as an 
attachment for assessment.  Your instructor will also send your résumé to Summit’s 
Central Office to be looked at by the Employment Team. Based on their feedback, 
there may be additional fine-tuning to be done before publishing the final copy and 
sending it off to potential employers. 

 

} 

http://www.workopolis.com
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Drafting Your Résumé 
 
EXERCISE  
Using a template provided by your instructor or one you found online, begin to draft 
your résumé on the computer. Be sure to follow the writing process and use your 10-
minute résumé as a reference.   Also, read the section on résumé components very 
carefully to gain an understanding of exactly what belongs in each section.  Refer to the 
appendices for formatting tips and the résumé checklist.  
  

FORMATTING TIPS 
~ Summative Assignment~ 

→ Bold and enlarge your name at the top. 

→ Keep the sections lined up and consistent by using bulleted lists and tabs. 

→ Use an Arial, Times New Roman, Bookman, Georgia, Tahoma or Verdana font 
(or similar – ensure it’s easily readable).  Use up to 2 fonts (one for headings 
and one for the body). 

→ Font size shouldn't be smaller than 11pt or larger than 12pt, except for your 
name and headings.  Be consistent with your font size. 

→ Do not include pronouns such as "I", company street addresses, salary, or 
reasons for leaving. 

→ If your résumé is two pages, be sure to fill the second page at least halfway 
down the page. 

→ Place “Continued” at the bottom of page one, and your name and “Page 2” at the 
top of page two (e.g. Continued, Dan Smith Page 2).  

→ Use graphics sparingly unless you are in a creative field. It is safe to use a border 
and shading. 

→ If you spell out the province in your address, such as Ontario, spell out the 
provinces for your jobs. 

*Adapted from “Résumé Writing Tips by Ann Baehr,” http://www.resume-resource.com/resume-tips.html. 

 

http://www.resume-resource.com/resume-tips.html
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Résumé Checklist 
At Summit, we ensure documents are accurate and effective at communicating their messages 
to the intended recipient.  As part of this quality assurance, we check and amend your job search 
documents – we call this “2nd Eye-ing”.  This is simply intended to ensure nothing was 
overlooked by the person who first created the document.  Essentially, when a document is given 
to your instructor for submission, it is all but “ready to go,” according to the person who created it.  

Documents sent for a 2nd Eye should not be draft copies that need re-writing or editing. 
OVERALL APPEARANCE  
FORMAT   ü 
Pleasing to the eye White space, balanced margins, etc.  
Consistent Consistent font style, bullet style, spacing throughout, etc.  

Distinctive Name (in header) is slightly larger, bolded on first page, included on 
second page (if applicable)  

CONTENT   
Substantive  There is some ‘meat’ to what is being said; no fluff  
Demonstrative Displays ability to do the job  
Bulleted Information Is organized in order of importance; uses action verbs whenever possible  
Perspective  Information is framed in the terms of potential employer  
Benefit  Information is framed in terms of the benefit the employer will gain   
Concise  Use only as many words as required; no fluff   

Clear  Clear wording; limit use of acronyms (e.g. OSSD); words like WHMIS are 
acceptable as they are widely used  

Spell checked  No red squiggly lines (MS Word) unless under names of people or places  
Grammar checked  No green squiggly lines (MS Word)  
Consistent tense  Same past/present tense used throughout  
RÉSUMÉ SPECIFICS  
FORMAT   ü 
Career Objective Objective is clearly stated, brief, in sentence form and modified for the job   

Sections 5-6 parts are included:  Contact Info, Skills/Qualifications, Education, 
Experience, Personal/Other  

Style  Uses ‘Combination’ format (or “Functional” vs. “Chronological”)  

Chronology Most recent & relevant employment/education info placed first only 5-10 
years included  

Length  1-2 pages; more than 2 is too long for most applications   
CONTENT 
Tangible  Specific and clear information  

Relevant  
Is information relevant to employer? (e.g., no Boy Scout achievements) 
and avoids possible controversial topics (e.g.  religious or political 
affiliations) 

 

Pronouns No “I” or other first person pronouns used  
Verbs Action verbs are varied and in the past tense  
Keyword Dense Utilize keywords and skill descriptions as many résumés are filtered  

Application-specific  Does it have to do with the position being applied to?  Attach a job 
description if applicable  

References An accompanying list of references has been supplied  
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Upon completion of this unit, you will be able to: 

• Identify the parts of a professional cover letter and use them in 
creating letters. 

• Analyze and assess cover letters for strengths and weaknesses.  
• Produce and use organized and customized employer-centred cover 

letters for self-promotion. 
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Constructing Cover Letters 
 

 
The Cover Letter 
 

Benefits 
 
There are several reasons why an effective cover letter is just as essential as an effective 
résumé: 
 

• A cover letter is usually the first thing the person who screens your résumé looks at – 
your first chance to make a good impression. If the letter looks as though your dog 
chewed on it or is written in a careless manner, you put yourself “behind the eight ball” 
right from the start. 

• A well-focused cover letter enables you to direct the reader's attention to those 
aspects of your résumé that are likely to push the right buttons in specific situations. 

• A well-researched cover letter enables you to demonstrate, in ways that are 
impossible in a résumé, your knowledge about the company you're writing to and its 
industry. 

• A cover letter represents your only means of explaining aspects of your work history – 
such as unemployment gaps or a lack of direct experience in the field you're applying 
for – that might otherwise portray you as being unqualified for the position. 

• If a cover letter is to accomplish these objectives for you, you can't do what many job 
hunters do, which is to rattle off a few lines that basically say, “Here's the résumé."  
Writing an effective cover letter takes time, thought, and effort – all of it highly 
worthwhile. 

*Extracted from Job Hunting For Dummies, 2nd Ed., p.121 (emphasis added). 
 
 

You want your cover letter to convey or transmit the following to employers: 

I am highly motivated and have built a solid reputation (whether at school or at 
work) for tireless enthusiasm, resourcefulness, accuracy, and careful work—all 
essential skills for a (your occupation).  Go ahead and read my résumé.  I’m hot stuff! 

 
*from (http://www.albertajobshark.com/33/the-resume-letter-a-familiar-type) 

 
 
 
 

http://www.albertajobshark.com/33/the-resume-letter-a-familiar-type)
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Pitfalls  
 
While there are tremendous advantages to cover letters, 
there are also potential hazards.  It is important to know 
these so that you can be effective in maximizing 
advantages and avoiding possible drawbacks: 
 

Advantages Possible Disadvantages 
It directs the focus of your résumé and 
gives the employer a more personal feel for 
who you are. 

One glaring typo or error and your ‘whole 
life’ could wind up as a wad of recycling 
paper. 

It highlights your skills, giving you another 
opportunity to market yourself and explain 
anything your résumé may not. 

Because this format is expected 
(conventional formatted letter + résumé), 
you presentation must be outstanding or 
the letter risks being boring to the reader. 

*Adapted from Cover Letters for Dummies, 2nd Ed., p.73-74. 
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Look over the parts of a standard cover letter on the diagram below.    
 

 
 
 

2.Date Line 

1.Header/Contact Information 

3.Inside Address 

4.Salutation 

5.Introduction 

6.Body 

7.Conclusion 

8.Complimentary Closing 

9.Signature 

10.Signature Line/Typed Name 

HelenJobready 



Job Search Training Program  STUDENT GUIDE 
  Unit 2: Constructing Cover Letters 
 

4 
 

Tailoring the Cover Letter  
 
Your cover letter should be tailored for every job that you apply to.  
One way to create a more effective cover letter is to base it on the 
employer’s job description or job ad.  When tailoring your cover letter, 
keep in mind some of the tips from the chart below. 
 

Cover Letter DOs & DON’Ts 

Do: 
DO NOT: 

• Address to a named individual. 
• Project confidence. 
• Make the most of the opening 

paragraph. 
• Use simple business language. 
• Speak to the job requirements. 
• Demonstrate value added. 
• Clarify why you should be hired. 
• Minimize "I" statements. 
• Use action verbs. 
• Provide your contact information. 
• Track correspondence for follow up. 
• Follow the format of a standard 

business letter. 
• Be brief and to the point. 
• Follow instructions regarding the 

application process. 
• Proofread your letter. 

• Send a form letter. 
• Use clichés. 
• Be negative or humble. 
• Send your résumé without a letter. 
• Wait for the employer to follow up 

with you. 
• Send written material with typos or 

smudges. 
• Misspell the company name or get 

the gender of the addressee wrong. 
• Tell employers what they can do for 

you. 
• Rehash your résumé or include too 

much detail. 
• Say anything about your lack of 

experience. 
• Send your cover letter unsigned (it 

happens!) 
*Adapted from “Letter Writing,” Career Services, University of Waterloo. 

 
 
 

Let the employer know why he should read the résumé and call you for 
an interview…by sending a letter tailored specifically for him. 
 
*Adapted from Career Focus Canada, Fourth Edition, p.9-13. 

 
 
 
 
 
 
 
 

} 
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Writer Beware!  
 
To conclude this section on cover letters, the following article 
reveals some common errors made when composing cover letters.  
Take note of any new or significant points that stand out to you.  
As you read, think about the cover letters you have written.  Have 
you avoided these blunders? 
 

10 Common Cover Letter Mistakes 
When you decide to launch a job search, chances are one of the first things you'll do is write or 
update your résumé.  But what about your cover letter?  Before a hiring manager even glances 
at your résumé, he or she will assess your cover letter and form an impression of you and your 
qualifications.  A well-written cover letter can earn you a call for an interview, so it's 
important to take this document seriously. 

For many job seekers, however, cover letters are an afterthought and are quickly written at the 
last minute; others don't even bother to include them, assuming their résumés will speak for 
themselves.  Following are some cover letter mistakes to avoid: 

1. Failing to personalize.  Avoid saying, "Dear Sir or Madam," and take the initiative to 
find out the appropriate contact name.  Often a quick phone call to the company can 
help you fill in the blank.  You'll show that you're resourceful and truly interested in 
the job. 

2. Starting off weak.  Your opening paragraph should capture the reader's attention.  So, 
rather than simply saying, "I am applying for the copywriter position posted on 
AnytownPaper.com," follow up with, "Your need for an experienced professional is a 
good match for my five years of experience in advertising and my extensive 
copywriting background." If you've been referred to the hiring manager, be sure to 
point out the mutual contact in your lead.  This may encourage the person to read further. 

3. Making it too short/long.  E-mailed cover letters should be included within the body 
of the e-mail and limited to two paragraphs, while those faxed or mailed should be 
three to five paragraphs. 

4. Being generic.  Don't send the same cover letter to all companies.  Take the time to do 
some basic research of prospective employers so you can customize them.  In a survey by 
Robert Half, only 44 percent of executives polled said it's common for applicants to 
use their cover letters to show they've learned more about the job; so if you make the 
effort, you'll already be ahead of half your competition! 

5. Rehashing the résumé.  Instead, focus on aspects of your background that relate 
directly to the job opportunity and note any relevant accomplishments, training, 
classes or certifications.  The cover letter also allows you to explain anything that 
might be unclear or questionable on your résumé, such as a gap in employment or 
change in career paths. 

6. Underselling your talents.  Give hiring managers a compelling reason to call you in 
for an interview.  Instead of saying you have strong communication skills, provide examples:  "I 
recently led a training session in the sales department on a new database application 
and received significant praise for my ability to relay complex information to a non-
tech-oriented audience." 

& 
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7. Trying to be witty or humorous.  This can backfire, so it's best to stick with a 
business letter format, even with e-mailed cover letters.  A professional yet 
conversational tone and salutations such as "Mr." and "Ms." will help you be taken 
seriously. 

8. Focusing too much on yourself.  While you want to sell your qualifications, don't 
forget to explain how you would add value to the company.  If your cover letter is dominated 
with "I," chances are you need to focus more of your content on the prospective 
employer. 

9. Omitting contact information.  It's easy for cover letters and résumés to become 
separated, so make sure hiring managers can reach you even if they only have your 
cover letter.  Close your letter by mentioning that you'll call the individual soon to 
follow up, and include a current phone number and e-mail address where you can be 
reached should the person want to contact you first. 

10. Failing to proofread.  As qualified as you may be for the opening, you're likely to fall 
out of contention if your cover letter is full of typos, misspellings and grammatical 
errors.  Ask friends and family to review your document to make sure there are no mistakes.  The 
following examples from real cover letters prove just how important this can be:  "I'm 
attacking my résumé for you to review."  "I prefer a fast-paste environment."  "I never 
take anything for granite."  

The cover letter is your chance to give employers a sense of who you are and what you can do 
for their organization, encouraging readers to look at your résumé.  Remember that 
appearances count, so make sure your cover letter is in a simple font, uses appropriate 
paragraph breaks and is easy to read.  The right impression will allow you to move on in the 
hiring process. 

*From Robert Half International (CareerBuilder.com), 
http://www.careerbuilder.com/jobseeker/careerbytes/CBArticle.aspx?articleid=928&catid= 

 
 
 

The most common reason for buyer (employer) resistance is that the 
salesperson (job seeker) hasn’t established the value of the product or 
service. 
 
*Adapted from Career Focus Canada, Fourth Edition, p.9-13. } 

http://www.careerbuilder.com/jobseeker/careerbytes/CBArticle.aspx?articleid=928&catid
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Critiquing a Cover Letter 
  

EXERCISE  
Read the following cover letter, and use the checklist in Appendix A to determine if the letter 
meets all of the necessary criteria. Defend your choice by specifying why or why not. 
 

Cover Letter  
Sam Johnson 
123 Lakeshore Crescent 
Burlington, Ontario 
N0M 2M0 
 
December 13, 2010 
 
Big Company 
123 Corporate Boulevard 
Burlington, Ontario 
N0M 2M0 
 
Dear Sir/Madam: 
 
I am very interested in applying to the position of administrative assistant as advertised 
in yesterday’s newspaper (quote #434).  With my years of experience working in an 
office setting, combined with my outgoing and friendly persona, I think I would be an 
excellent fit for your company. 
 
As you can see by my enclosed résumé, I have worked extensively in an office setting 
as an administrative assistant for 4 years.  I am familiar with all aspects of the daily 
operations of the office – office equipment, correspondence, answering phones, taking 
and preparing minutes and filing.  I have also excelled at scheduling business trips and 
appointments, and maintaining an office inventory.  With a company as large as yours 
and plans of expanding, you need an experienced team member who knows how to run 
an office efficiently and smoothly.  I believe I can be that employee. 
 
I am a very organized, balanced person with a sincere desire to work well in a team.  I 
have excellent time-management skills and have experience in both a training and 
supervisory role.  My past supervisors have complimented my oral communication 
skills, and I am familiar with all Microsoft applications. 
 
Thank-you very much for the opportunity to be considered for this position.  I look 
forward to hearing from you.  I can be reached at 905-555-8080. 
 
 
Yours truly, 

Sam Johnson 
Sam Johnson 
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EXERCISE  
Create a “general” version of your cover letter.  Discuss this letter with your instructor and 
get some valuable feedback. Using the same checklist from Appendix A, review the cover 
letter that you created and ensure that you are meeting all of the criteria.   
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Appendix A 
 

COVER LETTER CRITERIA 

Criteria 
Sample 
Letter 

Your 
Letter 

Y? N? Y? N? 
1.  The letter is properly dated.     
2.  The letter includes the sender’s return address/contact information.     
3.  The letter is addressed to a specific individual by name and 

title/company. 
  

  

4.  The letter is addressed to someone in a position to make a hiring 
decision. 

    

5.  The letter introduces the sender in an attention-grabbing way.     
6.  The letter lists who referred the sender and the objective in the first 

line. 
    

7.  The position sought is named in the first paragraph.     
8.  The letter mentions any previous contact, mutual acquaintances, 

and/or advertisement of the position. 
    

9.  The letter highlights the relevant qualifications of the sender.     
10.  The letter tells the employer how the sender is able to “get the job 

done.” 
    

11.  The letter is employer-centred, with information about the sender 
targeting the employer’s interest. 

    

12.  The letter speaks of skills, not just responsibilities, specific to job 
requirements. 

  
  

13.  The letter mentions measurable achievement (real #’s, %’s or $’s) to 
support skills. 

  
  

14.  The letter mentions education and training targeted to the job 
requirements. 

    

15.  The letter shows that the sender has done background research and 
has familiarity with the industry. 

    

16.  The letter makes reference to some of the sender’s personality or 
behavioural traits related to the job. 

    

17.  The letter indicates a résumé is attached or follows but doesn’t take 
the résumé’s place. 

  
  

18.  The letter thanks the recipient for his/her time and interest.     
19.  The letter indicates follow-up or ‘next steps’ that will be undertaken.     
20.  Overall, the letter uses powerful, selling words and phrases.     

RATING:  /20  /20 

*Excerpts adapted from Cover Letters for Dummies, 2nd Ed., p.147-149 & 160-162. 
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Upon completion of this unit, you will be able to: 
• Describe what it takes to be successful in an interview. 

• Understand the importance of researching companies, and how to do 
company research. 

• Anticipate typical employer questions and effectively respond to them. 

• Enhance your responses to interview questions with relevant proof 
stories. 

• Understand the interview process, and be confident and well-prepared 
for future job interviews. 

 
 
 
 

 



Job Search Training Program  STUDENT GUIDE 
  Unit 3: Mastering the Interview 
  

1 
 

Mastering the Interview 
 

Getting Started 
 
It isn’t always the most qualified person that gets the job, but the person who presents 
themselves well in an interview. Tim and Tom have the same qualifications and are being 
interviewed. Read each interview scenario. 
 

Tim’s Interview 
 

Tim runs into the building five minutes 
late.  After quickly asking the receptionist 
directions to the interviewer’s office, he 
dashes to the office and knocks on the 
door.  When the interviewer answers the 
door, Tim mumbles an excuse about 
traffic and sits down in front of the desk.  
Tim waits for the interviewer to start 
asking questions, fiddling with his shirt 
while he waits. 
 
The employer starts by explaining the 
position, and gives a brief overview of the 
company.  During this time, Tim leans 
back in his chair and stares blankly at the 
interviewer.  When the interviewer is 
done, he asks if Tim has any questions.  
Tim replies, “No, I think you’ve covered 
everything.”  The interviewer moves on. 
 
The interviewer speeds through the 
questions, wanting to get the interview 
over with—in his mind, the interview is 
already over.  When the interviewer asks 
him if he’s ever faced a challenge at work, 
Tim replies, “Of course, everyone has!” 
 
At the end of the interview, the 
interviewer starts looking at his watch.  
He asks if Tim has any further questions, 
and Tim states no, eager to leave the room.  
They shake hands, and the interviewer 
mentions that Tim will be called if he is 
accepted.  Tim leaves quickly and heads to 
his car. 

Tom’s Interview 
 

Tom arrives ten minutes early and quietly 
chats with the receptionist until the 
interviewer comes out to meet him.  As 
they walk down the hall together, Tom 
points out a painting on the wall that he 
likes. The interviewer discusses how the 
office was recently redecorated.    
 
Tom takes a seat in front of the 
interviewer.  He quickly scans the room 
with his eyes to find a common point of 
interest.  Noticing a picture of a Jack 
Russell Terrier dog on the interviewer’s 
desk, Tom mentions that he used to walk 
that type of dog for a neighbour.  Tom and 
the interviewer discuss the breed’s high 
energy levels. 
 
The employer starts by explaining the 
position, and gives a brief overview of the 
company.  Tom leans forward to show 
that he’s listening.  When the interviewer 
pauses, he says words like “ok,” and 
“excellent.”  When the interviewer 
mentions that the company is quite 
successful, Tom mentions reading an 
article in a magazine about the company’s 
recent successes overseas. When the 
employer asks if Tom has any questions, 
Tom asks the employer to clarify the 
duties of the position to ensure that he 
does not have any gaps between what he 
has and what they want. 
 
 

& 
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The interviewer asks Tom a few standard 
questions—about himself, why they 
should hire him and what his 
qualifications are.  For each question, Tom 
gives a thoughtful answer, relating his 
abilities to the position.  When the 
interviewer asks him if he’s ever faced a 
challenge at work, he gives a story from 
his last job and describes what happened, 
what he did and the result. 
 
At the end of the interview, the 
interviewer asks if he has any questions.  
Tom asks again if there are any gaps 
between what the position requires and 
what he has.  He then finishes off with 
another statement about his experience.  
The interviewer answers the questions, 
shakes his hand.  Tom asks if it would be 
alright if he emails the interviewer in a 
few days just in case he forgot anything.  
The employer agrees, and Tom leaves, 
feeling confident. 

 
Reflect on what happened in both interviews and then answer the following questions: 
 

• Give several reasons why Tom did a better job selling himself and has a stronger 
chance of getting the job than Tim (refer specifically to Tom’s strengths and 
Tim’s weaknesses). 

 
 
 
 
 
 
 
 
 

According to a recent OfficeTeam survey, 91 percent of executives… 
consider their administrative assistants’ opinions of candidates an 
“important” part of the selection process for positions at all levels. 
*Job Hunting for Dummies, 2nd Ed., p.285. 

 
} 
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Let the Hard Work Begin! 
 
A lot of job-seekers have the attitude that once they have secured an interview, the hard 
work is over.  This is not the case!  It’s the interview that will determine if the employer 
wants to hire you or not.  The interviewer will evaluate you not just on the training, 
education and skills listed in your résumé, but on your personality, ‘fit’ with the company 
and communication skills.   
 
You need to be prepared, appear confident, present your likable personality and impress from the first.  
This module will bring you closer toward the goal of interview mastery!   
 
Are you nervous?  Don’t Sweat! Read the following passage and discover it’s easier than 
you think! 
 

Confessions of Hiring Experts  
We consulted some hiring experts about what is really going on inside their heads 
when interviewing job applicants.  They offered the following insights:   
 
They like you. They really like you.   
"I tend to walk into every interview wanting to hire that person," says Christine 
Peterson, Senior Vice President of Marketing for TripAdvisor.  In addition to having 
the right skills and experience, she says, candidates who come across as "nice, smart 
and fun...are going to have to work pretty hard to convince me NOT to hire them," 
Peterson says.  
 
She's seen her fair share of applicants who didn't meet these standards, including one 
otherwise-qualified candidate who was cut from consideration after she insisted that 
the receptionist who greeted her for her interview throw out a perfectly good pot of 
coffee and make her a fresh pot.   
 
While Peterson is willing to give most applicants the benefit of the doubt – after all, 
they put in the time and effort to submit an application and come in for an interview – 
she believes no amount of qualifications will make up for "jerkness." 
 

They don't want to hear what you think they want to hear.   
"Interviewers have gotten very smart to pick up if someone's saying just what a book is 
telling them to say," says Mary Gormandy-White, a professional consultant in Mobile 
Alabama.  By only saying what they think the employer wants to hear, job candidates 
are simply putting on an act, and employers can see right through that.  "You have to 
be yourself in an interview and you have to be sincere," she says.   
 
 
 

 

& 



Job Search Training Program  STUDENT GUIDE 
  Unit 3: Mastering the Interview 
  

4 
 

They don't expect you to have all the answers.  
 
Employers are more interested in how you find answers to things you don't know than 
in having you pretend to know something you don't," says Linda Finkle, executive 
coach at a management consulting firm based in Potomac, Maryland.  In some cases, 
she says, the interviewer may ask a question that he or she doesn't expect you to be 
able to answer simply to see how you handle it.  If you ever find that you don't know 
the answer to an interviewer's question, the best thing to do is to admit that you don't 
know, but either add that you could give an educated guess or provide a way you 
might go about finding the answer.  Most importantly, if you don't know, don't try to 
fake it.  "Not knowing is o.k.  Making something up or pretending to know is not," 
Finkle says.    
 

They want you to want them.   
According to Michele Minten, director of Centralized Recruiting for a Chicago-based 
recruiting company, one of the worst things a job candidate can do is not express 
genuine interest in the job or the company.  As much as the recruiter wants to sell the 
candidate on the position and company, he or she also wants to know that the 
candidate actually wants to work in that position or for that company.  Peterson 
agrees.  "When I hear applicants expressing energy and enthusiasm for our company 
and our product, I want to hire them," she says. 

*From “Confessions of Hiring Experts,” www.careerbuilder.com. 
 

Interview Preparation 
 
Be prepared! When it comes to interview readiness, preparation is the key to success.  
Employers do not want employees who are disorganized or unprepared on their team.   

 
Below is a checklist for you to use when preparing for a job interview.  Before you attend 
any interview, make sure you have checked off all the criteria! 
 
 

~JOB INTERVIEW PREPARATION CHECKLIST~ 
Do I know my strengths and weaknesses, my abilities, what I am good at?  
Have I thoroughly researched the company?  
Have I found out as much as possible about the position I am being interviewed for?  
Have I written out and practiced answers to typical interview questions out loud? (Don’t 
memorize answers)  

Do I have relevant questions for the employer?  
Do I know what the typical salary is for the position?  
Have I completed a mock interview?  

 
& 

Ñ 

http://www.careerbuilder.com
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The Questions-and-Answers Stage 
 
Let’s take a closer look at this stage of the interview.  While some people have a natural 
talent for answering questions under pressure, most people don’t.  For this reason, being 
prepared is the key to confidently answer interview questions.   
 
A word of caution: don’t memorize what you are going to say or you may sound like a 
robot!  Be genuine, be yourself and answer questions based on what you have prepared. 
 

Standard Questions  
 
Standard or traditional questions are the main questions interviewers ask to open the 
interview and to get to know you as a person.  Remember, the interviewer is not just 
listening for what you say in your responses, but how you say it as well!   
 
EXERCISE  
For each of the following standard interview questions, read through the overview1 and 
then prepare your sample response in the lines provided. 
 

A) “Tell me about yourself.” 
What does this question do? 

• Tells employers what you consider important. 
• Gives employers insight into your values. 
• Conveys to employers what you’ve accomplished. 
• Indicates to employers if you are organized, self-motivated and focused. 
• Helps employers determine how well you’ll fit into the company culture. 

How do you answer it? 

Write a one minute commercial about yourself, the product.  As you think about 
commercials, realize they are meant to sell a product in a limited amount of time.  This is 
your goal.  You want to grab an employer’s interest with a confident statement about 
yourself and support it with facts.  Concentrate on selling your strong points—tell the 
employer why they should hire you and not someone else! 

What should you watch out for? 

When responding, make sure that you do not focus on personal items, such as your age, 
children, marital status or religious views.  The employer wants to know what qualities 
you will bring to his/her organization.  The only time you might share something more 
personal is if it develops common ground with the interviewer.  For example, if the 
interviewer has a signed Toronto Maple Leafs Jersey hanging on her wall, you can share 
that you are an avid Leafs fan yourself.  You would provide professional information 
about yourself first, and then finish off your response by pointing out your common 

Ñ 
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ground.  This way, the focus is still on selling your qualities.  Regardless, be sure you 
don’t provide too much information in this response; keep it short and simple.  

Sample Commercial:  I just completed a training program at Summit College in the Office 
Administration field.  In my previous work experience, I worked as a line manager.  This gave me 
extensive knowledge into team-building that ranged from organizing project reams to informally 
encouraging people to work together.  As a result I’ve developed solid skills in dealing with people and 
managing projects.  In my schooling I learned all the ins and outs of the office place, with a special focus on 
medical offices.  I worked hard and achieved high marks in all my projects.  I am really looking forward to 
applying my skills and knowledge to a new industry. 
 
Try writing your own commercial.  Start with the position you are interviewing for, and 
describe your skills and experience relative to the position.  Make the information 
interesting and remember to sell what you have to offer!  

Your Response: _____________________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

B) “Why should I hire you?” 
What does this question do? 

• Gives you a chance to convince the employer that you are the one for the job. 
• Helps interviewers determine why they should hire you and what makes you 

unique. 

How do you answer it? 

Prepare at least three reasons that you’d be better than the other candidates.  Use 
examples to illustrate each of your reasons. 

What should you watch out for? 

Avoid the temptation to answer this with a one-liner joke, such as “Why shouldn’t you 
hire me?”  This may insult the interviewer, who has chosen to ask this question.  

Sample Answer:   I believe that my past work experience in team-building makes me an excellent 
choice for your company.  I am used to working with people to accomplish a task, and in a busy medical 
office, this is important.  I also have the training to be successful in this role; I excelled in customer service 
and office procedures in my training, which are two important elements of this job.  I am also comfortable 
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around computers and computer programs, from both my past work experiences and my training, and 
therefore would have no problems learning any new software. 

Your Response: _____________________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

 

C)  “What are your strengths?  What are your weaknesses?” 
What does this question do? 

• Shows the interviewer how well you prepared, since self-reflection is an 
important part of any job. 

• Gives interviewers a better grasp of who you are and what you have to offer. 
• Assesses your ability to learn from your mistakes and grow. 

 

How do you answer it? 

Prepare to discuss three-five strengths that are necessary to the position you seek.  For 
weaknesses, you may focus on a positive trait in disguise, emphasizing your value and 
willingness to grow.  When stating a weakness, be truthful, but follow-up this “negative” 
trait with the positive steps you are taking to overcome it.  Think of them as growth areas 
rather than weaknesses! 

What should you watch out for? 

Savvy employers will know when you are giving them a line.  They have heard “I am a 
perfectionist” and “I work too hard” many times before, so try to avoid these clichés, even 
if they are true!  Instead, focus on something small, unique and easily fixed.  Do not say 
that you have no weaknesses—everyone has weaknesses, so be sure to come up with one 
or more ahead of time! 

Sample Answer:  I am a strong team-player who gets along with people very well and tries hard to 
encourage other members of the team.  I am very organized and like to keep everything it its place.  I enjoy 
working with clients and ensuring that their needs are met completely.  As for a weakness, I have never 
worked in a small office environment before, but I understand the variety of demands of this position and 
feel that my skills will suit your needs. 
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Your Response: _____________________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

 

D) “This position can be stressful.  How do you handle stressful situations?” 
What does this question do? 

• Tests how well you handle stressful situations. 
• Reveals your ability to “think on your feet.” 
• Shows the employer you’re human. 

How do you answer it? 

Give brief illustrations of how you have dealt with stress in the past.  Offer positive 
examples of how stress can be a “good thing” by helping you to work harder.  Discuss 
what you do to relax and refresh. 

What should you watch out for? 

Your interviewer may not believe you if you state you are never stressed out, so it is best 
to come up with an appropriate response.  Even if you don’t feel stress, you should be 
able to identify a time when there was stress around you.  Be careful to properly structure 
your story for maximum impact.  See section 9.3.2 for further detail.  

Sample Answer:  While at the HKL plant, we were faced with a sudden order increase for the J-ball 
bearing. It was for a new customer.  This caused a lot of pressure and stress. The situation required that I 
think clearly and quickly.  I basically prioritized and dealt with each task by its importance.  I 
immediately sat down with the production supervisor, our materials/supply manager, and the union 
steward.  We were able to lay out a workable plan that minimized hourly costs; guaranteed materials 
were available; and, met the production deadline. While it was challenging and involved long hours, the 
pay-off was a signed contract with a new customer. I know this is an example not found in the medical 
office field; however, it shows just how well I can deal with extreme pressure. 

Your Response: _____________________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 
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E) “Why are you interested in working for our company? / Why are you 
applying for this position?” 

What does this question do? 

• Assesses your level of interest in the company. 
• Allows you to make a bridge between the company and your skills. 
• Assesses whether or not you adequately researched the company and position 

prior to applying.  

How do you answer it? 

Use what you learned when researching the company/position to tell the interviewer 
why you think you are a great fit for the company (how you will benefit them!).  Link 
your interests with the company’s interests.  Also, link your training and qualifications 
with what the company is looking for. 

What should you watch out for? 

Even if you’re interested in working for this company because it is the only one with an 
opening right now or because you are desperate for money and will work anywhere at 
this point, try to see things from the employer’s perspective.  To the employer, the most 
important thing is what you can offer the organization, and not the other way around.  

Sample Answer:  I really think that “Doctor’s Company” is a good firm to work for.  You are the top 
abdominal surgery firm in the city.  You also provide your employees with the tools they need to stay 
competitive and sharpen their skills while working in an open, team-based environment. I am also aware 
that you provide a mentor for all new employees, and I would embrace any opportunity to work with a 
mentor and eventually become one myself. 

Your Response: _____________________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 
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F) “What are your short- and long-term goals?” 
What does this question do? 

• Reveals to the interviewer if you are a person of vision. 
• Shows the interviewer if you are someone with goals and the ability to create a 

plan of action to meet those goals. 

How do you answer it? 

Answer realistically.  Choose attainable but ambitious goals, and describe a plan of 
action to achieve them.  Explain how the position you want will help you reach those 
goals. 

What should you watch out for? 

Again, do not provide personal information here; your long-term goal of retiring in 
Jamaica is of little relevance to the employer!  Try to keep your goals work-related. 

Sample Answer:  Once I gain additional experience, I would like to move on from a technical position 
to management. My long-term goals involve growing with a company where I can continue to learn, take 
on additional responsibilities, and contribute as much of value as I can.  I see myself as a top performing 
employee in a well-established organization like this one.  I plan on enhancing my skills and continuing my 
involvement in (related) professional associations.  

Your Response: _____________________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 
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Behaviour-Based Questions & Proof Stories 
 
Behaviour-based questions give you the opportunity to apply the skills you mentioned in 
the standard questions to job-related scenarios.  These questions show the interviewer 
how fast you can think and gives you a chance to “brag” about how you handled 
situations in the past.   
 
Proof stories are a very effective way to give examples of the skills you listed on your 
resume and make a memorable impression on the interviewer. If you have listed that you 
are an excellent decision maker, give an example from the past where you made an 
excellent decision. Describe the situation, what you did and the results. 
 

 

Conclusion 
 
Here are some final tips and reminders to carry with you as you go for your interview: 
 

• SMILE! 

• Watch your every move. 

• Remain positive. 

• Start your interview off right. 

• Don’t limit yourself to one or two word answers. 

• Be your BEST self! 
 
…and some employer turn-offs to avoid2: 
 

• Nervous mannerisms – avoiding eye-contact, fidgeting, limp handshakes. 

• Lacking self-confidence – speaking too softly, being hesitant, one-word 
answers, downplaying achievements. 

• Not showing courtesy to others – showing lack of courtesy to 
receptionist, being critical of former employers, forgetting to thank the 
interviewers and others as you leave. 

• Not having strong values – any sign of tardiness, blaming others; signs of 
laziness, signs of dishonesty. 
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Summative Assignment 
 
For the summative assignment in this unit, you will prepare for and complete a mock 
interview.  In order to be successful, it is necessary to complete all of the required 
sections of the assignment.  There are three (3) parts – before, during and after the 
interview. 
 
PART ONE – BEFORE THE INTERVIEW: 
 
A) Company Research 

q With your instructor decide on the company and position that will be used for 
the mock interview. 

q Research the company.   
q Record your results in Appendix A, COMPANY RESEARCH. 

 
B) The Questions 

q Review your answers to the standard questions in previous Exercise  
q Complete Appendix B, PREDICTING STANDARD QUESTIONS with 

questions that may be asked at this particular interview.  Practice your responses 
out loud so that you will be comfortable and confident when asked in the 
interview.  Do not try to memorize your answers! 

q Complete Appendix C, PREDICTING BEHAVIOUR-BASED QUESTIONS.  
Practice your responses out loud! 

q Complete Appendix D, QUESTIONS FOR THE EMPLOYER.   
q Complete the checklist shown below: 

 
~JOB INTERVIEW PREPARATION CHECKLIST~ 

Do I know my strengths and weaknesses, my abilities, what I am good at?  
Have I thoroughly researched the company?  
Have I found out as much as possible about the position I am being interviewed for?  
Have I written out and practiced answers to typical interview questions out loud? (Don’t 
memorize answers)  

Do I have relevant questions for the employer?  
Do I know what the typical salary is for the position?  
Have I completed a mock interview?  
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PART TWO – DURING THE INTERVIEW 
 

q Complete your mock interview with a Summit instructor.  Remember to come 
well-prepared, well-dressed and with resume, notes and pen in hand. 

 
PART THREE – AFTER THE INTERVIEW 
 

q Now that your interview is complete, take some time to think about what 
happened.  Complete the “Interview Evaluation Worksheet” in Appendix E. 

q Submit all worksheets, along with the rubric found after the Appendices, to your instructor for 
assessment. 
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Appendix A 
COMPANY RESEARCH 

 
Company Information 

Company Name: 
Address: 
Website: 
Point 1 
 
 
 
 
Point 2 
 
 
 
 
Point 2 
 
 
 
 
Point 3 
 
 
 
 
Point 4 
 
 
 
 
Point 5 
 
 
 
 
Additional Information: 
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Appendix B 
PREDICTING STANDARD QUESTIONS 

 
STANDARD 

QUESTIONS THAT MAY 
BE ASKED 

MY RESPONSE 
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Appendix C 
PREDICTING BEHAVIOUR-BASED QUESTIONS 

 
BEHAVIOUR-

BASED QUESTIONS 
THAT MAY BE 

ASKED 
MY RESPONSE MY CORRESPONDING 

PROOF STORY 
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Appendix D 
QUESTIONS FOR THE EMPLOYER 

 
MY QUESTIONS 
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Appendix E 
INTERVIEW EVALUATION WORKSHEET 
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Summative Assignment Rubric 
 

PART ONE – BEFORE THE INTERVIEW 
 1 

UNSATISFACTORY  
2 

SATISFACTORY  
3 

VERY GOOD  
4 

HONOURS 
Quality of 
Research  

No company 
research completed. 

Completed very little 
research. 

Completed required 
research. 

Research is complete, 
thorough and in-depth. 

Quality of 
Prepared 
Responses 

Prepared responses 
are unacceptable.  

Prepared responses 
need improvement. 

Prepared responses 
are acceptable. 

Prepared responses 
are excellent. 

Quality of 
Questions to 
Ask Employer 

Questions are 
unacceptable.  

Questions could use 
additional 
consideration. 

Questions are 
acceptable for a job 
interview. 

Questions are well-
thought out and 
excellent. 

Overall 
Preparation 

Not adequately 
prepared. 

Lacks some elements 
of preparedness. 

Prepared for mock 
interview. 

Very prepared for 
mock interview. 

   TOTAL: /16 
 

PART TWO – THE INTERVIEW 
 1 

UNSATISFACTORY  
2 

SATISFACTORY  
3 

VERY GOOD 
4 

HONOURS 
Punctual 
 

Not punctual  Right on time Punctual  Punctual 

Professional  
Attitude 

Unprofessional 
manner,  
unacceptable attitude 

Somewhat 
professional, neutral 
attitude. 

Professional, positive 
attitude. 

Very professional, 
great positive attitude. 

Motivation 
Confidence 
Interest 

Lack of motivation, 
confidence and 
interest in position.  

Some evidence of 
motivation, confidence 
and interest. 

Motivation, confidence 
and interest evident. 

Strong evidence of 
motivation, confidence 
and interest. 

Suitability 
Experience 

Not suitable in many 
areas. 
No experience 

Suitable in most areas 
Some related 
experience. 

Suitable in all areas. 
Related experience 

Suitability and 
experience are 
exceptional. 

Body 
Language  

Unacceptable  Improvement needed Acceptable Exceptional 

Overall 
Impression 

Not adequately 
prepared. 

Lacks some elements 
of preparedness. 

Prepared for mock 
interview. 

Very prepared for 
mock interview. 

   TOTAL: /24 
 

PART THREE: AFTER THE INTERVIEW 
 1 

UNSATISFACTORY  
2 

SATISFACTORY  
3 

VERY GOOD  
4 

HONOURS  
Quality of 
Reflection 

Not adequately 
evaluated. 

Minimal reflection and 
evaluation. 

Effective reflection 
and evaluation. 

Accurate and 
thorough evaluation. 

Identification 
of Areas of 
Improvement 

Lacking or absent 
identification. 

Limited degree of 
identification. 

Effectively identifies 
areas.  

Consistently and 
accurately identifies 
areas 

   TOTAL: /8 
 

UNIT THREE SUMMATIVE ASSIGNMENT TOTAL: /48 

Positive Comments / Recommendations for Growth: 
                                                 
 

 


