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LINC 7 CLB Competencies and Essential Skills

The activities in this section represent a sample of possible activities that can build language proficiency when

looking for a job. You can supplement these activities with a range of materials from other sources. Below are 

the CLB competencies, Essential Skills and specific language skills that are addressed in these activities. 

The activities in this section focus on the following language skills: 

• Researching labour market information and own occupation

• Identifying own skills

• Writing a résumé using an appropriate format

• Structuring and writing the content of a cover letter

• Answering questions in a job interview

E
S

These activities can help to develop the following Essential Skills:

• Oral Communication

• Writing

• Computer Use

C
LB

Researching job search information:

� CLB 8–IV: Access and locate three or four pieces of information in online electronic reference sources

(e.g. World Wide Web, library databases), if available, or from print references sources.

� CLB 8–III: Identify factual details and some inferred meanings in moderately complex business/service

texts, including formatted texts.

Writing résumés and cover letters:

� CLB 8–III: Fill out forms and other materials in pre-set formats with required brief texts.

� CLB 8–III: Convey business messages as written notes, memoranda, letters of request …

Participating in interviews:

� CLB 8–IV: Ask for and provide detailed information related to personal needs, varied daily activities 

and routine work requirements.

� CLB 8–I: Carry on a brief phone conversation in a professional manner.
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Introduction to Looking for a Job

1 Discuss the following questions with a partner.

1. Have you looked for work in Canada or elsewhere? If so, compare your experiences. 

2. How do you think the hiring process at Canadian companies differs from that in your 
previous country? 

3. What aspects of the job search process do you feel you need to work on?

a. Researching the labour market and your own profession

b. Cold-calling 

c. Information interviews

d. Writing a résumé and cover letter

e. Answering questions in an interview

source: www.businesscartoons.co.uk/shop

Culture Note

A job search is often compared to an advertising campaign where you need to “sell” your skills and experience to a
potential employer. Your résumé and cover letter are your promotional materials. They should be well-written and
make you stand out from other applicants so that you can get an interview. During the job interview, you need to
sell yourself in a face-to-face situation and highlight your strengths and accomplishments. Even though you may
find it difficult to tell others how good you are at what you do, this is the only way to let the potential employer
know what you can do. 
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Job Search Myths and Facts

1 Read the following statements about looking for a job. In small groups, discuss whether you agree
or disagree with each statement, and give reasons.

1. Most available jobs are not advertised.

2. You can use the same résumé and cover letter when applying for different jobs.

3. A cover letter is not really necessary as long as you send a résumé.

4. You should take the first job offer you get.

5. Employers are only interested in Canadian work experience. 

6. If you have any volunteer experience, you should mention it in your résumé.

7. Employers will usually check references before hiring someone. You should always include 
a list of references and their contact information when you submit your résumé. 

8. It’s best to have your résumé written by professional résumé writers.

9. Only the most qualified candidates get a job interview.

10. It’s a good idea to clarify salary and company benefits during the interview.

11. During an interview, the employer assesses not only your skills but also how well you might 
fit into the company culture. 

12. It’s a good idea to send a thank-you email or letter after the interview.

2� Search the Internet for information about the hiring process for different Canadian companies.
Take notes on important information and present them to the class. When researching the
information, answer the questions below. 

Limit your Internet search to Canada; possible search term: hiring process

1. What steps does the hiring process involve? Use specific examples to illustrate this.

2. What should job candidates be aware of? How can they prepare for their interview?
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Online Job Search Resources

The Government of Canada has developed a number of web-based resources aimed at helping people look for jobs.
These websites provide information on the current job market, trends in occupations, skill requirements in specific
occupations, and more. Some websites also offer tools that you can use to assess your work-related skills.

Service Canada’s Career Navigator has several quizzes that can help you identify your skills and interests 
related to your employment needs. The website will generate a score and an assessment report. The quizzes 
are in two categories:

Career Quizzes: Learning Style Quizzes:

• Abilities Quiz • Multiple Intelligences Quiz 

• Data, People, Things Quiz • Seeing, Hearing and Doing Quiz

• Work Preference Quiz 

• Work Values Quiz

The Working in Canada Tool is an online tool that takes you step by step through information tailored to your
needs. At each step, you can use links to additional resources such as the Ontario Skills Passport, Essential Skills
and National Occupational Classification (NOC). The tool will generate a report with the information you researched. 

Once you narrow down the occupation you are researching and the location of your job search, the tool will provide
information about the following:

• Main Duties • Education and Training

• Jobs and Skills Requirements • Associations and Unions

• Wages • Language Assessment

• Outlook and Prospects • Further Information

• Job Opportunities

1� Access Service Canada’s online career quizzes at www.jobbank.gc.ca. Click on Career Navigator to
see the list of quizzes. Select a quiz that you are interested in. Complete the quiz and read the
assessment report. In small groups, describe the quiz you completed. Discuss what you learned
from it and how helpful it can be in your job search. 

2� Access the Working in Canada Tool at www.workingincanada.gc.ca. Click Start. Type in the name 
of an occupation, and then select a location. Read the information about the occupation. Give a
short presentation of your findings to the class. Discuss which parts of the tool you found useful
and why.
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Résumé Formats

A résumé is your opportunity to present yourself to a potential employer, get them interested and get an interview.
A good résumé clearly outlines your relevant work experience, education and training as well as personal attributes
and skills that demonstrate your suitability for the job. 

There are several different résumé formats to choose from. These include:

Chronological: In this format, your relevant work experience is listed chronologically beginning with the most
recent. This style is effective when you have had a steady history of working in the same occupation and you plan
to continue working in that field. 

Functional: In this format, the organizing feature is your skills, knowledge and accomplishments. Because this format
emphasizes skills and knowledge, it can be more effective if you have little job experience or are changing careers. 

Combination: In this format, you can have elements of both chronological and functional formats. You can list your
work experience chronologically as well as highlight your skills and knowledge by listing them separately. 

No matter which style you choose, your résumé should be relevant to the job you are applying for. 

1 There are several different ways to organize a résumé. Match the résumé type to the job seeker it is
best suited to. 

Résumé type Job Seeker

Functional: Entries are organized by skills A. Good all-round choice, allows job seeker to 
and strengths rather than by individual jobs. highlight experience and strengths.

Chronological: Lists each job you have held B. Good if job seeker has little experience, or has
in order, beginning with the most recent. experience related to another field.

Combination: Lists work history in chronological C. Good for job seekers with several years of 
order, but also includes a summary of skills relevant experience and job titles that show 
and achievements. increasing levels of responsibility.

2 Read the sample entries from a functional and chronological résumé. With a partner, discuss the
features they have in common and the features that differentiate them.

An example of an entry in a functional résumé:

Communication and Teamwork Skills
• demonstrate flexibility and open-mindedness when

working with others

• articulate; strong written and oral language skills

• work cooperatively to produce high-quality work

Organization and Time Management
• produce quality work on time and on budget

Skills and experience are grouped
under functional headings
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Résumé Formats (Cont.)

An example of entries in a chronological résumé:

3� Search the Internet to find examples of different résumé formats. Print samples. With a partner,
compare the résumés and answer the questions below. 

Possible search terms: sample résumés; résumé formats; sample résumé functional

1. What is the focus of each type of résumé? 

2. What headings does each type of résumé have and how are the details listed under those headings?

3. What features do these résumé formats have in common?

4. Which résumé format do you think is best for you? Why?

Education

A list of your educational experience, including:

• Institution where the diploma or degree was
granted

• Level of degree (B.A., M.A., etc.) and field
(Electrical Engineering)

Work Experience

This section is listed chronologically and is often
organized by employer or position. 

• Name and location of the employer

• Dates of employment

• Position title

• Responsibilities and major contributions
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Résumé Formats (Cont.)

4 Read the profiles of the job seekers below and decide which résumé format you think is most
suitable for each of them. Explain why. Discuss and list possible headings for their résumés. 

�

5 Think about your employment goal, education and work experience. Write a short profile of yourself
(similar to the ones above) and share in small groups. In small groups, discuss each other’s profiles
and which résumé format may be most appropriate. Discuss possible headings for each résumé. 

Profile 1

Galina is a 40-year-old teacher from Russia. She has two undergraduate degrees from Moscow
University and also has certificates documenting the many additional specialized courses she has taken
over the years. She has 15 years of teaching experience at the same school, teaching English to grades
11 and 12. In Canada, she wants to apply for a job as an adult ESL instructor. 

Profile 2

Juan is 21 years old. Before coming to Canada, he completed two years at a vocational high school that
prepared him for work in the automotive sector. In Canada, he has been working at odd jobs, including
office cleaning, building maintenance and construction. He is looking for a job as a mechanic, but feels
his Canadian experience so far is not related to this career choice.

Profile 3

Zahra is a young mother of two children aged four and six. She has never had a job before, but would
like to add to the family’s income. She is a hardworking, enthusiastic individual, very approachable and
outgoing. She would like to get a job as a sales representative with a large 
chain store.

Profile 4

Pei is a 55-year-old accountant from China. He has a university degree in finance and a professional
designation in management accounting from his country. He worked at many companies in China,
climbing the corporate ladder from assistant accountant to head of accounting in the Chinese division
of a large multinational corporation. His professional credentials are not recognized in Canada, so he
would like to work in any job related to accounting. 
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Organizing Information for Your Résumé

Before writing a résumé, it is helpful to prepare a résumé outline or organizer. This is an organized listing of all
your qualifications that you can use to create customized résumés for different jobs. When preparing your résumé
organizer, consider all your qualifications and list them under specific headings (e.g., education, work history,
accomplishments, skills and abilities, personal traits). From your lists, you can select and order the items that will
be most appropriate for the job you want. 

1 In pairs or small groups, brainstorm headings for your résumé organizer. Prepare a table with 
these headings. Complete your résumé organizer by listing as many items under each heading 
as you can. As you do more research, you can revise and add to your listings. You can use the
sample below as a model.

2� Search the Internet to find lists of soft skills and personal traits you can draw from when listing
your own skills in your résumé organizer. 

Possible search terms: soft skills; list of personal traits

SAMPLE RÉSUMÉ ORGANIZER

EDUCATION:
List degrees/diplomas/certificates in chronological order; include dates 
and institutions

WORK HISTORY:
List previous jobs in chronological order; include employers, locations 
and dates, positions and duties

TECHNICAL SKILLS:
List technical skills (e.g., knowledge of specific software) related 
to the job

SOFT SKILLS:
List soft skills (e.g., organizational skills, problem-solving skills,
communication skills)

TRANSFERABLE SKILLS:
List skills you have that can be applied to any position (e.g., computer
skills, driver’s licence, First Aid, additional language) 

PERSONAL TRAITS:
List personal qualities (e.g., punctual, outgoing, friendly, reliable, flexible)

VOLUNTEER EXPERIENCE:

AWARDS:

INTERESTS:

ACCOMPLISHMENTS:

OTHER:
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Writing Résumé Entries

Describing your work experience

When describing your experience or expertise in a résumé, use action verbs to make your entries clear and direct.
When you describe your work duties, use specific details and qualifying adjectives and adverbs (e.g., supervised an
office with 15 staff, increased revenues significantly) that will demonstrate the scope of your responsibilities and
the impact your work had. Résumé entries are usually written as bulleted lists. Here are some tips for writing good
résumé entries:

• Begin each bulleted item with an action verb

✗ I was the supervisor for a team of four employees 

✓ I supervised a team of 4 employees

• Make statements concise, clear and descriptive 

✗ made changes to the sales strategy so sales would increase 

✓ designed new strategy to increase sales by 80% 

• Use parallelism (consistent grammar structures)

✗ researched and was responsible for technical procedures manuals 

✓ researched and wrote technical procedures manuals

1 Read the following résumé entries. Discuss what makes the examples in the second column better. 

Before After

Did bookkeeping for a home-based business. Organized and maintained accounts for an 
enterprise with $100,000 in annual sales.

Increased sales from previous year. Reversed negative sales trend; sales up 40 per cent 
over prior year.

Developed an employee program that Created and implemented an employee relation 
reduced turnover. programs resulting in a 26 per cent reduction 

in turnover.

2 Read the résumé entries below and discuss how they could be improved to have more impact.
Rewrite the entries and compare them with a partner.

1. Responsible for preparing a safety booklet for the office 

2. Worked at the reception desk 

3. Coached a soccer team in an interschool league

4. Handled budget for a volunteer committee

5. Part-time sales clerk in a department store

6. Worked on a project as a team leader
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Writing Résumé Entries (Cont.)

3� Search the Internet to find a list of action verbs. Make a list of verbs that relate to your occupation
that you could use in your résumé. Write sentences with these verbs to describe your work experience. 

Possible search terms: résumé action verbs, action verbs 

4 Rewrite the following paragraphs in bulleted list format.

1. I was the head researcher on a team of three. In that capacity, I was responsible for creating project
schedules, assigning work, managing workloads and dealing with any staff grievances. During my
time as head researcher, we started to use a new computerized project management system, which
allowed us to be more efficient in the way we worked.

2. I was the program coordinator for a social service agency. I hired and trained staff, and I supervised
the set-up of the agency. I was responsible for overseeing day-to-day program operations, including
client intake. Under my supervision, we saw a 10 per cent increase in clients over a one-year
period.

3. I was a salesperson in a high-end retail clothing store. I was responsible for restocking merchandise
and receiving new products. My administrative duties included scheduling part-time staff. I handled
purchases and refunds. I had to use good customer service skills as a part of my job.

5 Think about a work or volunteer experience you have had. Write a bulleted list to describe what
your duties and achievements were in that position.

Career or job objective

A career or job objective is a statement that sometimes appears at the top of a résumé, just below the name and
contact information. It expresses your goals and qualifications and should be customized to the job you are
applying for. To write an effective career objective, ask yourself the following questions: What do I want to do? For
whom or with whom do I want to work? At what level of responsibility? A career objective statement can also
include the contributions you feel you will make, for example:

• An early childhood educator position working with school-age children where I can apply my experience and
knowledge of child development and learning

• To obtain a sales position in the software industry, where I can use my management and customer relations
skills, with the opportunity for performance-based advancement

6 Locate three job advertisements you would like to respond to. Write a career objective statement
related to the advertised position. Make your objective statement brief, specific and relevant to
your skills and attributes. Exchange with a partner for peer feedback.
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Writing Résumé Entries (Cont.)

7 Read the sample résumé below and in pairs or small groups discuss how effective it is. Suggest
ways to improve it. Use the questions below to guide you.

1. Is the résumé format effective for Laura’s qualifications and the job she is applying for? 
What would be a more effective résumé format?

2. How effective are the headings? How would you change them?

3. Is the wording of the entries concise and powerful? Are there action verbs, factual details and
qualifying adjectives/adverbs?

4. What could be added to this résumé to give it more impact?

5. Is it free of errors?

6. Is the layout easy to read? How would you change it?

Laura Mendoza
123 Glenrose Drive, London ON

phone: 222 333 4444; email: laura_mendoza@yahoo.com

Objective: to obtain a teaching position that will utilize my strong organizational skills,
educational background, and ability to work well

Experience

Sales Associate/Overnight Stocking, Wally Mart, London ON

2007-2009
• customer service
• Created displays
• helped on the front line (cashier)
• Unload ing and arranging merchandise
• Kept track of inventory 

Lead Teacher, Sunshine Preschool Academy, Bogotá, Colombia

2004-2006
• Oversaw daily operations of a pre-JK group; managed staff of 4
• Wrote and used curriculum plans
• Created centres for reading, math and motor skills
• Planned activities for children
• Kept all records and reports on each child
• Talked to parents regarding children’s activities, behaviour, and development

ECE teacher, Sunshine Preschool Academy, Bogotá, Colombia

2000-2004
• With three other teachers, lead children in activities by telling stories, teaching songs and

preparing craft materials 

Education

Currently, pursing B.Ed. in Earcly Childhood Education
Bachelor of Arts, Bogotá, Colombia

Additional qualifications

Great organizational skills, enthusiastic, friendly, love children, team player, creative, punctual
Voluneer experience: helped elderly community members; worked in a women’s group
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Cover Letters

When you apply for a job, you should include a cover letter with your résumé. A cover letter tells the employer that
you are interested in the job, and explains why you are a suitable candidate. It gives you the opportunity to
highlight your most relevant skills and experience. It is your first, and possibly your only, opportunity to make a
good impression with the employer, since most employers will not look at an attached résumé or consider
interviewing you if the cover letter is poorly done.

Here are some guidelines for writing effective cover letters:

• Customize your cover letter to the position you are applying for.

• Be brief – cover letters shouldn’t be longer than one page.

• Address the letter to a specific person when possible (a contact name is often listed on the job posting).

• Mention the skills and qualifications listed in the advertisement.

• Describe how you are a good fit for this position; be specific and highlight a few especially relevant skills.

• Keep the tone positive and professional.

• Proofread your letter to ensure there are no grammar or spelling errors.

Opening paragraph: state the reason for your letter and
the position you are applying for.

February 16, 2011

Ms. Debra Walsh
Director of Human Resources
WireTech Inc.
777 King St. Suite 400
Kitchener, ON 

Dear Ms. Walsh:

Please accept my application for the position of
customer service representative at your company. 
I would very much like to be considered for the
position. I have enclosed my résumé for your review.

I believe I can make a positive contribution to your
company. I have extensive experience as an assistant
manager, and later as a manager in two different
retail settings. In these positions, I was responsible
for all areas of customer relations, including staff
scheduling, training and supervision as well as sales
generation and reporting. In addition, I have worked
in restaurant management. Currently, I am working as
a part-time sales associate with a large retail chain.

I am confident that my skills and experience would
be an asset to your organization. I would welcome
the opportunity to participate in a personal interview
to answer any of your questions and present my
qualifications. Thank you for your time and consideration.
I look forward to speaking with you soon.

Sincerely,

Second paragraph: Make it personal. Why are you a
good candidate for this position?

Third paragraph: Thank the employer, request an
interview and end on a positive note.
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Cover Letters (Cont.)

1 In pairs, use the checklist below and discuss the quality of the cover letter below. Circle the parts
of the letter that you think are incorrect or inappropriate. Write your comments about each
paragraph in the space provided. Give suggestions on how this letter could be improved.

2� Search the Internet for sample cover letters and tips for writing effective cover letters. Make a
cover letter checklist for your own use. Share your list in a small group. 

Possible search terms: sample cover letters; writing cover letters; how to write a cover letter + video

Cover letter checklist:

Letter is made out to a specific person �

Letter addresses the skills and qualifications described in the advertisement �

Letter shows that the applicant is a good fit for this particular job; is specific �

Tone is positive and professional �

Letter is free of spelling and grammar errors �

To Whom It May Concern,

I am applying for the position of marketing
associate at Garamond Electronics. Please
accept my application.

I think I would do a very good job for your
company. I have all the skills that the job
advertisement asks for, and I am a hard
worker. Most of my work experience is
directly related to the job you are
advertising. I have over 10 years
experience in this field.

Thank you for considering my application. 
I look forward to hearing from you at your
earliest conveinence. 

Sincerely,

Jason Mancuzi
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Cover Letters (Cont.)

Hard and soft skills

In your cover letter, you should emphasize your hard skills and your soft skills. Hard skills are also referred to as
technical skills. They include skills learned through training and experience, such as cooking or designing software.
Soft skills sometimes refer to qualities and attitudes, such as dependability and flexibility. You should be able to
identify both kinds of skills you have. For a examples of soft skills, go to the Work Habits section of the Ontario
Skills Passport website at: http://skills.edu.gov.on.ca.

Highlighting your strengths

Take some time to consider what you can include in your cover letters. Begin by thinking about the skills and
strengths you can bring to any job, then focus on the ones that are specific to the job you are applying for. 

3� Search the three websites below to find listings of skills related to your occupation. These skills
can help you to determine the skills and experience you should highlight when applying for jobs.
Answer the questions that follow. 

The Essential Skills Profiles

Find the Essential Skills Profile for the occupation(s) you are interested in. Answer the questions below.

1. What are the most important Essential Skills identified in this Essential Skills Profile?

2. Review the task examples. Do you have experience with these kinds of tasks? If so, write down
some examples from your own work experience.

3. Look at the section on Attitudes (in the Essential Skills Profile, it is listed under Other Information).
Write a sentence to describe how your own attitude meets the occupational demand.

The Ontario Skills Passport

1. Search the Work Habits list to find habits you feel you have. 

2. Write a sentence for each work habit that shows a potential employer you have this quality. 

Conference Board of Canada Employability Skills

1. Go to the Conference Board of Canada’s web site at www.conferenceboard.ca and search for
Employability Skills 2000+.

2. Review the skills listed under Personal Management and Teamwork. Consider your own work
experience: can you think of examples from your past that demonstrate you have some or all of
these skills? 
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Cover Letters (Cont.)

4 Read the cover letter below. Circle or highlight the hard and soft skills Joanna Silva indicates she
has. Use the Ontario Skills Passport list of Work Habits to help you decide. Then discuss whether
or not this is an effective cover letter. 

5� Search the Employment Ontario website to find services or courses in your community that can
help you to write cover letters and résumés. Go to the Employment Ontario website at www.edu.gov.on.ca.
Click on I am new to Ontario. Follow the online instructions to find services in your community. 

February 16, 2011

Ms. Debra Walsh, Director of Human Resources
WireTech Inc.
777 King St. Suite 400
Kitchener, ON 

Dear Ms. Walsh:

Please accept my application for the position of customer service
representative at your company. I was excited to learn of this opportunity,
and would very much like to be considered for the position.

This position will give me the opportunity to use my experience gained
as an assistant manager, and later as manager in two different retail
settings. In these positions, I was responsible for all areas of customer
relations, including staff scheduling, training and supervision as well as
sales generation and reporting. My additional experience includes working
in restaurant management and, currently, as a part-time sales associate
with a large retail chain.

Other skills that make me uniquely qualified for this position include
excellent interpersonal skills, attention to detail, ability to work as a member
of a team, and a dedication to work to the highest-quality standards.
My references from previous positions speak to these qualities. 

I am confident that my skills and experience would be an asset to your
organization. For your convenience, I have attached a résumé to this
application. I would welcome the opportunity to participate in a personal
interview to answer any of your questions and present my qualifications.
Thank you for your time and consideration. I look forward to speaking
with you soon.

Sincerely,

Joanna Silva
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Cover Letter: Putting It in Practice

1 Imagine you are applying for the job advertised below. Write a cover letter highlighting your skills
and experience relevant to this position. Exchange with a partner for feedback.

2 Find a job posting you are interested in. Write a cover letter to apply to the position. Focus on 
the skills, attitudes and experience requested in the job posting. Use the writing guidelines and
information from the OSP Work Habits to write a clear and convincing letter. 

CLIENT SERVICE REPRESENTATIVE

This is an entry-level career opportunity in a highly visible client service-oriented position

Key Accountabilities:

• Respond to client-initiated contacts, delivering fast and efficient service, assisting with
financial transactions

• Resolve problems at first point of contact where possible and refer more complex
situations to senior officers

• Look for sales opportunities with all clients and refer to appropriate internal officers

• Adhere to compliance routines in carrying out transactions

Experience:

• Some experience in a client service role

• Industry experience in retail, hospitality, travel, or financial services

• Some experience working in a sales environment where formal selling thresholds and
targets are routine

Skills/Competencies/Attributes:

• Friendly, outgoing personality

• Client-service orientation, driven to help clients meet needs or resolve problems

• Team player, driven to ensure that the whole team is successful in meeting client needs

• Relationship-building skills

• Strong organizational skills

• Retain knowledge about the features and benefits of a wide range of products and
services and convey the information to clients

• Information-seeking skills; the ability to probe, find out more and improve your
understanding of a client’s situation or issue
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Interviews

Job interviews are your chance to show what you have to offer to potential employers. It is important to prepare
before each interview: 

• Do some research to find out about the company or organization.

• Review your skills and strengths as they relate to the position and the company’s culture.

• Think of situations when you demonstrated your skills or strengths in previous jobs. Potential employers want to
know that you have the skills you say you have; giving examples can help employers see that you really do have
the skills.

It is also a good idea to prepare a question or two to ask the interviewer. You may ask specifically about the
organization or the position, or you may want to follow up on something you heard in the interview.

1� In pairs or small groups, discuss the questions below. If you find some of the questions difficult to
answer, search the Internet to find answers. 

1. How can you prepare for an interview? Make a list of things you need to do.

2. What kind of information would be useful to know before an interview?

3. How could you find out about a company or organization? 

4. How can you create a good first impression at an interview? 

5. What dress codes and behaviours are appropriate during an interview?

2 Audio 4.4: Listen to a radio show guest talk about behavioural interviews. Answer the 
following questions.

1. How does a behavioural interview differ from a traditional interview? 

2. What does an interviewee need to be able to do in a behavioural interview?

3. How can someone prepare for a behavioural interview?

4. What does SAR stand for?

5. Write an answer to the following behavioural interview question: “Describe a time you had a
conflict with a co-worker and what you did to resolve the conflict.”
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Interview Questions

Interview questions can vary widely. Question types include closed questions, leading questions, open-ended
questions, hypothetical questions, and behavioural questions. Different types of questions are asked for different
purposes, such as to assess: qualifications, fit with company culture, interpersonal skills and style, potential,
decision-making ability, or past experiences. 

1 The first few questions in an interview are usually intended to gather general information about you
and your work experience. Here are some sample questions. Prepare your responses and practise
giving them with your partner. 

2 A common opening question at an interview is Tell me about yourself. Prepare a response to that
question using the guiding questions below. Write your response and present it orally to the class.
Your classmates will give you feedback.

1. What is the purpose of this question?

2. What information should you include in your response?

3. How long do you think your should response should be?

4. During the interview, how will you know when to finish your response?

Question Possible responses

1. Tell me about your work experience.

2. What type of work did you do?

3. Where did you work before this?

4. What companies did you work for?

5. What did you do in your last position?
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Interview Questions (Cont.)

Research indicates that the majority of Canadian employers consider a candidate’s personal attributes as important
as his/her work experience. For this reason, many interviewers ask questions intended to reveal a candidate’s
personal qualities and abilities. These questions are usually open-ended and require answers supported by
examples of behaviour or facts. Because these questions can be challenging, you should prepare your responses
before the interview.

3 The interview questions below are grouped into categories relating to the five attributes that
Canadian employers value most. Discuss possible answers and prepare your responses. Add your
own question to each category.

4� Search the Internet for typical interview questions with sample responses. Make a list of questions
and compare with the rest of the class. As a class, create a list of 20 questions most commonly
asked during interviews. Prepare answers for these questions at home using the tips you have
researched. In class, work in groups of four. With a partner, take turns asking and responding 
to the questions while the other two classmates listen to your responses and offer feedback.

Possible search terms: interview questions; common interview questions; interview questions + tips;
interview questions + answers

Ability to communicate:

1. Tell me about yourself.
2. What was your last position/job, and what did you accomplish there?
3. Why would you like to work for this company?
4.

Responsibility:

1. When did you first start working?
2. What were your responsibilities at your last job?
3.

Initiative:

1. What have you done that shows initiative?
2.

Leadership:

1. What, in your opinion, are the qualities of a good manager?
2.

Motivation and ambition:

1. Where do you see yourself in the next five years?
2. What are your expectations related to this position?
3. How can I know you are a hard worker?
4.
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Interview Questions (Cont.)

5 Read the job postings below. Imagine you are preparing to interview candidates for these positions.
Write 10 interview questions you think would be suitable for each job. Compare your questions
with another group and discuss the differences.

PART-TIME COOK
Qualifications

• Preference will be given to individuals who are certified and hold a Red Seal Certificate. 

• Experience in large quantity food preparation, preferably in healthcare or retirement care setting.

• Knowledge of special and therapeutic diets.

• Physically able to lift and transfer heavy, hot items and stand for majority of shift.

• Able to communicate in English required; proficiency in a second language is an asset.

Key Responsibilities

• Prepare and be responsible for the preparation of all foods for residents, guests and employees.

• Review menus and production sheets before preparing meals and prepare and serve them properly and
attractively.

• Ensure use of proper food-handling techniques.

• Complete daily temperature audits for fridge, freezers and storerooms and record all food temperatures 
on daily audit form.

• Prepare and serve foods for therapeutic diets according to planned menus.

• Make menu substitutions as necessary and record these in designated place.

• Follow daily production charts, standardized recipes and daily composite menus, while working within 
a set budget.

• Comply with all provincial/municipal regulations and established dietary department policies and procedures.

• Participate actively in planning/preparing special occasion and theme meal days.

• Attend department and facility staff meetings, in-services and other necessary training sessions.

We are looking for energetic, well-rounded, creative people who have compassionate and caring personalities
and, above all else, a passion for the healthcare industry!

SOFTWARE TECHNICAL SUPPORT ANALYST (INTERNET APPLICATIONS/WEBSITES) 

Education: Completion of high school and college/vocational or technical training

Specific Skills: Communicate electronically and in person with computer users experiencing difficulties to
determine and document problems experienced. Consult user guides, technical manuals and other documents
to research and implement solutions. Provide advice and training to users in response to identified difficulties.
Collect, organize and maintain a problems and solutions log for use by other technical support analysts.
Participate in the redesign of applications and other software.

Work Setting: Consulting firm

Computer and Technology Knowledge: Windows, Intranet, Internet, Applications - desktop, file management
software, multimedia software, word processing software, spreadsheet software, presentation software, office
suites, electronic mailing software, communication software, image editing software, HTML editing software

Work Conditions and Physical Capabilities: Fast-paced environment, work under pressure, attention to detail
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Interview Questions (Cont.)

6 Prepare responses to the following interview questions. Provide specific examples to support your
responses. With a partner, take turns asking questions and responding to them.

1. Tell me about yourself.

2. Describe your last job.

3. What is your greatest strength?

4. What do you think are the areas in which you need improvement?

5. Why do you want to work here?

6. Why do you think I should hire you?

7. Where do you see yourself five years from now?

8. Describe a conflict situation you have been in at work and how you dealt with it.

9. Are you good at decision-making? Can you prove it?

10. What did you like most about your last job?

11. Why did you choose this particular field of work?

12. Do you prefer working with others or by yourself? Why?

13. Give examples of times when you have shown initiative.

14. Describe a work situation in which you worked well in a team.

15. How good are you working under pressure? Meeting deadlines?

16. How do you feel about working overtime?

17. Are you a leader? Can you give examples?

18. What do you know about our company?

19. What are your salary expectations?

20. What would like to do in the next few years to develop yourself professionally? 

Culture Note

During an interview you may be asked to provide references. Prepare a list of two or three individuals who can
speak about you to potential employers. Include their names, positions and contact information. References may be
former employers, teachers, or people you know socially or professionally. An employer may contact your references
before offering you a position. When contacting references, employers may ask about your work habits and personality,
but they may also want to confirm details of your work history. 
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Thank You Letters

After the interview, it is a good idea to send a brief letter of thanks or email to the interviewer. Not only is this a
courtesy, it also gives you one last chance to make a good impression. A thank-you letter should express your
appreciation for the interviewer’s time, making reference to your meeting. The letter can restate a few of your 
key qualifications as they relate to the job, and communicate your interest in the position. Finally, use a standard
closing line like the one below to wrap up the letter. 

1 Imagine you had a job interview that went well. Write a letter to the interviewer thanking him/her
for the opportunity you were given. Remember to restate your key accomplishments/strengths as
they relate to the job.

2 Imagine you had a job interview that did not go well. Write an email message to the interviewer
thanking him/her for the opportunity you were given and expressing what you have learned from it.

Begin with a brief
acknowledgement
of your meeting.

� Message

To: donnarodriguez@abccompany.org From: jlongo@pic.net
Subject: Thank you Date: December 12, 2010

Thank you for meeting with me this morning to discuss the Buyer position at Tradewell,
Inc. I would like to reiterate my interest in the position and in your organization. 

After meeting with you, I believe I am a strong candidate for this position, and can
deliver the skills and experience you are expecting from your Buyer. In addition to 
my skills and experience, I have the enthusiasm and energy required to excel in this
position.

I look forward to hearing your decision regarding my application. Please feel free to
contact me if you require further information.

Sincerely,

Joanna Longo

Restate a few key
strengths and skills
related to the job. 

Express interest in
hearing from the
employer.
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| Résumés, Cover Letters and Interviews L INC  7

This chapter includes activities that can help learners develop the skills and background knowledge they need
to write cover letters and résumés, and to participate in job interviews. These skills include: researching
labour market information and occupation profiles, identifying and selecting résumé formats, writing résumé
entries, structuring and writing customized cover letters, answering questions in a job interview, and writing
thank-you letters.

These activities have been guided by the CLB performance conditions relating to LINC 7. If you want to develop
your own activities for job search topics, consider the following performance conditions.

For researching job search information:

• Texts are up to three pages long and have clear organization

• Texts include articles, reports, charts and graphs, brochures, websites, advertising features, business letters

For writing résumés and cover letters:

• Forms (résumés) have over 40 pieces of information, with brief texts

• Letters are two or three paragraphs long (CLB 7) or three or four paragraphs (CLB 8)

For interviews:

• Topics are familiar, concrete and abstract

• Interaction is face-to-face or on the phone, semi-formal or formal

• Rate of speech is often at a normal rate

• Learner can partially prepare the exchange

You can use all or some of the activities in the order in which they are presented, or choose the activities that
interest the learners you teach. For more ideas on possible skills and language functions related to Looking for
a Job, see the LINC 5–7 Curriculum Guidelines, Units 9–11.

� p. 439 | Introduction to Looking for a Job

Introduces the topic of looking for a job

1 Have learners discuss their answers in pairs or small groups, then take them up in a class discussion.
Reinforce the notion that a job search takes a lot of preparation, and that some of that preparation can 
be done through this section of activities. Discuss the Culture Note.

� p. 440 | Job Search Myths and Facts

Raises awareness of steps involved in a job search

1 This activity can be used to generate discussion and introduce information related to Canadian norms in
the job search process.

Possible Answers

1. Some jobs are advertised; some are not.

2. Job seekers should always tailor a cover letter to a particular job. Some job seekers tailor their résumés
to particular positions so that the appropriate skills are highlighted.

3. It is always a good idea to include a cover letter.



462 Instructor Notes | Chapter 4 | Looking for a Job | Résumés, Cover Letters, and Interviews L INC  7

Answers (continued)

4–6. Depends on the situation.

7. Generally, references are provided after an interview.

8–10. Depends on the situation.

11–12. Generally true.

� p. 441 | Online Job Search Resources

Introduces two job search resources available online

1 This activity can be part of learners’ self-assessment prior to a job search.

2 The Working in Canada tool gives comprehensive information on any occupation. If you have a long enough
time in the computer lab, learners can work on their research there; learners can also do this research
outside of class. Have learners present their findings as oral presentations; encourage the rest of the class to
ask questions about the presented occupation.

� p. 442 | Résumé Formats

Builds familiarity with typical résumé formats

1 Discuss the information text with learners; elicit what headings each format could include.

Answers

Functional résumé – job seeker B

Chronological résumé – job seeker C

Combination résumé – job seeker A

2 Ask learners to compare entries from the functional and chronological résumés. You can also provide more
samples to illustrate the general principles of the two formats.

3 Ask learners to search the Internet for various résumé formats. Learners can narrow their Internet search to
one résumé format and their occupation. Encourage learners to bring their own résumés to class as examples.
If you have limited Internet access, you can provide printed samples of résumés to small groups of learners.
Learners can also read tips on preparing the particular résumé format and present them to the class.

4 Have learners work in small groups. You can either assign one scenario per group or have each group
discuss all of them. Have learners make a list of résumé headings for each profile.

Possible Answers:

1. Galina: combination résumé (needs to list skills and areas of expertise, has only one entry under
work history)

2. Juan: combination or functional résumé (needs to focus on transferable skills)

3. Zahra: functional résumé (has no work experience, needs to highlight soft skills and personal attributes)

4. Pei: combination or chronological résumé (has a long work history showing advancement, needs to
focus on skills and area of expertise to demonstrate that his experience can be transferable)
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5 After learners write their profiles, they can share them in small groups and discuss options for résumé
formats and headings.

Extend the Activity: Locate short online instructional videos on a writing a résumé. Show them in class
(with a data projector) and have learners evaluate the usefulness of each video. Possible search terms:
how to write a résumé video; how to write a chronological résumé video

� p. 445 | Organizing Information for Your Résumé

Provides practice in brainstorming and organizing information needed for a résumé

1 To introduce this activity, elicit from learners how they would prepare to write a résumé (e.g., make a list,
look at samples on the Internet, copy information or phrases they like). Explain how a résumé organizer
can help them. It is their database of all the information they need to write a résumé. Later, this information
can be selected and copied (cut and pasted) to tailor a résumé to a specific job posting. Learners can
word-process a common version of a résumé organizer or create their own. Explain that this is work in
progress and they may need to add to it as they continue their job search.

� p. 446 | Writing Résumé Entries

Provides practice writing résumé entries in point form as well as writing a career objective statement

1 Discuss the text about résumé entries and the provided examples.

Answers

They provide details (such as numbers, percentages and amounts) that demonstrate the scope and
responsibility involved in the person’s duties. This gives the statements more impact and clarity.

2 Possible Answers

1. Needs information on the size of the booklet (e.g., number of pages), who it was for and how it
was used

2. Needs to list specific duties (e.g., answered the phone, received clients, made appointments)

3. Could mention team’s accomplishments

4. Needs to add size of the budget and the responsibilities or outcomes of the volunteer committee

5. Needs to add details about duties/responsibilities (e.g., served customers, handled complaints,
restocked shelves)

6. Could add details about the project and responsibilities (dollar value, number of team members, duties)

3 Have learners research action verbs on the Internet; this can be done in the computer lab or as a home
assignment. Learners can create a list of action verbs relevant to their occupation and write sample
résumé entries with them.

4 Learners can work in pairs and discuss which information should be included as bullets. Then learners can
write their entries individually and exchange for peer feedback.

5 Have learners prepare their entries and provide feedback.

6 Discuss the information text about career objective statements and provided examples; have learners research
more statements online.



464 Instructor Notes | Chapter 4 | Looking for a Job | Résumés, Cover Letters, and Interviews L INC  7

7 This activity can be done in pairs or small groups. The format and layout of this résumé can depend on
personal taste, so there is no one “correct” answer to the discussion questions. There are, however, some
areas/items that need to be corrected.

Possible Answers:

1. This format works; a combination résumé format could also work, highlighting specific qualifications
and areas of expertise in lists.

2. The headings can work as they are; additional qualifications could be divided into two categories.

3. There should be more consistency in the wording (gerunds are mixed with past verb forms).

4. There should be more entries under the ECE teacher heading, since this is the job Laura is targeting;
there could be fewer entries under the first listed job, since it is not relevant to her career objective.

5. There are some spelling errors (unload ing; pursing instead of pursuing; earcly).

� p. 449 | Cover Letters

Introduces the structure and features of effective cover letters

1 Before this activity, discuss the sample cover letter on the previous page; ask learners to bring their own
cover letters or use other examples as well. Ask learners how this cover letter could be improved.

Possible Answers

Things that could be improved:

• Should be addressed to a specific person

• Could list the skills he has rather than simply say he has the skills listed in the advertisement

• Could add to the second paragraph, including what kind of experience the 10 years was

• Could request an interview in a more direct way

• Does not demonstrate he is a particularly good fit for the job because it is too generic

• Should have a more formal tone (e.g., “I think I would do a very good job”)

• Has spelling errors

Extend the Activity: learners can create a list of commonly used expressions in a cover letter (e.g., for
referring to a résumé, requesting an interview, conveying interest in a position/company).

3 This research activity can be helpful for developing vocabulary (to describe skills and experience) for use in
cover letters and interviews. Elicit from learners what hard and soft skills are; have learners make a list of
hard and soft skills they have. Then, learners can answers questions about their skills using the three websites
and compare with their lists. (For instructions on accessing information from the Essential Skills website,
see one of the Essential Skills activities located in the chapter introductions.)

4 Learners can work in pairs and discuss the strengths and weaknesses of the example cover letter.

Possible Answers

Hard skills: customer relations, scheduling and training staff, supervision, generating sales and reporting

Soft skills: interpersonal skills, attention to detail, team work, high work standards

5 You can also refer learners to the Settlement.Org website or the 211 website or telephone service.

Extend the Activity: Learners can phone or visit various places to enquire about possible services.
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� p. 453 | Cover Letter: Putting It in Practice

Provides an opportunity for learners to demonstrate their knowledge and skills in writing business letters

This task (the first or the second activity) can be used for formative assessment. The results of the assessment
can help you and learners determine what still needs to be worked on. The task relates to the CLB
competency below. You can use the sample assessment criteria provided or develop your own based on
what you have taught.

Learners can use the same criteria for self-assessment. For more information on how to assess learner
progress, see the LINC 5–7 Curriculum Guidelines, pp. 37–45.

1 Learners should read the job advertisement to identify the skills that should be highlighted in their cover
letter. Then, learners write a cover letter, relating their own skills and experience to the position.

2 Learners write a cover letter for a job posting of their choice.

� p. 454 | Interviews

Introduces learners to the topic of job interviews

Have learners share their experiences related to job interviews; elicit from learners what they know about
the interview process and strategies for handling interview questions.

1 Discuss answers in a class discussion after learners work in groups.

Extend the Activity: Learners can prepare a list of tips on preparing for an interview and share with
the class.

2 Elicit types of interviews/interview questions that learners are familiar with. Then have learners listen to
the recording and answer the questions.

� CLB 8-III: Convey business messages as written notes, memoranda, letters of request … to indicate
a problem, request a change, or request information.

Sample Assessment Criteria

Holistic: � The purpose of the task is achieved

Analytic: � Clearly states the purpose of the message

� Provides adequate details relevant to the message

� Clearly states whether or not the reader should do anything

� Uses the appropriate degree of formality

� Uses grammar correctly (e.g., verb tenses, articles or any grammar item taught in class)

� Follows a letter format

� Completes all sections of a letter accurately and correctly

� Uses correct punctuation, capitalization and spelling
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Answers

1. Some employers believe that examples of past behaviour are a good predictor of future behaviour.

2. An interviewee needs to be able to provide examples of situations when they used and/or displayed
their skills and strengths.

3. In order to prepare for this kind of interview, a candidate should spend some time thinking about
their strengths and skills, and come up with examples of when they used them.

4. SAR stands for Strategy, Action and Result.

5. Answers will vary.

Audio 4.4: Transcript

Radio show interview

Sara: Hello, this the Sara Kato show. Today we have with us Joseph Nunez. Joseph is a human resources specialist
and is here to talk to us about a style of interviewing that is becoming more and more widespread – a style of
interviewing referred to as behavioural or behaviour-based interviewing. Joseph, thank you for coming in today to
talk to us about behavioural interviews.

Joseph: You’re very welcome, Sara. It’s nice to be here.

Sara: I’ve heard a lot about behavioural interviews over the last few years. Can you tell me how they are different
from what we might consider traditional interviews?

Joseph: Sure. Well, I guess … first of all I should say that traditional interviewing focuses a lot on the actual skills
required in a job. Interviewers might ask about an applicant’s specific experience related to a job’s requirements,
or ask the applicant to describe the skills he or she has. In contrast, a behavioural interview focuses on the
applicant’s recent behaviours. The thinking is that this will help the employer predict an applicant’s future behaviour.

Sara: Hmm, that’s a lot to take in. So, in other words, the interviewer asks for examples of how a job applicant
has behaved in different situations in the past?

Joseph: That’s right.

Sara: Can you give me a couple of examples?

Joseph: Okay, well a traditional interview question might be something like: “This job requires someone with good
teamwork skills. Can you tell me about your experience working in teams?” But if the interviewer followed a
behavioural interview model, her question might sound something like: “What did you do in your last job to contribute
toward a good teamwork environment?” Both questions are about teamwork, but they ask the interviewee to
respond in very different ways.

Sara: Ah, I see. The behavioural interview question sort of forces the interviewee to describe examples of
behaviour, rather than just stating that they have the skills or experience for the job.

Joseph: Yes, that’s it exactly. In a behavioural interview, you really do have to be a lot more specific about what
you’ve done in your job that demonstrates that you have the skills you say you have.

Sara: So, what should applicants do to prepare for this kind of interview?

Joseph: Well, first of all it’s important to say that interviewees do need to prepare. They should spend some time
thinking about their strengths and skills. And then – and this is important – they need to think about examples of
when they used their skills or showed their strengths.

Sara: So, how would applicants describe these examples?

Joseph: Well they should think about these examples as stories. If they tell a good story, with a beginning,
middle and end, and if the example is specific, then that is a good response. And keep in mind that a good
story doesn’t have to be long. Each response should only be about three to six sentences, or no longer than about
a minute and a half in length.

Sara: That’s a lot to remember. Do you have tips you can pass on about how to answer an interview question with
a story?
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Audio 4.4: Transcript (continued)

Joseph: Well, I like to think of each answer in three steps: first, describe the specific situation. Second, talk about
what YOU did in this situation – that’s the middle of the story. Finally, talk about the result or relevance of what
you did. This is commonly referred to as the SAR strategy, where the acronym SAR stands for situation, action
and result.

Sara: Okay, that kind of sounds complex. Can you give us an example of a question and a response?

Joseph: Sure. Let’s say the interviewer says, “Give me an example of a situation in which you had to deal with a difficult
customer or client.”First, you need to briefly present the situation. Like, a customer wanted to return an item but
because of the return policy, I couldn’t refund her money. She became irate in front of other customers. So that’s the
first step. Second, you briefly describe what you did. For example, I apologized to the customer and calmly explained
the store policy. When she remained angry, I gave her a copy of the store policy and the contact information of the head
office in case she wanted to make a formal complaint. So that’s the action part of the SAR strategy. Last, you describe
the result. In this case, the customer calmed down and apologized for her angry outburst.

Sara: Oh, I see now. That makes it more clear to me. So, our time is almost finished, but before we let you go,
do you have any other tips for our listeners when they answer these kinds of interview questions?

Joseph: Well, the most important thing is to think through how you have demonstrated your skills in your
work experience. Preparing in advance will help you feel confident about responding to behaviour-based
interview questions.

Also, try to stick with a conversational style – you don’t want to sound like a robot! You want to express confidence
and ease in an interview.

Sara: Well, thank you very much for this information. I know I have learned a lot and I’m sure our listeners have, too.

Joseph: You’re welcome. Thank you for having me.

� p. 455 | Interview Questions

Provides information on types of interview questions and strategies for responding to them; provides practice answering
interview questions

1 Discuss with learners what each of the answers could include; ask learners to prepare their answers in
writing and practise their responses in pairs.

2 Ask learners to prepare their responses based on the guiding questions. You can record learners’ responses
so that they can evaluate themselves. They can also work in small groups and provide peer feedback.

Extend the Activity: Learners can research the answer to this question on the Internet. Possible search
terms: typical interview questions; common interview questions + tips; how to answer interview questions

3 This activity provides only a few sample interview questions. A longer list of questions appears in Activity 6.

4 Have learners create a list of 20 questions that everybody in class can practise answering. You can ask
learners to prepare their answers at home; discuss/elicit in class what these answers/responses could
include. Learners can practise their answers in pairs or small groups.

5 Learners read job advertisements and write interview questions suitable for the jobs advertised. They can
include behavioural questions. Post all questions for the class to evaluate.

6 Before learners do this activity, you could have a class discussion to elicit possible answers to some of the
questions. You could have learners do this activity in pairs as a mock interview, with learners taking turns 
as interviewers and interviewees. You can record learners’ responses for self- and peer evaluation.
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� p. 459 | Thank You Letters

Introduces the topic of writing thank-you letters to interviewers

Discuss the information text and the sample letter.

1, 2 Ask learners to write thank-you email messages or letters for each of the situations. Learners can exchange
their letters for peer evaluation.

Additional Information:

Learners may find the following websites useful in their job search. You can share this list with learners or
develop activities relating to them.

Government job listing websites:

• Any job: Service Canada’s job posting service: www.jobbank.gc.ca

• Ontario government jobs: www.gojobs.gov.on.ca

• Federal government jobs: www.jobs.gc.ca

• Ontario internship positions: www.internship.gov.on.ca

• Canadian Forces recruiting: www.forces.ca

• For youth: www.exchanges.gc.ca; www.youthjobs.gov.on.ca; www.youth.gc.ca

• Job search assistance: Job Connect: www.edu.gov.on.ca/eng/tcu/apprentices/jobconnect_EN.html

Non-government job listing websites:

• Any job: www.canadajobs.com; http://working.canada.com; www.jobbus.com;
www.cooljobscanada.com; http://jobsearch.ca; www.jobshark.ca; http://jobsearch.monster.ca;
www.workopolis.com

• Non-profit sector jobs: www.charityvillage.com

• Telecommuting jobs: www.tjobs.com

• Internship positions: www.careeredge.org


