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Student

Job Search Guide
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For personalized assistance, visit the Employment Resource Centre,

845 King Street, Midland, ON

Telephone 705-528-0845  Fax 705-528-0846

Or check our website at www.ymca-employment-services.ca

Developed by the Midland YMCA Employment Resource Centre

for use in conjunction with our services
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So you want to find a job.  You are likely aware that a resumé is required.  But did you know that specific steps you take can greatly assist you with obtaining a job?

Step One:  Getting Started

Step Two:  Where to Look

Step Three:  Keeping At It

Step Four:  Community and Internet Resources

[image: image5.wmf]
Employers are busy people, so communicating with them must be done with regard for their availability to speak with you.  You can make their job easier by properly preparing to convey information that they will require in order to consider you for employment.  Start with 3 ‘knows’:

Know what you want to do

Know what skills you offer

Know what the employer wants

Step One: Getting Started
Are you prepared to answer the following questions?

1.  What can you do for me?


Work with general public


General cleaning and maintaining stock


Handle cash

2.  What are your special skills and abilities?

I have arranged for references to tell you just how trustworthy, dependable and friendly I am, in my prior commitments and activities.

I have asked others who work in a similar business what skills are needed to be effective in this job.

3.  Are you available for work?  When?


I have a Social Insurance number so I can legally work in Canada

I can work after school and on weekends any hours til 11 pm, except I have band practice on Wednesday evenings

My cover letter will explain how I see myself fitting into your business, and when I can start.


I can get a ride to your business anytime that you need me to work

4.  How can I reach you?

May I leave you with my resumé?

May I check back with you later, regarding change in your employee status?

I would be pleased to complete a company application form today, and attach my resumé for your review.

Employers will expect you to be able to communicate in response to the information above, whether it is expressed or not.  The smart job seeker uses tools like the resumé and cover letter to express this information in writing.

It is expected that you can provide a SIN number upon hiring, and that you are able to supply two, three or four references upon request.  If you are not able to do so, the employer may have to select someone else.  

Note about references:  Select people who know you and ask them for permission to give their name and their preferred telephone number for employment reference purposes.  Keep them up-to-date with your job search activities.  Thank them in writing for their support.  If they are relocating or going to be out of town, you may ask them to put their comments into a letter of reference.

Select someone you worked for or helped (babysitting, shovelling snow), someone from your school (teacher, coach) and/or someone whose opinion is respected (Scouting leader).  Family members and close friends are poor choices.  Update your references over time, to ensure they know who you are and what you are doing.

Step Two:  Where to Look

1.  Many employers hire students for their part-time workforce.  Looking in the newspaper and the HRDC Job Bank can help you identify specific student jobs plus regular openings.  Follow the instructions on the ad to apply for these positions.

2.  Most jobs – approximately 80% - are never advertised!  So, to find employment you will have to use your initiative to tap into the Hidden Job Market.  Of the 80% of jobs never advertised, 50 to 75%* of them are obtained by word of mouth, through family and friends.

So, it makes a lot of sense to use networking to spread the word about what you are looking for and what you can do.  Networking is simply talking to others (by telephone or in person) about your job goals and skills and asking them for ideas on where to go next.

3.  An important part of networking consists of talking to people who work in a job/company that you are interested in.  Ask these people what skills they use and how they got their job.  This will give you new ideas to act on, and valuable information about skills needed.  This method of networking is called Informational Interviewing.
4.  The last part of the Hidden Job Market consists of approaching companies directly.  You can get excellent ideas for who to call by browsing the Yellow Pages of the phone book.  Many other resources can assist you to identify likely employers for your type of work; ask at the library, the Employment Resource Centre and the Chamber of Commerce to see their Employer Lists.  

Telephone employers directly, or go in person and ask to speak to the person in charge of hiring.  Employers emphasize that dropping off a resume is not sufficient to stand out in today’s competitive job market!  Show how interested you are by explaining what you can do and ask about available or prospective positions.  This method is highly successful for obtaining work.

5. Checking company web sites and information boards at schools or colleges may turn up additional leads.

*There are five main areas in which young people with little or no work experience can often find jobs:
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Hospitality – hotel worker, restaurant, tour guide

Office work – typist, receptionist, clerk

Labour – construction worker, warehouse, gardener/landscaper

Retail – grocery clerk, department store clerk, cashier

Recreation – camp counsellor, pool attendant, special event worker, babysitter

Step Three:  Keeping At It

Finding a job takes time.   How will you keep yourself motivated?

An important step you can take is to follow up with the employer.  Send a thank you letter.  Make a phone call to let them know you are still interested.  Ask if there is anything you can do to increase your appeal for employment, such as practice new skills, improve your keyboarding, modify your resume or volunteer in a related service or field.  Then ask employers if they know of other businesses with openings.

Continue to develop your personal network and keep in touch with them.  Repeated contact will turn up new ideas and new leads.  The more people you are in touch with the more chance you will have of receiving valuable information about job leads.

Keep a positive outlook.  Discuss your job hunt with friends, family members and Employment Specialists who will provide support and encouragement.
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Inspire Yourself!

Find a motto and recite it every day:

· If you can dream it, you can do it.  Walt Disney

· Our greatest glory is not in never failing, but in rising each and every time we fall.  Confucious

· If you fail to plan, you plan to fail.  Benjamin Franklin

· The only place success comes before work is in the dictionary.  Vince Lombardi

· Dream as if you’ll live forever; live as if you’ll die today.  James Dean

Step Four:  Community and Internet Resources

Extend your networking to include:

· Town of Midland

· Town of Penetanguishene

· Employment Resource Centre, Midland and Penetanguishene

· Local College offices and campus sites

· Local library

The Internet is a great tool, but it changes frequently.  Therefore, check the YMCA Employment Resource Centre site for current useful Youth links:

· www:ymca-employment-services.ca/links.htm
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Personal Checklist

· I have obtained my SIN card, or I have applied

· I have developed a suitable resumé for my type(s) of work

· I can describe to friends and others just what I am looking for in a job

· I have obtained permission from prospective references for them to be contacted to speak on my behalf

· I know who the employers are for my kinds of positions

· I am prepared to contact employers by phone or in person and specifically request to talk to them about my employability attributes

· I know exactly what my availability is for work and how to describe any prior commitments or limitations

· I can make use of the local Employment Resource Centre for photocopy service, computers and Internet, telephone, fax and friendly suggestions

· I have someone available for moral support who will encourage me
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Student Resumés

Student Cover Letters


Student Interview Tips


Student Volunteer Opportunities

Good luck, but if you need any special assistance, please ASK US!
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* Source:  A Guide for Youth, 2000, Youth Communications Directorate, Human Resources Development Canada
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