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CONSIDER YOUR LONG-TERM GOALS
Build experience that supports employability

APPLYING FOR JOBS 
Resumé & Cover Letter Tips & Resources

JOB SEARCH STRATEGIES 
WHERE to look & HOW to research + connect

CAREER SERVICES & SUPPORTS
Services and upcoming workshops 



WHY LEARN JOB SEARCH?

15+ 40

JOBS/ 

LIFE

HOURS/

WEEK

HARD 

WORK

LIFETIME 

SKILL

PART-TIME, 

FULL-TIME



HOW? JOB SEARCH STRATEGIES



VISIBLE JOB MARKET

• Published job postings

• Newspapers, job boards

• Company / industry websites 

• Industry research & media

• Relationships & networking

• Reaching out to employers

HIDDEN JOB MARKET
Pending 
/Created 

jobs

Existing 
jobs

UNDERSTAND THE JOB MARKET





VISIBLE JOB MARKET

WHEN SEARCHING JOB BOARDS & APPLYING 
ONLINE, DO:

✓  Use a variety of strategic keywords
• Reflect on your skills and interests (strengths), 

knowledge and role / tasks you’d want in a job

✓  Still connect directly with employers 
• Drop-off your resumé in person 
• Follow-up by phone after the posting deadline to inquire 

the hiring process and timeline
• Ask for feedback if you’re not successful
 

✓  Keep track of your job search steps
• Maintain a Job Search Journal 

✓ Check job boards frequently
• New postings are often added daily. 
• Up to 50 jobs/day added to



Analyzing a Job Posting and Offer

SIGNS OF POTENTIAL EMPLOYMENT SCAMS

POSTING DURING COMMUNICATION1 2

✓ Email address 
✓ Poor grammar or format
✓Highly flexible role, no 

experience needed

✓ 3rd party payment
✓Money in advance
✓ Request for SIN, credit 

card info

✓No “one-on-one” time
✓ Location is obscure or remote
✓Unofficial paperwork to complete

INTERVIEW and OFFER 3

JOB SCAMS 



• careerfoundation.com

JOB SEARCH 



WHERE IS THE HIDDEN JOB MARKET?

VISIBLE JOB MARKET

• Published job postings

• Newspapers, websites, 

job boards, social media

• Industry research & media

• Relationships & networking

• Found all around you

HIDDEN JOB MARKET
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Personal contacts,

referrals, informal

networks

Posting a "help-

wanted" sign on the

storefront

Company website Online job boards Social media Job or recruitment

fairs at schools,

colleges or

universities

Government

employment centre

or website

Professional

networking,

headhunters or

employment agency

Newspaper ads Other recruitment

strategies

Canada Manitoba

RECRUITMENT STRATEGIES USED TO FILL VACANCIES (%) IN CANADA & MANITOBA

 (2019, 3rd quarter)

https://bit.ly/2ZHbQFX



Steps to Success: Building career-focused competencies 

Strategically align your part-time and summer work 

with long-term goals!

What 
competencies 

do you still 
need to gain?

What skills, knowledge 
and industry exposure 
do you have already?

What skills, 
knowledge and 

experience does the 
occupation or 

industry require?
Skills

Knowledge

Industry exposure 

& Networking



INTERESTS

VALUESPERSONALITY

SUBJECT 
PREFERENCES

WHO AM I? 

WHAT MATTERS TO ME?

WHAT DOES THE 

WORLD NEED? Guiding Circles, 

Ergon Communications



National 

Occupational 

Classification

CANADA’S 

“OCCUPATIONAL 

ENCYCLOPEDIA”



What is the job like?

What are the 
educational 

requirements or   
degree options?

What is the job 
outlook and salary?

Does this suit me?

scroll
Related 

occupations?



YOUR CAREER INTERESTS → DEGREE OPTION(S) AND COURSES 

IT’S YOUR CAREER!

IT’S YOUR DEGREE!



Account Executive at a Bank*

Bank Teller** 

Cashier (grocery store) 

Claire, Economics major

Treasurer of her student club at U of M 

Handling / 

Managing Money

Accountability 

Bank Processes 

Reliable & Accurate 

↑ Communication & 

Interpersonal Skills

BUILDING EXPERIENCE: STAIRCASE EXAMPLE



Biotech - R&D Scientist*

Clinical Research Coordinator ** 

Lab Technologist (summer job – biotech company), 
Cashier (part-time job – grocery retailer) 

Michael, M.Sc. in Chemistry

TA, Research Assistant and GSA Executive 

Teaching and 
supervision

Laboratory Skills

Industry Knowledge

Administration 

Report writing and 
written communication

Building Experience: Skills, Knowledge, Industry 
Exposure

Customer Service 





HOW CAN WE 

FIND VOLUNTEER 

OPPORTUNITIES?

CONTACT ORGANIZATIONS DIRECTLY

POSTING BOARDS

- Career Connect: uofmcareerservices.ca

- www.volunteermanitoba.ca



JOB SEARCH PLANNING & RESEARCH

ORGANIZATIONSSECTORS JOB TITLESLABOUR 

MARKET



Canada Your Home Country vs.

CULTURAL & LABOUR MARKET DIFFERENCES





JOB POSTING 

ARCHIVES

OCCUPATIONS 

LIBRARY

CURRENT JOB 

POSTINGS

LINKEDIN

WHERE TO RESEARCH





PEOPLE YOU KNOW
• Family members
• Neighbours
• Friends
• Community members
• Faith community members
• Fellow students
• Coworkers

PEOPLE YOU NEED TO KNOW

• Friends of family members

• Coworkers of neighbours

• Friends of friends

• Coworkers of community members

• Friends / co-workers of students

• Friends of coworkers
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: 

NETWORKING: TALK & CONNECT



1. Informed career planning & decisions 

➢ Advice and mentorship to help plan 

2. Support short & long-term job search

➢ Job leads (hidden job market) 

➢ Knowledge about companies, hiring 

processes for job applications 

➢ References or referrals 

3. Involvement demonstrates career 

engagement on our resumé

4. Boost our “social capital” and develop a 

good reputation 

VALUE OF 

NETWORKING



EFFECTIVE 

NETOWRKING

The 3 keys & 3P’s of Networking

• Remember WHY we network. 

And keep 3 keys or goals in mind:  

• 1. To Learn (about people, occupations, 

company, industry) 

• 2.  Make a good impression

• 3.  For others to get to know you 

(personality, interests, competencies)

• The 3 P’s: Polite, Patient, Persistent.  

*Use your EQ, be observant, have empathy



NETWORK

EMPLOYER INFO 

SESSIONS

CAREER 

FAIRS

NETWORKING 

EVENTS

VOLUNTEER 

FOR A DAY

QUICK WINS



MENTORSHIP INFORMATIONAL 

INTERVIEWS

JOB 

SHADOW

ONE-ON-ONE: NETWORKING

COLD

CALLS



TALK TO PROFESSIONALS IN YOUR FIELD

BIGGER INVESTMENTS

CO-OP VOLUNTEERPAID 

INTERNSHIPS

ENTRY LEVEL 

WORK

ON CAMPUS 

WORK



RESUMES: WHAT TO INCLUDE

Technical Skills

Required to perform a particular task Easily transferred from 1 situation to another

CODING LAB SKILLS COMMUNICATION ORGANIZATION

Transferable Skills





PERSONAL PHOTO RELIGION
RACE / 

NATIONALITY
AGE

HEALTH MARITAL STATUS

GENDER / 

PREGNANCY

SEXUAL 

ORIENTATION

FAMILY STATUS DISABILITY
SOCIAL 

INSURANCE #
POLITICS

RESUMES: WHAT NOT TO INCLUDE





YOUR ONLINE PRESENCE

WHAT YOU USE WILL DEPEND ON YOUR AREA OF WORK

OTHER: PERSONAL WEBSITE, BLOG, INDUSTRY SPECIFIC PLATFORMS



REFERENCES

• People in your professional network 

(not your friends)

• Often former supervisors

• Able to speak to your skills, knowledge, 

personality and attitude

• Bring a references list to your interview

References: 

1. Name of person 1

      Positon Title, Org.

      Relationship to you

      Contact Info       

 

2.   Name of person 2 

3.   Name of person 3



KEEPING AT IT

SEEK SUPPORT MAKE A SCHEDULE SET GOALS

BE KIND TO YOURSELF REFLECT, REPEAT



204-474-9456 

Visit 474 University Centre

APPOINTMENT

WE ARE HERE TO HELP

umanitoba.ca/career-services

ONLINE

OTHER WORKSHOPS: Job Search, Resumé & 

Cover Letter, Interview, LinkedIn, 

Networking Register: uofmcareerservices.ca
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