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INTRODUCTION 
 

LOOKING FOR WORK IN CANADA 
Strategies for Newcomers 

 
 
The purpose of this interactive video and guide series is to introduce English as a Second 
Language learners to both the language and the techniques for looking for work in Canada. 
 
Groups of learners viewing the video and working on the guide activities will have a range of 
experiences. Some will be newcomers to Canada, while others will have been here for some 
years and find themselves facing unemployment for the first time. Groups of learners will include 
new entrants to the workforce, individuals with years of work experience in their country of 
origin, people with high levels of education and very specialized skills, and people with expertise 
and life skills that are not easily transferred to the Canadian economy. 
 
All of these people share common challenges: 
 
• they are adapting their expectations of the opportunities available in Canada to the 
reality of a competitive and unfamiliar labour market; 
 
• they are looking for work with limited English language abilities and limited knowledge of 
the socio-cultural context of job searching in Canada; 
 
• they are acquiring information, assistance and financial resources to regain their 
occupational status; 
 
• they are facing potential discrimination and undervaluing of their abilities due to cultural 
stereotyping; and, 
 
• they are dealing with many levels of stress while being separated from the support 
systems of family and friends. 
 
The video and guide package focuses on this common ground and aims to support ESL 
learners in moving forward with their job search despite the difficulties confronting them. 
 
The jobs described in the videos and guides tend to be entry-level positions that would be 
accessible to ESL learners at a beginner to intermediate level. This focus is not intended to 
categorize all ESL learners as being capable of only certain types of work. The reality is that 
many newcomers will have to take jobs in low-skilled sectors to earn income while they improve 
their English and work towards longer term goals. The video and guide series emphasizes that 
the job search skills that learners develop will be needed throughout their working lives. 



The video and guide are designed to encourage learners to work together in developing job 
search strategies. Job searching is a stressful time for everyone, and the stress and anxiety is 
even greater for ESL students. Group members can be a source of support and encouragement 
for one another. You can facilitate this process of sharing and discovery by: 
 
• creating an environment of openness and trust that allows everyone to communicate 
comfortably; 
 
• ensuring that the group is non-judgemental in listening to one another’s experiences; 
 
• providing opportunities for the group to recognize and value one another’s cultures, 
experiences and skills; 
• expanding guide activities to build on the strengths and knowledge of the members of 
the group; 
• allowing learners to express anger and frustration at the barriers they encounter in 
looking for work; and, 
 
• encouraging the group to direct the energy created from anger and frustration towards 
developing strategies and solutions. 
 
The video and guide provide an overview of tools, techniques and strategies for job searching. 
This resource is intended to be comprehensive but not exhaustive. Draw from your own 
experiences and the experiences of learners to expand the material and enliven group 
discussions. Job searching is emotionally draining and generally results in periods of discour-
agement and pessimism. Job searching can also be an opportunity to challenge ourselves and 
be confident about who we are and the abilities we have to offer. Without negating natural 
feelings of fear, anxiety and self-doubt, find every opportunity to encourage self-confidence, 
hope and a positive outlook. Staying positive is the key to successful job searching. 



HOW TO USE THIS INTERACTIVE LEARNING TOOL 
 
Three videos and guides have been created to match each phase of the job search process: 
 
THE PREPARATION: matching skills and interests to occupations and presenting this 

information in a resume. 
 
THE SEARCH: searching out employment opportunities and submitting 

applications, resumes and covering letters. 
 
THE INTERVIEW:  preparing for interviews and being interviewed. 
 
The videos and guides are interactive. Each video is approximately 45 minutes long and 
consists of several brief segments designed for beginner and intermediate learners. Each video 
has several Themes related to the job search process and in some cases these Themes are 
divided into separate Parts. Each Guide provides a table of contents showing a list of Themes 
and Parts. 
 
Before and after viewing each video segment, the class will participate in written exercises, 
group discussions, role plays, practice dialogues and skills development activities. The Guide 
provides detailed instructions on how and when to use the video, and how and when to use the 
Activities. Some Activities involve Handouts and others do not. All Handouts for the Activities 
are found at the end of the Guide and are labelled according to the appropriate activity. 
 
Most Activities have been designed to allow learners with limited English language abilities to 
begin to understand the job search process. Asterisks have been used to indicate level of 
difficulty. Activities appropriate to beginner learners are labelled with one asterisk (*)~ Two 
asterisks (**) indicate that the Activitity is intended for learners with more intermediate language 
abilities. This system is intended only as a guide for instructors. As an instructor, you will want to 
assess the appropriateness of Activities to the language abilities and backgrounds of your 
groups. 
 
This resource has been designed to be flexible enough to allow the instructor to portion each 
Theme and Part into manageable time slots for the needs of learners in your group. 
 
Some important points in using this resource are: 
 
• Follow the Guide for instructions on using this resource. Do not rely just on the Handouts 

for doing Activities. Many Activities do not have Handouts to accompany them. 
 
• Assess the appropriateness of each Activity to the language abilities and backgrounds of 

learners in your group before presenting a video segment. Use the asterisks as a guide 
((*) for beginner; (**) for intermediate). 



• Be sure students have a binder or file folder to keep the Handouts they have completed. 
Many Handouts are used more than once. Be sure students know to bring the Handouts 
to each class or keep the binder I file folder in the classroom for them. 

 
• Review the video and materials for each segment you plan to use during class time to 

estimate how much can be covered given the language abilities and needs of the learn-
ers in your group. 

 
• Make notes on language that might be difficult for learners in your group that is not 

covered in the Guide or Activities. Review this language with the class before or after 
viewing the video segment. 

 
This series is intended to be flexible and paced to the needs of diverse groups of learners. Use 
the materials in the way that is most beneficial for learners in your group. At the end of each 
guide you will find a resource list that suggests other sources for enhancing your job search 
curriculum. 
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AIMS The Search 
 

 
Theme 1: Occupations 
 
 At the end of this unit, learners will be able to network in their job search. 
 
Theme 2: The Job Application 
 

 At the end of this unit, learners will understand how to successfully fill out a job 
application form. 

 
Theme 3: Applying For Jobs That are Advertised 
 
 At the end of this unit, learners will be able to find and apply for various positions. 
 
Theme 4: Jobs That are Not Advertised 
 
 At the end of this unit, learners will be able to access jobs that are not advertised. 
 
Theme 5: Keeping Records 
 

At the end of this unit, learners will understand the importance of developing and 
maintaining a job search record. 

 
Theme 6: Contact Employers in Person 
 

At the end of this unit, learners will understand the importance of personal contact with 
employers. 

 
Theme 7: Follow-up 
 
 At the end of this unit, learners will be able to follow-up job leads. 
 
Theme 8: Staying Positive 
 
 At the end of this unit, learners will be better able to cope with the stress of job search. 
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THEME 1  Networking 
 

Aim and Objectives: 
 

At the end of this unit, learners will be able to network in their job search. Learning objectives 

are to: 

• define networking 
• develop vocabulary needed to network 
• gather information through networking 
• develop their own job search network 
• understand what information is gathered through networking 
 

This unit will allow students to recognize that they have a network of people in Canada that can 
help them find work. It emphasizes to students the importance of using available contacts and 
expanding the contacts that they already have. The video section shows the various places that 
have potential for expanding a job search network and highlights examples of how people 
network. The learning activities will allow students to develop their job search network. 
 

VIEW VIDEO - THEME 1: NETWORKING 
 

* Activity 1 – Review of the Video 

Discuss these questions with the class. 
 
••••    What is networking? Why is it important to network when you are looking for work? 

••••    Is networking important when you are looking for work in your country of origin? 

••••    What type of work is Jasmine looking for? 

••••    What type of work is Basil looking for? 

••••    Do you think Basil will find a job through networking? 

••••    Would you tell people you are looking for work when you already have a job? 

••••    How do you think Basil’s boss will react? 
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* Activity 2 – Building Your Networking (Handout) 

• Explain the importance of telling people that you are looking for work. 

 

• Students will write the names of people they know from different places in their lives. 

 

• This activity prepares students to make a plan of action to contact the people. 

 
* Activity 3 - Making a Plan of Action (Handout) 

• This activity allows students to develop a plan of action in order to contact people in their 

existing network. 

 
* Activity 4 - Making New Contacts  (Handout) 

• Explain to students that it is important for them to expand their existing networks. 

 

• Emphasize that the more contacts they make the more likely they will find work. 

 

• Before reviewing the points on the handout ask for their own suggestions on how to expand 

their network with new contacts. 

!
Note: Point #10 on the handout advises students to join professional 
organizations. Sometimes this is not possible because professional 
organizations may require that members be practising in the profession or 
possess Canadian qualifications, certificates, or diplomas needed to work 
4 

 

 

in the profession. 
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THEME 2  The Job Application 
 

Aim and Objectives: 
 
At the end of this unit, learners will understand how to successfully fill out a job application. This 
unit will enable learners to: 

• understand the vocabulary on an application form 
• read an application form 
• fill out an application form 
• know what employers expect on application-forms 
• develop strategies for completing application forms 
• be aware of illegal questions on application forms 
• understand Employment Equity 

 

Many newcomers may never have seen a job application form or may have seen applications in 
their own country in different formats. They may not appreciate the importance of the application 
to the employer. Further, newcomers are probably not familiar with the vocabulary on 
application forms. 
 
This theme will provide students with the skills to understand and fill out job applications. More 
importantly, students will learn several strategies for making the process of filling out application 
forms a little easier. 
 

VIEW VIDEO - THEME 2: THE JOB APPLICATION 
* Activity 5- Getting and Filling Out Application Forms  (Handout) 

• Students will work through the questions in order to practice vocabulary. 

 

* Activity 6 – Tips For Filling Out Job Applications (Handout) 

The handout lists several ways to more effectively fill out an application form. Before handing it 
out to students, ask them to list several important things to remember when filling out 
applications. 
 
• Have students take turns reading the tips on the handout and explain any new vocabulary. 
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* Activity 7- Vocabulary on Application Forms (Handout) 

Use this exercise to reinforce to students the information employers want to know from each 
section of an application form. 
 
• Instruct students to complete the exercise. 
 

 

!

 

 

 
* Activi
 
••••    The

intim
 
••••    Hav

shou
 
••••    Stud

fillin
NOTE: Many newcomers struggle with the question: Are you able to be bonded? In 
positions where employees handle money or are in a position where they have an 
opportunity to steal from a company, many employers ask an insurance company to 
bond that employee. A bond will ensure the employer that they will be able to recover 
any money or merchandise stolen by an employee. An insurance company will not 
bond people who have been bankrupt or have a criminal record. 
6 

ty 8- Answering Questions on Job Applications  (Handout – 2 pages) 

 handout asks many of the common questions on application forms, but in a less 
idating format. 

e students fill in their responses. Explain that if the question does not apply to them they 
ld write N/A (not applicable) in the space provided. 

ents may use the answers to these questions, as well as their resume, as a guide when 

g out application forms in the future. 
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** Activity 9 – More Vocabulary (Handout) 

• The handout defines various terms that are prohibitive grounds for discrimination and can 
not legally be asked on application forms. Review the definitions with students and discuss. 

 

** Activity 10 – Illegal Questions (Handout) 

• Explain to students that the law in Canada prohibits certain questions from being asked on 
applications because the answers could be used as grounds for discrimination. Explain that 
they must decide whether or not to answer these questions. 

 
• Also, inform students that some questions are not always illegal because certain jobs 

require that the employer have information that would otherwise be considered illegal to 
obtain. For example, police forces and fire departments will have a minimum age require-
ment for employees and they will be able to ask legally about a person’s age. 

 
• Have students decide whether the questions are legal or illegal by placing a checkmark in 

the space provided. Also discuss if they would answer the questions and why? Students 
should be aware that refusal to answer an illegal question could jeopardize their chances of 
being hired by some employers. 

 

Please turn the page for the Answer Key to this activity 
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Answer Key 
 
 
1. Illegal, in most cases. Some civil service positions require that employees be Canadian 

Citizens and therefore can be asked on some applications. 
 
2. Legal. Some positions require a driver’s license. 
 
3. Illegal. This question is not appropriate because it can be used to discriminate against an 

applicant because of their marital status. 
 
4. Illegal. An employer might use this information to discriminate based on a person’s ethnicity, 

ancestry, or race. 
 
5. Illegal, in most cases. Your age can be used to discriminate against you; however, in certain 

occupations there is a minimum age requirement, such as Police or Military. 
 
6. Illegal, in most cases. An employer might use a disability as a reason not to hire you. 

However, many provincial governments and the federal government have employment 
equity legislation that requires some employers to hire more people with disabilities. The 
employer may ask applicants to indicate if they have a disability but only in a special section 
on an application that clearly states that this information is to be provided voluntarily. 

 
7. Illegal. Family status might be used to discriminate against an applicant. 
 
8. Legal. The employer needs this information in order to contact an. applicant. 
 
 
9. Legal. The employer needs this information for correspondence. 
 
10. Legal. This information is relevant to the job. 
 
11. Illegal Employers cannot ask you directly if you have- ever been convicted of a criminal 

offence. They can ask you to volunteer for a police check if the job requires that you be 
working with children, for example. 

 
12. Legal. An employer needs to know about your past job performance and your record of 

employment. 
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13. Illegal. This information can reveal your immigration status. People who are refugee 

claimants have social insurance numbers that begin with 9. 
 
14. Legal. The employer can not hire a person who-can not work legally in Canada. 
 
15. Illegal, in most cases. An employer might discriminate on the grounds of an applicant’s sex. 

But, where employment equity legislation applies, employers can ask this -question-in an 
area of the application that an applicant will fill out voluntarily. 

 
16. Legal. Some positions require that the employer take out a bond on an employee with an 

insurance company. If a person has been bankrupt or has a criminal record the insurance 
company will not issue a bond. 
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* Activity 11 – Employment Equity (Handout) 

• The federal government and some provincial and municipal governments have passed 
employment equity legislation that requires some employers to attempt to hire more quali-
fied applicants who are from some or all of the following designated groups: women; visible 
minorities; Francophones; Native people; and people with disabilities. 

 
• In order to target these groups the employer will include a section on the application to be 

voluntarily filled in by applicants that asks about their membership in a designated group. 
 
• The handout has a typical employment equity data gathering section. Explain to students 

that these questions are sometimes found on applications and are to be filled out voluntarily. 
 
• Students must decide if they will fill in the section or not. 
 
• Explain that if they fill it out and they are a member of a designated group their application 

may get special attention. 
 
• Explain that not all employers have employment equity programs. 
 
• Finally, inform students that even if they are members of a designated group, this does not 

mean that they will automatically get the job. An applicant must always be qualified for the 
position in order to receive it. 

 
* Activity 12 – Questions to Ask When Picking Up Applications (Handout) 

• It is important for applicants to ask questions when picking up application forms. Asking 
questions shows preparedness and interest in the job. It leaves the employer with a good 

 
• Before giving the students the handout have the class suggest questions that they might 

ask when picking up an application. 
 
• Then review the suggestions on the handout. 
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** Activity 13 – Filling Out Application Forms (Handout) 
••••    Ask students to fill out the sample application form. 
 
••••    Tell learners to write N/A in spaces where they do not have an answer or the question is 

illegal and they do not want to answer it. 
 

** Activity 14 – Conversation (Handout – 3 pages) 

• Using the handout students will work in pairs to practice questions and answers related to 
information on application forms. 
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THEME 3 Applying for Jobs That Are 
Advertised 

Aim and Objectives: 
 

At the end of this unit, learners will be able to find and apply for various positions that are 
advertised. This theme explores the various ways that people may find work by looking for jobs 
that are advertised. This is the first step in many people’s job search. Many newcomers will not 
be familiar with the various locations where jobs are advertised in Canada. This theme will 
provide students with several possible places to look for job advertisements as well as introduce 
relevant vocabulary for interpreting employment ads. This section is divided into several 
sections that have accompanying learning activities after each section. 
 
Before turning on the video the following activities are suggested as an introduction for students. 
 

 

*Activity 15- How To Look For Work 

••••    Ask the class to list all of the places where they have seen jobs advertised. 

••••    Ask the class what experiences they have had applying for advertised positions. 

••••    Ask students to relate how jobs are advertised in their own country, and how this might differ 

from practices in Canada. 
 

 VIEW VIDEO THEME 1: APPLYING FOR ADVERTISED JOBS 

 AND VIDEO THEME 1: PART 1: USING THE NEWSPAPER 
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Part 1: Using the Newspaper 
 
This unit will enable learners to: 
 

• read job ads in newspapers 
• understand the information given in job ads 
• recognize whether their qualifications meet the job ad’s specifications 
• effectively communicate with an employer in person and over the phone 

 
Many newcomers will never have bought a newspaper in Canada because of their level of 
English. Some may have looked at the classified section of the newspaper but may not have 
understood the abbreviations or other language found in ads. The video and learning activities 
will enable students to access this source of job leads. 
 
 
* Activity 16 - Looking For A Job in the Newspapers 

••••    This activity reviews vocabulary used in the video. 

 

* Activity 17 – Want Ad Abbreviations (Handout) 

••••    Explain to students what abbreviations are. You might use days and months as examples. 

••••    Inform students that the handout contains many abbreviations used on application forms. 

••••    Have students match the abbreviations on the handout and explain each to students. 

 

** Activity 18 - Locating Jobs in The Classified Section (Handout) 

• Explain to learners that the classified sections of newspapers are organized by job 

categories. 

• Review the job categories at the top of the handout, then instruct students to categorize 

each of the jobs. 
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!
NOTE: Some of the jobs can be found under several different categories depending 
on each individual newspapers system of job classification. An extension of this 
exercise could be to have students use a newspaper to find these jobs and their 
categories. 
 

 

* Activity 19 – Answering Questions About Want Ads (Handout) 

• Have students choose three want ads from a local newspaper and answer the questions on 

the handout. 

 

* Activity 20 – Telephone Practice For Ads in the Newspaper (Handout) 

• This exercise is a role play that gives students a chance to practise on the telephone. 

 

 

!
NOTE TO INSTRUCTOR: Some employers claim to test or interview applicants for 
positions. Sometimes applicants have to demonstrate to employers that they do the 
job by doing such skills tests or on-the-job interviews. Some newcomers have worked 
entire days with employers under the guise of being tested and later found out that 
14 

 

they neither received the job nor were paid for their time. Students should be aware of 
such employer deceptions and should be prepared to ask questions such as: “Will my 
skills be tested?”; and how long will I need for the interview? 
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Part 2: The Canada Employment Centre 
 
This unit will enable learners to: 
 

• use the Canada Employment Centrets computerized Job Information Centre 
• use the yellow pages and blue pages of a telephone book 
• use the Canada Employment Centre telemessage service 

 
 
The Canada Employment Centre can be very intimidating for Canadian born people, but 
especially so for newcomers. Newcomers need to become aware of the process for using the 
computerized Job Information Centre. The video and learning activities will provide newcomers 
with practise in accessing employment available through the Canada Employment Centre. 
 
 

 VIEW VIDEO THEME 3: PART 2: CANADA EMPLOYMENT CENTRE 
 
 
* Activity 21 – The Canada Employment Centre Job Information Centre (Handout) 

• This activity reviews vocabulary and action from the video. 

 
* Activity 22 – Using the Telemessage Service (Handout) 

• Review the procedure for using the Canada Employment Centre telemessage service 
shown on the handout. 

• Instruct the students to look up the Canada Employment Centre’s telemessage service 

number in the phone book. 

• Ask students to phone and record three jobs that would interest them for the next class. 
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Part 3: Responding to Ads in Windows 
 
This unit will enable learners to: 
 

• read job ads in windows 
• know how to approach employers in person 
• understand the importance of making a good first impression 

 
 
Some jobs are advertised in the windows of stores and other businesses. It is important that 

applicants be aware that the first impression that employers have will largely determine whether 

they receive the job or not. Students should be prepared before applying for jobs advertised in 

the windows of businesses. They should be appropriately dressed and be ready for a job 

interview. The video and guide will assist students in applying for jobs posted in windows of 

businesses. 

 

 

 VIEW VIDEO THEME 3: PART 3: RESPONDING TO ADS IN WINDOWS 
 
 
Activity *23 AND **24 – Vocabulary (Handout) 

• The handout for this activity reviews vocabulary related to signs in the windows of 

businesses. 

• Activity 24 is a little more advanced than Activity 23. 

 
* Activity 25 – Making a Good First Impression (Handout) 

• Demonstrate to the class a poor first impression and a good one using a role play. For 

example, while introducing yourself to another member of the class you could have poor 

posture, maintain little eye contact, pretend to chew gum, and show a general lack of inter-

est. 

• Have students discuss this first impression. Then repeat the exercise, but this time, maintain 

eye contact, have good posture, listen well, and show a strong interest. 
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• Discuss with students that first impressions are important. Explain that many employers 

decide very quickly whether to hire or interview someone based on their first impression. 

• The handout helps students recognize good first impressions. 

 

** Activity 26 – Dialogue (Handout) 

• Students will practice the dialogue on the handout. 

• Students can then do the dialogue in front of the class. Other students and the instructor 

can offer suggestions for improvement. 
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Part 4: Other Places to Find Job Ads 
 
This unit will enable learners to: 

 

• find and use other sources for job ads including trade and professional journals, 

government publications, placement centres, and union hiring halls. 

 

 

This unit will provide further ideas for newcomers to look for advertised positions. The video 

provides visual examples and the guide focuses on reading and accessing the resources. 

 

 

 VIEW VIDEO THEME 3: PART 4: OTHER WAYS TO FIND JOB 
ADVERTISEMENTS 

 

 

** Activity 27 – Review of Video (Handout) 

• In order to prepare for this exercise the instructor should bring to class some examples of 

government publications and professional and trade journals for students to see. 

• Students will then do the exercises on the handout. 

 

* Activity 28 – Other Ideas 

• Discuss with the class other sources of ads that students can access to find advertisements 

for jobs. 

• Raise the idea that students can advertise themselves by placing ads in newspapers and on 

bulletin boards at shopping centres. 

• Ask learners to write an ad that describes the work they want to do and the skills or qualifi-

cations that they have to do the job. 
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Part 5: Covering Letters 
 
This unit will enable learners to: 

 

• write a covering letter 

• appreciate the importance of a covering letter 

• recognize the importance of proofreading a covering letter - 

• understand the contents of a covering letter 

 

 

This section will give students the opportunity to learn about the importance of covering letters 

as well as the skills needed to write covering letters. The video illustrates the important 

components of a covering letter and the appropriate format. These are supported with examples 

in the guide. Students will also practise writing covering letters. Emphasis should be placed on 

proofreading the letters. 

 

 VIEW VIDEO THEME 3: PART 5: COVERING LETTERS 
 
* Activity 29 – Are Covering Letters Important? 

• Discuss what employers say in the video about covering letters. 

• List why employers think a covering letter is important. 

• Discuss whether a covering letter should be typed or handwritten. 

 

* Activity 30 – Parts of a Covering Letter (Handout) 

• The handout reviews the parts of the covering letter as shown in the video. 

 

* Activity 31 – The Covering Letter (Handout) 

••••    Have students practice reading the letter on the handout aloud and explain any new vo-

cabulary. 

••••    Then students will identify the different parts of the covering letter. 
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* Activity 32 – Tips for Writing an. Effective Covering Letter (Handout) 

• Explain and discuss with the class each tip for writing a covering letter. 

• Have students take turns reading the tips. 

 

** Activity 33 – Writing Covering Letters 

• Ask students to choose one or two want ads that interest them from one of the sources 

learned in previous themes. 

• Students will write covering letters for these positions. 

• Collect the covering letters and correct any errors. 
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Part 6: Changing Your Resume to Fit the Job You Want 
 
This unit will enable learners to: 

 

• learn to tailor a resume to specific jobs 

• understand what employers are looking for in a resume for a specific position 

• focus on information that is job specific 

• maintain a resume ma form that can be easily altered 

• deal with the question of being over-qualified 

 

This theme emphasizes the need for newcomers to modify their resumes to cater to specific 

requirements or employer needs. Many newcomers are told that they are either overqualified or 

under-qualified for positions in Canada. 

Newcomers are often over-qualified because they have high levels of education or other 

skills. This may cause employers to be concerned that a highly educated newcomer will not stay 

in a position with their company for very long. While learning English, many newcomers need to 

earn an income and are often quite willing to work in any position that is available. In order not 

to be denied these employment opportunities, newcomers must often delete higher levels of 

qualifications from their resume or application in an effort to secure employment. At the same 

time, newcomers must be aware that whenever they apply for work, the skills on their resume 

should always match the skills of the position. 

The video and guide will assist newcomers in learning techniques to tailor their resumes to 

particular employment positions. 

 VIEW VIDEO THEME 3: PART 6: CHANGING YOUR RESUME TO FIT THE 
JOB YOU WANT 

* Activity 34 – Why Change a Resume? 
Discuss the following questions with students. 

••••    Why did Mr. Roper not want to hire Tracey? 

••••    Why did Tracey change her resume? 

••••    What are some other reasons to change a resume? 
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** Activity 35 - Changing a Resume (Handout – 2 pages) 

• Students will review the resume on the handout and the two job ads. 

• They will then decide what information to leave on the resume and what information to 

remove from the resume for each position. 

• Emphasis should be placed on the importance of changing the resume to better match the 

qualifications and skills sought by the employer. 

 

* Activity 36 – Vocabulary (Handout) 

• Explain each term on the handout to students in preparation for the next activity. 

 

* Activity 37 – Are You Qualified (Handout) 

• Students will practice reading job ads and deciding whether they are qualified for the 

positions. 

• They will also have the opportunity to change their resumes to better suit positions that they 

are qualified for. 
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THEME 4 Jobs That Are Not Advertised 
 

Aim and Objectives: 
 

The following themes will help newcomers learn techniques for accessing the hidden job 

market. It is estimated that about 80% of jobs are not advertised by employers because of the 

expense and time needed to advertise. Employers usually have enough applications on hand to 

choose people for positions that become available. Employers also do not like to take risks and 

prefer to hire candidates who have been referred to them by other employees within the 

company or who have made previous personal contact with the company. 

 

Accessing jobs that are not advertised requires a great number of socio-cultural, language, 

and research skills. This theme will assist newcomers in developing the techniques and skills 

needed to access the hidden job market. 

 

Part 1: How To Research Job Opportunities 
 
This unit will enable students to: 

• use the telephone book to seek out job leads 

• use local library resources to seek out job leads 

• be aware of various sources of information in order to access job leads 

 

This first theme will assist newcomers to access different resources needed to access jobs 

that are not advertised. 

 

 VIDEO THEME 4: JOBS THAT ARE NOT ADVERTISED and THEME 4: 
PART 1: HOW TO RESEARCH JOB OPPORTUNITIES 

 
* Activity 38 – Review of the Video 
Discuss these questions with the class. 
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••••    How did Mamadou look for work? 

••••    How did Chau get information about jobs ? 

••••    How did Autumn get information about jobs? 
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* Activity 39 – Researching Companies (Handout) 
 
• Students will use the handout to review methods for researching job leads. 

• Students should also be encouraged to suggest other ways for researching job leads. 

 

* Activity 40 – Using the Phone Book (Handout) 

• Ask students to bring a phone book to class or collect old phone books from friends or 

colleagues. 

• Students will use the phone book to categorize job ads according to where they might find 

them in the phone book. 

• Make students aware of the internal referencing system of the yellow pages. For example, 

when looking under “Banks” there will often be a reference to other sections of the Yellow 

Pages. i.e. see Financial Institutions, Trust Companies. 

 
Part 2: Go To Meet Employers in Person 

 
This unit will enable students to: 

• approach employers in person 

• know the appropriate cultural barriers to overcome 

 

Many newcomers are afraid to use the telephone because they lack confidence in their English 

language ability. Many employers may also be deterred from hiring a newcomer after listening 

to a newcomer struggling with English over the telephone. It may be advantageous for 

newcomers to make personal contact with employers when applying for a job. They may 

communicate their best qualities in person rather than over the phone or by simply mailing a 

resume or employment application. 

 

This theme will help newcomers to approach employers in person more easily. 

 

 VIEW VIDEO THEME 4: PART 2: GO TO MEET EMPLOYERS IN PERSON 
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* Activity 41 – Review of Video 
Discuss these questions with the class. 

••••    Why is it important to make personal contact with employers? 

••••    Is it common to approach employers in person in your country of origin? 

••••    What experiences have students had contacting employers in person in Canada? 

 

* Activity 42 – Dialogue and Role Play (Handout) 
 
• The dialogue on the handout is set so that students can choose beforehand what job they 

will be applying for and will need to come up with some of their own ideas. 

• Students will take turns reading the dialogue in front of classmates. 

• After reading each dialogue, the students will offer suggestions on how to improve body 

language and tone of voice. 

 

Part 3: Cold Calls 
 
This theme will enable students to: 

• be able to use the telephone to search for job leads 

• learn effective communication skills in person and over the telephone 

• know the vocabulary related to jobs that are not advertised 

• gain confidence on the telephone 

• learn how to make cold calls 

• be able to make contact with crucial people within companies 

 

An effective technique for accessing jobs that are not advertised is by making a telephone call 

to an employer. Approaching employers in person may require a great deal of travel and can be 

very expensive. Cold calls are made with the intention of setting up an interview with a person 

within the company who is in the position of hiring you now, or in the future. To make effective 

cold calls you must research the company and be prepared when you phone. A bad impression 

over the phone will not get an interview. 
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Even if a person does not get an interview through a cold call they can usually get an 

employer to agree to receive their resume. This may be a first step toward employment if 

adequate follow-up is done by the applicant. 

 

This theme allows students the opportunity to develop their cold calling skills and to see the 

benefits of cold calling in accessing the hidden job market. 

 

 

 VIEW VIDEO THEME 4: PART 3: COLD CALLS 
 

 

* Activity 43 - Review of Cold Calls (Handout) 

• This activity reviews vocabulary and action seen in the video. 

 

* Activity 44 - Cold Call Dialogue (Handout 2 pages) 
Make students aware that employers are not likely to refuse every request they ask. For 

example, they may say that they are not hiring at the moment, but may be willing to see them 

for an interview for future positions. If an employer is unwilling to see an applicant for future 

positions, they may be willing to accept their resume. Emphasize to students that they should 

also ask permission to follow-up cold calls at the convenience of, and with the permission of, the 

employer. 

 

The dialogue on the handout practices a typical cold call. 
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Part 4: Employment Agencies 
 
This unit will enable learners to: 

• understand how to access employment agencies 

• know the value of using employment agencies 

 

Using employment agencies has its advantages and disadvantages. Most employment 

agencies are reputable and provide employment for people on a temporary basis. The 

employment agency is paid for their services through a deduction in the hourly rate of pay that 

the temporary worker would have received from the employer if the worker had not used an 

agency. In many cases, the employee is unaware of this deduction because the employer using 

the employment agency pays the agency directly and the employee’s wages are paid by the 

employment agency. 

 

There are many advantages to using an employment agency including: increased network; 

a letter of reference; Canadian work experience; and earning an income. Students should be 

aware, however, that they should never pay an employment agency up front for their service. 

 

This unit introduces newcomers to the concept of employment agencies and how they 

operate. 

 

 VIEW VIDEO THEME 4: PART 4: EMPLOYMENT AGENCIES 
 

* Activity 45 - Employment Agencies: Vocabulary (Handout) 

• This activity reviews some of the vocabulary and the process for using employment 

agencies. 

 

* Activity 46 - All About Employment Agencies (Handout) 

• Take turns reading each point about employment agencies aloud. 

• Explain and discuss each point. 
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THEME 5 Keeping Records 
 

Aim and Objectives: 
 
At the end of this unit, learners will understand the importance of developing and maintaining a 

job search record. The learning objectives are to: 

 

• understand vocabulary used on a job search record 

• know what information to record on a job search record 

• be able to maintain a job search record 

• appreciate the importance of a job search record 

 

Keeping accurate records of a job search is useful in that it helps a job seeker be prepared for 

future job interviews and facilitates follow-up on job leads. 

 

This unit will assist students to develop and maintain an accurate job search record. The video 

shows one way a job search record can be crucial in job search. The activities presented in the 

guide will give students further practise in using a job search record. 

 

 VIEW VIDEO THEME 5: KEEPING RECORDS 
 
* Activity 47 - Discussion of the Video 

• Explain to students that there are many ways to keep records of your job search. 

• Students should use the method that works best for them. 

• Ask if students keep records of their job search right now. 

• If they do, how do they keep their records? 

• Record the different methods on the board. 
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* Activity 48- The Job Search Record Vocabulary (Handout) 

• This activity reviews the type of information that should be recorded on a job search record. 

• Students can work independently or with each other. 

• Review the answers with students and clarify definitions. 

 

* Activity 49- The Job Search Record (Handout) 

• Read the short story at the bottom aloud (taking turns). 

• Have students complete Hala’s job search record and review the answers. 
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THEME 6 Contact Employers In Person 
 

Aim and Objectives: 
 
At the end of this unit, learners will understand the importance of personal contact with 

employers. This unit will enable students to: 

 

• dress appropriately when meeting employers 

• recognize the importance of ~ and courteous to potential employer’s staff 

• develop vocabulary for interacting with employers 

 

As has been emphasized in this video and guide, having personal contact with an employer 

often leads to greater job search success. This theme will explore some of the ways that will 

lead to making a good impression with employers through personal contact. 

 

 

 VIEW VIDEO THEME 6: PERSONAL CONTACT 
 
 
* Activity 50- Review of the Video 
Discuss the following questions with students. 

••••    Is personal contact important when looking for work in Canada? 

••••    Do Canadian employers like people to contact them in person? 

••••    Is personal contact important when looking for work in your country? 

••••    What do employers like to see when you meet them in your country? 
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THEME 7 Follow-up 
 

Aim and Objectives: 
 
Students will learn the importance of following up job leads and keeping in contact with 

employers. This unit will enable learners to: 

 

• know how to be polite and courteous on the telephone 

• be able to write letters of thanks after meetings 

• recognize the importance of following up job leads, resumes and applications 

• know the difference between persistence and pestering employers 

 

Following up applications and resumes is very important in finding a job. It is a way for job 

seekers to remind employers that they are still looking for work. Many employers are impressed 

with people who are persistent when looking for work. There is, however, the danger of being a 

pest to employers. 

 

This theme demonstrates to newcomers the difference between persistence and being a pest. 

 

 VIEW VIDEO THEME 7: FOLLOW-UP 
 

* Activity 51 - Review of the Video (Handout) 

• Take turns reading each statement aloud and clarify any new vocabulary. 

• Discuss why each statement is true or false. 

 

* Activity 52 - Tips for Follow-up (Handout) 

• The handout offers several tips for doing effective follow-up. 

• Go over each tip with the class and ask for other suggestions. 
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THEME 8 Staying Positive 
 
Aim and Objectives: 
 
Students will be better able to cope with the stress of job search. This unit will enable students 

to: 

• learn vocabulary surrounding ways to keep a positive attitude 

• learn various strategies for staying positive while looking for work 

• develop their own strategies for dealing with the stress of job search 

 

For anyone, being unemployed can be emotionally draining. For newcomers, unemployment 

adds to their isolation in a society where there are enormous socio-cultural and linguistic 

differences. Many newcomers bring with them to Canada expectations of a better life. For many 

newcomers, it may be the first time in their lives that they are unemployed. This often adds 

greater stress to a newcomer. 

 

It is important to remain positive while looking for work. A negative attitude is often noticeable 

and employers may not want to hire someone who has a negative attitude. This unit will focus 

on devising strategies for newcomers to maintain a positive attitude while looking for work. 

Newcomers need to be aware that their feelings are acceptable and are a normal part of the 

unemployment experience. 

 

 VIEW VIDEO - THEME 8: STAYING POSITIVE 
 
* Activity 53 - Review of the Video 
Discuss these questions with the class. 

••••    How was Jasmine feeling in the video? 

••••    Why did she feel like this? 

••••    What does Jasmine do to feel better? 
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* Activity 54 - Group Discussion 

• Lead a discussion of how students feel to be unemployed. 

• Ask students what they do to keep their own spirits up. 

• List suggestions on the blackboard that students have for staying positive. 

 

* Activity 55 – Solutions (Handout) 

• The handout lists several different ways that people can maintain a positive attitude while 

looking for work. 

• Discuss each tip and clarify vocabulary1. 

• Ask students if they use any of these methods to stay positive. 
 


