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Introduction

Starting your career can be a nerve wracking experience. After all, how do 
you even begin to get the job you’ve spent so much time studying for in 
school? The conflicting pool of  answers out there on the web can throw 
you off  and leave you with more questions than solutions.

We created this eBook, with your success in mind, as a guide to get you 
closer to your dream job. Inside you will find some helpful tips on portfolio 
building, resume construction and interview preparation. Grab a pen and 
notebook or scrap paper and let’s dive in!
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Material Gathering

The journey towards your dream jobs starts with gathering all of the relevant materials you 
will need for your resume and portfolio. Here is everything you need to gather before you 
begin writing.

Previous resumes: 
How do you even start putting a resume together? Here are a few tips you might 
consider before you start. Dig out any old copies of  your resume. Highlight any pertinent 
information that you think you might want to carry forward into your current resume. Old 
resumes can be an amazing source of  information for company names, reference names, 
duties, and dates.

Personal hobbies & interests:
What do you like to do on your own time? How long have you been doing it? How does 
it make you feel? These are all pertinent questions to determine how your hobbies and 
interests can transfer to skills in a job.

Certifications:
Do you have any certifications? It does not matter if  they are current, gather them, and 
compile them so that you can see what you have done in the past. From that information, 
you can consider what you might want to do moving forward. Some certifications 
are renewable like CPR and others are a onetime thing. These should be listed in the 
transferable skills section of  your list.

Awards: 
Go all the way back to high school or even further! Assemble those awards. It is amazing 
how much of  your life you have forgotten about and these awards can remind you of  
things you can now use in your job search.

Government paperwork: 
Oh, government paperwork, isn’t it grand? What documents do you need to work- visas, 
sponsor letters, medical certifications, etc.? All of  this information will help you determine 
what kind of  work you are able to do.
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References: 
References can sometimes be the deciding factor in whether or not you get a job. Think 
hard about this one and select individuals who will give you an amazing reference. Not just 
a great one, an amazing one.  Talk with them and see what they have to say about you. Let 
them know what kind of  jobs you want and how you are qualified to hold those positions. 
Make sure that you have current contact information for each person you select, phone 
numbers, email, etc. Employers traditionally seek our three separate references. Compile a 
list of  your chosen contacts.

Educational Paperwork:
You will need educational paperwork.  It’s not enough to just say you have a bachelor’s 
degree – you have to prove it. Get your diploma or degree certificate in order.  If  you can’t 
find it, call the school and ask for copies. It is likely that you will have to pay for them but 
it is very important to be able to provide documents that you are educated the way you 
proclaim to be.
High school records are equally important. If  you say you have a Senior Matriculation 
(Grade 12), then you may be asked to prove it.  Don’t say you have it when you do not.
Language proficiency: Start with your native language and then proceed with additional 
languages that you know.  Be honest about your ability and levels of  competence in all 
areas: reading, writing, comprehension, and verbal skills.

Volunteer Information:
Not all skills are achieved from a paying job. Volunteer work can be equally valuable in 
acquiring those marketable skills. Be sure to compile all the pertinent information and be 
prepared to sift through it to choose the most valuable pieces. 

Here is a sample list of  the questions to answer:

	□ Where did you work?

	□ When did you work there?

	□ How long where you at that volunteer position?

	□ What did you do there?

	□ Why did you do it. What was the reward?
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Construction

Outlining

The fun part!
After you have compiled all these papers together, it is time to sort through them to decide 
which to use and which to discard.  A few simple tips can help you with this daunting task:

Here is how you want to organize your materials: 

1.	 Previous resumes – sorted by date – newest on top.
2.	 Educational paperwork – sorted by institution, then by date.
3.	 Certifications – sorted by category.
4.	 Awards – sorted by category.
5.	 Volunteer information – sorted by relevance.
6.	 References – sorted by date.

Ok, first things first:
1.	 Go get some highlighters, multiple colors recommended, because it’s time to sift 

through that huge pile of  information you just sorted. 
2.	 Highlight job titles and dates, names and places, skills that are relevant to the job search 

that you are currently pursuing. 
3.	 Don’t worry too much about how messy it gets, you can clean that up later. 
4.	 Wrangle your way through those old resumes and reference lists. 
5.	 Keep a notebook nearby to write down any inspirational thoughts that this trip down 

memory lane might trigger.

If  this is your first resume, you can skip to the next step and organize your education 
documents.
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Production

Tired yet? Well, pour another coffee because we are just getting started. You’re ready to 
head to production.  
Purchase a nice three-ring binder and a couple of  packages of  plastic sleeves.  The sleeves 
will allow you to take the documents out for photocopying and protect them as well.  It 
also eliminates the need to punch holes in the documents.  

Your current resume is very important.  Here are a few questions to consider:

1.	 Who’s going to type it?
Do you have the typing skills to handle such a task?
If  not, get help.  Consider having it professionally created. Research companies 
that provide such a service.  Some will charge you a fee but there are many 
community resources that will do it at no cost.

2.	 Who’s going to edit/format it?
Do you have the skills to edit/format it?
If  not, consider having it professionally edited

3.	 Will it be printed?
How many copies will you need?
What kind of  paper will you print it on?
What will the cost be?

4.	 Will it be delivered electronically?
Although You need a few paper copies on hand at all times. Mostly your resumes 
will be posted electronically. If  it is delievered electronically, you need to consider 
what formats will it be available in. PDF, Jpg, Docx, etc.

5.	 What sites will it be posted on?
Job sites
Linkedin
Facebook
Other social media locations

I know, I know, it seems like a huge endeavor and it is.  The more time you spend gathering 
information and researching the options, the faster and sooner your resume will be ready.  
The sooner your resume is ready, the sooner the job search can begin. 
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Functional Resume Format
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Poor Resume Format



11

Cover Letter Sample

You can find more resume and cover letter format styles to help you with your decisions in the appendix 
at the back of this book.
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Research

Once you have a skeleton of your new resume and cover letter ready to market you to 
employers, you can begin looking for positions.

The very first question you want to answer is this. Where do you want to work? There are 
many things to consider when deciding where to work. The most important is finding a 
job that matches your core values. For example, if  you are an animal activist, then working 
in an industry that does not respect animal rights would be against your core values and 
you would be unhappy there no matter how well you were paid or how nice your working 
conditions might be.

You can narrow this down by deciding if  you are interested in big corporate companies 
or smaller local businesses. The advantage to larger corporations would be higher salary 
ranges, more opportunity for advancement and better benefits. One of  the down sides 
might be that you get lost in the large corporate cycle or feel unappreciated. Jobs in small 
business tend to create more close knit groups. When working together but cannot always 
offer the higher salaries and benefits.

Where do you look for this information? Well, the resources are typically available online 
for the larger corporations but not so much for small business.  The small business field 
might require a visit in person to get the information.  

You can also try your luck on Google, Bing or Edge. Type in some key words and see what 
Google has for you. You might have to get creative with some of  your word choices but 
eventually you will find the information you need. A common mistake is not looking past 
the first page of  results. Look at the very bottom line, there are plenty of  pages to look at.
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Job search engines
Ok, so you have figured out where you want to work which is excellent. Now, to find jobs 
in those areas and companies.  Where to look?  Well, again online is your first place to look. 
There are thousands of  job search engines that post available positions.
 
Here are a few to get you started:

Indeed: www.indeed.com
Alberta Job Centre: www.albertajobcentre.ca
Monster: www.monster.ca
Workopolis: www.workopolis.com
LinkedIn: www.linkedin.com
Facebook Marketplace

Company sites
Although many companies post jobs on various job board sites, they will also have postings 
available on their own websites. Once you have completed your research, go directly to 
their website and see what they have to offer on their career opportunities page.  Typically, 
you will find it in either the main menu system or at the bottom of  the page.
Here is the bottom line: the more research you do, the better your chances are of  getting a 
job you want. Sitting around your living room waiting for one to appear is best left to those 
of  us who have chosen magician as our career.

Other things to consider
Location: How will you get there? Are the companies you want in your neighborhood?  
If  not, what transportation is available to get you there? Do you drive?  Is a bus or train 
available to take you there?  Are you willing to relocate?
Salary: How much do you need?Does the job pay as much as you need?  Again, the answer 
is research. The Government of  Alberta has a site called ALIS, that has a great deal of  
information about job requirements, salaries and industry demands as well as a variety of  
self- assessments for you to take to help you narrow down your choices.
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Resume Posting

After you have posted your resume online, stop and evaluate these 
questions:

	□ How many inquiries are you getting?
	□ Are those inquiries evolving into interviews?
	□ Are you following up your application?
	□ Are you constantly updating your profile?
	□ Is the format of  your resume set to the kinds of  key skills that the employers are 

looking for?
	□ What is the target market and are you achieving it?
	□ How is it received (format)?
	□ How is it evaluated?
	□ How wide is the viewer circle?

After reviewing these questions, you may find that the job sites you have chosen are not 
producing the results you require and that a change is in order.  Posting your resume to one 
or two sites is not enough in today’s market.  You have to spread yourself  around in the 
right places.

How to handle constant rejection
This is a tough question as we all have our ways to cope with stress.  Stay focused and 
remember that you have control. Imagine yourself  in your dream job and keep that out in 
front.  It’s a hard market and you have to stay on top of  things. 

Treat yourself  from time to time,  and taking a little break from the search. That small 
action can rejuvenate your spirit and get you ready to continue the search. Most importantly 
remember to be kind to yourself.
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THE 
INTERVIEW
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Phase 1: The Call
Once you have made it through the sorting process, the first step for most companies is the 
first phone interview.  You have impressed them enough with your paper resume that they 
want to talk to you in person. When this call comes, speak as if  you were being interviewed 
in person. If  you are in a noisy place, find a quiet place to talk. Try to refrain from having 
these calls in a public place or while you are cooking dinner.
Pay attention to the caller’s questions and answer as well as you can. It is important for the 
caller to find you interesting enough to go to the next phase.

Phase 2: Second Call
Often the second phase is the same as the first. However, it might be a multiple person call 
during which you are on speaker phone. Be careful of  your language and the background 
noise because all of  that can be heard and you never really know what might occur.
Sometimes this process is more than two calls, however, it is not the most common 
scenario. Employers will make a decision after their call as to whether or not they are 
interested in seeing you in person. It can be a very stressful situation but just take a deep 
breath and consider it practice for the main event.

Phase 3: The Appointment
Congratulations! You made it past the previous phases and you are being invited to an 
interview. Be flexible.  Let them give you a date and time and do not negotiate. If  you give 
the employer the impression that you are not flexible, you may already be setting a bad 
example. If  you simply cannot accommodate the time and date, suggest an alternate but be 
reasonable.

Phase 4: Get Ready
Gather paper copies of  that fantastic resume you spent so much time preparing. Bring your 
portfolio binder/folder with you. Take a few printed copies of  your resume and references 
with you in case the interview team doesn’t have them. Make sure you have any professional 
credentials with you. It pays to look prepared.
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Research
Find out where your interview is and figure out the route to get you there on time.  
Consider how long it will take you to drive from your home to the interview location in 
prime time traffic then allow an additional 30-40 minutes for unexpected delays. It’s better 
to be in the parking lot of  your interview building with 10 minutes to spare than be sitting 
in traffic watching the clock tick and your stress levels rise.
If  you are not traveling by car, then map out the bus/train routes to take and calculate 
how much time you need to make transfers. In dealing with Metro transit, allow at least an 
additional 40 minutes for missed buses and late schedules or finding out that you cannot 
get any closer than four city blocks and have to walk the last stretch. You don’t want to 
arrive at your interview all sweaty.

Dress The Part
This section can be for women or men. Simply adjust the options accordingly, but the 
bottom line is that you need to look your best. During your pre-interview phone call, find 
out what the company’s dress code is. In the pictures below you can get some idea of  what 
to wear. Under no circumstances does “casual” mean blue jeans, or sweat pants or sneakers. 
It is all office wear, right down to your socks.
An interview suit is always a good thing to have. It can be very casual but dressy if  
combined in the right way.  A blouse and skirt with a blazer is equally acceptable so don’t 
feel that you have to run right out to buy a complete suit.  A simple, nicely cut and well 
fitted blazer can be combined in many ways to get the look you are after. Hit the thrift 
stores – Goodwill or WINS and find a good quality blazer or suit. You don’t have to spend 
a lot of  money, just spend it well.
Try and make it “your style” but simple. No garish colors (hot pink for instance) and stay 
away from those floral patterns that you might love so much. For your interview, follow this 
simple statement - less is more.
While these photos all depict dark conservative colors, it is not mandatory. There are many 
studies that show the effects of  color on decision making. For example, we could argue all 
day that black is the color to wear but if  you look terrible in black, then don’t do it.

 The following pictures are some samples of  what might be acceptable for men and women 
to wear. Dress to your body size and shape.
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Business Casual 

Formal Choices

Shoes 
No sneakers of  any kind. No sandals. Wear simple basic dress shoes that complement your 
outfit. Ladies - leave those stiletto heels at home. This is not the place for them.  That is not 
to say you can’t wear heels, just appropriate ones.
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Interview Day

Time management
This one is easy. Be at least 15 minutes early.  Arrive at your interview with time to spare.  
You might need that time to find parking or head to the washroom. Nothing is more 
stressful than being late for your interview.  If  they are late, that’s ok, but it’s not ok for you 
to be late.

Entrance
Make an entrance as if  you were on stage. Confident stride, head up, make eye contact and 
shake hands when offered. Own that job before you are even offered it.

Be prepared
Turn your phone off.  Nothing is more unnerving than having the phone ring in the middle 
of  your interview.
Avoid scrambling around at the last minute. Have your portfolio ready. Resumes, 
educational paperwork, etc.  Put it in a binder, folder or briefcase. Don’t enter the room 
with a handful of  papers. It’s unprofessional.
Have your list of  questions about the company ready.  Interviewers are likely to ask you 
what you know about their company. It is their way of  finding out if  you have done your 
research. They want to know if  you have a basic knowledge of  what they do.

Exiting
When the interview is completed, regardless of  how it went, assume that you are the 
successful applicant and make a professional exit. Thank the interviewers for their time and 
if  appropriate, shake their hand.  

Follow up
If  possible, send an email to thank the company for their consideration. End it on a 
positive note.
Searching for a job is a grueling process. It requires constant work and determination to 
land the job you want. Don’t be discouraged if  it takes longer than you expected. Stay 
positive and keep on moving.
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Closing Remarks
There is much more to know when it comes to the journey towards employment. For more 
information and tips you can pop in to see our Employment Advisors.
We can offer you one on one appointments to talk about what is most important on this 
journey. You can make an appointment by emailing careers@abmcollege.com or call our 
front desk to have them put you through to us.

Our office location on campus:

We look forward to meeting you!

Location TimeEmployment
Advisor

Sherree
Hamilton

Carrie
Corbin

Student Lounge Area 
Middle Office

Monday to 
Friday
8am - 5pm

Alternating days 
of weekends

Room 211
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