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CAREER SERVICES 
RESUME GUIDE 2015 

 

To win that all important interview, you need to have a resume that stands apart from the rest on the recruiters 
desk.  A strong resume will highlight your relevant qualifications, experience and accomplishments to 
prospective employers.  It will demonstrate your ability to meet their needs and persuade them to invite you in 
for an interview.  Why is developing a strong resume so important?  
 

 On average, recruiters spend only 6 seconds reviewing a resume. 

 More and more organizations are using software which filters out approximately 75% of resumes 
based on specific key words. 

 Just one typo, spelling or grammar mistake can send your resume to the “no” pile. 

 A good resume predicts how you might do in your future job; view it as a sample work project.  
 

Preparing a resume can be frustrating and time consuming, but it is worth the extra time to assemble a strong 
resume to help you land your dream job!  Worried? Don’t be!  This guide will help you to create a current, 
professional and strategic document that will get your resume into the ‘Yes’ pile! 
 
 
 

Resume Section        
 
1. Creating a Professional, Eye-Catching Header     
2. The Tagline Replaces the Objective      
3. Summary          
4. Essential Skills and Certifications       
5. Education          
6. Skill and Accomplishment Statements (Employment)     
7. Volunteer Work         
8. Interests          

9. Resume Format         
10. Applicant Tracking Systems        
11. Breaking the Resume Rules       
12. Resume Examples         

Need extra help?  Make an appointment with Career Services for a resume review!  Email 
careerservices@capilanou.ca to set-up a time. 

mailto:careerservices@capilanou.ca


 
 

 
 

CREATING A PROFESSIONAL, EYE-CATCHING HEADER 

 
Surely this is just a case of putting your name and contact details at the top of the page, right?  If only!  The header (i.e. 
the section at the top of your resume that provides the potential employer with your name, contact information and 
anything else that you think is relevant) is your opportunity to make your resume stand out from the stack of others on his 
or her desk. 

 
Look at the difference between this 
 
 

 
 
 

 
 

And this 
 

 
 
 
 
 
 
There is nothing wrong with the first example.  It is neat and professional and doesn’t contain any ridiculous email 
address, but will it stand out against all of the other resumes in the pile?  Probably not.   
 

How to Create a Professional, Eye-Catching Header 
 

 Firstly, don’t enter the contact information into the Header section in Word.  Applicant tracking systems cannot 
read any information that is included in the Header section so make sure that you simply position it at the top of 
the page. 

 Use colour sparingly and make sure that it is professional.  Suitable colours include: dark blue; dark green; dark 
red; and grey.   

 Use the same font that you have used to create your resume and cover letter (Arial, Verdana or Calibri work 
best).  

 Make sure that you use a professional email address such as your Cap U email.  No ridiculous addresses such as 
partygirl@hotmail.com – this will make a recruiter reject your resume in seconds! 

 You don’t have to include your full address if you don’t want to.  Make sure that you include the city and province 
as recruiters will often use these to search for appropriate applicants.  

 Double check that you have entered the information correctly – no recruiter will search around for your correct 
phone number if you have mistyped it. 

 Use your header on all of your application documents (cover letter, reference list etc.) to create a personal brand. 

 There is no need to include the full header on the 2
nd

 page of your resume.  Just your name and page 2 is 
enough: 
 

 

 
 

 
 

Jane Capilano 
123 Capilano Way 

North Vancouver, BC 
V7J 3H5 

Phone: 778-778-7788 Email: jane.capilano@my.capilanou.ca  

Jane Capilano 
123 Capilano Way, North Vancouver, BC, V7J 3H5 

778-778-7788    jane.capilano@my.capilanou.ca     linkedin.ca/janecapilano  
 

 

Jane Capilano, Page 2 
 

 

mailto:partygirl@hotmail.com
mailto:jane.capilano@my.capilanou.ca


 
 

 
 

THE TAGLINE REPLACES THE OBJECTIVE (OPTIONAL SECTION) 
 
In the past, resumes included an objective to let the employer know what type of job you were looking for.  This is now 
seen as out-of-date and should no longer be included on your resume.  Why: 
 

 It focuses on what you want rather than what the employer will get  

 Your cover letter will include a reference to the job that you are applying for 

 
So, no more objectives! 
 
 

 
You may want to work as a full-time customer service specialist within the Vancouver tourism industry, but what does the 
employer think when he/she reads this?  How about, “Good for you, but what can you do for my organization?”, “Ok, but 
why should I hire you?”, “Yes, lots of people do.  What makes you special?”. 
 

The resume tagline 
 

Modern resumes now include taglines to, very quickly, summarise what you are all about.  These allow 
employers to quickly see information such as: your industry; your unique skills; your location etc.   
 
 

Examples of resume taglines 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
The tagline is located at the top of your resume, beneath the header, and should be used across all of your application 
documents (cover letter, reference list etc.) 
 
 
 
 
 
 
 

 
 

 

 Objective: To work as a full-time customer service specialist within the Vancouver tourism industry. 

Jane Capilano 
123 Capilano Way, North Vancouver, BC, V7J 3H5 

778-778-7788    jane.capilano@my.capilanou.ca     linkedin.ca/janecapilano  
 

Tourism Management | Customer Service Specialist | Fluent in English & Mandarin | Vancouver 

Tourism Management | Customer Service Specialist | Fluent in English & Mandarin | Vancouver 

Legal Administrative Assistant | Organizational Expert |  Accurate Typing Speed of 80 WPM 

Rehabilitation Assistant Diploma | Client Service | Research | Administration 

Outdoor Recreation Management Graduate | Certified Mountain Guide | Outdoor Enthusiast  

Aspiring Chemical Engineer | Client Focussed | Team Work 



 
 

 
 

SUMMARY (OPTIONAL SECTION) 
 
In the 6 seconds that a potential employer spends looking at your resume, most of the time will be spent looking at the top 
third of the first page.  This is why creating a strong summary is so important.  This section can encourage, or discourage, 
your potential manager to read the rest of the resume that you have spent so long putting together.   
 
The summary section of a resume is optional.  Why?  Because it is better not have a summary section than to have a 
poorly written one.   
 
What makes a poorly written summary? 

 Spelling mistakes or grammatical errors 

 A generic list of skills that doesn’t differentiate you from other candidates 

 A list of skills that doesn’t include examples of how you have gained or developed these traits 

 Information that is not relevant to the role that you are applying for  
 

How to transform this (an example of a poorly written summary) 
 
 

 
 
Why is this a poor profile?  This could have been written by any student at Capilano!  There are not many students who 
don’t describe themselves as hard working and motivated with excellent team work skills.  Additionally, why should the 
employer believe these statements?  The profile doesn’t contain any information about how the candidate can prove that 
he or she has these skills and traits. 

 
Into this (an example of an effective summary)  
 
 
 
 
 

 
 
 
 
 

How to Turn a Poor Profile into an Effective Summary  
 

 Make it relevant. Re-read the job description to find out what the essential, and desirable, skills, experience and 
qualifications are.   

 Pick 3-4 of these skills, experience or qualifications (that you have) to include.  Remember, you can’t include 
everything or it won’t be a summary!  

 For each point, think of how you can prove that you have it.  For example, were your excellent team work skills 
developed through involvement in school associations, school projects, or employment?   

 You should not include any information in the summary that is not included elsewhere in your resume. 

 Use either the paragraph format (used in the example) or a bullet point format.  It is often easier to write a 
summary using bullet points, so try this style if you are having difficulties. 

 What makes you unique?  If there is anything relevant that will differentiate you from other candidates, make sure 
that you include it! 

 

A Capilano University student with excellent customer service and team work skills.  Motivated and hard working 
with the ability to multi-task and meet deadlines.  Friendly and professional and enjoys working with people from 
diverse backgrounds. 

A Legal Administrative Assistant Certificate student at Capilano University (completion May 2015) with two years of 
experience at providing professional administrative support and excellent client service through volunteer 
employment in the local office of ABC non-profit organization.  Focussed on providing friendly and helpful assistance 
to people from diverse cultures and backgrounds as proven through volunteer work and part-time employment as a 
Receptionist at ABC Hotel.  Fluent in both English and Mandarin and comfortable and confident at communicating 
with a wide range of people.  Proficient in Microsoft Office with an accurate typing speed of 70 words per minute.    



 
 

 
 

ESSENTIAL SKILLS AND CERTIFICATIONS 

 
 

For some industries, there are skills that are essential to the job.  These include: software and coding skills for IT 
professionals; law software proficiency for Legal Administrative Assistants and Paralegals; first aid certificates for Outdoor 
Recreational professionals; and criminal record and health checks for those in the ECCE industry.  If these are essential 
to you getting the job, why hide them away at the end of your resume where we have traditionally put the ‘Skills’ section?  
Make it easy for the employer by including these at the top of your resume (either before or after the education section).  

 

Essential Skills and/or Certifications Examples 
 

IT Professionals  
 

  

  
  
 
 

Legal Administrative Professionals  
 

  

  
  
 

Outdoor Recreation Professionals  
 

  

  
  
  
 

 
Early Childhood Care and Education Professionals  

  

  

  
 
 
 
 
 

Database Programming:  MS Access, SQL, Oracle 
Internet: Solid knowledge of e-commerce, internet marketing, web browsers and web                  

design (HTML) 
Software and Operating Systems: MS Excel, MS PowerPoint, Visio 5.0, Windows 95/98/2000, MS Exchange 
 
 

Legal Software:  BCLaw, CanLii, SEDAR, BCOnline, PCLaw, StartStop Universal, BriefConvey, and EConvey 
Other IT:       Microsoft Office: Word, Outlook, PowerPoint and Excel 
       Accurate typing speed of 85 WPM 
 
 
 

Wilderness First Responder                                                          80 hour course Sirius Wilderness Medicine 2015  
CPR level C                                                                                      Sirius Wilderness Medicine 2015 
Swift Water Rescue Technician                                             Rescue 3 International 2015 
Assistant Overnight Sea Kayak Guide                                                   SKGABC 2014 
Marine VHF Operator                                                                     CPS-ECP 2014 
 

Certificates: 
Early Childhood Education Assistant Certificate   2014  
Criminal Record Check              2014 
Food Safe Certificate   2013
  
Required Languages: 
English       Fluent 
Mandarin  Fluent       
 
 
 



 
 

 
 

EDUCATION 

 
 

As students, you know that your education is important.  This is why the education section will be at the top of your 
resume (unless you have included a summary, in which case it will be after the summary).  As you progress through your 
career and gain more practical experience, this section may lose importance and be moved towards the end of your 
resume. 
 

Education Section Example 
 
 

 
 
 
 
 

 
This is all that you need! Easy!   
 
But you can add more to this section.  Particularly if you don’t have any work/volunteer experience in your chosen 
industry, the education section can be really useful to show that you have the required skills and knowledge. 

 
Expanded Education Section Example 
 
 
 
 
 

 
 
 
 

 
What NOT To Include 
 

 Your High School information, unless you have specific awards or scholarships that you want to include. 

 Your GPA, unless the position you are applying for requests a certain score.  Otherwise, a GPA that is deemed good 
by one person may be deemed average by another, play safe and leave it off. 

 A link to your program information on the Capilano University website.  If you want the employer to know some of the 
courses that you have studied, include them on your resume – don’t expect them to search online. 

 Every single course you have studied, select a maximum of 8 of the most relevant courses. 

 Course codes (i.e. EDUC 166 Child Development 1) as these mean nothing to anyone outside of the university.   
 

Attended More Than One University? 
If you have attended more than one program or university, you should include both (or all) of these on your resume.  
These should be listed in reverse chronological order (i.e. the most recent, or current, first). 
 

 
 

Bachelor of Tourism Management                                                    Completion: May 201X 
Capilano University, North Vancouver, BC 
 

Or (if you have completed your program) 
 

Bachelor of Tourism Management                                                                          May 201X 
Capilano University, North Vancouver, BC 
 
 

Bachelor of Tourism Management                                                                          May 201X 
Capilano University, North Vancouver, BC 

 Tourism and Outdoor Recreation Student Ambassador 

 Dean’s List Spring & Summer semesters 2014 

 Courses included: Organizational Leadership, Service Management, Human Resources, Financial Planning, 
Sales and Promotions, Marketing, Entrepreneurship, Project Change 

 Nicholas J. Collins award for demonstrating community engagement and campus involvement 
 

Bachelor of Tourism Management                                                    Completion: May 2016 
Capilano University, North Vancouver, BC 
 

 

English for Academic Purposes                                                                               May 2013 
Capilano University, North Vancouver, BC 
 
 



 
 

 
 

SKILL AND ACCOMPLISHMENT STATEMENTS (EMPLOYMENT) 
 
What do potential employers want to read about when they are reviewing your resume?  Not a job description, they 
already understand the duties of the job!  The employment section of your resume is your chance to highlight the value 
that you have added in your current and previous roles.  This is your opportunity to let them know how well you performed 
and what you are capable of doing. 
 

How to transform this 
 
 

 
 
 
 

Into this 
 
 
 
 
 
 
How to Turn Duties into Accomplishments on Your Resume 
 
 
 
 
 

Ask yourself these questions about each employment experience 

 What would I brag about?  

 How do I compare with my peers? 

 Was there anything that I did that was above and beyond normal responsibilities? 

 Was there a time when I was recognized for a job well done? 

 Was there something I did or an idea I proposed that led to implementation that resulted in notable 
improvements in performance, service, or profit? 

 Why did I do the duty and how did I do it?  

 Can I quantify anything (i.e. number of professionals supported, number of children supervised, % 
increase in sales, $ value of budget managed)? 

 

Remember 
 Use 2 to 5 bullet points for each employment experience, no longer than 2 lines each. 

 Try to ensure a balance between the lengths of information that you provide for each role.  If you use 5 bullet 
points for one role, don’t use 1 or 2 for the others. 

 Do not use the first person (i.e. “I”).  Instead, start each point with an action verb (i.e. created, managed, 
maintained, communicated). 

 Use the present tense for the role that you are currently in and past tense for any roles that you have completed. 

 Your statements should reflect skills that are relevant to the position that you are applying for.  Check the job 
description to make sure that you know what these are. 

 

Retail Store, North Vancouver BC                                                               2013 - Present 

Sales Associate 

 I served customers at checkout.  

 I re-stocked shelves. 

 I tidied up (swept and dusted) at the end of each day. 

 

Retail Store, North Vancouver BC                                                                       2013 - Present 

Sales Associate 

 Provide excellent customer service at the point of sale, ensuring that customer needs had been met and using extensive product 
knowledge to offer additional products and increase sales. 

 Awarded ‘Employee of the Month’ due to my friendly and professional manner used when greeting and interacting with diverse 
customers.   

 Utilized fluent English and Mandarin language skills to provide excellent service to all customers. 

 Maintain optimum stock levels by monitoring throughout the day and re-stocking in-demand items to provide excellent customer 
service and increase sales by ensuring product availability.   

 Work effectively as part of the team to ensure a clean and tidy store environment at the end of each day. 
 



 
 

 
 

VOLUNTEER WORK 

 
 

Do employers care about your volunteer work?  Yes!  Even if it is not directly related to the industry that you want to work 
in, volunteer work develops important transferable skills such as communication, teamwork and problem solving.  

 
Remember, just because you weren’t paid for the work doesn’t mean that it isn’t valuable experience!   
 
For many students, their volunteer work is the only experience that they have that is directly related to their preferred 
industry.  For other students, volunteering is the only work experience that they have. If either is true for you, you want to 
make sure that your resume clearly highlights the relevant skills you have developed through your volunteering role(s). 
 

If you only have volunteer experience (in any, or a relevant, role/industry) 
  

To showcase the skills and accomplishments achieved through your volunteer work, you should follow the instructions for 
creating the statements for any employment. 

 

  

  

  

  

 How to Turn Duties Into Accomplishments On Your Resume 

  

  

  

  

  

  

  

  
  

  
 
If you have volunteer experience that isn’t related to your chosen industry 

 
If you have volunteer experience that isn’t related to your chosen industry (and doesn’t include any transferable skills that, 
if included, would improve your resume) then you may wish to simply list your volunteer work. 

  

Not-For-Profit Organization, North Vancouver BC                                                                                                    2013 - Present  

Volunteer  Support Worker 

 Provide friendly companionship to diverse elderly residents within a residential care home. 

 Communicate with residents, in both English and Mandarin, about a wide variety of subjects to make their day more 
enjoyable and improve their mental well-being. 

 Assist residents with everyday care needs in a polite, discreet and supportive manner, ensuring their safety and comfort at 
all times. 

 Collaborate with other volunteers to create suitable events and activities to entertain the residents and keep them mentally 
active. 

 
Not-For-Profit Organization, North Vancouver BC                                                                                                     2010 - 2012  

Volunteer  Canvasser  

 Contacted organization members, by phone, to share information about fundraising events and activities.   

 Communicated in a friendly and professional manner to encourage member participation and ensure continued support. 

 Logged each call made to ensure that no member was called more than once and to provide reports on the success rate of 
each call. 

 Updated member database to ensure that contact details were up-to-date and accurate. 
 

Not-For-Profit Organization, North Vancouver BC                                                                                                    2013 - Present  

Volunteer  Support Worker 
 
Not-For-Profit Organization, North Vancouver BC                                                                                                     2010 - 2012  

Volunteer  Canvasser  
 



 
 

 
 

INTERESTS (OPTIONAL SECTION) 
 
 
96% of resumes include reading, travelling, music and web browsing in the ‘interests and hobbies’ section.  Should you 
include your interests and hobbies on your resume?  If they add value, yes.  If they don’t, save the valuable space for 
something that does. 
 
So, what type of interests can add value to a resume? 

 Something that is relevant to the job you are applying for. 

 Something that is team based and shows that you work well with people. 

 Something that is unique and will differentiate you from the other candidates. 
 

Relevant to the job that you are applying for 
 If you love skiing and are applying for a job in a hotel in a ski resort. 

 If you are an avid kayaker and are applying for a job in an outdoor adventure sports store. 

 If you are a talented artist and are applying for a job as an ECCE where you will be designing creative activities 
with children. 

 If you play softball and your dream organization has a corporate softball team. 
 

Team based and shows that you work well with people 
 If you are a member of a sports team, music group or other committee. 

 If you are a member of a student organization. 
 

Unique and differentiate you from other candidates 
 If you have travelled to every continent. 

 If you have climbed Mt Kilimanjaro. 

 If you have participated in more than 10 marathons throughout North America. 

 If you won a prize/award for your interest. 

 
 
 
 
What NOT to include 

 Solitary activities such as reading (unless you are applying for a job where you will be required to work mostly 
alone). 

 Internet browsing.  

 Socializing / spending time with friends. 

 Watching movies or television shows. 

 Anything controversial (i.e. member of specific political party, campaigning organization). 

 Listening to music. 

Travelling:  Independent travel in North America, Europe, Asia and Africa. 
Outdoor Recreation: An avid skier, kayaker and hiker.   
Arts and Crafts: Talented at jewelry making, knitting and crocheting. 
Music: A member of a local choir and regular piano player.   



 
 

 
 

RESUME FORMAT 
 
 
As recruiters, on average, only spend 6 seconds looking at a resume, you need to ensure that your document is formatted 
in a way that is easy for them to read and to find the relevant information. 
 

Font Size and Style 
 While Times New Roman used to be the font to use for professional documents, it is now seen as out-of-date and 

more difficult to read than other fonts. 

 Use Arial, Calibri or Verdana as these are easy to read and look professional. 

 Your font size should be no smaller than 11 and no larger than 12 (unless being used for headings). 

 Your font size must be consistent throughout.  If one heading is size 14, all headings should be size 14. 
 

Margins 
 Ideally, margins should be 1 inch wide to allow recruiters space to write notes. 

 

Right-Aligned Dates 
 The dates of your employment or education should be aligned to the right hand margin. 

 This margin should be set using a ‘Right Tab’.  This makes is much easier to edit your resume as the dates will 
not move down onto the next line each time you make a change to your job title! 

 Not sure how to set a ‘Right Tab’?  Check out this video https://www.youtube.com/watch?v=6vtJ8efyXOQ.  
 

Resume Length 
 Your resume should be no longer than 2 pages.  Depending on your employment experience, your resume might 

only be one page in length.  This is perfectly acceptable, especially for those at the start of their career. 

 Your resume does not have to be exactly one or 2 pages long.  If your document is one and a half pages long, 
you don’t need to add extra information to bring it up to 2 pages. 

 Ideally, if your resume does go onto a 2
nd

 page, you will use at least half of the 2
nd

 page.  If you only have one line 
on a 2

nd
 page, try to edit your document to bring it down to one page. 

 

Consistency  

 It is essential that your formatting is consistent throughout your resume. 

 For example, if you make one of your headings bold, then all of your headings must be bold.  If you use the 
months and years for an employment experience, then all of your dates should be in months and years.  If you put 
the job title before the company name for an employment experience, then you must do this for all your 
employment experiences.   

 
Colour 

 You can use some colour in your resume as long as you keep it professional and easy to read. 

 Typical colours to use include dark blue, dark green or dark red. 

 Consider the industry and organization that you are applying for when deciding on a colour to use.  If you are 
applying for roles in traditional industries such as law or accounting, you want to be very conservative in your 
choice of colour.  Other industries, such as technology or marketing, can be much more creative.     

 
References 

 References should no longer be included on your resume, nor should you include the statement ‘References are 
available upon request’.  This is out-of-date and no longer expected or required. 
  

https://www.youtube.com/watch?v=6vtJ8efyXOQ


 
 

 
 

APPLICANT TRACKING SYSTEMS 

 
 

 
Many corporations, large and small, recruit through their websites and/or use Applicant Tracking Systems (ATS) to store, 
retrieve and – most importantly for you – review resumes.  

 
The ATS will filter resumes depending on key criteria set by the employer (for example key skills, education and 
experience). These save recruiters time, so will become the norm and be a hurdle that applicants must learn to overcome 
to make it through the system to be viewed by a real person!  
 
It is reported that Applicant Tracking Systems filter out between 75% and 98% of resumes.  

 

What Does This Mean for You?  
 
The increased use of ATS by organizations has two main impacts on how you create you resume:  

 It is even more important to use key words  

 You must format your resume in a way that it can be read by the ATS  

 
The Use of Key Words & Where to Find Them  

 
The ATS is programmed to look for certain key words that the employer has identified as qualities of their ideal job 
candidates. These key words include:  

 Hard Skills (i.e. typing speed, proficiency with a software application, speaking a language)  

 Soft Skills (i.e. communication, attitude, problem solving, working as part of a team)  

 Education (i.e. name of specific schools and programs, GPA, location of college or university)  

 Location  

 Telephone Area Code  

 
To best determine what keywords the employer will be using, review:  
 

 Job postings / the job description  

 Company websites and social media  

 Online searches for specific industries and professions  

 NOC National Occupation Classification (http://www5.hrsdc.gc.ca/NOC/English/NOC/2011/Welcome.aspx)  

 
Once you have identified the likely key words, make sure that you use these exact words and phrases in your resume. For 
example, if the job description highlights “provide excellent customer service” ensure that your resume uses the term 
“customer service” instead of “dealing with customers”.  

 
How to Create an ATS Friendly Resume Format  
 
ATS are constantly evolving and becoming more sophisticated. However, there is certain formatting that the systems  
still cannot read. Remember, if the system cannot read it you will not get credit for it!  
 
If you are asked to paste your resume and/or cover letter into a field you should not use any formatting whatsoever  
(i.e. no bullet points, no underlining, no bold etc.). Ensure that you use spaces between sections for easy reading.  

 
 



 
 

 
 

APPLICANT TRACKING SYSTEMS CONTINUED 

 
 
If you are uploading your resume and/or cover letter or submitting by email, here are some top tips to 
create an ATS friendly resume format:  

 
1. Use standard Word document (not a template!), and save in .doc format. Not all ATS systems can read .docx, PDF, 

and JPG formats. Follow application instructions accurately as many organizations will specify the file type. 
 

2. Do not use headers (including for contact information), footers, templates, tables, graphs, charts, accents or shading 
(bullet points are fine).  

 

3. Do not use italics or underlining that touches the letters (i.e. word underlined would not be read by an ATS). Use Bold 
and/or capitals or headings.  

 

4. No specific font is required and you can use larger font size for headings.  
 

5. Feel free to use some color in your resume. The primary colors to use are dark blue; dark green; dark red; and grey.   
 

6. Place dates for education and employment on the right hand side so the ATS can pick it up.  
 

7. Customize each resume for the specific position being sought using language from job description. “One-size- 
fits-all” does not work with ATS. Incorporate relevant, targeted keywords and phrases for the position being sought. Be 
specific- i.e., “Adobe Photoshop” instead of “image-editing software”. 

  
8. When applying for a specific job that you have experience in and has a similar title, include the exact title from the job 

description in your resume, rather than what your current/past employer called this role. For example, if your previous 
role was as a “Customer Service Assistant” but you are applying for a role as a “Customer Service Representative” use 
the latter on your resume. Be careful not to stray too far from your actual role and, of course, ensure that what you are 
including on your resume is truthful. Remember that your previous employer may be contacted for a reference so you 
want to ensure that the title you use on your resume is recognizable to them.  

 

9. Use keywords and phrases in context. Incorporate them into descriptive achievements-oriented bullet points; do not just 
use them as a list of skills or competencies.  

 

10. Edit carefully. The ATS will not recognize misspelled words. And, if your resume survives the ATS screen, it will next 
be reviewed by a HR professional so must be error free.  

 

11. If you are working towards a certification that is a requirement for the position, do include it on the resume.  
However, make sure you include a phrase such as “pursuing (name the credential)” or “Completion 201X”.  

 

12. Don’t list your credentials (MBA, CPA, etc.) next to your name. Include that information on a separate line.  
 

13. Don’t include skills you don’t possess on the resume as an attempt to “trick” system into selecting you.  
Anything on your resume needs to be substantiated in an interview. 

  
14. Don’t feel the need to create a completely stripped down document. In the old days documents were saved in .txt 

format with absolutely no formatting before submitting online. As your resume will eventually be seen by a human 
being, keeping some simple formatting such as bold, caps and bullet points will help make keep your resume 
attractive.  

 

15. If in doubt, keep it simple! If you are not sure whether an ATS will read a specific style that you have, don’t use it.  



 
 

 
 

BREAKING THE RESUME RULES 

 
 

There are some resume rules that should never be broken.  For example: you should never 
have typos: you should never lie on your resume: and your resume should be no longer than 
two pages.  However, some of the traditional resume rules can now be broken to make your 
document more strategic, or relevant to the role that you are applying for. 
 

 
Resume rule that can be broken: Your paid employment MUST be placed before your volunteer work 
 
Traditionally, paid employment experience has always appeared on a resume before any volunteer work.  But, what if 
your volunteer work is more relevant than any paid employment experience that you have?  Why hide this relevant 
experience on the 2

nd
 page of your resume which the first page (which the employer’s pay most attention to) is filled with 

irrelevant, or less relevant, work?  This is true for many students who can only gain industry experience through volunteer 
roles. 
 
For example, a Capilano University Communications student is looking for a job in the marketing communications 
industry.  Throughout their 4 year program, they have been working at Subway restaurant in a part-time role to pay their 
rent and tuition fees.  At the same time, they have been in a volunteer role for a not-for-profit organization, coordinating 
their social media marketing operations and managing the website.  While there are valuable transferable skills used and 
developed in the Subway role (i.e. team work, communication, customer service), the volunteer role is much more 
relevant to the type of job that this student wants.   
 
So how would this look on your resume?  If your volunteer work is more relevant, simply place it before your paid 
employment experience.  As your volunteer experience is so relevant, you will use skills and accomplishment statements 
just as you do for any paid employment experience.  It will still have the heading ‘Volunteer Employment Experience’ or 
‘Relevant Employment Experience’ so you are not pretending that this is something that it isn’t.  You are simply making it 
easier for the employer to find the most relevant and useful information to show that you are qualified for the job!  
 
See Resume 1 for an example of this format.   

 
Resume rule that can be broken: Your employment MUST be in reverse chronological order 
 
Nine times out of ten, this is the case.  However, in some circumstances you can change the order of your employment as 
long as they are clearly labeled and there are no gaps in your employment history.   
 
For example, a Capilano University Legal Administrative Assistant student is looking for an administrative role in a law 
firm.  They have previously worked in an administrative support role for 2 years but since that role, have held 2 retail 
positions.  Sticking to the traditional resume format, there is a risk that the relevant administrative experience will be listed 
on the 2

nd
 page of their resume. 

 
So how would this look on your resume?  This student would be encouraged to create a section headed ‘Administrative 
Employment Experience’ underneath the education section.  Underneath this, there would be an ‘Other Employment 
Experience’ section which would include the other roles, in reverse chronological order.   

 
See Resume 2 for an example of this format.



 
 

 
 

 

RESUME EXAMPLES 
 

This guide includes some resume examples to help you to understand how to structure and format your resume.  It is 
important to ensure that you don’t copy these examples.  Employers will know if you do and, if they don’t know 
immediately, they will find out at the interview! 
 
Resume 1: Marcus Sky, Communication Studies 
Situation: Your volunteer work is more relevant than your paid employment. 
 
Resume 2: Preet Kennedy, Legal Administrative Assistant 
Situation: Your most relevant employment experience is not your most recent. 
 
Resume 3: Richard West, Tourism Management 
Situation:  You have limited employment experience.  
 
Resume 4: Angela Clinton, Rehabilitation Assistant  
Situation: You have taken a career break (e.g. raising a family), and have now completed your education and plan to 
return to work.   
 
Resume 5: Ximing (Justin) Wong, Early Childhood Care & Education 
Situation: Your employment experience can be shown in standard chronological order (standard format). 



RESUME  EXAMPLE 1 

 

 

Marcus Sky   
#15-11234 Main St.   (604) 555-1111 
Richmond, BC  V6V 2V6  mway@email.com 
 

    Communications Assistant |Bachelor of Communication Studies | Social Media Expert  
 
SUMMARY 
o A Capilano University Bachelor of Communication Studies student (completion May 2016), experienced at 

managing communications for not-for-profit organizations through volunteer roles. 
o Social media expert with two years of experience managing social media accounts (Twitter, Facebook and 

Snapchat) and increasing brand reach by up to 45%. 
o Experienced at accurately updating web content with relevant and interesting information for various 

audiences including students and prospective financial supporters. 
o Superior written and verbal communication skills utilized in school group projects and active participation in 

volunteer team meetings.  Fluent in English and French with conversational Spanish. 
 
EDUCATION 
Bachelor of Communication Studies | Capilano University | North Vancouver, BC Completion May 2016 
 
IT COMMUNICATION SKILLS  
o Social Media: Twitter; Facebook: Snapchat; 

Vimeo; YouTube 
o Microsoft Office: Word; Excel; PowerPoint; 

Outlook 

o Website Management: Word Press; Drupal; 
HTML 

o Accurate typist with an average count of 80 
wpm. 

 
COMMUNICATIONS VOLUNTEER EMPLOYMENT EXPERIENCE 
Communications Assistant | EMS Association | North Vancouver, BC 2013 - Present 
o Research and create audience appropriate content for all social media accounts (Twitter, Facebook and 

Snapchat) to increase brand awareness and encourage financial and non-financial support from the public. 
o Increased number of Twitter followers by 45% by introducing the use of the Twitter handle on all 

promotional documents and encouraging re-tweets by posting interesting information. 
o Implemented the use of Snapchat to reach out to younger supporters and trained other volunteers how to 

use this platform effectively. 
o Create content for, and update, the website to include current and relevant information.  Carefully 

proofread and edit content before uploading to ensure a professional image. 
o Assist with office administration, answering telephone calls professionally and ensuring that all 

documentation is filed accurately to enable all other volunteers to find relevant information quickly.   
 
OTHER EMPLOYMENT EXPERIENCE 
Barista | Moonbucks | North Vancouver, BC 2012 - Present 
o Provide excellent customer service by preparing orders accurately and quickly.  Follow guidelines on food 

and beverage preparation accurately to maintain brand image. 
o Welcome customers to the store and interact in a friendly and professional way whilst serving.  Frequently 

praised for my customer service skills by managers, colleagues and customers. 
o Support other team members to ensure that the store is well maintained and clean and tidy throughout the 

day.  Re-stock produce when required to encourage up-selling and create visually appealing displays.     



RESUME EXAMPLE 2 

 

Preet Kennedy 
 

#15-11234 Main St., Richmond, BC V6V 2V6   T: (604) 555-1111 E: Preet.Kennedy@email.ca 
 

    Organization | Legal Administrative Assistant | Communication 
 

Summary 

 
 A Legal Administrative Assistant Certificate student at Capilano University with experience of 

providing a high standard of administrative support to industry professionals.   
 Proficient at using MS Office (Word, Excel and Outlook) with an accurate typing speed of 70 words 

per minute.  Familiar with PC Law and BC Online software. 
 An organized and professional individual who is able to prioritize a heavy workload and multi-task.  

Skills developed through part-time employment in a busy office environment. 
 Expert written and oral communication skills utilized when preparing professional outgoing 

communication and liaising with industry professionals and clients. 
 

Education 

 
Legal Administrative Assistant Certificate  Completion 2015 
Capilano University, North Vancouver, BC 
 Basic Conveyance and Mortgage 

Procedures 
 Family Law Litigation Procedures 

 Introduction to the Legal System 
 Computer Applications for the Legal Office 

 
 
BBA (Human Resource Management)  2000 - 2014  
SFU, Beedie School of Business, Burnaby, BC 
 

Legal Administrative IT Skills 

 
 PC Law 
 BC Online 

 
 Word 
 Excel 

 
 Outlook 
 Typing Speed 70WPM 

 

Administrative Employment Experience 

 
Office Administrator   2012 - 2014 
Campbell & Barnes Real Estate, Vancouver, BC 
 Provided professional administrative support to 3 industry professionals in an established real 

estate firm known for providing exceptional service to high-value real estate buyers. 
 Accurately prepared documents, using MSWord, to be sent out to clients.  Edited and proof read 

carefully to ensure no errors. 
 Maintained client files to guarantee up-to-date contact details and allow realtors to find information 

quickly. 
 Communicated professionally with clients, answering questions accurately and referring them to 

realtors when required. 
 Launched corporate social media accounts and trained realtors on how to use them effectively to 

promote the organization and increase business. 
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Employment Experience Continued 

 
Customer Advisor   2014 - 2015 
Beautiful Cosmetics, Burnaby, BC 
 Provided boutique style customer service by greeting customers to the store and being available to 

answer any product related questions. 
 Increased sales and improved customer experience by explaining product benefits and offering 

product demonstrations. 
 Accurately managed the cash register, processing cash and credit card sales.  Balanced till at the 

end of each shift and ensured that it was correct before leaving. 
 Worked as part of a small team to meet individual and team sales goals by: creating visually 

appealing displays; providing a welcoming atmosphere; and communicating with customers. 
 
Sales Assistant   2011 - 2012 
Canadian Megastore, Burnaby, BC 
 Served customers in an efficient and friendly way, processing payments accurately and allowing 

them to quickly proceed through the checkout. 
 Improved customer service by calling for additional support when there were more than 5 people in 

the line. 
 Accurately followed store guidelines when re-stocking produce to ensure product availability and 

improve the customer service experience. 
 Maintained a pleasant retail environment for all customers, by promptly reporting any spillages 

within the store. 
 

Volunteer Experience 

 
Literacy Mentor   2014 
Books for Kids, Burnaby, BC 
 
Ticket Sales Volunteer   2014 
BC Food Expo, Vancouver, BC 
 
Race Crew Volunteer  2013  
Race for Life, Vancouver, BC 
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Richard West 
#15-11234 Heath Street, North Vancouver, BC  V7J 3R6  
604.456.3456 richardwest@my.capilanou.ca    
 

Tourism Management |Hotel Reception | Problem Solver 
 

SUMMARY 
 A Capilano University Tourism Management student (completion May 2018) focused on developing a 

career providing exceptional customer service in hotel front of house. 
 A natural problem solver, known for offering unique and effective solutions in customer facing volunteer 

roles.  
 A friendly and inclusive communicator with the ability to clearly explain instructions to team members, 

developed through volunteer work and sports team membership. 
 Excellent IT skills (proficient in MS Office and social media platforms) with an accurate typing speed of 70 

words per minute.  
 

EDUCATION 
Bachelor of Tourism Management  Completion May 2018 
Capilano University, North Vancouver, BC 
 Tourism Marketing  
 Tourism Operations 

 HRM in Tourism 
 Computer Applications in Tourism 

  

VOLUNTEER EMPLOYMENT EXPERIENCE 
BC Food Expo, Vancouver, BC  2015 
Coat Check Assistant 
 Worked as an integral member of a team at this popular annual event that attracted over 5000 customers 

from BC and the USA. 
 Greeted customers in a friendly way and encouraged conversation to make them feel welcome and 

improve the customer service experience. 
 Answered questions accurately and clearly directed customers to specific areas of the exhibition, ensuring 

that they understood where to go. 
 Encouraged customers to make a charitable donation as payment for the coat check service by explaining 

the purpose of the charity and genuinely thanking anyone who did donate. 
 Ensured that all cash donations were stored securely and transferred cash to Expo Office once a specific 

amount was collected. 
 Supported team members by working quickly and efficiently in a very busy environment where customers 

expected fast, accurate and friendly service. 
 

IT SKILLS 
 MS Office Proficiency: Word; Excel; PowerPoint; Outlook 
 Accurate typing speed of 70 words per minute 
 Social Media Familiarity: Twitter; Facebook; Instagram  
 

INTERESTS
 Volleyball: Member of Capilano University Blues volleyball team 
 Travel: Independently travelled in 4 countries within South America 
 Hiking: Exploring beautiful British Columbia 

mailto:richardwest@my.capilanou.ca
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Morag Clinton 
7550 Castle Street, North Vancouver BC, T: 604.456.4567 E: moragclinton@mycapilanou.ca 

 
Community Involvement | Rehabilitation Assistant | Communication | Empathy  

 
 Completion of Rehabilitation Assistant Diploma program (May 2015) from Capilano 

University 

 Over 5 years of experience as a support caregiver, including Occupational Therapy 

Assistant, Physical Therapy Assistant and Rehabilitation Therapy Assistant 

 Skilled at providing personal and practical care services for child and adult clients with 

physical and mental disabilities, both in private home and group centre environments    

 Proven ability to work well independently and as part of a productive team to deliver 

excellent service 

 

Recent Education 

 
Rehabilitation Assistant Diploma  May 2015  
Capilano University, North Vancouver BC 

 

Rehabilitation Assistant Practicum Experience 

 

Rehabilitation Therapy / Occupational Therapy Assistant  Jan 2015 – Apr 2015 

Lions Gate Hospital, North Vancouver BC 

 Assisted senior therapists with 2 and 4 person ceiling lift procedures and transfers, 

understanding and following directions to ensure client safety and comfort 

 Conducted one-on-one interventions including: hygiene; perceptual awareness; power 

mobility; community access; meal management and feeding; and prescribed exercise 

programs 

 Worked with RA’s to ensure that the seating clinic was clean and ready for client use  

 

Occupational Therapy Assistant  Sept 2014 – Dec 2014 

Royal Columbian Hospital, New Westminister BC 

 Worked effectively with 15 team members to co-treat individual clients in one of the 

busiest Occupational Therapy departments in BC 

 Set up equipment, instructed and carried out prescribed exercise programs with a diverse 

group of clients (adults and children from various backgrounds and cultures) one-on-one 

 Praised for keeping calm and providing empathetic service in stressful situations 

 Manufactured a custom resting splint, in conjunction with the Occupational Therapy 

students, under the direction of the Occupational Therapist 

 

Physical Therapy Assistant  May 2014 – Aug 2014 

St Paul’s Hospital, Vancouver BC 

 Assisted clients in group mobility classes, setting up treatment equipment  to individual 

client levels and monitoring activities to ensure client progress  and safety 

 Carried out one-on-one prescribed exercise programs with clients, explaining the benefits 

of the activities and adapting to their needs 

 Worked with senior therapists to assist with the treatment of clients, including preparing 

clients for treatment and cleaning equipment post-treatment 
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Other Relevant Employment Experience 

 

Support Caregiver   May 1998 – June 2002 

Private Residence, North Vancouver BC 

 Provided daily living activity support including: administering medication; bathing; 

general hygiene; and dressing for a young adult with Cerebral Palsy 

 Increased client mobility through stretching, massage and suitable sports activities 

 Assisted with strengthening activities by facilitating walking and the use of a standing 

frame 

 Motivated communication through the use of a Pragmatic Organization Dynamic Display 

book and hand signs 

 

Other Employment Experience 

 

Administrative Assistant (Volunteer) 2001 - 2014 

NVCP Society, North Vancouver BC 

 

Volunteer Coordinator (Volunteer) 2005 - 2007 

Elementary School, North Vancouver BC 

 

Teacher  1990 - 1998 

Elementary School, North Vancouver BC 

 

Other Education 

 

Bachelor of Education    
UBC, Vancouver BC 
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 Ximing (Justin) Wong 
1234 Victoria Street, Vancouver BC, 604.4567.556, henrywong@my.capilanou.ca  

 
Early Childhood Care & Education | Fluent in English & Mandarin | Musician 

 
Summary of Qualifications 

 

o Early Childhood Care and Education (ECCE) student at Capilano University (completion May 2016). 
o Experienced at interacting with children (ages 4 – 8) through work at 2 years of working in summer 

camps in the Lower Mainland. 
o Excellent communication skills, with team members and customers, developed through customer 

service and summer camp experience.  Fluent in English and Mandarin. 
o Passionate about music and encouraging children to be creative.  Skilled piano player and vocalist, 

experienced at accompanying children during performances for parents.  
 
Education 
 

Early Childhood Care and Education    Completion May 2016 
Capilano University, North Vancouver BC 
 
Relevant Certificates & Skills 
 

o Criminal Record Check 2015 
o Food Safe Certificate 2014 
o Languages: Fluent in English and Mandarin 

 
Employment Experience 
 

Camp Counsellor  Summer 2014 
Sunny Day Summer Camp, Burnaby BC Summer 2013 
o Interacted with children, ages 4 to 8 and from diverse backgrounds and cultures, in a fun and 

energetic manner. 
o Clearly explained activity instructions ensuring all participants understood and adapted 

communication style to work efficiently with all age groups. 
o Led and developed group music activities, encouraging participant inclusion and enjoyment. 
o Developed positive working relationships with parents by being responsible and professional and 

communicating any issues or concerns where necessary. 
o Prepared suitable snacks for children, strictly adhering to food safety guidelines and individual 

dietary requirements. 
o Supported other team members and supervisors by regularly volunteering to take on additional 

duties and providing new staff training. 
 
Server  January 2013 – May 2014 
Subway Sandwich Restaurant, Vancouver BC  
o Provided good customer service by preparing orders accurately and quickly in a busy, downtown 

restaurant popular with office workers. 
o Followed food safety guidelines when handling all food items, ensured a clean and safe environment 

for all customers and team members. 
o Communication clearly with other team members and customers, with the ability to serve in 

Mandarin when required.  
o Awarded employee of the month award on 3 separate occasions for my teamwork and customer 

service skills. 
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Volunteer Experience 
 

Gift Wrap Volunteer December 2014 
Lions Gate Hospital, North Vancouver BC 
 
Clean-Up Volunteer  May 2013 
Vancouver Sun Run, Vancouver BC 
 
Volunteer Visitor  February 2012 – March 2013 
Burnaby Senior Residential Home, Burnaby BC  
 
Interests 
  
o Piano: Achieved grade 8 piano by the age of 15.  Experienced at accompanying children during 

summer camp performances. 
o Singing: A skilled and enthusiastic vocalist, member of local choir since 2010. 
o Running: Completed both the Vancouver Sun Run and BMO Half Marathon in 2014. 
o Languages: Fluent in English and Mandarin.  Currently learning Spanish (beginner level).  



 
 

 
 

 
CAREER SERVICES 

COVER LETTER GUIDE 2015 
 

An effective cover letter will motivate the Hiring Manager to read your resume.  Don’t waste all the hard work 
that you have put into writing a successful resume with a poorly written cover letter! 
 
Cover letters are not simply a front page for your resume.  They are an important part of your application, 
offering you the opportunity to showcase your professionalism, skills, personality and connection with the 
organization that you are applying to.   
 

 50% of recruiters don’t read the cover letter… so 50% do read the cover letter! 

 43% of recruiters believe that cover letters are just as important as resumes. 

 23% of recruiters would remove a candidate from consideration for a cover letter that is too long 
 
Preparing a cover letter can seem like an annoyance when you have spent so long preparing your resume and 
just want to submit your application.  Make sure that you take the time to write a winning cover letter, it can 
genuinely increase your chances of being invited in for an interview. This guide will help you to create an 
attention grabbing cover letter that will encourage Hiring Managers to read your resume and invite you in for 
an interview.   
 
 
 

Cover Letter Section        
 
1. Creating a Professional, Eye-Catching Header     
2. The Top Section – Date, Address and Subject Line 
3. Storytelling  
4. Attitude, Tone and Personality  
5. The Opening Paragraph 
6. The Body of the Letter 
7. The Closing Paragraph 
8. Cover Letter Format 
9. Cover Letter Examples         

Need extra help?  Make an appointment with Career Services for a cover letter review!  Email 
careerservices@capilanou.ca to set-up a time. 

mailto:careerservices@capilanou.ca


 
 

 
 

CREATING A PROFESSIONAL, EYE-CATCHING HEADER 

 
If you have already completed your resume, then this section should already be done!  The header (i.e. the section at the 
top of your resume that provides the potential employer with your name, contact information and anything else that you 
think is relevant) is your opportunity to make your cover letter stand out from the stack of others on his or her desk and 
should be the same as the header you include on your resume (and all other application documents).  Using the same 
header on all of your application documents creates and brand and shows professionalism.   

 
Look at the difference between this 
 
 

 
 
 

 
 

And this 
 

 
 
 
 
 
 
There is nothing wrong with the first example.  It is neat and professional and doesn’t contain any ridiculous email 
address, but will it stand out against all of the other cover letters in the pile?  Probably not.   
 

How to Create a Professional, Eye-Catching Header 
 

 Firstly, don’t enter the contact information into the Header section in Word.  Applicant tracking systems cannot 
read any information that is included in the Header section so make sure that you simply position it at the top of 
the page. 

 Use colour sparingly and make sure that it is professional.  Suitable colours include: dark blue; dark green; dark 
red; and grey.     

 Use the same font that you have used to create your resume and cover letter (Arial, Verdana or Calibri work 
best).  

 Make sure that you use a professional email address such as your Cap U email.  No ridiculous addresses such as 
partygirl@hotmail.com – this will make a recruiter reject your resume in seconds! 

 You don’t have to include your full address if you don’t want to.  Make sure that you include the city and province 
as recruiters will often use these to search for appropriate applicants.  

 Double check that you have entered the information correctly – no recruiter will search around for your correct 
phone number if you have mistyped it. 

 Use your header on all of your application documents (resume, reference list etc.) to create a personal brand. 
 

 

 
 

 
 

Jane Capilano 
123 Capilano Way 

North Vancouver, BC 
V7J 3H5 

Phone: 778-778-7788 Email: jane.capilano@my.capilanou.ca  

Jane Capilano 
123 Capilano Way, North Vancouver, BC, V7J 3H5 

778-778-7788    jane.capilano@my.capilanou.ca     linkedin.ca/janecapilano  
 

 

mailto:partygirl@hotmail.com
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The Top Section – Date, Address, Greeting and Subject Line 
 
Any documentation that you send to a potential employer must be in a professional format.  Whilst you may be submitting 
the cover letter by email, you still need to use a letter style when formatting your document.  This means that you need to 
include: the date; the name of the Hiring Manager and the address of the organization; a greeting; and a subject line. 
 

The Date 
 

Your cover letter must include the date that you submit the application.  There is no specific format that you must use for 
the date, for example: 

 5 May, 2015  

 May 5
th
 2015  

 5/5/2015  

 5
th
 May, 2015  

 

The Name of the Hiring Manager & the Address of the Organization  
 

Long gone are the days of “To whom it may concern” or “Dear Sir/Madam.”  You are now expected to personalize your 
cover letter to the individual Hiring Manager.  Sometimes this is easy, as the Hiring Managers name is included in the 
job description.  Other times, it is not, and you must do some research to find out who to address your letter to. 
 
How can you find out the name of the Hiring Manager? 

 The company website 

 Google 

 LinkedIn 

 Call the organization and politely ask 
 
Within the address block, the Hiring Manager’s name should be formatted as either ‘Mr. FirstName LastName’ or ‘Ms. 
FirstName LastName’.  Never guess whether the person is male or female – use Google or LinkedIn if you are unsure 
and, if the Hiring Manager is female, always use ‘Ms.’ not ‘Mrs.’ or ‘Miss’.   

 

A Greeting 
 

You should include the greeting, “Dear Mr. LastName” or “Dear Ms. LastName”. 
 
If, after a thorough search, you cannot find out the name of the Hiring Manager you can use “Dear Hiring Manager” or 
“Dear Hiring Team”.   
 

A Subject Line 
 

The subject line lets the Hiring Manager know the purpose of your letter.  It should include the position title and 
reference number (if applicable).  

If you call the organization:  
“Good Afternoon, I am applying for the position of 
Communications Assistant at your organization and I am 
wondering if you could tell me who I should address my 
cover letter to?  Thank you very much for your time.” 

5 May, 2015 
 
Mr. John Smith 
ABC Organization 
1234 Capilano Way 
North Vancouver, BC V2X 3R6 
 
Dear Mr. Smith 
 
Re: Communications Assistant (Job Posting #4562) 
 
 

 



 
 

 
 

 

STORYTELLING 
 
Everyone likes to hear a story, it is human nature.  This is what your cover letter 
should be: a story about why you should be invited in for an interview.  It should 
not simply be a duplication of your resume.  Hiring Managers are busy people 
and you need to make it worth their while to read your cover letter. 
 

 
Know Your Audience  
 

When telling a story, you need to know your audience.  You need to make it suitable for them and adapt your style to fit 
with their needs.  For example, would you tell exactly the same story to your friends as you would do your parents?  
Probably not.  You would make the version of the story suitable for them.  The same applies when you are writing your 
cover letter.  You need to know what information is important to the employer and what style of writing is appropriate.  
How do you know what information is important to them?  You do your research (employer website, talk to your 
network, LinkedIn). How do you know what style of writing is appropriate?  With cover letters your style should always 
be professional but, depending on the industry and organizational culture, there will be some variations.  For example, 
if you are applying for an accounting or a law firm you will use business formal.  If you are applying for a role in a tech 
start-up or in the creative industries, your cover letter will be business casual.  If in doubt, play it safe and use business 
formal. 
 

Use Your Own Experiences  
 

It is much easier to explain something with an example, and employers are more likely to believe that you have a skill if 
you use an example to back up the claim.  The cover letter is your opportunity to demonstrate your ability in two or 
three of the most essential skills for the specific job.   
 

Focus on the Reader 
 

Your cover letter should make the employer believe that they are the only organization that you 
want to work for.  You need to flatter them and display the in-depth knowledge that you have 
about them, while sounding sincere and professional.  This means that a “one size fits all” 
cover letter is not a winning cover letter.  Your letter needs to be tailored for each application 
you make. 
 
Additionally, your cover letter needs to focus on what you can do for the organization, not what they can do for you.  
This position might be the first step for you on the career ladder, it might provide you with the opportunity to improve 
your skills, or it might be with the company that you have always wanted to work for.  Does the Hiring Manager care?  
Ultimately, they want to hire someone that can make their life easier.  So, make it clear that you have the skills, 
experience and education to get the job done. 
 

Every Story is Different 
 

A winning cover letter is unique to the applicant and the application that they are making.  Because of this, you should 
not be using the same cover letter for every application, nor should you be copying cover letters from the Internet or 
the samples at the end of this guide.   

 



 
 

 
 

ATTITUDE, TONE AND PERSONALITY  
 

The cover letter is your opportunity to show your personality and enthusiasm for working for this specific organization in 
this specific role.  How do you do this in a letter? 
 

Use Positive Language   
 

Your cover letter should always be positive and enthusiastic.  You need to tell the employer 
the skills that you have and why you want to work for them.  You should not highlight any of 
the skills that you don’t have, any training that you will need or any vacation time that you 
have already booked.    More importantly, you should never speak negatively about past 
employment, previous employers or difficult clients. 
 
Employers want to hire someone who will get on well with their team and clients.  Show that 
you will be able to do this is by portraying a friendly image in your cover letter. 
 

Sell Yourself 
 

Using positive language means that you have to let the employer know what you do well.  For many people, this can 
be difficult and is especially true if you come from a culture that sees this as boastful.  Remember that all of the other 
applicants will be telling the employer why they are the best person for the job and, to be considered for an interview, 
you have to do the same. 
 
Still struggling?  Consider your employment experience and ask yourself: 

 How did you compare to your coworkers? 

 Did you do anything that was above and beyond your normal responsibilities? 

 Were you recognized for doing a job well? 

 Was there something that you did that resulted in notable improvements in performance, service or profit? 
 

Use a Conversational, but Professional, Tone 
 

When writing your cover letter, imagine what you would say if the Hiring Manager was standing in front of you right 
now.  Would you be more likely to say: 
 
“Sir, it is with the upmost respect that I apply for the position of Reception Coordinator at your prestigious hotel.” 

 
Or 

 
“When I saw the opportunity for a Reception Coordinator at your hotel, I was excited and wanted to apply immediately!” 
 
Most people would be more likely to say the second option, so this is the style that you should write your cover letter in.  
It is important to remember that you must still sound professional.  Don’t include anything that you wouldn’t say directly 
to the Hiring Manager and certainly don’t include emoticons, no matter how much you may want to portray that you are 
smiling!   
 
For some industries, particularly the traditional professional industries such as accounting, consulting and law, you will 
need to be more formal than conversational.  If you are ever concerned that your cover letter is too ‘chatty’, play safe 
and make it more formal. 
 



 
 

 
 

THE OPENING PARAGRAPH 
 
Imagine that you are a Hiring Manager with a stack of 40 cover letters and resumes on your desk.  The majority of the 
cover letters starts with: 
 
“Please find enclosed my resume for the position of Customer Service at the Vancouver Aquarium”.   
 
You then see a cover letter that starts with:  
 
“Having grown up as a regular visitor to Vancouver Aquarium, I understand firsthand how you’ve earned your 
reputation as one of the most family-friendly tourist attractions in BC. For 15 years, I’ve been impressed as your 
customer; now I want to impress visitors in the same way your team has so graciously done for me.” 
 
Which one would you want to read?  Which one would get your attention?  There is no need to waste 
valuable cover letter space stating that you are applying for a position, they already know this. 
 
The opening paragraph of your cover letter is all about getting the Hiring Manager’s attention in a 
professional and relevant way.  There are 3 appropriate ways of doing this: 
 

1. Share a Value Connection that you have with the Organization 
 

One way to catch the attention of the Hiring Manager is to show how you are aligned with the organization.  Do you 
have the same values?  How do you relate to their mission? Their purpose? Their service?  To know this, you have to 
do your research!   
 

 If an organization’s focus is service, you could open with a story about how you once 
went above and beyond to make a customer’s day. 

 If an organization is dedicated to environmental sustainability, you could open with a 
story about a recycling team that you were once part of. 

 If an organization’s client base is international students, you could open with a story about volunteering at an 
international student event at Capilano University. 

 

2. Share a Network Connection that you have with the Organization 
 

 Did you meet a Recruiter at a job fair?   

 Does someone in your network work at the organization and advised you to apply?   

 Did a Professor provide you with the name of the Hiring Manager and recommended 
you to contact him or her?   

 
If so, let them know!  If the Hiring Manager is able to get a personal recommendation from someone in his or her 
network, you are much more likely to get invited in for an interview.  Make sure that you open your cover letter with this 
information to grab the attention of the Hiring Manager and get you into the ‘yes’ pile!   
 

3. Share an Experience that you have with the Organization 
 

Another way to grab their attention is to tell a story about a personal or professional 
experience that taught you about the important work that they do. This shows that you 
know about the company and flatters them – tell them what you like about the company, the job, the products or 
services. 
 

 Have you been a customer of theirs?  Have you used their product or service? 

 Have you volunteered with them? Have you previously worked with them? 

See Cover Letter 
examples 2 & 4 for a 
sample of this style. 

See Cover Letter 
example 1 for a 
sample of this style. 

See Cover Letter 
example 3 for a sample 
of this style. 



 
 

 
 

 

THE BODY OF THE LETTER 

 
 

The body of the cover letter will be the longest section (one or two paragraphs) and should explain why the Hiring 
Manager should select you, above the other candidates, for an interview.  This is your opportunity to showcase your 
relevant skills, achievements and accomplishments.  
 
When writing this section of the cover letter, you must remember: 

 The skills, achievements and accomplishments should be relevant to the position that you are apply for.  
Refer to the job description when writing your letter.   

 The focus should be on what you can do for the employer, not what they can do for you. 

 Provide specific examples of how you have these skills, this is not simply a list or a repeat of your resume. 

 
Specific Examples of Skills 
 

This table provides some examples of how to demonstrate specific skills.  Remember, you are simply telling the Hiring 
Manager a story to prove that you have the skill.  It is likely that you will be asked about these stories in an interview so 
ensure that they are honest and accurately reflect what you did!   
 

The Skill Use a Story to Describe the Skill 

“I have strong sales skills”. “Within a few weeks, I developed the ability to quickly assess customers’ needs 
in a friendly, conversational manner.  To gain more sales, I would call a number 
of loyal customers whenever appropriate items arrived.” 

“I am experienced at providing 
excellent customer service”. 

“On several occasions, I had to speak with customers who were dissatisfied 
with the room availability.  I had the confidence to listen to their concerns and 
do my best to resolve their problem by referring them to our partner 
accommodation providers in the area.” 

“I show initiative”. “In my role at ABC Office, I was regularly responsible for managing the diary of 
my Manager.  On one occasion, an important client needed to reschedule but 
was only available when my Manager was due to be out-of-town at the last day 
of a conference.  Understanding how important this client was, and unable to 
contact my Manager by telephone, I assured that client that he would be able to 
meet them at their desired time.  My Manager was happy to come back from the 
conference a day early to develop this important relationship and I was praised 
for my judgment and professional manner when handling this difficult situation.”   

“I am experienced at using social 
media”. 

“As an office volunteer, I was responsible for managing the organization’s social 
media accounts.  Initially only using Facebook, I created Twitter and Instagram 
accounts to increase the online presence.  To ensure effectiveness, I regularly 
created audience suitable content for posting and we now have over 2000 
followers on Twitter.” 

“I have strong communication 
skills”. 

“When working as a Peer Tutor, I was able to clearly explain the math theories 
to help the students to complete the calculations.  This involved monitoring non-
verbal communication to determine if the student understood, and adapting my 
communication style for different students.”   

“I work well as part of a team”. “As a volunteer for the Capilano University donation appeal, I worked as part of 
a team to encourage and persuade individuals to donate.  As a team, we 
developed and shared successful strategies to maximize donations.  Utilizing 
my strengths, I assumed responsibility for the administrative duties.  This 
involved keeping accurate minutes of team meetings and maintaining up-to-
date records of donations received, ensuring donor confidentiality if requested.” 

 



 
 

 
 

THE CLOSING PARAGRAPH 
Your closing paragraph has 4 objectives: 
 

 Thank them for taking the time to read your cover letter. 

 Reaffirm that you would be a good choice for this position. 

 Let them know that you would like to be invited in for an interview. 

 Let them know the next steps that you will take (optional) 

 
Thank You! 
 

Always make sure that you thank the Hiring Manager for taking the time to read your cover letter, this is expected and 
shows that you are polite, professional and appreciate that they are busy people.   
 
 

  
 

Reaffirm your Suitability 
 

Human nature means that Hiring Managers are most likely to pay more attention to the start and the end of your cover 
letter.  Therefore, you want to make sure that you include a brief statement in your closing paragraph that reaffirms 
your suitability for the position, in case they don’t read the middle paragraph.    

 
 

 
 
 
 

Ask for an Interview 
 

This sounds obvious, but, research shows that people who ask for an interview in their cover letter are more likely to be 
invited in for an interview. 

 

 
 
 
 

Your Next Steps (Optional) 
 

If you intend to follow-up with the employer once you have submitted your application, for example call them the 
following week to make sure that they have received it, you should include this in your closing paragraph.  If you say 
that you are going to follow-up, it is essential that you do this.  Remember to carefully check the application instructions 
before including this note, if it says “no phone calls” do not follow-up by phone. 
 

 

 
 
 

“Thank you for taking the time to consider my application.” 
 

“Thank you for your time and consideration.” 
 
 

“I am confident that I will make a valuable contribution and a positive impact as a project assistant on your team by 
applying my strong motivation and professional skills.” 
 

“I am confident that my experiences and abilities, combined with my enthusiasm, will serve your firm well.” 
 

“Your time and consideration of my application is appreciated.” 

“I look forward to the opportunity to meet with you for an interview to discuss my suitability for this position.” 
 

“I would appreciate the opportunity to discuss this position with you further during an interview.” 
 

“I would love to meet with you to discuss this opportunity in person.” 

“I will make a follow-up call in a week to ensure you have had an opportunity to review my resume.” 
 

“I will contact you early next week to make sure that you have received my application.” 
 

 



 
 

 
 

COVER LETTER FORMAT 
 
To make a positive impact on your application, your cover letter has to look professional.  In addition to the guidelines 
in ‘The Top Section’ page of this guide, here are some ways to ensure that your cover letter looks professional. 
 

Font Size and Style 
 

 While Times New Roman used to be the font to use for professional documents, it is now seen as out-of-date 
and more difficult to read than other fonts. 

 Use Arial, Calibri or Verdana as these are easy to read and look professional. 

 Your font size should be no smaller than 11 and no larger than 12. 

 Your font size must be consistent throughout your cover letter and resume.   
 

Margins 
 Ideally, margins should be 1 inch wide to allow recruiters space to write notes. 

 You do not need to indent the first line of each paragraph as this is now seen as out-of-date. 
 

Unjustified Right-Hand Margin 
 Generally, recruiters find it easier to read cover letters that do not have right-aligned margins.   

 
Cover Letter Length 

 Your cover letter should be no more than one page long and ideally, between 2/3 and 3/4 of a page long. 

 23% of recruiters would remove a candidate from consideration for a cover letter that is too long. 

 Writing concisely is a skill that employers look for and this is your opportunity to prove that you have this skill. 

 
Paragraphs 

 You must use paragraphs throughout your cover letter.   

 Normally, cover letters will have 3 or 4 paragraphs. 
 

The Close 
 Only use “Yours sincerely” if you have named the individual in the greeting (i.e. “Dear Mr. Smith”). 

 Alternatives include “Yours faithfully”, “Yours truly”, “Best Regards” and “Regards”. 
 

Signing Your Name 
 You do not need to include an electronic signature of your name. 

 You should include your full name (the name that you want to be known by) at the end of your letter.   

 
Enclosure 

 Traditionally, letters included the abbreviation “Enc.” to indicate that there was a document enclosed with the 
letter (i.e. your resume). 

 This should still be used for professional industries such as law and accounting but is no longer required for 
other industries.  



 
 

 
 

 
 

COVER LETTER EXAMPLES 
 

This guide includes some cover letter examples to help you to understand how to write structure and format your cover 
letter.  It is important to ensure that you don’t copy these examples.  Employers will know if you do and, if they don’t 
know immediately, they will find out at the interview! 
 
Cover Letter 1: Marcus Sky, Communication Studies 
Situation: You have previously met the Hiring Manager.   
 
Cover Letter 2: Preet Kennedy, Legal Administrative Assistant 
Situation: You have a connection with the values of the company. 
 
Cover Letter 3: Richard West, Tourism Management 
Situation:  You have been a customer of the company.   
 
Cover Letter 4: Angela Clinton, Rehabilitation Assistant  
Situation: You have a connection with the values of the company.   
 
Cover Letter 5: Ximing (Justin) Wong, Early Childhood Care & Education 
Situation: You have a connection with the values of the company. 



COVER LETTER  EXAMPLE 1 

 

 

Marcus Sky   
#15-11234 Main St.   (604) 555-1111 
Richmond, BC  V6V 2V6  mway@email.com 
 

    Communications Assistant |Bachelor of Communication Studies | Social Media Expert  
 
May 15, 2015 
 
Mr. Max Clifford 
Marketing and Communications Manager 
Vancouver Cancer Association 
4321 East 17th Street 
Vancouver,  BC V7V 7V7 
 
Dear Mr. Clifford, 
 
Re: Application for Communications Assistant (Summer Employment) 
 
It was a pleasure to meet you at the Vancouver Charities Networking Evening on Tuesday April 28 at The 
Pinnacle Hotel, North Vancouver.  Having had the opportunity to discuss the Vancouver Cancer Association’s 
objectives with you, I now have an in-depth understanding of the important work that you do and believe that I 
would make a valuable contribution to increasing the public awareness of your charity in the role of 
Communications Assistant. 
 
As a current Bachelor of Communications Studies student at Capilano University with two years of 
communications volunteer experience for a local, not-for-profit organization, I believe that I have the skills and 
experienced required to support the Marketing and Communications department at the Vancouver Cancer 
Association.  In my current volunteer role, I research and create audience appropriate content for all social 
media accounts including Facebook, Twitter and Snapchat.  Recognizing the growth of Snapchat as a social 
media tool, I suggested that the charity create an account to keep up with current trends and reach out to a 
younger group of supporters.  As a previously unused media, I had to train Management and other volunteers 
on both the benefits of Snapchat and how to use it.  To do this, I prepared a one page document that could be 
emailed to all employees and saved on file for any new volunteers.  The charity now has over 250 friends on 
Snapchat and the guide that I prepared is included in the orientation pack provided to all new office volunteers. 
 
My passion for increasing brand awareness through social media would, I believe, fit with the current marketing 
objectives at the Vancouver Cancer Association.  I would love to have the opportunity to speak with you, in 
person, about my suitability for this position.  Thank you for taking the time to consider my application. 
 
Yours sincerely, 
 
Marcus Sky  
 
 
 
 
 
 



COVER LETTER EXAMPLE 2 

 

Preet Kennedy 
 

#15-11234 Main St., Richmond, BC V6V 2V6   T: (604) 555-1111 E: Preet.Kennedy@email.ca 
 

    Organization | Legal Administrative Assistant | Communication 
 
May 15, 2015 
 
John Smith, Manager 
West Coast Environmental Law 
1234 Capilano Road 
North Vancouver, BC V6T 4R5 
 
Re: Legal Administrative Assistant Position (#1076) 
 
Dear Mr. Smith 
 
One of my favourite childhood memories is exploring Vancouver Island, hiking, kayaking and wildlife 
watching before camping out underneath the stars.  Protecting BC’s environment, to enable future 
generations to grow up and enjoy the outdoors as I did, is important to me.  It would be a privilege to 
help West Coast Environmental Law safeguard this environment by providing support in the role of 
Legal Administrative Assistant. 
 
As a recent graduate of the Legal Administrative Assistant Certificate program at Capilano University, I 
offer the education and skills required to provide excellent service within your law firm.  My experience 
as an Office Administrator for Campbell & Barnes Real Estate has developed strong organization, 
interpersonal and communication skills.  This role required me to talk on the phone with clients from all 
over the world, ensuring that accurate real estate information was provided in a professional and 
friendly manner.  On several occasions, I had to speak with customers who were dissatisfied with the 
availability of a specific Realtor.  I had the confidence to listen to their concerns and do my best to 
resolve their problem by referring them to one of our other Realtors who, I explained, would provide 
them with the same level of service.  My excellent communication skills in both English and Mandarin 
won me the ‘Employee of the Month’ award on three occasions.   
 
Becoming a valued member of a team is something that I both thrive at and enjoy.  My employment, 
volunteer and academic experience has required me to work in various dynamic team environments.  
As a volunteer Literacy Mentor for Books for Kids, I worked as part of a team to encourage and 
persuade other students to volunteer their time.  As a team, we developed and shared successful 
strategies to maximize participation.  Utilizing my strengths, I assumed responsibility for the 
administrative duties.  This involved keeping accurate minutes of team meetings and maintaining up-to-
date records of volunteers.   
 
I am confident that I will make a valuable contribution and a positive impact as a legal administrative 
assistant in your team and would welcome the opportunity of a personal interview.  I will make a follow-
up call in a week to ensure you have had an opportunity to review my resume.  Your time and 
consideration of this is appreciated. 
  
Yours sincerely, 
 
Preet Kennedy  
Enc. 
 
 
 
 

 



COVER LETTER EXAMPLE 3 

 

Richard West 
#15-11234 Heath Street, North Vancouver, BC  V7J 3R6  
604.456.3456 richardwest@my.capilanou.ca    
 

Tourism Management |Hotel Reception | Problem Solver 
 

15 May, 2015 
 
Ms. Janet Wong 
Front of House Manager 
Donald’s Hotel 
2356 West Georgia Street 
Vancouver, BC  V5T 3R4 
 
Dear Ms. Wong, 
 
Re: Application for Guest Reception Assistant 
 
Growing up in Vancouver I have always associated Donald’s Hotel with luxury.  As a child, family friends 
once stayed at your hotel and I was lucky enough to accompany my parents when they visited.  
Stepping into the hotel reception was awe inspiring.  The opulent décor and luxurious furnishings left 
me in no doubt that this was a special hotel.  The hotel employees also portrayed this brand by 
graciously welcoming all visitors, dressing professionally and answering guest inquiries in a polite and 
knowledgeable manner.  This experience has inspired me to pursue a career in providing a superior 
hotel guest experience and is why I am so excited to be applying for the position of Guest Reception 
Assistant at your hotel.   
 
As a current student in the Tourism Management program at Capilano University, I have studied 
courses focused on providing an excellent guest experience.  These skills were utilized during my 
recent volunteer work at BC Food Expo, an event that attracted over 5000 customers from BC and the 
USA.  At this busy event, I would greet all guests with a smile and ensure that they understood how to 
find specific parts of the exhibition.  On one occasion, an elderly guest was unsure how to find the exit 
to the Skytrain.  I clearly directed him to the exit, but could tell that he was still unsure.  Unable to 
leave my station, due to the line up behind the gentleman, I called for a ‘floater’ volunteer to guide the 
guest to the exit.  He was very grateful and it felt great to have helped someone in need. 
 
I believe that my desire to go above-and-beyond for all guests would enable Donald’s Hotel to continue 
to provide the superior guest service that you are known for.  I would love to have the opportunity to 
interview for this position and can be contacted using the details above.  Thank you for your time and 
consideration. 
 
Yours sincerely, 
 
Richard West  

mailto:richardwest@my.capilanou.ca


COVER LETTER EXAMPLE 4 

Morag Clinton 
7550 Castle Street, North Vancouver BC, T: 604.456.4567 E: moragclinton@mycapilanou.ca 

 
Community Involvement | Rehabilitation Assistant | Communication | Empathy  

 
May 15, 2015 

 

Ms. Sabina Gazer 

Manager of Youth Services 

North Vancouver Rehabilitation Centre 

4534 Lonsdale Avenue 

North Vancouver, BC  V7R 2F6 

 

Dear Ms. Gazer, 

 

Re: Rehabilitation Assistant, Youth Services 

 

As a recent graduate of the Rehabilitation Assistant Diploma at Capilano University with 

over 5 years of experience as a support caregiver, I am excited to apply for this 

opportunity.  Your organization’s focus on providing practical support in an empathetic and 

respectful way truly matches my attitude towards rehabilitation.   

 

For four years, I provided in-home support for a young adult with Cerebral Palsy.  This 

included increasing client mobility, encouraging strengthening and motivating 

communication.  I understood the frustrations that my client faced and found that the 

treatment was most effective when provided in a mutually respectful and friendly way.  I 

quickly developed a close working relationship, gaining his trust and making the treatment 

fun by introducing sports activities. 

 

This experience as an in-home Support Caregiver inspired me to complete the Rehabilitation 

Assistant Diploma at Capilano University.  Throughout the program I completed three eight-

week practicums as local hospitals.  My practicum positions included: Physical Therapy 

Assistant; Occupational Therapy Assistant; and Rehabilitation Therapy Assistant.  

Throughout the practicums, I was acknowledged for the high level of support that I could 

provide the senior therapists with.  I was praised for my maturity and professionalism as 

well as my ability to make the patients laugh and have fun during their treatment.   

 

I believe that my rehabilitation assistance experience, education and fun attitude would 

contribute towards the goals of North Vancouver Rehabilitation Centre and would love to 

have the opportunity to speak with you in person about this position.  Please do not hesitate 

to contact me if you have any questions regarding my skills and experience.  Thank you for 

your time and consideration, I look forward to hearing from you. 

 

Yours sincerely, 

 

Morag Clinton  

 

  

 

 

 

 



COVER LETTER EXAMPLE 5 

 Ximing (Justin) Wong 
1234 Victoria Street, Vancouver, BC V6T 3R5, 604.4567.556, henrywong@my.capilanou.ca  

 
Early Childhood Care & Education | Fluent in English & Mandarin | Musician 

 
15 May, 2015 
 
Mr. Martin Wright 
Manager 
MacDiarmid Pre-School  
4367 Main Street 
Vancouver, BC  V7V 2F5 
  
Dear Mr. Wright, 
 
Re: ECCE Support Assistant  
 
Providing an inclusive, positive and creative environment for children is, I believe, essential to 
encouraging learning and development.  It is because of this personal philosophy that I was excited to 
see the opportunity for an ECCE Support Assistant at MacDiarmid Pre-School, an organization that 
shares this viewpoint.  As a current ECCE student at Capilano University with two years of summer 
experience working with young children from diverse backgrounds, I am confident that I would 
contribute to the good work done by your pre-school. 
 
From a young age I have been creative, achieving grade 8 piano by the age of 15.  This creativity has 
been invaluable in my experience working with children, as I have been able to develop and lead group 
music activities that are fun and include everyone.  At Sunny Day Summer Camp, this included 
accompanying the children during end-of-camp performances for parents.  Creating a performance for 
children aged 4 to 8 was not an easy task but one that I truly enjoyed.  I had to teach the children the 
song including some actions to help them remember the words.  I also created a word sheet so that they 
could practice at home and encouraged all children to sing as loud as they could!  This resulted in a lively 
performance that was greatly enjoyed by the children and parents alike.   
 
When working with children, it is vital to be responsible and aware at all times.  I have proven this 
through my summer camp work where I was responsible for preparing suitable snacks for the children 
ensuring that individual dietary requirements (including allergies) were catered for and that the 
guidelines for preparing a healthy snack were followed accurately.    Striking a balance between healthy 
and appealing to the children always proved to be a challenge, but I succeeded by using my creativity to 
develop fun names for the snacks.   
 
I believe that I have the attitude, education and skills to provide an excellent standard of care to the 
students of MacDiarmid Pre-School and would love to have the opportunity to meet with you in-person.  
Please do not hesitate to get in touch if you have any questions regarding my suitability for this role.  
Thank you for your time and consideration. 
 
Yours sincerely, 
 
Ximing (Justin) Wong 



  
CPA Fall Recruit Application Tip Sheet 

 

 
This Tip Sheet will cover: 
 

1. Cover Letter tips  
2. Resume tips 
3. Overall tips for both cover letter and resume 

 

Firm’s Perspective 
 
We strongly recommend that you look at your whole application with a critical eye and consider it from the perspective of 
the firms, who are assessing thousands of CPA applications during fall recruit. Based on feedback from employers, these 
are some of the questions they may be asking themselves as they read through your application: 
 

 Has the student demonstrated that they are hungry for this position and our firm?  

 What has this student done in the past? How have they cultivated the transferrable skills that will enable them to 
succeed in this position?  

 What accomplishments has this person contributed at previous jobs or at university/college? How have they 
differentiated themselves from their peers?  

 Will they fit into our team?  

 Are they willing to work hard?  

 Are they flexible – can they balance time demands?  

 Does this student present him/herself well?  

 Does this student demonstrate he/she is client-facing? 

 Does this student stand out and make me want to interview them? 

 

Questions to ask yourself: 
 
Before you submit your application, take another look at it and ask yourself the following questions: 
 

 Have I conveyed my knowledge and understanding of both the firm and position?  

 Have I highlighted my strong “selling points”?  

 Is it easy to read?  

 Do my accomplishments and achievements stand out?  

 Have I checked for spelling, grammar, and punctuation errors?  

 Have I done a good job at identifying and communicating what makes me unique? 
 

 

Get a head start on your application now! 
 
The fall semester is busy and hundreds of students will be scrambling to get their applications together. Make an 
appointment to have your application form reviewed by your career centre as early as possible to beat the fall rush.  
 
 
 
 
 
 
 
 

 
 
 



  
CPA Fall Recruit Application Tip Sheet 

 

COVER LETTER 
 
The Goal: To write a targeted, specific and unique cover letter for each company you 
are applying to that explains:  

 
1. Why you want to be a CPA 
2. Why you want to work for that firm 
3. What makes you a good fit 
4. What are the skills and experience you have that would allow you to excel 

 
Make sure you read the job description again carefully before writing your cover letter. This is your opportunity to expand 
and make the connection between your resume and the job description, so do not copy and paste text from your resume. 

 
Most importantly, don’t panic –most students worry about what to write for their cover letter. Firms want you to write a 
letter that reflects you and your own style, and highlights what is important to YOU. Every student’s cover letter should 
be different. Writing a good cover letter is not about following some secret formula—there is no such thing as a 
perfect cover letter. Your job is to write a letter that best represents you.   

 

The Format: 
 
Concise, Clear, Easy to Read, Simple, To The Point  

 
 Follow the basic format of a professional letter by including your information in the header, followed by company 

name, address, date, etc.  

 Use short paragraphs. Double space between paragraphs or sections, or use headings with bullets underneath. 

 Don’t go overboard with fancy formatting (bolding every 2
nd

 sentence, italics, etc.). Keep your format and font 
style consistent with your resume. Is it easy to read? 

 If you mention the firm’s name make sure it is the correct name for the firm you are applying to. Trust us, it 
happens (and is a big no-no)!  

 Avoid overuse of the word “I” and using weak words such as “although”, “just”, “but”, and “however”.  

 A scanned signature at the bottom of your letter is not needed. 

 One page maximum, font size no smaller than 10 point. 

 

The Tone: 

 
Professional, Unique, Genuine, Engaged  

 

 Your cover letter should come across as genuine and allow a recruiter to get a sense of your personality and 
character - they are reading through hundreds of these, so think about making your letter stand out in a unique 
way. 

 Don’t rely on humour to set yourself apart from other applicants – there is a fine line. 

 “Sell” your qualifications but be sincere.  

 Do not include personal information such as marital status, age, religious denominations, etc.  

 Avoid over use of superlatives: “I am so excited”, “I am the perfect candidate”, etc. Focus on your experience and 
the value you bring by being specific. 

 
 

 
 
 
 
 



  
CPA Fall Recruit Application Tip Sheet 

 

COVER LETTER (cont’d) 
 
The Content: 
 
Why you want to be a CPA       Honest, Unique, Interesting  

 
 Describe why you would be a strong candidate for the advertised position by elaborating on short and long term 

goals, personal qualities that you possess, and your decision making process for why you choose CPA as your 
career path and the factors that contributed to that decision 

 Explain what makes you unique and how this relates to being a CPA. Make sure you highlight off campus 
experience.  

 

Why you want to work for that firm       Demonstrates Research, How you Fit  

 

 Customize your letter for EACH firm. Spell their name correctly! Adapt your letter to emphasize areas that are 
important to each firm respectively (ie: their values, mission statement, etc.). Get a friend/family member to review 
your cover letter.   

 Read the job description carefully; analyze and interpret what that firm is looking for 

 Target the firm specifically – mention what it is about their firm that attracts you. The more specific, the better.  

 Demonstrate how you would be a good fit through your knowledge of the firm and who they are (research their 
website and attend events through the summer and the National Firms Day and Midsize Firms/Industry Day to 
actually meet the firm representatives).  

 Connect your reasons for being a good fit back to the skills and experiences on your resume. Show your 
personality and personal interests on the cover letter; don’t simply reiterate information listed on your resume. 

 Only mention the names of reps from the firm, how you met them, and how they may have influenced your 
decision to become a CPA or apply for that firm if you have established a relationship with the rep and you are 
confident they will know who you are (don’t simply name-drop – make it sincere). 

 

How you know you can do the job      Your skills, results and accomplishments  
 

 Address requirements of the position, both stated and implied - research clients, trends, etc. and connect to long 
term goals.  

 Emphasize not just “what” you did in your examples, but what results you had and how you accomplished them. 
Recruiters like to see how you demonstrated key skills like leadership, teamwork, customer service, analysis, 
written and oral communication, decision making, initiative, accountability, problem solving and time 
management, to name a few.  

 If you wish to address specific aspects of your application (e.g. low GPA), do so only if: 
o you have made significant improvement and can demonstrate what you have learned 
o there were extenuating circumstances that may provide context 
o you can keep it positive and focused on your strengths 

 
Important Notes 
 

 Title your application documents specifically to the firm name you are applying to.  Do not title documents with 
generic names such as “CPA Fall Recruit-National Firms”. An example of a better way is “JSmith_FirmXYZ”. 

 Merge and submit all application documents in one PDF file.  Do not send multiple documents and do not send 
Word documents. 
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RESUME 
 
The resume is not a list of your lifelong work history or educational background. It is a document that highlights the most 
relevant experiences and skills that you would want a firm representative to know about you when applying to a specific 
job. 
 
An effective resume demonstrates your ability to meet an employer's needs; moreover, it stimulates their desire to meet 
you. Compose your resume using information that you generate through the following:  
 

1. Analysis of each job you have held (think about what you accomplished, what skills you developed, and what 
kind of tasks you enjoyed most or were particularly good at)  
 

2. Research you’ve conducted to identify what skills are required for the job you are targeting.  
 

3. Incorporating the key competencies recruiters are looking for in each particular posting (e.g. initiative, 
adaptability, team player, analytical ability, leadership, relationship management, time management and 
communication skills).  
 

 
Let’s Break It Down… 
 
 

Section 1: Header 

 
The header contains your name and your contact information. Think of your header as a form of personal branding, so 
feel free to be a little creative here. However, refrain from using logos, monograms, pictures, etc., unless you have the 
skills and an eye for design.  
 
Things to keep in mind:  
 

 Include only one phone number and one email address 

 You can use your school email address or a non-school professional email address 

 Your header should be repeated again on the 2
nd

 page of your resume, include page numbers  

 Optional: you may wish to include your LinkedIn URL, or website if appropriate 
 

Section 2: Profile or Highlights 
 
The firms would like to see a “Profile” or “Highlights of Qualifications” section where you highlight your best and unique 
skills and strengths. A four to five sentence profile, or three to six bullets in a highlights section, allows the reader to get an 
overall sense of who you are. With firms receiving thousands of applications, you can imagine how often they get the 
same skills listed by students. Think outside of the box – be sure to include skills that reflect what the firm is looking for in 
their core values from their position and website, but really explain why and how they are relevant in your own words. 
 
Things you may include in the Profile or Highlights of Qualifications:  

 Snapshot of your education/concentration 

 Relevant work experience (including years) 

 Relevant skills, traits and accomplishments that are included in the body of your resume  

 Languages and computer skills (make sure you are honest - those skills may be tested) 
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RESUME (cont’d) 
 
Section 3: Education 
 
This section is where you list your relevant education in reverse chronological order. Include designations or training that 
you are currently enrolled in. If you transferred from another post-secondary institution, or went on an exchange semester, 
you should include this as well.  
 

 
Bachelor of Business Administration (Accounting Honours)         Start date - Completion: December 2015  
Beedie School of Business, Simon Fraser University, Burnaby, BC  

 Include scholarships received, Dean’s Honour Roll achievements, Golden Key Society  
 
Diploma in Commerce and Business Administration                   Start Date - Completion: June 2010                                         
Faculty of Commerce and Business Administration, Douglas College, New Westminster, BC 

 
 

Section 4: Professional Work Experience 

 
List your paid professional experience using accomplishment statements. Include bulleted “accomplishment statements” 
outlining achievements so that:  
 

 Firms understand what you have accomplished in the past and what the skills are that you can use to benefit their 
organization in the future  

 The scope of your experience and/or results are quantified when possible 

 Firms understand your level of involvement  

 Firms have concrete evidence proving that you can do what it is you say you can do  
 

 
Position Title (include part-time or full-time, and average hours per week)        Month/Year – Month/Year 
Company Name, City, Prov.           

 Accomplishment bullet 

 Accomplishment bullet 

 
*Note: you should include average hours per week, as well as specific months   
 
Accomplishment Bullets 
 
When creating accomplishment bullets, keep in mind that firms love seeing results, so as much as possible, start your 
bullet with one:    
 
 

RESULT + “by” or “through” + HOW 
 
 
 

 Increased awareness of brand by 30% through conducting several focus groups and tailoring the promotional 
message to target audience 
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RESUME (cont’d) 
 
Tip: If you cannot identify a quantitative result you had, think about what the positive impact or benefit to the organization 
or project for the specific work that you did was. For example: 
 

 Built and maintained positive relationships with customers by identifying their unique needs and providing 
individualized information about products 

 

Section 5: Volunteer Experience / Extracurricular Activities  

 
Current activities that you are involved in that demonstrate key competencies such as initiative, team work, time 
management, and leadership should go under this heading. Some items you may want to include are volunteer activities, 
involvement in student clubs, board of directors, and professional associations, and participation in team sports.  Things to 
keep in mind: 
 

 Don’t underestimate the importance of this section just because these are unpaid experiences - firms like to see 
community minded individuals 

 Treat the accomplishment bullets as if this was a “Professional Work Experience” section (ie: think about results) 

 Include average hours per week 

 

Optional Sections: Awards and Achievements, Interests 

 
These are additional sections that you may want to include in your resume. Firms are looking for well-rounded students 
with diverse experience. 
 
Awards and Achievements  
 

 Case competitions 

 Awards and scholarships (if not included under “Education”) 

 Charity and community recognition 

 Particular course achievement at your school 

 Musical achievements 

 High school achievements, if noteworthy 
 
Interests 
 
Instead of having a laundry list of multiple interests, provide a few interests and elaborate a little on each one.  

 

Last Tidbits  
 

 Should be one or two pages maximum 

 Margins no less than 0.75 inches  

 Font no smaller than 10 point 

 Font choice should be easy to read. Use classic fonts like Arial and Times New Roman 

 “References Available Upon Request” is not needed  

 Remember not to exaggerate or inflate your experience  

 You may use colour in your resume, as long as it looks professional  

 Always have someone review your resume and give you feedback 
 
 
Original content courtesy of SFU Career Management Centre. 



 
 

 
 

 
CAREER SERVICES 

INTERVIEW GUIDE 2015 
 

 

The hard work that you put into your resume and cover letter has paid off and you have landed an 
interview at your dream company – congratulations! But now what?  Preparation and practice are 
key!  Never go into a job interview unprepared and think you can wing it.  The interviewers will 
immediately recognise this and will question whether you genuinely want the job.   
 
Typically an interviewer will decide within 3–5 minutes whether you are a good fit for the job.   
This guide has been created to help you prepare to make your best impression – right away! 
 
 
 
 
 

1. Research, Research, Research 
2. Practice Makes Perfect 
3. What to Wear 
4. Where to Go and What to Take With You 
5. Arriving at the Interview 
6. The Interview: Body Language 
7. Answering the Interview Questions: Some General Rules 
8. Some Typical Questions: So, tell me about yourself? 
9. Some Typical Questions: Why did you apply for this position? 
10. Some Typical Questions: Can you tell me about a time…? 
11. Some Typical Questions: What are your weaknesses? 
12. Some Typical Questions: The Awkward Questions 
13. Some Typical Questions: Do you have any questions for us? 
14. After the Interview 
15. List of Possible Interview Questions      

Need extra help?  Make an appointment with Career Services for a mock interview!  Email 
careerservices@capilanou.ca to set-up a time. 

mailto:careerservices@capilanou.ca


 
 

 
 

RESEARCH, RESEARCH, RESEARCH 

 
The most important part of the interview happens before you even enter the room.  Research 
is a crucial stage of the interview.  You will need to research the organization and industry, the 
job and the interviewers to make a winning impression.  Why?  One of the top reasons that 
Hiring Managers give for not making a job offer is the candidate’s lack of research.  You will 
rarely be told that this was the reason but should increase your chances of getting the job by 
doing thorough research before you interview.   

 
The organization and industry: what do you know about us? 
 

By researching the company and industry, and being knowledgeable about the line of work, you are able to: 

 “Talk-the-talk” of the industry.  Use industry related terms to show you know what the industry is about. 

 Prove you are career-focused and want to establish a career within that industry. 

 Show the interviewer you are keenly interested in working for their particular company. 
 
Be aware of the Company’s: 

 Business products or services 

 Competitors 

 Business or distribution alliances 

 Recent news briefings 

 Names of key individuals 

 Import/export partners 

 Locations 

 
Research Resources: 

 Check out their website 

 Set up a Google alert 

 Follow them on LinkedIn and/or Twitter 

 Like them on Facebook 

 Speak to anyone you know 
who works there 

 Read their annual report 
 

The job 
 

It may have been some time since you applied for the job, so re-analyze the job description to remind yourself of the 
key competencies required for the role.   

 
The interviewers 
 

When you are invited in for an interview, always try to find out who you will be interviewing with.  If you are not told this 
in the invite, ask for the interviewer(s) names when you confirm your attendance.  Asking this indicates that you are 
taking the interview seriously and lets you conduct some research before you go in.   

 
Interviewers now expect that you will look them up on LinkedIn before going in for an 
interview.  They will not be offended if they see that you have viewed their profile before 
meeting with them.  Try not to view their profile on numerous occasions, once or twice is 
enough.   
 
If they are not on LinkedIn, review the company website to find out as much as you can 
about their current role.   

 
 
 

 



 
 

 
 

 
 

 

PRACTICE MAKES PERFECT 

 
An interview is not the time to “wing it!”  Interviewers know when you are not prepared and they are not impressed.  
Practicing for an interview will help you to answer questions 
relevantly, concisely and confidently.   
 

How to practice 
 

 Set up a mock interview with Career Services to practice 
answering typical questions and receive honest, but constructive, 
feedback. 

 Ask friends and family to ask you interview questions so that you 
can practice your answers. 

 Practice answering questions in front of a mirror to make you 
aware of the body language you are using. 

 Record yourself answering questions and listen/watch back.  Do 
you repeat yourself?  Do you say “umm” a lot? 

 

What to practice 
 

There is no way of knowing exactly what you will be asked in an interview.  The most prepared candidates will practice 
answering typical interview questions (check out the list at the end of this guide). 
 
When preparing your interview answers, you should: 

 Use a variety of stories to demonstrate your skills – using the same example over and over will make the employer 
think that it is all you have ever done. 

 Demonstrate skills that are relevant to the job you are applying for.  You will be able to determine these from the job 
description. 

 Make sure that you don’t memorise your answers.  You should be prepared but use bullet points rather than 
paragraphs so that you sound natural when answering. 

 
 

 
 

 



 
 

 
 

WHAT TO WEAR 
 
At an interview, you will be judged on the way that you dress.  Whether you agree with 
this or not, appearances matter and an employer wants to be confident that you will 
present the right image to any clients or colleagues.  At least two days prior to your 
interview, decide what you will wear and prepare your outfit.  This avoids last minute 
problems such as a stained tie, missing buttons, torn hosiery, and unpolished shoes. 
 
The majority of employers prefer that candidates dress in business formal.  Some high 
tech companies are more casual in their attire but, if in doubt, you should always dress 
as business formal. 
 
 

BUSINESS FORMAL (FOR MOST INTERVIEWS) 

MEN WOMEN 

 

 Matching suit (pants and jacket) in a neutral 
colour (black, navy, dark grey).  

 Collared dress shirt and tie. This is where you 
can add a splash of colour.  

 Coordinating belt and dress shoes (polished).  

 Dress socks (non-athletic).  

 

 Pantsuit, knee-length skirt suit or 
conservatively tailored dress in a neutral 
colour with a suit jacket or blazer.  

 Blouse or collared shirt. Not too tight, see 
through or revealing.  

 Simple, professional dress shoes (polished).  
 

BUSINESS CASUAL 

MEN WOMEN 

 

 Dress Pants. Belt. No Jeans.  

 Collared shirt or sweater.  

 Tie and jacket optional. Suit jacket or blazer 
recommended.  

 Simple casual shoes. No runners.  

 

 Dress pants, knee length skirt or dress with an 
optional suit jacket or blazer. No jeans.  

 Blouse, dress shirt or sweater. Not too tight, 
see through or revealing.  

 Simple casual shoes. No runners.  
 

 

How to determine what to wear 
 Match your attire to that of the most senior individuals with whom you will be interacting during your workday.  If you 

are meeting with industry professionals or clients who dress professionally, model this in your interview. 
 

 If in doubt, dress professionally.  Alternately, you could visit the company ahead of time to get a sense of the dress 
code.  If necessary, modify your dress for your second interview. 

 

 Still not sure?  Check out the “Meet Us” section of their website.  These pages often contain staff photographs which 
can help you to determine the office dress code. 

 

What NOT to wear: interview dress mistakes 
 Excessive, distracting 

jewelry   

 Chipped or dirty nails 

 Short and/or casual skirt 

 Run in tights/hosiery 

 Hair untidy or hanging in 
face 

 Too much make up 

 Strong perfume/cologne 

 Food in teeth/bad breath 

 Wrinkled shirt 

 Sneakers with dress 
pants 

 White/athletic socks with 
dress shoes



 
 

 
 

WHERE TO GO AND WHAT TO TAKE WITH YOU 
 

Where to go 
 

The last thing that you want to do is to be late for your interview.  To avoid this, make sure 
that you: 

 Know where you are going and how you are going to get there.  If you can, practice 
the trip a day or two before at the same time that you will take the trip on the day of your 
interview.  This will make you aware of any unexpected delays such as traffic works or 
high volume traffic at certain times of the day. 

 Know where you should report to.  This is particularly important for large organizations 
that have numerous locations, buildings and/or reception areas.   

 Know who you should ask for.  Not knowing who you are interviewing with will make 
you look disorganized and unprepared. 

 Plan to get there early in case you face any unexpected delays.  If you are early, you 
can walk around the block or go for a coffee. 

 

What to take with you 
 

To make sure that you look prepared and professional, there are a few things that you should take to the interview.  
Remember to double check any interview instructions in case you are asked to bring along anything else specific. 

 
 Extra copies of your resume (the one you submitted for this job!) 
 The cover letter  
 Any other documents requested at application 
 References (if, after the interview, you would like the job ask if they would like to see a copy of your references.  

They may be happy to take the copy that you have or they might ask you to wait until you have received their 
decision) 

 List of questions that you will ask 
 Paper and pen 
 Bottle of water 
 A folder/portfolio to keep all your documentation together  
 
 

What NOT to take with you 
 

• Backpacks can look casual.  Look professional with a briefcase, smart laptop bag or purse 
• Overnight Bags  
• Heavy Jackets can be awkward to carry.  If you have to take one, try to leave it in the reception area 
• Lunch Bags / Shopping Bags make it look as if you have just dropped by the interview between shops! 
• Coffee (or any other drink except water) gives the impression that you are too relaxed and not taking the interview 

seriously 
• Your cell phone (you can, of course, have this with you but do not take it out in the interview) 
• A friend, parent or child 



 
 

 
 

 

ARRIVING AT THE INTERVIEW 
 
If you have followed the advice in this guide, by the day of the interview you will know exactly where you are going, 
what you will be wearing and what you should take with you.   
 

When to arrive 
 

You want to arrive before your interview time, but not too early.  Ideally, arrive 5 to 10 
minutes before your scheduled time.  Arriving earlier than this can be frustrating to the 
interviewers who will have scheduled their day around the interview time and may feel 
pressured to see you before your allocated time slot.   
 

Whatever you do, do NOT arrive late.  If you are late, the interviewers will think that you don’t care about the interview 
and wonder if you would be able to show up on time if you worked for them.  It gives the impression that you think your 
time is more important than theirs.  If you are unexpectedly delayed (Skytrain shut down, freak weather etc.) phone the 
company to let them know and apologise for the inconvenience.   
 

Be polite to everyone 
 

It is essential that you are polite to everyone that you meet at the interview.  This includes the Security Guard that you 
ask for directions, the Receptionist that you check-in with, the person who holds the elevator door open for you, the 
Server that you buy a coffee from when you are waiting in the lobby etc.   
 
People talk, and it is very common for the interviewers to ask other members of staff how a candidate behaved.  Make 
sure that you are not the person who missed out on the job because they snapped at the Receptionist when asked to 
complete more forms or ignored a member of staff because they didn’t think that they were important.   
 
Companies want to hire nice people who will get on with the other workers, make sure that they know this about you by 
being nice to everyone!   
 

Check-in professionally 
 

When you arrive, you should let the Receptionist know that you are there and 
confirm your name, your appointment time and who you are going to see.  Be 
polite, smile, introduce yourself and shake the Receptionist’s hand. 
 

Do NOT take out your cellphone 
 

 

It is likely that you will be asked to take a seat until the interviewer(s) is ready.  Do not immediately take out your 
cellphone as this gives the impression that you would use your cellphone during working hours if you were to get the 
job.  If you feel uncomfortable just sitting, read any marketing materials that are available. 
 

Observe 
 

This is your opportunity to observe the workplace and see if it is the type of workplace that you would like to work in.    
 

Body language 
 

Body language is not only important during the interview.  When you are waiting to be called in 
you should sit up-right and use open body language.  Smile and make eye-contact with people 
who pass by.      

 

“Good Morning.  My name is Marcus 
Sky and I have an 11am interview 
with Mr. Clifford.”  



 
 

 
 

THE INTERVIEW: BODY LANGUAGE 
 

Most people have heard about how important body language is to communicating effectively…don’t forget this during 
an interview!  It is said that body language is responsible for conveying 55% of the message during communication and 
that the tone of your voice conveys 38%.  This means that the words that you use to answer your interview questions 
actually only account for 7% of the overall message.    
 

The handshake 
 

A weak handshake can be perceived as a sign that you are nervous and shy but a strong handshake can 
be seen as aggressive.  Use your right hand and make sure that the palm of your hand is faced inwards, 
your left arm should remain at your side.  Look the other person in the eye and give two shakes.  If you 
are unsure, practice with friends and family and ask for their honest feedback! 
 

Eye contact 
 

People value direct eye contact during conversations. It is considered a sign of interest in the conversation and 
demonstrates respect for the person speaking.  
 
A recent survey of Canadian hiring managers identified “shifty eyes” or a lack of eye contact 
during an interview as their number one professional turn off, and the top reason why they would 
be less likely to hire an individual.  If your eyes are darting around the room, it can send the 
message that you’re unsure of yourself and are trying to conjure up an answer on the spot.  
Equally, you don’t want to stare the other person out!  Try focussing on the bridge of their nose 
rather than directly into their eyes.   
 
If it is a panel interview (i.e. you are being interviewed by more than one person), you want to make eye contact with 
everyone.  Focus on the person who asked the question but move your gaze around when you are answering – they 
are all interested in the answer.   
 

Posture 
 

During the interview, you should sit up straight and use open body language (no crossed arms).  
Lean slightly forward to show an interest in the conversation. 

 
 

 
Smile! 
 

Let them know that you are happy to be there!  Friendliness is the first and most basic element of 
likability and you want the interviewer to like you!  

 
Tone of voice 

 

 
Your tone of voice sets the atmosphere during an interview. It projects your inner 
confidence, your authority and the ability to cope. For your tone of voice to sound confident 
it must come from within. You must believe in yourself; in your abilities; in your talent and in 
your skills.  Be positive throughout the interview and focus on your skills, abilities and 
achievements.  



 
 

 
 

 

ANSWERING THE INTERVIEW QUESTIONS: SOME GENERAL RULES 
 
 
Finally!  After all the preparation you are ready to start answering some questions!  To start off 
with, here are some general rules to follow when answering interview questions. 
 
 
 

 

1.  It is a 2 way conversation 
In an interview, you should be talking for 50% of the time and the interviewer(s) for the other 50%.  This means 
that it has to be a 2 way conversation, a discussion rather than a series of questions being fired at you.  
Remember, the interview is as much about you finding out if you want to work there as it is about them deciding if 
they want to hire you. 
 

2. Response time 
Your response to each question should take no less than 20 seconds and no more than 2 minutes.  Time yourself 
during your interview practices and see how long you are taking.  If you are taking over 2 minutes, it is likely that 
you are providing irrelevant information or repeating yourself.   
 

3. Pause for thought 
You are allowed to take a moment to think about your response to a question before you start answering.  It is 
better to do this then to start talking immediately and then realize halfway through your response that you want to 
change the focus of your answer. 
 

4. Please could you repeat the question? 
If you are unsure of the question it is perfectly acceptable to ask the interviewer to repeat it.  Don’t risk answering 
the wrong question by guessing what you were asked.  Think about it.  Would an employer rather have an 
employee who checked the project details before they proceeded or carried on regardless?  The same applies to 
your interview responses. 

 
5. Be positive! 
Never badmouth a past employer or complain about previous clients and/or colleagues.  Be positive throughout the 
interview and focus on what you can do, rather than what you can’t do. 
 

6. Legal issues 
In Canada, there are certain issues that an employer cannot legally ask about in an interview.  Employers cannot 
ask about your: age; nationality; marital status; family status; sexual orientation; political affiliations; or religion. In 
short, you should not be asked anything about issues that do not have an impact on how well you can do the job. 
 

7. Don’t be afraid of silence! 
It is likely that there will be a pause after you answer a question to allow the interviewer time to make notes.  Don’t 
feel like you have to fill this gap!  If you have answered fully, give him/her time to write some notes before moving 
onto the next question.   

 



 
 

 
 

 

SOME TYPICAL QUESTIONS: “SO, TELL ME ABOUT YOURSELF” 
 
 

While there are an infinite number of questions that you could be asked, it is very likely that your interview will start with 
this: “Tell me about yourself”.  So, what do they want to know?  When you hear this question, what they really want to 
know is “What skills, experience and knowledge do you have that is relevant to this job?” 
 
What this question is used for: 

 How much do you know about the organization and the job description?  This question is a great way for employers 
to check whether or not you have done your research! 

 How articulate you are.  As this is an open question it provides employers with an insight of how articulate you are, 
especially important if you will be client-facing. 

 Do you understand what is important to the job?  If you list skills and experience that are not relevant, the employer 
will question whether you actually understand what the job is about. 

 
What they don’t want to hear: 

 Your life story! 

 The response of, “What do you want to know?” as this makes you look unprepared.  
 

Present-past-future model 
 

One way to structure your response to this question is to use the “Present-Past-Future” model: 
Present: Where you are right now 
Past: A little bit about the experiences you’ve had and the skills you have gained 
Future: Where you hope to be / why you are excited about this opportunity 

 
Example answers 
 

Your response to this question should always be unique and specific to the job and company that you are applying for.  
Below are some example answers to give you an understanding of how to structure your response.   
 
I am a recent graduate from the Tourism Management program at Capilano University with 2 years of experience 
providing excellent front-of-house customer service to international tourists visiting Vancouver.  Now that I have 
completed my program, I am looking for a full-time, customer facing role that utilizes my communication, interpersonal 
and tourism management skills. 
 
I am currently employed as an Office Administrator at Campbell & Barnes Real Estate where I provide professional 
administrative support to 3 industry professionals by preparing documents, maintaining files, communicating with 
clients and managing social media accounts.  Before this, I completed by Legal Administrative Assistant Certificate 
from Capilano University and am now looking to move into a LAA role, which is why I am so excited about this 
opportunity. 
 
I am a current student in the Bachelor of Communication Studies program at Capilano University.  Whilst studying, I 
have volunteered as a Communications Assistant for EMS Association.  This involves managing social media accounts 
and creating website content in addition to general office duties such as answering the telephone and filing 
documentation.  Although I love my volunteer work, I am looking for summer employment in a role where I can use my 
communication skills to support the marketing department.   
 
 

 



 
 

 
 

SOME TYPICAL QUESTIONS: “WHY DID YOU APPLY FOR THIS POSITION?” 
 
 

There are various different versions of this question, including: 

 Why are you applying for this role? 

 What motivated you to apply for this position? 

 Why are you interested in this job? 

 Why do you want this job? 

 
When you hear this question (any version of it), what they really want to know is “Show us what research you have 
done.  How do your skills match what we need?”  This is a great opportunity for you to let them know what you 
know about their organization.  Flatter them and let them know why it is their specific organization that you want to 
work for.  You also want to match what you have (your skills, experience and achievements) with what they need (from 
the job description).  Focus on what they will gain from employing you, rather than what you will get.  This response will 
be very similar to the opening paragraph of your cover letter. 
 

What they DON’T want to hear: 
 It’s a good first career step for you.  Recruitment is expensive, they don’t want to have to hire 

again shortly when you move onto your next step. 

 You need the money.  Yes, the vast majority of people work to get paid but you don’t need to let 
them know that.  They don’t want to hire someone who is only there for the paycheque. 

 It’s a good opportunity for you to learn industry skills.  Yes, you want to show that you are 
ambitious and keen to learn but you don’t want to make them think that they will have to spend a 
lot of time (and money) training you before you are able to do the job. 

 Your parents told you that it was a good organization to work for.  An employer wants someone 
who shows initiative. Don’t let them think that you had to get your parents encouragement to 
apply. 

 You don’t like your current job or are bored in your current job.  You want to remain positive throughout the interview, 
do not badmouth your current or previous employer.   

 

Example answers 
 

Your response to this question should always be unique and specific to the job and company that you are applying for.  
Below are some example answers to give you an understanding of how to structure your response.   
 
I was really excited when I saw that you were hiring!  I have always wanted to work for one of the biggest law firms in 
Vancouver and, when I read the job description, it clearly matched my skills and abilities.  I have proven office 
administration skills from my two years previous part-time employment and have just completed by Legal 
Administrative Assistant diploma at Capilano University.   
 
I think that the Vancouver Cancer Association is a great organization!  The work that you do to increase public 
awareness and support victims and their families is vitally important and it would be a privilege to support this work.  
Having spoken with your representative at the Vancouver Charities Networking event, I was excited when I saw that 
you were recruiting a Communications Assistant.  My passion and expertise in social media would contribute to 
increasing public awareness and engaging younger supporters, something that I understand you are determined to do.   
 

 
 
 

 



 
 

 
 

 

SOME TYPICAL QUESTIONS: “CAN YOU TELL ME ABOUT A TIME…?” 
 

Behavioral interview questions are very popular as they let employers hear what you actually did in a real situation, 
rather than what you might do in a given situation.  There are lots of different variations of this question depending on 
the type of job that you are applying for and the relevant skills.  For example: 

 

 Can you tell me about a time that you had to deal with a difficult customer? 

 Describe a time when you had to work with a team to achieve a goal.  

 Tell me about a time when you had to use your verbal communication skills in order to get a point across that was 
important to you. 

 Describe a time when prioritizing was essential to achieving your end goal.  

 Describe the most challenging project you have been responsible for. What were some of the strategies you used to 
accomplish your goals? 

 

The STAR model 
 

The ideal way to respond to a behavioural interview question is to use the STAR model: 
S – state the SITUATION you were in 
T – explain the TASK you had to complete 
A – describe the ACTION you took 
R – detail the RESULTS of your actions 
 
Using this model, you will briefly explain the situation and task before providing detailed information about the action 
that you took (you as an individual, not the team) and the result.  This ensures that your answer is focused on what the 
interviewer is most interested in: the action and the result of a specific example. 
 
Before your interview, prepare a STAR story for each of the essential skills for the job.   
 

Example answers 
 

Can you tell me about a time that you had to deal with a difficult customer? 
 

S - I worked part-time in a retail store last summer. 
T - A customer came to me demanding a refund for a faulty product. However, the customer had no proof of purchase 
In this case, it was the store's policy for the customer to return the product directly to the manufacturer.  
A - When I explained this to the customer she became very irate. However I could see that it was not personal and I 
applied the training I had been given i.e. listening to the customer, responding to her concerns and firmly restating the 
company policy.  
R - In this case, as in most cases, this was successful and the customer accepted that this was our policy and agreed 
to return the product to the manufacturer.   
 
Tell me about a time when you had to manage a high volume workload. What did you do?  
 
S - An example of this is during my summer office administration job when one of my co-workers was on vacation. 
T - I was asked to cover both my and his workload for three weeks which required me to provide administrative support 
to two professionals rather than one. 
A - Before he left for vacation, I set up a time for us to meet and discuss his anticipated work over the vacation time.  
This enabled me to create a list of all of the tasks that had to be completed over the three week period.  I was then able 
to plan the workload and prioritize tasks to make sure that all the work was completed correctly and on-time.  
R - My planning enabled me to provide excellent support to both professionals during this time and I was praised for 
my organizational and time management skills.  



 
 

 
 

SOME TYPICAL QUESTIONS: “WHAT ARE YOUR WEAKNESSES?” 
 
It is very likely that you will be asked about what you are not good at during your interview.  If you have not prepared 
for this question, it can easily catch you off guard and you can end up convincing the interviewer not to hire you!   
 

What NOT to say 
 

 “I don’t have any!”- everyone has weaknesses, the interviewer will know that that 
you are lying or will think that you are in denial.   

 “I’m a perfectionist” – this response was overused in the last decade and is now 
seen as a lazy, out-of-date and dishonest response. 

 “I’m a workaholic” – this is as bad as saying that you are a perfectionist.  

 Anything that is essential to the job.  If one of the duties is cold calling potential 
donors, don’t say that you aren’t good at communicating on the phone! 

 Anything that would make any employer mentally move you into the ‘no’ pile, i.e. “I 
can be quite annoying to work with”, “I struggle to get along with people”… 

 

Pick a suitable weakness 
 

You need to pick a weakness that: 

 Is not detrimental to your candidacy.  

 You are, genuinely, making attempts to improve on. 
 
 

To select a weakness that will not damage your chances of getting the job, you need to understand what the essential, 
and desirable, skills are.  Review the job description to make sure that you understand what the job involves and the 
type of person that they want. 
 

Example answers 
 

“I am currently improving my public speaking skills.  I used to be a nervous public speaker but realized that I had to 
improve my skills to excel in my career.  To do this, I have joined a local Toastmasters group to develop my skills and 
increase my confidence.”                     
 
“An area I am working on is my time management skills.  To ensure my projects are on track, I rely on my day planner.  
I lay out my projects in terms of daily requirements, and on Fridays, I evaluate my progress.”    
 
“Some people would consider the fact that I have never worked in this field before as a weakness. However, being 
highly trainable and open minded, I have no pre-conceived notions on how to perform my job.” 
 
“While I am confident at using most of the MS Office programs, I feel less confident using MS Access.  As this is a 
program that many business use, I am currently completing an online course on Lynda to improve my skills.  I am 
already feeling more comfortable using the program.”   



 
 

 
 

SOME TYPICAL QUESTIONS: THE AWKWARD QUESTIONS 
 

“What are your salary expectations?” 
 

Some interviewers may ask you what your salary expectations are.  If salary is discussed during 
the interview, it should be initiated by the employer (you should NEVER ask about salary or 
benefits during the interview) and, ideally, be at the end of the interview.  If possible, do not 
discuss salary until they make you an offer and have decided that they definitely want to hire you. 
 
You can try to avoid answering the question, or at least answering immediately, by using the following responses: 

 Until you’ve decided you definitely want me, and I’ve decided I definitely could help you, I feel that any discussion of 
salary is premature.” 

 “I’ll gladly answer that, but could you first help me understand what this job involves?” 
 
 

If you are pushed to answer the question, you should respond with a salary range rather than an exact amount.  To 
determine this range, you will need to do your research to understand what the market rate is for this type of job. 
 
The following websites can help you to determine the market rate for your position and industry: 

 www.workbc.ca  

 www.payscale.com/research/CA/Country=Canada  

 www.monsterca.salary.com/CanadaSalaryWizard    

 http://www.glassdoor.ca/Salaries/index.htm   

 
“Do you have any other interviews?” 
 

This is not information that you need to share with interviewers, so you can be slightly vague in your response.  Always 
put the emphasis back on why you are interested in this particular firm. 
 
“I am currently looking at a few other opportunities.” 
 
“I am only seeking employers and positions with a good match.” 

 
“Why did you leave your last job?” 
 

This can be an awkward question if you left your last job on bad terms (you were fired, you left because of a 
disagreement with a manager etc.).  If this has happened, you do not want to draw attention to it and you certainly 
should not badmouth your past employer (no matter how awful you think they were).  Badmouthing a past employer 
will make the interviewer concerned that you will be a difficult employee.  Whether this is fair or not, you must make 
sure that your disgruntlement does not become the focus of the interview.  Bite your tongue, keep the explanation 
simple and focus on why you are a good employee.   
 
“The job wasn't working out so my boss and I agreed that it was time for me to move on to a position that would show a 
better return for both of us. So here I am, ready to work.” 
 
“Certain personal problems, which I now have solved, unfortunately upset my work life. These problems no longer exist 
and I'm up and running strong to exceed expectations in my new job.” 
 
 
“I was eager for work and took the wrong job without looking around the corner. I won't make that mistake again. I'd 
prefer an environment that is congenial, structured and team-oriented, where my best talents can shine and make a 
substantial contribution.” 

http://www.workbc.ca/
http://www.payscale.com/research/CA/Country=Canada
http://www.monsterca.salary.com/CanadaSalaryWizard
http://www.glassdoor.ca/Salaries/index.htm
http://www.glassdoor.ca/Salaries/index.htm


 
 

 
 

 

SOME TYPICAL QUESTIONS: “DO YOU HAVE ANY QUESTIONS FOR US?” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This interview question often shows if the candidate is really interested in working with the interviewer’s company or 
applying to any and every internship/job posting they see.  ALWAYS ask questions. 
 
Before the interview, prepare questions to ask the interviewer.  Prepare 6-10 questions but be prepared to ask your top 
3-4.  Ask questions about the job, the company, the industry, or external events impacting the above.  Don’t ask 
questions that could easily be answered through conducting research on the company – such as “How many branches 
does the company have?”  NEVER ask about salary or benefits.   
 
Pay attention to everything the interviewer says during your interview as you don’t want to ask a question that they 
have already answered. This will make it appear as though you have not been listening. 
 

Example answers 
 

“What have you enjoyed most about working here?” 
 
“What constitutes success as this company?” 
 
“Can you tell me about the team I would be working with?” 
 
“Is this a newly created position?” 
 
“What are the next steps in the hiring process?” 
  
It is always a good idea to ask about the next steps in the hiring process.  Not only does this show that you are 
genuinely interested in the position, it can also give you peace of mind.  If they tell you that they won’t make a decision 
for one week because of a booked vacation, you won’t be worrying when you haven’t heard from them in a couple of 
days.   



 
 

 
 

 AFTER THE INTERVIEW 
 
The interview is over…phew!  But, you still have one thing to do.  Within 24 hours you need to send a thank you note 
or email.  This is now expected by employers and can make a genuine impact on whether or not you are offered the 
job. 
 
Sending a thank you note is polite and shows interest in the position.  You can use this opportunity to thank the 
interviewers for their time and reiterate why you are the best candidate for the position.   
 

Important reminders 
 

 Send a separate thank you note to each person that interviewed 
you.  These should be unique for each person, do not simply copy 
and paste the content into separate emails. 

 An email is perfectly acceptable but if you want to send a hand 
written note make sure that you hand it in rather than mail it in.  If 
you mail it in, it is likely that they will have made the hiring decision 
before they receive it. 

 If using a thank you card, keep it simple and professional (no kittens 
or teddy bears!). 

 Make sure that there are no spelling mistakes or typos!  This is as 
important as your resume or cover letter so make sure that you 
proof read it (including the subject line) before you hit send.  

 

Example Text 
 
Dear Mr. Clifford, 
 
Thank you for taking the time to meet with me today to discuss the opportunity of Communications Assistant at 
Vancouver Cancer Association.  The information that you provided during our discussion confirms my desire to 
become a valuable member of your team. 
 
During the interview, you stated you needed someone with strong social media skills and the ability to train others how 
to use the various platforms.  As I mentioned during our conversation, in my previous volunteer role I trained 
Management and other volunteers on both the benefits and use of social media.  To do this, I prepared a one page 
document that could be emailed to all employees and saved on file for any new volunteers. 
 
I look forward to hearing from you and the possibility of joining the team at Vancouver Cancer Association. 
 
Yours sincerely, 
 
Marcus 
 
Marcus Sky 
Bachelor of Communications Studies Candidate at Capilano University 
mway@email.com 
(604) 555-1111 
 

mailto:mway@email.com


 
 

 
 

LIST OF POSSIBLE INTERVIEW QUESTIONS* 

  
This list could be endless.  There is no way of knowing exactly what you will be asked in an interview but doing your 
research and considering responses for the most typical interview questions will ensure that you do your best. 
 
The “killer question” 
 
So, tell me a little about yourself. 
 
Work – and the real you 
 
What are your strengths as an employee? 
Why should I consider you a strong applicant for this position? 
What are your biggest weaknesses as an employee and what do you plan to do to correct them? 
What are the biggest failures you’ve had during your career? 
What have you done to make sure they won’t occur again? 
What are the skills you most need to develop to advance your career? 
What do your supervisors tend to criticize most about your performance? 
Tell me about the best/worst boss you’ve ever had. 
Looking back on your experience now, do you think there was anything you could have done to improve your 
relationship with that one boss? 
Are you an organized person? 
Do you manage your time well? 
How do you handle change? 
How do you go about making important decisions? 
Do you work well under pressure? 
Do you anticipate problems well or merely react to them? 
Do you prefer to work with others, or by yourself? 
How do you get along with supervisors? 
How do you get along with co-workers? 
How do you get along with people you’ve supervised? 
 
Why are you here? 
 
What were your most memorable accomplishments in your last job?  Of your career? 
Did you inaugurate any new procedures (or systems, policies) in any of the positions you’ve held? 
 
Okay, off with your defenses 
 
What interests you most about this position?  This company? 
What have you heard about our company that you don’t like? 
What aspect of the job I’ve described appeals to you the least? 
Based on what you know about our industry right now, how does your ideal job stack up against the description of the 
job you’re applying for? 
What do you feel an employer owes an employee? 
What types of people do you find it most difficult to get along with? 
Are there any people who have trouble getting along with you? 
What does the word “success” mean to you? 
What does the word “failure” mean to you? 
What do you want to be doing five years from now?  What are your most important long term goals? 
Have you recently established any new objectives or goals? 



 
 

 
 

Let’s get personal 
 
What do you like to do when you’re not at work? 
How would your co-workers describe you? 
How do you generally handle conflict? 
How do you behave when you’re having a problem with a co-worker? 
If you could change one thing about your personality with the snap of your fingers, what would it be?  Why? 
Describe your best friend and what he or she does for a living.  In what ways are you similar or dissimilar to your best 
friend? 
 
Behavioural Questions  
 
Decision-making  
Tell me about a time when you had to make a decision with little or no background information.  
Give me an example of a time when you were told to do something in a way you know was wrong. What did you do?  
Describe a time when you were given a project to do and didn’t fully understand the assignment. What did you do?  
Tell me about a time when you failed at something.  

 
Relationship management  
Tell me about a time you provided exceptional customer service.  
Give me an example of when you had an unsatisfied client. What did you do?  
Describe a time in which you felt it was necessary to modify or change your actions in order to respond to the needs of 
another person.  
Give an example of a time when you had to address an angry customer. What was the problem and what was the 
outcome? How would you assess your role in diffusing the situation?  
 
Leadership  
Tell me about a situation when things got out of control. Why did it happen and what was your role in the chain of 
events?  
Tell me about a time when you demonstrated leadership.  
 
Team player  
Tell me about your most successful team experience.  
Describe a time when you had to work with a team to achieve a goal.  
Tell me about a time you worked in a team that did not get along.  
Describe a time when you had to work with strong-willed peers.  
 
Strategic/creative thinking  
Describe an experience that involved creating a vision and implementing it.  
Describe the most challenging project you have been responsible for. What were some of the strategies you used to 
accomplish your goals?  
Tell me about a time when you had to think outside the box in order to get something done? 
 
Initiative  
Give me an example of a time when you had to go above and beyond the call of duty to get a job done.  
What does initiative mean to you? Tell me about a time when you demonstrated initiative.  
 
Analytical  
Tell about a time when you needed to develop and use a detailed procedure to successfully complete a project.  
Tell us about a time when you had to analyze information and make a recommendation. What kind of thought process 
did you go through?  
Describe the project or situation which best demonstrates your analytical abilities. What was your role?  



 
 

 
 

Communication  
Tell me about a time when you had to “sell” an idea to your colleagues to get buy in?  
Tell me about a recent successful experience in making a speech or presentation. How did you prepare? What 
obstacles did you face? How did you handle them?  
Tell me about a time when you had to use your verbal communication skills in order to get a point across that was 
important to you.  
 
Time management/organization  
Tell me about a time when you had to manage a high volume workload. What did you do?  
Describe a time when prioritizing was essential to achieving your end goal.  
 
Problem solving  
Give a specific example of a time when you used good judgment and logic in solving a problem.  
Some problems require developing a unique approach. Tell me about a time when you were able to develop a different 
problem-solving approach.  
Tell me about a time when you anticipated potential problems and developed preventative measures.  
Tell me about an ethical dilemma you faced. 
 
Getting into the school of hard knocks 
 
What led you to select your major?  Your minor? 
Which of your courses did you like most/least? 
If you were to start university over again tomorrow, what are the courses you would take? Why? 
What did you learn from internships listed on your resume? 
In what courses did you get your worst grades?  Why?  How do you think that will affect your performance on the job? 
Why are you applying for a job in a field (or working in a field) other than the one in which you have your degree? 
 
There are no innocent questions 
 
How are you today? 
Did you have any trouble finding us? 
Do you know much about the company? 
What is the last book you read? 
 
Wrapping things up 
 
Do you have any questions?   
Are you willing to travel? 
Are you willing to relocate? 
May I contact your current employer? 
May I contact your references? 
Is there anything else that I should know about you? 
 
Money talks  
 
What sort of salary are you looking for? 
The salary you’re asking for is near the top of the range for the job.  Why should we pay you this much? 
When can you start? 
 
 
 
 



 
 

 
 

And here are a few more to consider 
 
Why did you choose to study at Capilano University? 
How do you respond when your ideas are rejected? 
Silence from the interviewer. 
Which of your achievements have given you the greatest sense of accomplishment? 
I now have 3 candidates (including you).  What criteria should I use to select the one to fill the job? 
Why are you interested in this position?  This industry? 
What do you know about this industry? 
Are you prepared to undergo psychological testing? 
Describe a few of your notable accomplishments, which have prepared you technically for this position. 
What are some of the biggest issues facing a firm like ours? 
How have your studies prepared you for this position? 
 
*(From 100 Typical Interview questions by Ron Fry) 
 



 
 

 
 

 
CAREER SERVICES 

NETWORKING GUIDE 2015 
 

“Building, using and maintaining an effective network is the most important thing you can do to ensure a 
successful job search in today’s market” (Bolles, 2014).   

 
Networking has a bad name.  To many people, networking conjures up images of large event rooms filled with 
false, sleazy people trying to get something from someone else by pretending to be interested and friendly.  
This, you will be pleased to know, is not true.  As you have just read, networking is the most important thing 
that you can do to ensure a successful job search in today’s market and this is especially true in Vancouver.  
Networking will: 
 

 Help you access the hidden job market.  Approximately 80% of jobs are not advertised but filled 
through referrals developed by…networking. 

 Help get your resume noticed when you apply online for a job. 

 Help you to determine what career path you want to take.   
 
If you are not a natural lover of networking, this guide is for you.  It will help you to understand what networking 
is actually all about, it’s not as scary as it first seems.  Even if you love networking, this guide will ensure that 
you are networking in the most effective way.  Learn where you can go to network, how to behave when you 
are networking and the role that social media plays in developing and continuing these relationships.   
 
 
 1. Networking is just a conversation 

2. Where to Network: Networking Events 
3. Where to Network: Informational Interviews 
4. Where to Network: Online 
5. Where to Network Online: LinkedIn 
6. Where to Network Online: Twitter 
7. Where to Network Online: Facebook 
8. Where to Network Online: Instagram  
9. Social Media Profile Examples   

   

Need extra help?  Make an appointment with Career Services for networking tips and advice!  
Email careerservices@capilanou.ca to set-up a time. 

mailto:careerservices@capilanou.ca


 
 

 
 

THE TRUE IMPORTANCE OF NETWORKING  
 

Accessing the hidden job market 
 

You will have heard that 80% of jobs are not advertised which creates a 
hidden job market, fittingly named as you may often think that there are 
no jobs out there when, in actuality, there are.  A hidden job market is 
even more prevalent in a competitive market where the supply of 
qualified individuals outstrips the demand.  This is the type of place that 
lots of people want to live in and they move from all over the country, and 
the world, to experience.  Sound familiar?  Living in the beautiful Lower 
Mainland has many benefits, but the job market is not always one of 
them (there are, of course, exceptions to this). 
 
So, how do you find these hidden jobs?  Networking.  You have to have a strong enough network in able to be referred to 
one of these roles.  You need to know people (or know people, who know people) who work in the industry that you want 
to work in.  These people have to know what you are good at and what you want to do.  And, most importantly, they have 
to like you enough to want to refer you to an opportunity.    
 

Get your resume noticed 
 

Many jobs will be advertised and you will have to follow a formal recruitment process that is likely to involve applying 
online with a resume and cover letter.  Networking can help your resume to get noticed or, even better, create the 
situation where the Hiring Manager is actively looking for your resume in the stack that arrives on his/her desk.   

 
If you know someone who works for the organization, or met a company representative at a 
networking event, you can include this in your cover letter.  This immediately appeals to Hiring 
Managers as they can simply ask this individual what you are like.  A personal referral will 
make a company feel more confident about hiring you as recruitment is an expensive 
business.   
 

 
Career research 
 

Networking isn’t only about getting a job.  Throughout your life, it will help you understand where 
your career path could go.   
 
For students and new grads, this is a huge benefit as you are new to the industry and may not 
know what options are available to you or if the job that you think you want is actually the type of 
job that you want.  For example, networking with industry professionals can help you to 
understand what a typical working day is like.  If, at the start of their career, they have to work 12 
hour days and most weekends, is this something that you would want?  Does your dream 
organization actually encourage professional development and promotion or does it prefer to keep 
employees in their initial role?  Does the position entitled ‘Client File Coordinator’ actually mean 
photocopier?  You are unlikely to find these things on the company website, but can find these 
things out by talking to people who actually work in the organization and/or industry.   

  

Avoid this with 
networking! 



 
 

 
 

NETWORKING IS JUST A CONVERSATION 

 
Even if you are one of the 80% of people who feel uncomfortable networking, the 
likelihood is that you are networking a lot more than you realise.  Networking is simply 
having a conversation with someone.  It doesn’t have to be a conversation that only 
focuses on the type of work that you want!  Networking is most effective when people 
know what you can do and, of equal importance, like you as a person.  So, one of the 
most important pieces of networking advice that you can receive is: be nice.  

 
Don’t limit your network 
 

As networking is simply talking to people, it doesn’t only have to take place with professionals who work in the industry 
that you want to work in and could help you get a job.  Your network includes: 
 

• Employer 
• Previous Employer 
• Friends 
• Classmates 
• Family 

• Colleagues 
• Volunteer Coordinator 
• University Faculty 
• University Staff 
• Alumni 

• Volunteers 
• Customers 
• Industry Professionals 
• HR Managers 

 
So, if you are looking for work, you should let everyone in your network know!  Job search is not a time to be shy about 
what you want to do as you never know who people in your network are connected to.  For all you know, your best friend’s 
sister could be best friends with the Hiring Manager for your dream company! 
 

Listening 
 

Many people think that they are terrible at networking because they are shy and/or nervous.  People worry about not 
being able to think of anything to say and imagine that everyone else at the networking event will be super confident and 
able to charm everyone in the room.  This is not the case!  Remember, approximately 80% of people feel uncomfortable 
networking.  If you are nervous, you are not in the minority.   
 
Many people will be pleased to learn that talking is not the most important skill in successful networking, listening 
is.  Listening validates the value of others and shows respect.  Someone who talks too much is seen as rude and 
dominating.  Make sure that people know you are listening to them by maintaining eye contact and nodding occasionally. 

 
Ask questions…but don’t ask for a job!  
 

Similarly to listening, asking questions shows that you have an interest in other people and can help to build trust.  Of 
course, you don’t want to put someone on the spot and ask them directly for a job, especially if you don’t know if they are 
event recruiting or are in the position to make a hire.  
 

Cap U SES 3 rules of networking 
 

1. Be nice 
2. Listen 
3. Ask questions…but don’t directly ask for a job 
 
Easy!  If you think of these as the most valuable skills in networking you should feel less nervous.  It’s not all about you 
making a sales pitch to numerous individuals who might be able to get you a job.  It’s about developing good 
relationships, just like you did when you started studying at Capilano University.   

 

 



 
 

 
 

WHERE TO NETWORK: NETWORKING EVENTS 
 

Networking can be done anywhere that you can have a conversation with someone.  But, realistically, for networking to 
truly help with your job search you are going to have to get out of your comfort zone and meet some industry 
professionals.  People who already work in the industry that you want to work in.  People who do the job that you would 
love to do.  People who hire for the job that you would love to do.  A great place to do this is industry networking events. 
 

Where to find out about networking events 
 

Professional industry associations are a great way to meet with people who have already succeeded in your dream 
career.  Check out http://www.capilanou.ca/ses/student-alumni/Professional-Associations/.  
 
Additionally, you can use the following websites to find out information about upcoming 
events in Vancouver: 
www.networkinginvan.com  www.meetup.ca  www.eventbrite.ca 

You should also follow/like your dream companies on social media to find out what events they are attending.   
 

Before you go 
 

1. Research 
The more that you can find out before the event, the better!  Find out who will be going and what the purpose of the event 
is.  Is it for HR professionals?  Is it for industry professionals?  It is for students?  Is it a social?  Is it for a launch of a new 
product?  Is it to celebrate someone?  Find out about the structure of the evening as well to make sure that you arrive on 
time as often events will have a speaker and you don’t want to arrive during the middle of their presentation!   
 
2. Set your objectives 
This is an especially important step if you get nervous at networking events.  Decide why you are going to this event.  Are 
you going there to meet people?  Are you going there to find out about a specific industry or organization?  Before you go, 
set yourself a goal of how many people you are going to approach / talk to / get business cards from. 
 
3. Know yourself 
Be aware of how you might behave at the event.  If you are nervous, develop a plan of what you will do throughout the 
evening to calm your nerves (i.e. take a short break outside after each conversation you have / initiate).  If you have the 
tendency to dominate conversations, make sure that you ask people questions about themselves.  
 
4. Practice your elevator pitch 
An elevator pitch is a technique to concisely (i.e. in 20 seconds maximum) get your point across; 
namely, who you are, what you've accomplished, and where you hope to go in the future.  This is a 
good technique to use to respond to “tell me about yourself” at networking events.  It shouldn’t, 
however, sound overly rehearsed and should only be used if appropriate as a lot of conversation will 
flow naturally without the use of an elevator pitch. 
 
It is good practice to have one prepared to, at least, personally understand why you are there.  A good model to follow is: 
 

Present: Where you are right now 
Past: A little bit about the experiences you’ve had and the skills you have gained 
Future: Where you hope to be / why you are excited about this opportunity 

There are often discounted 
student rates available so 
make sure that you take 
advantage before you 
graduate! 

“Well, I’m currently a student in the Legal Administrative Certificate program at Capilano University, where I have received training in 
traditional secretarial skills as well as completing legal procedural courses. Earlier on this year, I completed a two week internship at 
ABC Family Law Firm where I got to put my training and education into practice. And while I really enjoyed my internship, I’d love the 
chance to provide legal administrative support in an environmental law firm and am currently pursuing this type of opportunity.” 

 

http://www.capilanou.ca/ses/student-alumni/Professional-Associations/
http://www.networkinginvan.com/
http://www.meetup.ca/
http://www.eventbrite.ca/


 
 

 
 

WHERE TO NETWORK: NETWORKING EVENTS (CONTINUED) 
 
At the event 
 

5. Have some ice-breaker questions / conversation topics 
You are not going to be talking business all night, so you want to have some other topics in mind that you can chat about.  
Keep up-to-date with local news and events so that you can join in conversations, but avoid talk of any controversial 
topics (politics, religion etc.).   
 
Here are some examples of ice-breaker questions that you can use to start a conversation: 

 “Is this your first time at this event?” 

 “It’s a beautiful location, isn’t it?” 

 “Have you tried the 
sliders?” 

 
6. Remember names 
It is very easy to forget the name of the person that you are talking to.  This is usually because, if you are nervous, you’re 
concentrating more on what you are going to say next than their name.  If the event does not provide name tags, try to 
repeat the person’s name in a question as soon as they tell you. 
 
7. Take notes…discreetly  
If someone says “get in touch with me” and gives them your business card – great!  Once you have finished the 
conversation, find a discreet part of the room (or even washroom) and make a note on the back of the card.  Note that you 
have been asked to contact them and anything specific you have spoken about.  
 
8. How to approach a group or an individual  
For many people, this can be the most intimidating part of networking, but it needn’t be.  Remember that everyone is there 
for the same reason as you – to talk to people - and, it is very likely, that many of the people in the room are just as 
nervous as you.  Here are some options: 

 Stand close to a group.  It is usually easier to be invited into a group of 3 or more people (2 people having a 
conversation can be pretty intense and harder to break-in to).  Smile and have relaxed body language – you will be 
amazed at how quickly someone makes eye contact with you and invites you in!  Be careful not to interrupt any 
conversations that people are having. 

 Go to the food table/bar.  People are more likely to be on their own there and it will be easier to start a conversation 
(remember the ice-breaker about the sliders!). 

 Speak to people working at the registration table.  You are likely to meet people who have arrived on their own. 

 Thank the event organizer.  This person will know a lot of people in the room so will likely introduce you to someone 
else so that they can get away and do some work! 

 If all else fails, smile and look approachable.  Don’t just leave! 
 
9. How to politely end a conversation 
You don’t want to speak to one person for the entire event.  If you need to politely leave a conversation you can: 

 Say, “It has been a pleasure speaking to you.  I don’t want to take up all of your time so I hope to see you at other 
events.” 

 Introduce them to someone else or bring someone else into the conversation.  

 Excuse yourself to get a glass of water / use the washroom. 

 Whatever you do, don’t say that you have to leave…and then don’t leave! 
 
10. Don’t take full advantage of the free bar! 
Many events will have free food and, often, free alcoholic drink(s).  Don’t make people think that you are only there to eat 
the food!  Have a meal before you go so that you are not tempted to try one of everything and miss out on conversational 
opportunities because you have a mouth full of food.  Even if you are given the option of alcohol, stick to soft-drinks (or a 
maximum of one alcoholic drink) to make sure that you present a professional image.    



 
 

 
 

WHERE TO NETWORK: INFORMATIONAL INTERVIEWS 
 
An informational interview is a fancy way of describing a conversation with someone who works in your 
chosen industry.  It is a pre-arranged, one-to-one version of networking and can offer you some fantastic 
insights into industries and organizations.   
 

Who with? 
 

The best people are those who are in, or have been in, the job that you would like to do.  These people know what the job 
is actually like and what the company is actually like.   
 

How to approach an individual 
 

Ideally, this would be someone that you met at a networking event or someone who you are connected to via someone 
else (i.e. your best friend’s, mother’s colleague).  If this is the case, your connection will usually let the individual know that 
you are going to be in touch with them.  In other cases, you may have identified an individual through research (i.e. 
LinkedIn, a company website) and need to contact them directly asking for their time.  Either way, remember that the 
worst things that can happen is that the person either says no, or they ignore your request.  Neither is going to damage 
your career prospects.  Below, is an example of the type of email that you could send to an individual to request an 
informational interview: 
 
Dear… 
 
As a current Engineering student at Capilano University, I am interested in learning as much as I can about the civil 
engineering industry in BC.  Through LinkedIn, I noticed that you previously studied at Capilano University and 
progressed to work for AECOM as a Senior Engineer.  I would love to have the opportunity to buy you a coffee and meet 
for a 15 minute chat to find out about the civil engineering industry in BC and what it is like to work for AECOM.  If this 
would be possible, please email me on capstudent@capilanou.ca.   
 
Thank you for your time and consideration. 
 
 

Where to meet 
 

If this is your dream company, it would be ideal to meet them in the office to see what the workplace is really like.  Let the 
interviewee decide where to meet and definitely do not expect them to come to you 
(unless they want to).  The downside of meeting in a workplace is that the individual 
may be more guarded about what they say and are also more likely to be distracted by 
work.  A good alternative is a coffee shop close to their workplace so that they can talk 
openly about what it is genuinely like to work there.  You never know, if it goes well 
they could invite you for a workplace tour in the future!  
 

What to wear 
 

You want to look professional, so dress smartly…but not so smart that they worry that you 
think this is an interview!  Opt for business casual to give your best impression, especially 
if you are meeting them in their workplace.   
 
Check out the SES Interview Guide for more information about the business casual dress 
code.

Important: You have invited 
this person to the meeting so 
you should be buying the 
coffee!   

mailto:capstudent@capilanou.ca


 
 

 
 

WHERE TO NETWORK: INFORMATIONAL INTERVIEWS (CONTINUED) 
 

What to bring 
 

 A pen and paper to make notes whilst they are talking.  This shows that you are genuinely interested in what they are 
saying. 

 Your business card, to exchange at the end of the meeting. 

 Your resume, but keep it hidden away in your bag and only show them if they ask to see it. 

 Money, to buy the coffee!  They may offer to buy a coffee for you out of politeness but try to insist on paying. 
 

What to ask 
 

You only have 10-15 minutes so you cannot ask everything.  You will need to do your research 
beforehand to determine the type of questions that this person could ask and to make sure 
that you are not asking information that you could easily find yourself online.   
 
Prioritize your questions so that the ones you are most interested in are at the start of the 
conversation.  This ensures that the interview doesn’t finish before you have had time to ask 
what you are really interested in!  Some examples include: 

 

 “What are the best and worst things about your role?” 

 “How did you get into this role?” 

 “Is there anything that you would recommend that I do 
to help me progress in this career?” 

 “What is it like to work for this organization?” 

 “How does this organization compare to others that 
you have worked for?” 

 “What is a typical day like in your role?” 
 
Of course, you want to start the conversation with some general small talk before launching into the questions. 
 

You are in charge 
 

You have requested the interview so you should be leading the conversation.  Don’t just sit down and expect them to 
present information to you – they will be expecting you to ask questions, so be prepared.  Similarly, if the conversation 
goes off track, politely steer it back to the path that you want it to take.  It’s great to develop a good relationship but you 
also want to leave with some relevant information! 
 

Don’t overstay your welcome 
 

If you asked for 10-15 minutes of their time when you approached them, stick to this time frame.  Let them 
know that it is the end by saying something like “Just to let you know that it is now 10am.  I don’t want to 
keep you as I am sure that you are very busy”.  If they want to continue the conversation beyond this – great!   
 

Say thank you and ALWAYS be polite 
 

Always remember that this person has given up their valuable time for you, make sure that you 
show you have appreciated it. Say thank you and be friendly and polite at all times.  Even if they 
aren’t telling you anything of great importance you still need to look interested.  Do better research 
next time to make sure that the person is more suitable and relevant. 
 

Follow up 
 

What is the point of going through all of this if you don’t have a connection at the end of it?  Make sure that you send 
them an email thanking them for their time after the meeting.  You can always use this opportunity to ask if there is 
anyone else in their organization that they think would be useful for you to speak with.  Connect with them on LinkedIn 
and keep in touch.  Let them know if you get a job, they will be thrilled to hear about it! 



 
 

 
 

WHERE TO NETWORK: ONLINE 
 
Many people see online networking as the saviour for those who hate networking.   However, while social media sites 
can be a very useful networking tool, they should complement in-person networking rather than replace it.  Before 
looking at the most popular social media sites for networking, here are some general rules about online networking. 
 

You need to be aware of your online presence 
 

Even if you are not actively using social media for your job search, you have to be aware of your online presence.  
Research indicates that approximately 90% of employers Google applicants when considering their application.  Your 
online presence is now seen as an extension of your resume so before you post anything online ask yourself, “would I 
want my potential employer to see this?”  Google yourself and see what you find.   
 

Privacy settings 
 

Be familiar with all of the privacy settings for your various social media accounts and make sure that they are set 
appropriately.  If you use Facebook for interacting with friends, lock down your privacy settings so that only your friends 
can see your activity.  If you are using LinkedIn for job search, have an open profile so that any employer can access 
your information.  Even if your profile is set to private, continue to be cautious about any information that you post.   
 

Avoid controversy  
 

It should go without saying that there are certain topics to avoid on social media.  This includes liking 
photos, sharing videos, or commenting on controversial statuses.  This list of topics includes: 

 Anything 
illegal 

 Strong political opinions 

 Strong religious beliefs 

 Party photographs 

 Inappropriate language 

 
Be active  
 

Don’t just create a profile and leave it at that.  Join groups, participate in discussions and follow companies.  Go 
beyond simply liking statuses or articles or favouriting tweets.   

 

Be consistent 
 

Remember that everything that you do in online networking should reflect your personal brand.  If you are pursuing a 
career in tourism management, you should be following tourism companies and joining relevant online groups. 

 

Be professional 
 

The nature of online networking can encourage some people to be too familiar and casual in their approach.  Just as 
you would at an in-person networking event, be polite, professional and thank people for their time / support / 
contribution.  Check everything before you post it to look for typos or spelling mistakes.  Don’t use an 
abundance of abbreviations (LOL, LMAO etc.) and be careful with your use of emoticons.   

 

Have a complete profile  
 

If you are going to take the time to set-up a profile, make it a complete profile.  Include a professional looking 
photograph and a summary so that people know why you are there.   

 

Avoid creeping 
 

You may really want to work for lululemon but that doesn’t mean that you should like every single post that 
their HR Manager makes!  Professionals expect you to look at their profiles but don’t go overboard. 



 
 

 
 

 WHERE TO NETWORK ONLINE: LINKEDIN 
 
Often thought of as the professional social network, LinkedIn has 364 million users (April 2015) 
with 2 new profiles being created every second.  All Cap U students are encouraged to be active 
on LinkedIn and, if you only have time for one social networking strategy, this should be the one!  
One of the huge benefits of LinkedIn is that is provides you with access to your connection’s 
contacts and their connections contacts (think about how many people this could be!).  You can, 
to name a few things, connect and interact with alumni and industry professionals, keep up-to-
date with industry news and participate in discussions. 

 
To set up a profile, go to www.linkedin.com. This section of the guide provides some basic guidelines on setting up a 
strong LinkedIn profile and using it effectively.  For more information, check out the SES LinkedIn workshops that take 
place during the semester or email ses@capilanou.ca for more support.  

 
Customize your URL 
 

You should customize your LinkedIn URL to make it more concise should you choose 
to include it on your resume, business card etc.  Click on the settings icon next to 
your current URL (shown in image to the right) and then ‘Create your Custom URL’.  
This should be something professional, such as 
www.linkedin.com/firstnamelastname. Note: you can only customize your URL when 
your profile is public.   
 

The profile photograph 
 

Your profile is 11 times more likely to be viewed if you have a photograph, so make sure that you display 
one.  It should also project a professional image and be clear enough to allow people to recognize you.  
Ask a friend to take a head and shoulders shot of you, dressed professionally, smiling and with a non-
distracting background.  Don’t include anyone else in the photograph, upload a fuzzy image and never 
take a selfie (people can tell!).   

 
The headline 
 

Your headline should tell the reader what you are about and encourage them to read your full profile.  It 
can be used to differentiate you from others and should be relevant, catchy and concise.  Ensure that 
you update the pre-set headline which defaults to your current occupation (usually ‘Student at Capilano 
University’ which is not going to make you stand out from the crowd).  For example: 

 

Legal Administrative Assistant | Capilano University | Expert Organizer  
Seeking Real Estate LAA Opportunities | Vancouver 

The summary 
 

The summary section is located beneath your photograph and should summarize your relevant: 
• Skills 
• Accomplishments 

• Education 
• Experience 

• Motivations 
• Next steps 

 
Some summary rules: 
• There are no strict rules!  Everyone’s summary will be different depending on their personal brand  
• Do not leave this section blank, you have 2000 characters to use wisely  
• No spelling on grammatical errors!  Type in Word first to check for any typos 
• Make it readable by using short paragraphs, heading and lists 
• Consistently write in the 1

st
 or 3

rd
 person (either “I” or “Name”)  

• Ensure you use key words that are relevant to your chosen industry just as you would do in your resume  

http://www.linkedin.com/
mailto:ses@capilanou.ca
http://www.linkedin.com/firstnamelastname


 
 

 
 

WHERE TO NETWORK ONLINE: LINKEDIN (CONTINUED) 
 
Education & employment 
 

These sections can be identical to your resume, so the fastest way to get started is to simply copy and paste your 
resume sections into the relevant boxes.  If you only have volunteer work, or your volunteer work is relevant to the 
industry that you want to work in, feel free to include it in the employment section (simply indicating that it is a volunteer 
role).  You can also add links to school/work projects and upload files.  
 

Connecting with people 
 

Once you have set up your profile you can start to connect with people.  To start with, this is likely to be people that 
you already know but will soon progress to industry professionals that you have met at events, have had a LinkedIn 
discussion via a group etc.  When connecting with anyone, make sure that you personalize the connection 
message so that they know: who you are: how they know you; and why you are connecting with them.  
 
Skills & endorsements 
 

On experienced LinkedIn user profiles you will likely see a list of skills with the 
photographs of everyone who has endorsed them for this skill.  You can add 
up to 50 skills to your LinkedIn profile (you choose what they are) and it is 
recommended that you use the maximum amount to increase the likelihood of 
your profile being found by a recruiter looking for a specific skill set. 
 
Your connections can then endorse you for these skills and you are able to 
change the order in which they appear on your profile.  The importance of 
endorsements is debatable as employers know that friends often endorse 
each other. 
 

Recommendations 
 

While the usefulness of endorsements is questionable, recommendations can truly add value to your LinkedIn profile.  
You can request recommendations from former colleagues/managers/tutors by clicking on the blue ‘View Profile As’ 
button on your edit profile home page and selecting ‘Ask to be recommended’.  Make sure that you personalize the 
message when requesting a recommendation.   

 
Groups 
 

One of the great features of LinkedIn is being able to join groups and interact with other professionals.  If you are in the 
same group as someone, you can view their profile and send them a connection request.  Groups are also a great way 
to learn about your industry and share ideas.  Not sure what other groups to join?  Look at the profiles of others in your 
industry to see what groups they are in! 
 

Companies 
 

Most large companies now have a LinkedIn page and you can follow them online to keep up-to-date with 
organizational news (great for interview research!) and receive information about employment opportunities.  Simply 
search for the organization name in the search bar and click ‘Follow’. 
 

Capilano University page 
 

The Capilano University ‘Universities’ page is a fantastic resource to see where Capilano Alumni are working.  This tool 
enables you to filter alumni by program, organization, location and skills.  Great if you are exploring career options! 



 
 

 
 

WHERE TO NETWORK ONLINE: TWITTER 
 

Over the past couple of years, it’s become more and more apparent that LinkedIn isn’t the only 
place to make lasting professional connections.  Some people predict that Twitter will be the social 
network for making professional connections in the near future and with 236 million active users 
(April 2015) it is more than a reasonable prediction.   
 

 
Transferring from a personal to a professional profile 
 

As you know, you will have to maintain a professional online image.  If you already use Twitter, you might want to 
consider creating a 2

nd
 account for your professional networking.  This ensures that you are not bombarded with a 

mixed feed from friends, organizations you want to work for and brands.   
 
Of course, you want to use a professional handle (username), ideally including your name and/or your profession.  You 
should make use of the bio section to include a concise summary of yourself.  On Twitter, you only get 160 characters 
for your bio so it has to be short and snappy.  Include a link to your LinkedIn profile so that people can find out more 
about you if they want to.   
 
To complete your profile, make sure that you include a professional looking photograph.  For consistency, this should 
be the same photograph that you use on your LinkedIn profile.  
 
Twitter bio examples: 
 
“@CapilanoU grad, communications major, seeking entry level social media marketing job in BC not-for-profit.  
Experience in Twitter, Instagram & Snapchat.”     
 
“Current LAA @CapilanoU student seeking Vancouver based internship in law firm.  Proficient user of PC Law, BC 
Online MS Office.  Typing speed of 70WPM.” 
 

Who to follow 
 

Follow companies that you want to work for and people who work for those companies, especially people who work in 
recruitment.  Find out who these people are by checking the staff directory listing on their website.  Increasingly, 
organizations are using Twitter to advertise employment opportunities, it’s not just for networking. 
 
You can use the Twitter search engine to find out who is in your industry, and who is hiring.  In this search engine, you 
will need to use hashtags.  For example, you could search for: 
 
#hiring 
#tweetmyjobs 
#hr 
#jobopening 
#jobposting 
#recruiting 
#opportunity 

#joblisting 
#rtjobs 
#legaladministrativeassistant 
#rehabilitationassistant 
#tourismjob 
#accountingassistant 
#webdesign 

#socialmediamanager 
#musician 
#ECCE 
#vancouverjobs 
#bcjobs 
#northvanjobs 
#capilanojobs  

 
 
 

 
 



 
 

 
 

WHERE TO NETWORK ONLINE: TWITTER (CONTINUED) 
 
What to tweet 
 

Your tweets should be regular (even daily) and relevant to the industry that you want to work in.  They should be topics 
that you are interested in and knowledgeable and/or passionate about.  For example: 
 

 Events related to your field 

 Industry trends 

 The type of work and job you are targeting 

 Something interesting that you have read (an article, a blog post, a book etc.) 

 A recent accomplishment 

 Resources that have been helpful to you 

 Thanking people for their efforts 

 New skills or information that you have learned 

 Request for advice and information 

 Work or school related stories that support your professional brand 

 
“Had a great time at the @lululemon info session @CapilanoU!  Awesome to hear about the career opportunities 
available at this iconic brand!”    

 
“Thanks @AJHall for all of the information provided about careers at #PWCVancouver at tonight’s applicant networking 
mingle.  Great event!”  

 
Re-tweeting and replying to tweets 
 

A great way to start communicating with someone is to reply to their tweet.  For example, if an employee from your 
dream organization tweets about a community project that their department is getting involved in, you could respond 
with a message about the positive impact that this will have on the community.  Remember, if you get involved in 
Twitter conversations, your responses should be on-topic and not simply used as an opportunity to promote yourself. 
 
If someone is trying to promote an event, activity or new product, retweet their message to build goodwill and start to 
develop a relationship. 
 
Be careful not to favourite or retweet everything that someone tweets.  This can be annoying and seen as obtrusive 
and overbearing.  In real life you would be cautious about someone you didn’t know who tried to talk to you every 10 
seconds, this is the same on Twitter.   
 

Use hashtags 
 

You can use hashtags so that your photographs show up in searches.  For example, if you tweeted about 
a Fairmont Hotel career fair that you went to you could use: #Fairmontcareers, #Fairmonthotels, 
#Careerfair, #tourism, #hotel, #industry, #dreamjob, #career.  
 

 
 
 
 



 
 

 
 

WHERE TO NETWORK ONLINE: FACEBOOK 

 
Facebook still has a more social feel than sites such as LinkedIn, and you might only be using 
Facebook for personal networking.  The press regularly posts horror stories about new grads 
missing out on jobs because of wild party photos that their potential employer sees on Facebook.  If 
you choose to use Facebook as a professional networking tool, you need to decide how you are 
going to use it.  Will it be purely for connecting with family and friends?  Will it only be for 
professional networking?  Or, will you use it for both, requiring a regular Facebook audit?   
 

 

Transferring from a personal to a professional profile 
 

Just like Twitter, if you are going to use Facebook for professional networking you will need to ensure that your profile 
is professional.  Your photograph should be the same one that you use on LinkedIn and your name should be your full 
name rather than a nickname.  You shouldn’t show your relationship status as this is information that should not be 
disclosed to a potential employer. 
 

You CAN include your employment history on Facebook 
 

Just like on LinkedIn, you can show your employment history on Facebook.  When in your profile, click on ‘About’ and 
then ‘Work and Education’.  You can then enter your employment history along with some details about what you did in 
each position.  You could copy and paste this from your LinkedIn profile but a shorter summary of each position is 
suggested for use on Facebook. 
 

Who to like 
 

Many organizations now have Facebook pages that they use to promote company culture and to post employment 
opportunities.  Make sure that you like the companies that you want to work for.   
 

Who to add as a friend 
 

If you have a separate professional networking profile, you might want to add some of your 
current friend list.  Many job referrals come from close friends and relatives so you don’t want to 
exclude all of these people from your new profile.  Avoid adding anyone who you think might 
damage the image of your profile by posting inappropriate videos or links to your timeline. 
 
Just like LinkedIn, ideally you should only be adding industry professionals once you have an established connection 
with them (i.e. you have met them at an event, you spoke with them via a social media group).  Bear in mind that many 
people might only use Facebook for social networking so, while they would happily connect with you on LinkedIn, they 
may not accept your Facebook friend request. 
 

What to post 
 

Just like Twitter, your posts should be regular (even daily) and relevant to the industry that you want to work in.  They 
should be topics that you are interested in and knowledgeable and/or passionate about.  For example: 
 

 Events related to your field 

 Industry trends 

 The type of work and job you are targeting 

 Something interesting that you have read (an article, 
a blog post, a book etc.) 

 A recent accomplishment 

 Resources that have been helpful to you 

 Thanking people for their efforts 

 New skills or information that you have learned 

 Request for advice and information 

 Work or school related stories that support your 
professional brand 



 
 

 
 

 

WHERE TO NETWORK ONLINE: INSTAGRAM 
 
Although one of the lesser used social media platforms for professional networking and job search, 
Instagram can be a useful tool for those who are pursuing a career in the creative industries. If you’re 
in a creative field, there’s no better way to flaunt your personality, design aesthetic, and vision than 
through a personal social media profile. What you post on Instagram can connect you with like-
minded individuals who can become a valuable component of your professional network. 
 

 

Transferring from a personal to a professional profile 
 

Just like the other social media accounts, you may want to create a new professional style profile for professional 
networking.  This is especially true if your current account is filled with selfies!   
 
Your profile should include your name and a professional looking photograph of yourself in your profile (the same one 
that you use for LinkedIn etc.) so that people know who you are.  Instagram is different to other social media sites so 
you shouldn’t copy and paste your LinkedIn summary for your Instagram bio.  This platform has a different audience 
than LinkedIn.  The information you provide shouldn’t be too formal and you can show your personality and use 
humour. Like Twitter, your Instagram bio needs to be short and concise as you only have 150 characters to use.    

 
Who to follow 
 

Just like Twitter, you should follow companies that you want to work for and people who work for those companies, 
especially people who work in recruitment.  Find out who these people are by checking the staff directory listing on 
their website.  
 

 
What to post 
 

For many people in creative industries, this will include posting photographs of your work which will appeal to other 
people in, and interested in, this industry.  For example, a Cap U Costuming for Stage and Screen student could post 
pictures of his/her work.  Instagram can also be used to post photographs of activities related to your industry.  For 
example, an Outdoor Recreation student could post photos of him/her kayaking, hiking, camping etc. or a Bachelor of 
Tourism student could post photos of him/her travelling.  
 
Just like your posts would be on other social networks, your photos should be relevant and reflect your personal brand.  
 

Use hashtags  
 

You can use hashtags so that your photographs show up in searches.  For example, a Cap U 
Costuming for Stage and Screen student could use #costumedesign, #CapilanoU, #Vancouver, 
#VanCostumeDesign  



 
 

 
 

SOCIAL MEDIA PROFILE EXAMPLES 
 

This guide includes some social media summary/bio examples to help you to understand how to structure and format 
your own profile.  It is important to ensure that you don’t copy these examples.  Employers will know if you do and, if 
they don’t know immediately, they will find out at the interview! 
 
Example 1: LinkedIn Summary 
Example 2: LinkedIn Summary 
Example 3:  Twitter / Instagram Profiles  
 
 
 



 
 

 
 

EXAMPLE 1: LINKEDIN SUMMARY  
 
I am a final year Bachelor of Tourism Management student at Capilano University (completing May 2015) who is 
passionate about developing a hotel management career providing exceptional service to tourists visiting Vancouver.       
 
With two years of experience at exceeding customer expectations, I understand what it takes to provide first-class 
service.  During my studies, I have worked part-time at a retail store in downtown Vancouver where I welcome 
customers and assist them to find the items that they are looking for.  Due to the location of the store, I regularly work 
with visitors from all over the world and have the ability to make them feel welcome even if we cannot speak the same 
language!  Being fluent in English, Mandarin and Cantonese helps me to provide superior service to all of our 
customers and contribute to the success of the store by increasing sales.   
 
My passion for business, combined with my love for working with people, encouraged me to complete my Bachelor of 
Tourism Management degree at Capilano University.  My studies have developed my understanding of what it takes to 
manage a successful tourism business.  Courses have included: Strategic Management in Tourism; Financial 
Management in Tourism; International Destination Marketing; and Tourism Consumer Behaviour.  I look forward to 
utilizing the skills developed in these courses when I begin my career in hotel management.   
 
I am currently seeking graduate hotel management opportunities in Vancouver.  If you would like to contact me, please 
email me on studentname@my.capilanou.ca.  
 
Specialties 
Tourism Management 
Customer Service 
Exceeding Customer Expectations 
Welcoming Customers 
Assisting Customers 
Trilingual – English, Mandarin and Cantonese 
Increasing Sales 

mailto:studentname@my.capilanou.ca


 
 

 
 

EXAMPLE 2: LINKEDIN SUMMARY  
 
Organization excites me!!! .... and that's what I had been associated with in my career. Currently a full-time Tourism 
Management student at Capilano University (completing in May 2015), I intend to blend my organizational and event 
management skills to help businesses stand out by providing exceptional events. 
 
Spending an amazing 4 months working with event industry experts as a summer intern at Fairmont Hotels, I 
understand what it takes to organize a successful event, right from understanding customer requirements to delivering 
solutions. My professional experience includes hands-on and leadership positions in providing excellent customer 
service in a variety of environments.    
 
Taking direction from senior event managers and working both in a team and independently, some of my task included 
 
1.  Coordinating with customers to ensure an accurate understanding of their event requirements and budget. 
2.  Communicating regularly with suppliers to guarantee that orders and equipment arrived on-time. 
3.  Preparing event plans (Gant charts) to organize and prioritize the workload.   
4.  Working at the events, promptly answering and resolving customer questions and concerns.  
 
Apart from my work, I am also passionate about volleyball and have been a member of the Capilano University Blues 
volleyball team for the past two years.  
 
Thanks for viewing my profile and do get in touch. 
 
Phone: 604-xxx-xxxx 
Email: name@my.capilanou.ca     

mailto:name@my.capilanou.ca


 
 

 
 

EXAMPLE 3: TWITTER / INSTAGRAM PROFILES 
 

In love with words, coffee, and politics. Communication student at @CapilanoU. Social Media Manager 
@CapStudentUnion.  
 
@CapilanoU LAA grad.  Organized & professional with 2 years admin experience and skilled at PCLaw, BC Online & 
MS Word.  Typing speed 70WPM.    
 
Rehabilitation Assistant student @CapilanoU.  Experienced at assisting OT, PT & RT professionals.  Determined to 
improve client’s quality of life.   
 
ECCE grad @CapilanoU.  Skilled piano player & vocalist who loves to combine music & learning.  Fluent in English & 
Mandarin.   
 
Aspiring leader in all things outdoors!  Outdoor Recreation Management student @CapilanoU.  Infatuated with hiking, 
biking, kayaking & skiing.  
 
Transforming imagination into a beautiful reality.  Costuming for Stage & Screen student @CapilanoU.     
 
 



DRESS FOR SUCCESS 

A guide to what to wear to portray a professional image & give 

your best first impression when meeting a potential employer. 

BUSINESS FORMAL FOR WOMEN 

Business formal is expected for most interviews 

(with the exception of some creative industries).  It 

consists of: 

 A neutral coloured suit (pants, skirt or dress) with 

a blazer 

 A shirt or blouse (this is where you can add 

some colour!) 

 Simple, polished, neutral coloured shoes with or 

without a heel (heels should not be too high) 

 A professional, neutral coloured purse 

 

All business dress should be conservative.  Skirts 

should be knee-length and blouses should not be 

too revealing. 



DRESS FOR SUCCESS 

BUSINESS FORMAL FOR MEN 

Business formal is expected for most interviews 

(with the exception of some creative industries).  It 

consists of: 

 A neutral coloured suit with a blazer 

 A shirt and tie (this is where you can add some 

colour!) 

 Simple, polished, neutral coloured shoes  

 Dark coloured dress socks  

 A professional bag (optional) - no backpacks! 



DRESS FOR SUCCESS 

BUSINESS CASUAL FOR WOMEN 

Business casual is a more relaxed, but still professional, 

look. It consists of: 

 Neutral coloured pants, skirt or dress 

 Shirt or blouse  

 Blazer or sweater  

 Simple, polished shoes  

 A professional, neutral coloured purse 

 

All business dress should be conservative.  Skirts 

should be knee-length and blouses should not be too 

revealing. 



DRESS FOR SUCCESS 

BUSINESS CASUAL FOR MEN 

Business casual is a more relaxed, but still profes-

sional, look. It consists of: 

 Neutral coloured pants 

 Shirt or sweater  

 Blazer (optional) 

 Simple, polished shoes  

 Dark coloured dress socks  

 A professional bag (optional) - no backpacks! 



DRESS FOR SUCCESS 

SOME GENERAL TIPS TO MAKE YOUR BEST FIRST IMPRESSION 

 It’s safer to be overdressed!  If you are unsure whether business  

    formal or business casual is expected, always choose business formal 

 The details matter.  Don’t let scuffed shoes, or a scruffy bag/purse ruin 

your professional image 

 Avoid wearing anything that is too small or too short.  You will look  

    uncomfortable if you are re-adjusting your clothes throughout the      

meeting  

 Keep your accessories conservative 

 Store your resume in a folder or portfolio that you can access easily 

and maintains your professional image 

 Be well groomed.  Hair should be tidy, fingernails should be well-kept 

without any crazy extensions, and men should be clean shaven  

 Don’t forget about personal hygiene!  Clean your teeth if you are 

meeting after lunch and avoid any strong colognes or perfumes  

 Skip the coffee.  Water can be carried to avoid a dry throat but  

    coffee looks too casual 

 All clothing should be freshly ironed/pressed without any rips or tears 



2015/2016 RECRUITING CODE OF CONDUCT (British Columbia) 

The following outlines the recruiting process in BC for students participating in the CPA Fall Recruit, and 
describes the responsibilities of participating student candidates and member firms employing these students. 
The Institute of Chartered Accountants helps ensure these guidelines are being respected by students and 
firms. 
 

HIRING A PRE-APPROVED TRAINING POSITION STUDENT 
Most students are recruited in the fall; however, recruitment also takes place throughout the year—generally for 
immediate hiring needs. The guidelines for both the CPA Fall Recruit and year-round hiring are outlined below. The 
guidelines apply to all candidates applying for a pre-approved position through the CPA Fall Recruit process, including 
current students, graduated students, and out of province students.  
 

September—October: CPA Fall Recruit 
In September and October firms hold networking events, accept resumes, interview, and make offers for full-time, 
summer, and co-op* positions starting the following calendar year (as early as January and as late as September). The 
CPA Fall Recruit calendar is available online at www.gocpabc.ca.  
 
The deadlines for recruiting students are established with offices hiring for pre-approved positions and post-secondary 
institutions to ensure that all students and companies are treated fairly and equitably. The dates for accepting offers must 
be clearly laid out in the offer letter. The dates for 2015 are as follows: 
 

Applications due:     September 10, 2015, 11:59AM PST  
Interview period:       September 15 to October 2, 2015  
Offer period (verbal or written):    October 5, 2015, 9:00AM PST  
Deadline to accept offers:      October 9, 2015, 12:00PM PST  

 
PLEASE NOTE:  
(1) Local Victoria firms who are recruiting UVic and Camosun College students for co-op positions are not required to follow 
the dates as listed in the Regional calendar. However, local Victoria firms that hire students into articling positions must 
adhere to the dates as listed in the Regional calendar.  
(2) Firms and students outside of the Lower Mainland are to follow the Regional calendar which stipulates an application 
deadline of September 17

th
 at noon and an interview period of September 21

st
-October 2nd. Offer period and deadline are the 

same as for the Lower Mainland.  

 

December—August: Year-Round Hiring 
Firms may need to hire additional students to start immediately, and are free to accept resumes, conduct interviews, and 
make offers to students for jobs that will start before the next CPA Fall Recruit begins.  
 
Firms will also be in contact with prospective students through sponsored events and other networking sessions, and it is 
understood that firms will develop relationships with students they hope to recruit in upcoming CPA Fall Recruit seasons. 
However, firms should not extend either written or verbal offers to students who have not been through CPA Fall Recruit, 
which typically occurs when students are in their fourth year of undergraduate studies. 
 

Exchange and Out-Of-Province Students 
Out-of-province students and students from British Columbia post-secondary institutions who travel outside the country on 
internships and exchanges during the fall semester are to follow the CPA Fall Recruit Calendar (British Columbia). The 
interviews will be conducted during interview period (September 15-October 2) via Skype or telephone call. These 
students will be eligible to receive offers during the CPA Fall Recruit offer period. If a student plans to be on international 
exchange during the fall semester, they should consult their local business career center regarding these guidelines.  

Continuing Employment 
Firms can make offers for full-time or summer positions to summer students who have already worked with them. These 
offers must go out prior to CPA Fall Recruit with an offer acceptance deadline prior to September 1, 2015. After this time, 
Fall Recruit deadlines as stated above must be followed 

 

http://www.gocpabc.ca/


FIRM RESPONSIBILITIES 
Key Responsibilities: 

 Each firm must represent itself fairly and describe what it can offer to students during their articling experience.  

 Firms must not make verbal offers, or allude to an impending offer, before 9:00 AM October 5
th
.  

 Firms should not put undue pressure on students to accept an offer of employment. 

 At no time should any member of a firm make or insinuate offensive remarks about another firm. 

 Recruiters should not question students regarding their decision to accept or decline an offer. 

Networking: 
 On-campus events should be dry, and the amount of alcohol during off-campus events should be limited.  

Interview: 
 Contact the Campus Career Centres well in advance to reserve the interview space, provide company literature, 

and discuss career center capabilities.  

 Provide accurate information on job responsibilities, compensation, and benefits.  

 Adhere to the CPA Fall Recruit calendar timelines and notify all student candidates individually of their status.  

 Give reasonable notice (min. 3 days) for any interview cancellations.  

 Advise students which costs will be compensated for site or interview visits.  

Job Offer: 
 Honour an acceptance of a job offer as a contractual agreement with the student.  

 Confirm job offers and terms of employment in writing to students, including job acceptance dates. 

 Strictly adhere to the offer out deadline as outlined. 
 

STUDENT & CAREER CENTRE RESPONSIBILITIES 
Networking: 

 The Campus Recruiting/HR Team is the main point of contact for students. It is not appropriate to cold call 
partners regarding CPA Fall Recruit positions. 

 Where alcohol is present, keep your consumption to a minimum to ensure a professional demeanor. 

 Do not request one-on-one meetings with firms during CPA Fall Recruit. If a meeting is absolutely necessary 
always call ahead to schedule an appointment. 

 Following a recruiting event, only follow up with those individuals you met with in person. (It is not appropriate to 
send an e-mail to everyone at a firm.) 

 It is a conflict of interest for anyone on the Campus Recruiting/HR Team at a firm to view your application prior to 
the submission deadline; proofreading requests should be made to career centre staff, trusted friends, and family. 

Interview: 
 Provide accurate and appropriate information about qualifications and interests in the application. 

 Provide as much notice as possible to the firm and/or your Career Centre if an interview must be rescheduled or 
cancelled. (Interviews should not be rescheduled to accommodate requests for other firms.) 

 Acknowledge second interview invitations for site visits promptly, whether they are accepted or rejected. 

 Provide employers with as much notice as possible to postpone or cancel site visits or second interviews.  

 Accept interview invitations (2nd and subsequent) only when seriously considering a position with the employer. 

 Students who have had interviews will be notified by firms once a hiring decision has been made. 

Job Offer: 
 Notify firms whether accepting or rejecting an offer, as soon as a decision has been made. 

 Students are not to request to be taken for coffee, dinner, drinks, or to other events during the interview and offer 
periods. 

 Contact the HR/Campus Recruiting team to discuss offers and to verify terms. 

 Respond to every offer whether accepted or rejected. 

 Notify the CPABC or your Career Centre if a firm fails to comply with the Recruiting Code of Conduct. 

 Honour an acceptance of an offer as a contractual agreement with the firm. 

 You should only attend meetings, offer parties, or events with firms you are seriously considering signing with. 

Due to privacy laws, firms are not able to provide personal employment information to post-secondary Career Centres. 
All hiring inquiries must be made through the students. 

 
If you have any questions about the CPA Fall Recruit process or the Recruiting Code of Conduct, call  

Anna Belyaeva (604-484-7024). 



DAVID SMITH 
111-1234 SECOND AVE. PHONE: 604.555.4444 

VANCOUVER, BC EMAIL: DAVID.SMITH@EMAIL.COM 

V5V 4V4 HTTPS://CA.LINKEDIN.COM/IN/DAVIDSMITH 

 

EDUCATION 

BACHELOR OF BUSINESS ADMINISTRATION, ACCOUNTING  Completion: Jun. 2017 
Capilano School of Business, Capilano University, North Vancouver, BC 

 Dean’s List, 2013-2016 – academic excellence  

 International Golden Key Award, 2015 – outstanding community involvement 

 Capilano University Scholarship, 2013, 2014 

UNIVERSITY OF BRITISH COLUMBIA  Sept. 2011 – Jun. 2013 
Biochemistry – completed 2 years of courses 

 Golden Key Honour Roll Society Member, 2011 

UNIVERSITY OF BRITISH COLUMBIA  Sept. 2009 – Jun. 2011 
 Land and Food Systems – completed 2 years of courses 

 

WORK EXPERIENCE 

SELF-EMPLOYED TUTOR SERVICES (PART-TIME, 3HR PER WEEK)  Sept. 2013 – Present 

Vancouver, BC 
Acquire a continual stream of students, from elementary to university level, assisting them with 

mathematics as well as financial and cost accounting. 

 Increase students’ understating of math concepts, reinforced through recurrent work with basic 

fundamentals of mathematics 
 Develop new ways to look at a problem and present solutions in different ways as tailored to each 

individual’s learning needs 

SUMMER INTERN (FULL-TIME, 37.5HR PER WEEK) Summer 2015 

Accounting Firm ABC, Vancouver, BC 
Participated in preparation of quarterly financial statements, prepared tenancy agreement value and 

processed petty cash and office related claims. 

 Improved efficiency in processing expense claims by creating and implementing a computerized 

database to record expenses 

 Enhanced relations between company accountants and auditors through accurate and timely 

presentation of company records and information 

MARKETING ASSISTANT (PART-TIME, 10HR PER WEEK) Apr. 2013 – May 2015 

International Firm DEF, Burnaby, BC 
Contributed to external relations with customers such as Tristan & American, DKNY and Country Road.  

Prepared clothing samples, material samples and catalogues for clients in addition to providing 

administrative support in quality control, inventory counts, and display design. 

 Reduced material prices for silk by 15% through negotiation with suppliers 

 Decreased the number of late deliveries by over 10% through implementation of a new 

transportation and logistics plan 

 Improved customer relations by minimizing administrative errors in contracts and orders 

PHYSICAL CHEMISTRY NOTE TAKER (PART-TIME, 3HR PER WEEK)   Sept. 2011 – Dec. 2011 

University of British Columbia Disability Resource Centre, Vancouver, BC 
Provided Physical Chemistry notes to a student with disabilities within 36 hours of each class. 

 Assisted the progress of student through providing clear, concise notes within tightly defined 

deadlines 
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DAVID SMITH 

PHONE: 604.555.4444 I EMAIL: DAVID.SMITH@EMAIL.COM 

 

WORK EXPERIENCE CONTINUED 

SALES REPRESENTATIVE (PART-TIME, 12HR PER WEEK)   Sept. 2008 – May 2011 

Great Clothing Store, Vancouver, BC 
Provided front line sales and customer service expertise to diverse client groups in a technical apparel store. 

 Demonstrated above and beyond customer service skills, ensuring each potential customer is 

provided with prompt, professional, and knowledgeable service, enhancing their overall experience 

 

COMMUNITY INVOLVEMENT 

SUPPORT SERVICES FOR STUDENTS (PART-TIME, 2HR PER WEEK) May 2015 – Present 

Volunteer 
Part of three-member team responsible for coordinating accounting-related activities at North Vancouver 

campus 

 Successfully participate and help coordinate a networking event designed to bring 3rd and 4th year 

Business students in contact with representatives from various firms 
 Organize and execute fashion show, designed to educate students on appropriate business attire 
 Help with networking, interview, resume, and cover letter information sessions 

NORTH VANCOUVER HIGH SCHOOL (PART-TIME, 3HR PER WEEK) Sept. 2015 – Jan. 2016 

Assistant Boys Volleyball Coach 
 Assisted coach in leading warm-up and training drills, simulated games, and one-on-one coaching 

practices 

CAPILANO UNIVERSITY (PART-TIME, 1.5HR BIWEEKLY) Sept. 2014 – May 2015 

Campus Tour Leader 
 Led groups of four to fifteen people on tours around the campus to familiarize current and 

prospective students with the school 

VANCOUVER GENERAL HOSPITAL (PART-TIME, 3HR PER WEEK) Sept. 2011 – Jun. 2011 

Healthy Heart Program Volunteer 
 Provided patients and family members access to computers and various resources to educate 

themselves on cardiac rehabilitation 

 

INTERESTS 

 Basketball – part of a competitive recreational league for last 6 years 
 Cycling – mountain biking enthusiast, participating in several recreational races annually 
 Music – self-taught acoustic guitar player 
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DAVID SMITH 
111-1234 SECOND AVE. PHONE: 604.555.4444 

VANCOUVER, BC EMAIL: DAVID.SMITH@EMAIL.COM 

V5V 4V4 HTTPS://CA.LINKEDIN.COM/IN/DAVIDSMITH 

 
September 10, 2016 

 

Ms. Jane Doe 

Senior Human Capital Director 

Desired Firm 

Suite 1111-2323 Dream Firm Street 

Vancouver, BC, V1V 2V2 

 

RE: CPA Staff Accountant – Full Time 

 

Dear Ms. Doe,  

 

I am truly excited to finally be at the point where I can apply the skills I have developed during my 

undergraduate degree in Business at Capilano University and enter the workforce while pursuing my CPA 

designation.  While my journey to accounting has not been a direct path, it has provided me with the 

knowledge and assurance that this career path is the right fit for both my skill set and my personality.  

Mathematics has always been a strong subject area for me but I was not sure that I wanted to pursue 

accounting right out of high school.  I went to the University of British Columbia and spent two years in Land 

and Food Systems working towards attaining my Dietetics designation.  After volunteering at Vancouver 

General Hospital for one year, I made the decision to switch out of Land and Food Systems and into 

Biochemistry.  Although I have a great interest in the field of science, upon careful reflection, I wanted a 

career that would allow me to use my academic skills while also maintaining client and interpersonal 

interactions more than would be the case through a career in laboratory research. 

 

It has now been more than three years since I switched full-time into the Business Program and I have 

never regretted this decision.  Pursuing my CPA designation allows me to combine my love of mathematics 

and problem solving with direct client interaction.  I do not regret the years I spent trying different 

programs because during those years I honed skills that will make me an exceptional accountant, namely 

leadership, honesty, a passion for the field and a desire to educate clients. 

 

Through my conversations with both Meryl Streep and Kate Winslet, it is apparent both women are 

passionate and enthusiastic not only about their careers but also about DF as an outstanding employer.  

Among the many features that were described, two stood out in particular, namely the mentoring and 

training resources available to DF employees and the ability to advance one’s career path based on personal 

merit.  I have had the pleasure of being able to tutor students while attending university and I would 

welcome the opportunity to work for a firm where I can continue to pursue this passion.  It was also of great 

interest to learn that DF provides recognition for hard work as well as the opportunity for individuals to 

influence their own career pathway.  Throughout my academic and career background, I have demonstrated 

a drive to work hard and achieve exceptional results regardless of what other team members are doing. 

 

My work style is characterized by team leadership, determination and strong communication skills.  Team 

members from university have recognized the ease with which I am able to tackle new and challenging 

circumstance, organize and prioritize pressing deadlines, and maintain a friendly working environment open 

to feedback from others.  In addition, I am highly self-motivated, which is evident in my ability to work 

three part-time jobs and volunteer in extra-curricular activities while paying for my entire post-secondary 

education loan-free. 

 

I am able to accept a permanent, full-time position starting September 2017 and would welcome the 

opportunity of a personal interview.  I look forward to meeting with you. 

 

Kind regards,  

 

David Smith 
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August 2016 
 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

 

 

 

 

1 

BC Day 

 

 

2 

Registration for Fall 
Recruit events 
(Midsize & National 
Firms days) opens 
on goCPAbc.ca 

 

 

3 

 

 

 

4 

 

 

 

5 

 

 

 

6 

 

 

 
7 

 

8 

 

 

 

9  

 

 

10 

 

 

 

11 

 

 

 

12  

Job postings go  up on 
schools’ websites (for 
viewing only). Note: not 
all firms choose to have 
postings  available for 
viewing 

 

 

13 

 

 

 
14 

 

 

 

15 

 

16 

 

 

 

17 

 

 

 

18 

 

 

19 

 

 

 

20 

 

 

 
21 

 

 

 

22 

 

 

23 

 

 

 

24 

 

 

25 

 

 

 

26 

Job postings go 
live (firms start 
accepting 
applications) 

 

 

 

27 

 

 

 
28 29 

Registration for 
Fall Recruit 
events closes 

 

30 

Fall Recruit in 
Fraser Valley 

 

 

31 
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September 2016 
 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

 

 

 

2 

 

 

 

3 

 

 

 

4 

 

 

5 

Labor Day 

 

6 

 

 

7 

Midsize Firms 
Day 

 

8 

Deadline: 
Applications for 
Midsize Firms Due 
at 5:00 PM PST 
 

 

 

9 

National Firms 
Day 

10 

 

 

 

11 

Deadline: 
Applications for 
National Firms Due 
at 11:59 PM PST 
 

 

 

 

12 

 

 

 

13 

 

 

 

14 

Interviews Start  

 

 

 

15 

 

 

 

 

16 

 

 

 

17 

 

 

 

18 

 

19 

 

 

 

20 

 

 

21 

 

 

22 

 

 

 

23 

 

 

 

24 

 

 

 

25 26 

 

 

 

27 

 

 

 

28 

 

29 

 

30  

 

Interview Period 

Interview Period 

Interview Period 
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October 2016 
 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

 

 

 
2 

 

 

3 

Offers go out 
Note: No offers out 
before 9:00 AM 
PST 

 

 

 

4 

 

 

 

5 

 

 

 

6 

 

 

 

7  

Deadline: Offer 
Acceptance 12:00 
PM PST 

 

 

 

 

8 

 

 

 
9 

 

10  
Thanksgiving 

 

 

 

11 

 

 

 

12 

 

 

 

13 

 

 

 

14 

 

 

 

15 

 

16 

 

 

 

17 18 

 

 

 

19 

 

 

 

20 

 

 

 

21 

 

 

 

22 

 

 

 
23 

 

 

 

30 

24  

 

31 

25 

 

 

 

26 

 

 

 

27 

 

 

 

28 

 

 

 

29 

 

 

 

 

Offer Period 

 


	Cover_Letter_Guide
	CPA Fall Recruit - application tip sheet
	Dress_for_Success
	Interview_Guide
	Networking_Guide
	RECRUITING CODE OF CONDUCT 2015-16
	Resume_Guide



