
 

 

 
 
 

 
 
 
 

Handouts 
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THEME 1  Networking 
 
Activity 2 – Building your network 
 
List the names of people you know: 
 
 Names of people 
 

1. Family members ____________________________________ 

    ____________________________________ 

    ____________________________________ 

 

2. Friends ____________________________________ 

    ____________________________________ 

    ____________________________________ 

 

3. School ____________________________________ 

    ____________________________________ 

    ____________________________________ 

 

4. Your place of worship ____________________________________ 

    ____________________________________ 

    ____________________________________ 

 

5. Former employers / co-workers ____________________________________ 

    ____________________________________ 

    ____________________________________ 

 

6. Other people you know ____________________________________ 

    ____________________________________ 

    ____________________________________ 
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Activity 3 – Making a Plan of Action 
 
Now that you have a list of people you know, make a plan of action for contacting 
them. Fill in the table. Write the person’s name, their telephone number, when 
you will contact the person, and what you will say. 
 

Name Telephone 
Number When I Will Contact What I Will Say 
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Activity 4 – Making New Contacts 
 
You can also build your network by meeting new people and employers.  Here are some ways 
to build your network. 
 
1. Volunteer with an employer. 

2. Use community 

3. Phone employers you would like to work for. 

4. Contact employers in person. 

5. Keep in touch with all of your contacts on a regular basis. 

6. Ask friends to introduce you to other people. 

7. Attend workshops and seminars. 

8. Attend adult education classes. 

9. Take interest or exercise classes. 

10. Join professional associations, if possible. 
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THEME 2  The Job Application 
 
Activity 5 – Getting and Filling Out Applications 
 
What happens in these pictures?  Fill in the blanks to describe what Autumn does.  Use the 
vocabulary below. 
 

 



PART 2: THE SEARCH 

5 

Activity 6 – Tips For Filling Out Job Application Forms 
 
Review these tips for filling out application forms. 
 
1. Dress neatly when you pick up the application forms. 

2. Be polite and courteous to the receptionist and the employer. 

3. Ask to speak to the person who hires. 

4. Ask questions about the job and the company. 

5. Bring a pen. Applications need to be filled out in pen and sometimes only in black ink. 

6. Follow the instructions carefully. 

7. Bring the information with you. Always bring your resume with you. 

8. Ask for two copies of the application. 

9. Take it home if you want. 

10. Bring a friend if you feel nervous or need help with the application. 

11. Do not leave any spaces blank. Fill in the entire application. 

12. If a question does not apply to you write n/a. N/a means not applicable. 

13. It is all right to attach your resume, but do not write “see resume” on the application. 

14. Always tell the truth on an application. You can be fired later if you lie on an application. 

15. Proofread your application for mistakes. 

16. Do not forget to sign the application. 
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Activity 7 – Vocabulary on Application Forms 
 
Applications are usually divided into different sections. Match what type of information you think 
the employer wants in each section by drawing a line. 
 
 

 

Section of Application 
 
 
Personal Information 
 
 
Employment 
 
 
Education 
 
 
Skills 
 
 
References 
 
 
Employment / Career Goals 
 
 
Signature 
 
 
Are you able to be bonded? 
Employers want to know...
 
 
what you can do well. 
 
 
the kind of work you want to do. 
 
 
your name, address and phone number.  
 
 
that your application is truthful. 
 
 
where, when, and what you studied. 
 
if you had trouble with the police in Canada 
or have been bankrupt. 
 
 
where and when you worked in the past. 
 
 
the names of people who can talk about 
your work. 
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Activity 8 – Answering Questions on Job Applications 
 
Write in the information for each question. If the question does not apply to you write n/a (not 
applicable) in the space. 
 
Question Your answer 

Personal Information: Personal Information: 

1. Position applied for: ____________________________________ 

2. First name ____________________________________ 

3. Last name / surname / family name ____________________________________ 

4. Middle name ____________________________________ 

5. Middle initial ____________________________________ 

6. Number and street ____________________________________ 

7. City ____________________________________ 

8. Province ____________________________________ 

9. Postal Code ____________________________________ 

Employment History:  

1. Name of employer ____________________________________ 

2. Position held ____________________________________ 

3. Dates of employment From_____________ To______________ 

4. Reason for leaving ____________________________________ 

5. Duties / Responsibilities ____________________________________ 

6. Salary / wage ____________________________________ 

7. Name of supervisor ____________________________________ 

8. Address of employer ____________________________________ 

9. May we contact your former employer? ____________________________________ 
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Question Your answer 
Education:  

1. Name and address of high 
school/secondary school: ____________________________________ 

2. Course of study ____________________________________ 

3. Years attended From______________ To_______________ 

4. Circle last year completed ______1______2______3______4______5 

5. Did you graduate? ____________________________________ 

6. List degree or diploma ____________________________________ 

7. Name and address of University ____________________________________ 
8. Course of study ____________________________________ 

9. Years attended ____________________________________ 

10. Circle last year completed ______1______2______3______4______5 

11. Did you graduate? ____________________________________ 

12. List degree or diploma ____________________________________ 

Skills:  

1. Typing speed ______________________words per minute 

2. Steno speed (shorthand) ______________________words per minute 

3. Machines that you can operate ____________________________________ 

4. List any special skill ____________________________________ 

Reference:  

1. Name of reference ____________________________________ 

2. Occupation of reference ____________________________________ 

3. Address and phone number ____________________________________ 

Goals:  

1. Describe your career goals ____________________________________ 

Bonded:  

1. Are you able to be bonded? ____________________________________ 
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Activity 9 - More Vocabulary 
 
Word Definition 

Race A person’s physical features and skin colour. 

Ancestry A person’s family history. 

Ethnic origin A person’s culture group. 

Place of origin The country where a person is born. 

Religion A person’s “belief” or faith. 

Citizenship If a person is a landed immigrant, citizen of 

Canada or another country. 

Sex If a person is male or female. 

Sexual Orientation If a person is heterosexual or homosexual. 

Marital Status If a person is married, divorced, single, 

separated or common-law. 

Family Status If a person has children. 

Handicap If a person has a physical or mental disability. 

Age If a person is old or young. 

Record of Offence If a person has had trouble with the police in 

Canada. 
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Activity 10 – Illegal Questions 
 
Some questions cannot be asked on application forms in Ontario and other provinces because 
they are illegal. This includes questions on race, ancestry, ethnic origin, place of origin, religion, 
citizenship, sex, sexual orientation, marital status, family status, handicap, age, or record of 
offence. Decide if the questions are legal. 
 
Question Legal Illegal 

1. Are you a Canadian Citizen?   

2. Do you have a driver’s license?   

3. Are you married?   

4. Place of birth?   

5. Date of birth?   

6. Do you have a disability?   

7. Do you have any children?   

8. What is your surname?   

9. What is your address?   

10. When are you available to start?   

11. Have you ever been convicted of a criminal 

offence? 

  

12. Why did you leave your last job?   

13. What is your social insurance number?   

14. Are you legally entitled to work in Canada?   

15. Are you male or female?   

16. Are you bondable?   
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Activity 11 – Employment Equity 
 
Read and fill out this sample section of an application. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Employment Equity Information 

 

The completion of this section of the application is 

voluntary. The information provided here will be used by 

our organization to implement Employment Equity. 

 

Are you? Male______ Female______ 

Are you a visible minority? Yes___ No___ 

Do you have a disability? Yes___ No___ 

Are you a Native person? Yes___ No___ 

Are you a Francophone? Yes___ No___ 
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Activity 12 - Personal Qualities 
 

Write the question you would ask an employer when picking up an application. 

 

Ex. 1. Ask to speak to the person who hires. 
 Can I speak to the person who hires? 
 
2. Ask how long the applications are kept on file. 

 _____________________________________ 

 

3. Ask where the new jobs are posted. 

 _____________________________________ 

 

4. Ask when the best time of the year is for new job postings. 

 _______________________________________________ 

 

5. Ask when you can call back to check for openings. 

 _____________________________________ 

 

6. Ask if they know of other places that may be hiring. 

 _____________________________________ 

 

7. Ask when the employer plans to interview. 

 _____________________________________ 

 

8. Ask when a hiring decision will be made. 

______________________________________ 
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Activity 13 – Filling out Application Forms 
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Activity 14 - Conversation 
 
Working with a partner, ask the following questions about the applications you filled out. Write 
your partner’s answer in the space provided. 
 
Personal Information: 

1. What position are you applying for? ____________________________________ 

2. What-is your first name? ____________________________________ 

3. What is your surname? ____________________________________ 

4. What is your middle name? ____________________________________ 

5. What is your middle initial? ____________________________________ 

6. What is your address? ____________________________________ 

7. What city do you live in? ____________________________________ 

8. What province do you live in? ____________________________________ 

9. What is your postal code?  ____________________________________ 

 

Employment History: 

1. What is the name of your previous 

employer? ____________________________________ 

2. What was your position? ____________________________________ 

3. When did you start working there? ____________________________________ 

4. When did you finish working there? ____________________________________ 

5. Why did you leave? ____________________________________ 

6. What were your duties / responsibilities? ____________________________________ 

7. What was your salary? ____________________________________ 

8. What was your supervisor’s name? ____________________________________ 

9. What was the address of your previous 

employer? ____________________________________ 
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Activity 14 – Conversation 
 

10. May we contact your previous employer? ____________________________________ 

 
Education: 

1. What is the name and address of the high 

school/secondary school you attended? ____________________________________ 

2. What was the course of study? ____________________________________ 

3. When did you start high school? ____________________________________ 

4. When did you finish high school? ____________________________________ 

5. Did you graduate from high school? ____________________________________ 

6. What is the name of your diploma? ____________________________________ 

7. What is the name and address of the 

college or university you attended? ____________________________________ 

8. What did you study? ____________________________________ 

9. When did you start? ____________________________________ 

10. When did you finish? ____________________________________ 

11. Did you graduate? ____________________________________ 

12. What is the name of your degree or 

diploma? ____________________________________ 

 

Skills: 

1. What is your typing speed? ______________________ word per minute 

2. What is your steno speed? ______________________ word per minute 

3. What machines can you operate? ____________________________________ 

4. Do you have any special skills? ____________________________________ 
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Activity 14 – Conversation 
 

Reference: 

1. What is the name of your reference? ____________________________________ 

2. What is the occupation of your reference? ____________________________________ 

3. What is your reference’s address? ____________________________________ 

4. What is your reference’s phone number? ____________________________________ 

 

Goals: 

1. What are your career objectives? ____________________________________ 

 

Bonded: 

1. Are you able to be bonded? ____________________________________ 
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Activity 16 – Looking For A Job In The Newspaper 
 
What does Hala do in these pictures? Fill in the blanks to describe what Hala does using the 
vocabulary below. 
 

 



PART 2: THE SEARCH 

18 

Activity 17 – Want Ad Abbreviations 
 
Match the abbreviations with their meaning. 
 

Abbreviations What they mean 

1. P/T license (d) 

2. F/T experience (d) 

3. evgs required 

4. wknds minimum 

5. exp. (‘d) weekends 

6. pref. approximately 

7. temp. Part-time work 

8. yr. certified 

9. approx. year 

10. exc. temporary 

11. lic. excellent 

12. refs. preferred 

13. req. references 

14. mfg. Full-time work 

15. cert. manufacturing 

16. wtd. $26,000 to $30,000 

17. wk. wanted 

18. pos. week 

19. min. position 

20. 26k – 30k evenings 
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Activity 18 – Locating Jobs in the Classified Section 
 
Below are job categories from the classified section of a newspaper. Match each job with a 
category of the classifieds. 
 
Categories 
 
1. Employment Agencies 9. Telemarketing Help Wanted 

2. Temporary Help 10. Administrative / Management 

3. Help Wanted 11. Sales Employment 

4. Office / Clerical Employment 12. Industrial, Auto, Technical Employment 

5. Retail / Management Sales Employment 13. Farm Help 

6. Restaurant / Hotel Employment 14. Computer, Data Processing 

7. Hospital Professional 15. Teaching, Education Employment 

8. Domestic, Babysitting  

 
 
Job Category of Classified 

1. Daycare worker _____________________________________ 

2. Dishwasher _____________________________________ 

3. Hairdresser _____________________________________ 

4. Welder _____________________________________ 

5. Auto mechanic _____________________________________ 

6. Babysitting _____________________________________ 

7. Cashier _____________________________________ 

8. Salesperson _____________________________________ 

9. Manager _____________________________________ 

10. Construction worker _____________________________________ 

11. Secretary _____________________________________ 

12. Receptionist _____________________________________ 

13. Elementary school teacher _____________________________________ 

14. Chef _____________________________________ 

15. Computer programming _____________________________________ 

16. Accountant _____________________________________ 

17. Farm labourer _____________________________________ 

18. Jobs from employment agencies _____________________________________ 

19. The job you are looking for _____________________________________ 
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Activity 19 – Answering Questions about Want Ads 
 
Choose three want ads from a newspaper and answer the following questions: 
 
Want Ad Number 1  
1. What is the position? ____________________________________ 
2. What is the name of the company? ____________________________________ 
3. What qualifications are required? ____________________________________ 
4. What skills is the employer looking for? ____________________________________ 
5. How do you apply? ____________________________________ 
6. When do you apply? ____________________________________ 
7. To whom do you apply? ____________________________________ 
8. Do you have the skills for the job? ____________________________________ 
9. List the skills that you have for the job. ____________________________________ 
 
Want Ad Number 2  
1. What is the position? ____________________________________ 
2. What is the name of the company? ____________________________________ 
3. What qualifications are required? ____________________________________ 
4. What skills is the employer looking for? ____________________________________ 
5. How do you apply? ____________________________________ 
6. When do you apply? ____________________________________ 
7. To whom do you apply? ____________________________________ 
8. Do you have the skills for the job? ____________________________________ 
9. List the skills that you have for the job. ____________________________________ 
 
Want Ad Number 3  
1. What is the position? ____________________________________ 
2. What is the name of the company? ____________________________________ 
3. What qualifications are required? ____________________________________ 
4. What skills is the employer looking for? ____________________________________ 
5. How do you apply? ____________________________________ 
6. When do you apply? ____________________________________ 
7. To whom do you apply? ____________________________________ 
8. Do you have the skills for the job? ____________________________________ 
9. List the skills that you have for the job. ____________________________________ 
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Activity 20 – Telephone Practice for Ads in the Newspaper 
 
You may need to phone for some jobs advertised in the newspaper. Practice the following 
dialogue with a partner. 
 
 
Employer: Hello, Acme Retailing.  May I help you? 
 
You: Yes, my name is ________________________.  I am phoning about the job 

advertised in the newspaper.  I am very interested in the job.  Can you tell me 
how I can apply? 

 
Employer: Sure.  Come down to our office at 544 Oxford Street West and fill out an 

application. 
 
You: What intersection is that close to? 
 
Employer: It is just east of Adelaide Street. 
 
You: Can you tell me what bus passes by there? 
 
Employer: Sure, you can take the number 4 or number 16. 
 
You: What time would be convenient? 
 
Employer: The best time is between two and four. 
 
You: Thank you.  Goodbye. 
 
Employer: Goodbye. 
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Activity 21 – The Canada Employment Centre’s Job information Centre 
 
Using the vocabulary below, fill in the blank to tell what Autumn and Tracey did yesterday. 
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Activity 22 – Using the Telemessage Service 
 
Follow the instructions to use the Canada Employment Centre’s Telemessage service. 
 
 

Step 1: Look in the blue pages of the telephone book under Government of Canada. 

Step 1: Find Employment and Immigration Canada. 

Step 1: Find Employment Centres. 

Step 1: Look up the name of your city. 

Step 1: Then find the heading “Employment Telemessage”. 

Step 1: Phone the number and follow the instructions you are given. 

Step 1: Press 0 if you need help. 
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Activity 23 - Vocabulary 
 

Match the vocabulary on the left with the definition on the right. 

 

 

 

Activity 24 – Vocabulary 
 

Write a definition for the vocabulary on the left. 

 

Sign in Window The employer wants… 

1. Help Wanted ____________________________________ 

2. Apply Within ____________________________________ 

3. Help Wanted Immediately ____________________________________ 

4. Cook Wanted ____________________________________ 

5. Kitchen Help Needed ____________________________________ 

6. Sales Help Needed ____________________________________ 

 

Sign in Window 
 
1. Help Wanted 
 
2. Apply Within 
 
3. Help Wanted Immediately 
 
4. Cook Wanted 
 
5. Kitchen Help Needed 
 
6. Sales Help Needed 

The employer wants… 
 
someone who can cook. 
 
someone who can sell things. 
 
someone who likes to work in a kitchen. 
 
Someone to work. 
 
someone to start working as soon as 
possible. 
 
someone to come into the business to 
apply. 
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Activity 25 – Making a Good First Impression 
 
Write YES or NO to indicate if the person will make a good first impression for the job they are 
applying for. 
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Activity 26 – Dialogue 
 
The dialogue below is an example of how you may approach an employer who has a “Help 
Wanted” sign in the window.  You may choose different jobs and different ways to say things.  
Read the dialogue with a partner, then switch roles. 
 
YOU: I would like to speak to the manager please. 
 (May I see the manager please?). 
 (Could I please speak to the manager?). 
 
MANAGER: I am the manager. 
 
YOU: My name is ______________________________.  I would like to apply for the 

job advertised in the window. 
 
MANAGER: You have to fill out this application form. 
 
YOU: Could you tell me more about the job? 
 
MANAGER: Sure.  We are looking for a: 
   cashier 
   dishwasher 
   waiter / waitress 
   cleaner 
   salesperson 
   server 
   secretary 
 Do you have any experience? 
 
YOU: Yes, _______________________________________________________ 
 ___________________________________________________________ 
 ___________________________________________________________ 
 
MANAGER: That sounds good. 
 
YOU: I will take the application home and fill it out.  I will return it to you tomorrow. 
 
MANAGER: OK. 
 
YOU: Thanks very much.  Goodbye. 
 
MANAGER: Goodbye. 
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Activity 27 – Review of Video 
 

Fill in the table with information on the type of jobs you might find in these resources and where 

to find the resources. 

 
Source of Ad Kinds of Jobs Where to find them 

Professional and Trade   
Journals   
   
   
   
   
   
   
Government Publications   
   
   
   
   
   
   
Union Halls   
   
   
   
   
   
   
College and University Job   
Boards   
   
   
   
   
   
   
   
 



PART 2: THE SEARCH 

28 

Activity 30 – Parts of a Covering Letter 
 
Discuss the following parts of the covering letter: 

 

1. Your Address 
 Your name and address. Don’t forget your postal code. 

 
2. The Date 
 The date you wrote the letter. 

 
3. Employer’s Address 
 The address of the employer. Try to find the name of the person who will do the hiring and 

address the letter to that person. 

 

4. Salutation I Greeting 
 Open the letter with a greeting to a specific person. 

 

5. Reason for the letter 
 Write why you are writing. Write what job you are applying for and where you saw the job 

advertised or where you found out about the job. 

 

6. Present Qualifications 
 Write why you think you can do the job well. Expand on what is in your resume. Write about 

yourself. Be specific about the skills you have that relate to the job. 

 

7. Request for Interview 
 Ask the employer for an interview and thank him / her for taking time to read your letter. 

 

8. Your signature 
 Finish the letter by writing “Yours truly” or “Yours sincerely”. 

 Always sign the letter. Some employers will not accept letters or applications that are not 
signed. 
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Activity 31 – Review of the Video – Covering Letters 
 
Label the different parts of this covering letter using the words in Activity 30. 
 
 
Carla Lopez ____________________________ 
89 Walnut Lane 
Queenston, Ontario 
N4S 5F6 
 
June 22, 1993 _____________________________ 
 
Ms. L. Gruber 
Personnel Manager 
Frontline Printing 
453 Grosvenor Ave. _____________________________ 
Queenston, Ontario 
N6C 4V6 
 
Dear Ms. Gruber: _____________________________ 
 
 I am writing to apply for the secretarial position advertised in the Queenston Herald.  I have 
enclosed my resume for your review. 
 _____________________________ 
 
 I am very interested in the position.  I 
have three years of experience working as a secretary and receptionist.  I am an accurate typist 
and a very hard worker.  I grew up working in my family’s printing business and I believe that 
this experience would help me do the job very well. 
 _____________________________ 
 
 Thank you for accepting my resume.  
I would be very happy to come for an interview at your convenience. 
 _____________________________ 
 
Sincerely, 
 _____________________________ 
 
Carla Lopez 
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Activity 32 – Tips for Writing an Effective Covering Letter 
 
Review these tips for writing an effective covering letter. 

 
1. Keep the letter short and to the point. 
 
2. Use standard paper and a typewriter or computer. (note: some employers want a 

hand-written letter.) 
 
3. Show an interest in the job. 
 
4. Show how your skills relate to the job. 
 
5. Show how the employer will benefit by hiring you. 
 
6. Say you are available immediately for an interview at the employer’s convenience. 
 
7. Check the letter for spelling mistakes and grammatical errors. Have a friend read it 

over for you. 
 
8. Do not send a photocopy of the letter. 
 
9. Address letter to the person who hires. 
 
10. Never write “Dear Sir”. The manager may be a woman. It is better to write “Dear 

Manager” or “To Whom it May Concern” if you do not know the name of the person. 
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Activity 35 - Changing a Resume 
 
Look at the two job ads and Roberto Coto’s resume. With a partner, decide what Roberto Coto 

should leave on or take off his resume when he applies to the two jobs. 

 
Job Ad # 1 
 
 
 
 
 
 
 
 
Job Ad # 2 
 
 
 
 
 
 
 

SALESPERSON WANTED 
We are seeking a person with electronics sales experience to work in our 
busy downtown store. You must be flexible, motivated, hardworking with a 
proven sales record. Apply to: Downtown Electronics, 444 Dundas Street, 
Toronto, Ontario, M7B 1H6 

STORE MANAGER
We are a growing electronics company and we seek dynamic 
individuals to manage and operate our two new locations. You must 
have a business background with several years experience in the 
electronics business. Send resume to: Expanding Electronics, 292 
Queen Street, Hamilton, Ontario, L7D 5G6 
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Activity 35 continued - Changing a Resume 
 

Roberto Coto 
515 Piccadilly Street 
Queenston, Ontario 

N6H 5H6 
 
Telephone: 891-4321 
Messages: 683-4778 
 

EDUCATION 
 

Master of Business Administration, University of Nicaragua, Managua, Nicaragua, 
1990. 
 
Bachelor of Arts, Economics, University of Nicaragua, Managua, Nicaragua, 1988 
 

WORK EXPERIENCE 
 
District Manager, 1990-92 
Electronics Distributing 
Managua, Nicaragua 
• managed a staff of 150 
• responsible for international sales and distribution 
• increased sales by 45% in two years 
• developed bookkeeping and accounting procedures 
 
Store Manager, 1988-90 
High Tech Electronics 
Managua, Nicaragua 
• managed a busy electronics store 
• responsible for staff training 
• assisted customers with sales 
• bookkeeping and accounting 
 
Salesperson, 1986-88 
Lightening Stereo Company 
Managua, Nicaragua 
• served customers and promoted company products 
• handled and balanced cash 
• organized floor displays 
 

PERSONAL ACHIEVEMENTS 
 

• Speak Spanish 
• Received the 1992 Businessperson of the Year Award 
• Top Sales in Company 
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Activity 36 - Vocabulary 
 
Discuss the meanings of the following words and phrases. 

 
 
1. Over-qualified 
 You have more education and skills than the employer wants. 

 
2. Under-qualified 
 You have less education and skills than the employer wants. 

 

3. Not qualified 
 You do not have the education and skills the employer wants. 

 

4. Qualified 
 You have the skills and education that the employer wants. 
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Activity 37 - Are You Qualified? 
 
(a) Look at the following employment ads. For each ad say if you are over-qualified, under-

qualified, not qualified or qualified. 

#1 

 
I a

#2 

#3

 
I a
 

 
(b

C

H

1.

2.

3.

4.

Child Care Worker 
This is a full-time one year contract position in 
a friendly caring day care. The qualified 
candidate will possess: 
 
• a diploma in recreation and leisure or child 
The Division of Food Services for the 
University of Queenston is looking for part-
time (up to 24 hours per week) experienced 
and professional Banquet staff and 
cooks/chefs. Send resumes to 449 University 
Drive, before January 16. 
34 

m ________________________________. 

 
I am _______________________________. 

 

m _______________________________. 

#4 

 
I am _______________________________. 

) Modifying your resume 
hoose three ads from the newspaper that you feel you are qualified for. 

ow can you change your resume to help you get each job? 

 ________________________________________________________________________ 
________________________________________________________________________ 

 ________________________________________________________________________ 
________________________________________________________________________ 

 ________________________________________________________________________ 
________________________________________________________________________ 

 ________________________________________________________________________ 
________________________________________________________________________ 

Labourer: We need a hard-working, 
dependable person to load and unload cargo 
from trucks. $8 per/hr plus piece work bonus 
to start. Apply to Acme Trucking, 35 Doolittle 
Street, Queenston. 

care and/or equivalent combination of 
education and experience. 

• experience in planning activities for and 
supervising children 

• an outgoing and friendly personality 
 

Apply to P.O. Box 7119, Queenston before 
January 24 

Mechanical Engineer 
A Mechanical Engineer needed to work in a 
team oriented heavy manufacturing 
environment. 
5 years experience necessary. 
 

Apply to Baldwin Machine, 81 Coconut 
Crescent, Queenston 
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Activity 39 - Researching Companies 
 
List three methods to research a company. 

 
1. _______________________________________________________________________ 

2. _______________________________________________________________________ 

3. _______________________________________________________________________ 

 
 
Activity 40 - Using the Phone Book 
 
Write down the category in the yellow pages where you might find companies that have these 

jobs: 

 
Job Yellow Page Category 

1. Tailor ____________________________________ 

2. Child care worker ____________________________________ 

3. Mechanical engineer ____________________________________ 

4. Secretary ____________________________________ 

5. Bank teller ____________________________________ 

6. Waiter / waitress ____________________________________ 

7. Lab technician ____________________________________ 

8. Custodian ____________________________________ 

9. Accountant ____________________________________ 

10. Welder ____________________________________ 

11. Auto mechanic ____________________________________ 
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Activity 42 - Dialogue and Role Play 
 
Read the dialogue with a partner and offer suggestions for better body language. 

 
The job I am applying for is ______________________________________________. 
 
You: Hi. I would like to speak to the manager please. 
 
Employer: I am the manager. 
 
You: I am very interested in working for your company. I would like to work as a 
________________________(state your experience in your own words)____________ 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
 
Employer: I am sorry but we do not have any openings right now. 
 
You: Could I fill out an application? 
 
Employer: Sure. Here is the application. 
 
You: I would like to keep in contact with you in case a job becomes available. Could I 

call you in about three weeks? 
 
Employer: Sure. That’s fine. 
 
You: It was nice to meet you. 
 
Employer: It was nice to meet you, too. Bye. 
 
You: Thank you. Goodbye. 
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Activity 43 - Review of Cold Calls 
 
Fill in the blanks to describe what Mamadou did in each of the pictures using the vocabulary 

below. 
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Activity 44- Cold Call Dialogue 
 
With a partner do the following role play. Mr. Nein can make choices at each part of the role 

play. He will say yes or no. 

 
Part 1: Present Your Qualifications and Ask for an Interview 

 
Part 2: Mr Nein says “YES” 

 
 
 
 
 
 
 

Part 2: Mr Nein says “NO” 
 
 
 
 

Mamadou: I would like to speak to Mr. Nein please. 
Mr. Nein: This is Bob Nein. 
Mamadou: Hello. My name is Mamadou Diallo. I am phoning to talk to you about 
employment opportunities at your bank. I have three years experience as a teller. I would 
like to set up an appointment to speak to you. 

Mr. Nein: No, we don’t’ have any 
positions available right now. 
Mamadou: Could I come in and talk 
to you about future employment? 
Mr. Nein: Yes, I think I have time 
available for us to meet. Can you 
come to our bank at 4:00 on 
Thursday? 
Mamadou: Yes, I can. Could you 
tell me the address? 
Mr. Nein: Yes. It is 325 Main 
Street. 
Mamadou: Thank you. Goodbye. 
Mr. Nein: Goodbye. 
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Part 4: Mr Nein says “YES” 

 
 
 
 
 
 
 
 
 

 
Part 5: Mr Nein says “NO” 

 
 
 
 
 

 
 
If Mr. Nein says “YES”, go to Part 6 
If Mr. Nein says “NO”, go to Part 7 

Mr. Nein: Yes, that would be fine. 
Mamadou: When is it convenient 
for you? 
Mr. Nein: Can you come to our 
bank at 4:00 on Thursday? 
Mamadou: Yes, I can.  Can you 
give me your address? 
Mr. Nein: Yes.  It is 325 Main 
Street. 
Mamadou: Thank you.  Goodbye. 
Mr. Nein: Goodbye. 

Mr. Nein: No, I am very busy, I 
don’t think that we will be hiring 
for a while. 
Mamadou: Could I send you a 
copy of my resume then? 
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Part 6: Mr.Nein says “YES” 
 

Mr. Nein: Yes, I guess so. That would be OK. 

Mamadou: Thank you. I will send you my resume today. Would you mind if I phoned 

in about a month to see if any positions have come available? 

Mr. Nein: Sure. That would be no problem. 

Mamadou: What is a good time of day to call? 

Mr. Nein:  The best time is between one and three. 

Mamadou: Sorry to take more of your time Mr. Nein, but I have one more question to 

ask. 

Mr. Nein: That’s fine. 

Mamadou: Do you know of any other bank that might be hiring at the moment? 

Mr. Nein: You might try the Central Branch. 

Mamadou: Who would I speak to there? 

Mr. Nein: Ask for Ron Simpson. 

Mamadou: Thank you very much Mr. Nein. Goodbye. 

Mr. Nein: Bye. 
 
 
 
Part 7: Mr.Nein says “NO” 
 

Mr. Nein: No, we are not accepting resumes right now. 

Mamadou: Sorry to take more of your time Mr. Nein, but I have one more question to 

ask. 

Mr. Nein: That’s fine. 

Mamadou: Do you know of any other bank that might be hiring at the moment? 

Mr. Nein:  You might try the Central Branch. 

Mamadou: Who would I speak to there? 

Mr. Nein:  Ask for Ron Simpson. 

Mamadou: Thank you very much Mr. Nein.  Goodbye. 

Mr. Nein: Bye. 
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Activity 45- Employment Agencies: Vocabulary 
 
Use the vocabulary below to describe what Hala does in each picture. 
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Activity 46 – All About Employment Agencies  
 
Read and discuss in class: 

 

About Employment Agencies 

1. Employment agencies are licensed by the government. 

2. Employers call employment agencies for workers in various types of work including: 

secretarial, clerical, and industrial. 

3. The agency finds temporary and permanent workers for the jobs. 

4. If you receive work from the employment agency the agency pays you. 

5. Never pay an employment agency. The employer pays for the service of the employment 

agency. 

 

How to Use an Employment Agency 

1. Employment agencies are in the yellow pages under Employment Agencies. 

2. Phone an employment agency to make an appointment. 

3. Go to the appointment prepared. Bring your resume. 

4. You may be asked to do a short test or fill out an application. 

5. If your skills match what an employer wants you may receive an interview and temporary 

work. 

 

Values of an Employment Agency 

1. You may find temporary or permanent work. 

2. You increase your network by meeting new people. 

3. You can get a good reference from an employer. 

4. You can get work experience. 

5. You can improve your skills. 
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Activity 48 - Job Search Record Vocabulary 
 
Match the words on the left with the meaning on the right: 

 
1. Position The name of the person you spoke to or sent a 

resume to at the company. 

2. Company The address and telephone number of the 
company. 

3. Location The date that you called, mailed your resume, 
or dropped off your application. 

4. Contact Person What you will do now. 

5. Date of Contact The job that you applied for. 

6. Result When you contacted the company. 

7. Follow-up What happened when you contacted the 
company. 
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Activity 49 - The Job Search Record 
 
Below is one way to record your job search. Record Hala’s job search in this job search record. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Hala sent a resume to Mason, Matlock, and Brackman Law Office on December 13th, 1994. 
The office is at 321 Dufferin Street in Queenston and the phone number is 613-8243. She 
applied for a secretary job. She talked to Martha Collins at the office. Martha told her that they 
were not looking for anyone right now, but they may be in the future. Hala told Martha she will 
call back in a month. 
 

Hala’s Job Search Record 
 

 

Position: __________________________________________________ 

Company: _________________________________________________ 

Location: __________________________________________________ 

Phone number: _____________________________________________ 

Contact person: _____________________________________________ 

Date of Contact: _____________________________________________ 

Result: ____________________________________________________ 

Follow-up: _________________________________________________ 



PART 2: THE SEARCH 

44 

Activity 51 - Review of the Video 
 
Answer these questions with a true or false then discuss: 

 

 TRUE or FALSE 

1. It is good to call an employer every day. _________________________________ 

2. It is good to call an employer every few 

weeks with their permission. 
_________________________________ 

3. To follow-up means to sit at home and wait 

for an employer to call. 
_________________________________ 

4. To follow-up means to call the employer 

regularly. 
_________________________________ 

5. Employers remember people who follow-

up their applications and resumes. 
_________________________________ 
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Activity 52 - Tips for Follow-up 
 
Read and discuss these tips for following up job applications and resumes sent to employers. 

 
 
 

1. Always ask for the employer’s permission to call about future employment 

openings. 

2. Try to speak with the person who hires when you call. 

3. Be polite, courteous and positive. Don’t beg for a job. 

4. Call the employer on regular basis (every 3 or 4 weeks). Don’t call every day or 

week. 

5. When you call, let the employer know that you are keeping busy and always 

improving your skills. Tell them about classes you are taking, volunteer work and 

other relevant activities. 

6. Send the employer updated copies of your resume as you acquire more skills and 

experience. Make sure you have their permission to do this. 
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Activity 55 - Solutions 
 
Review these tips for staving positive: 
 
 
 

1. Get support from family, friends, professionals, and others.  Share your emotions 

with others. 

2. Improve yourself.  Go to school, read, or attend workshops. 

3. Take temporary jobs or volunteer. 

4. Join a Job Club.  You can increase your network and get support from other 

people looking for work. 

5. Plan your job search each week. 

6. After looking for work all day, do something you enjoy. 

7. Keep active.  Exercise.  It will make you feel better. 

8. Talk positively.  Don’t’ say can’t, never, impossible. 
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