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JOB SEARCH: IDENTIFYING EMPLOYERS
EXPAND YOUR EMPLOYER LIST | RESOURCES + STRATEGIES

RESUMÉ & COVER LETTER 
ARTICULATING YOUR SKILLS | SECTIONS + FORMATTING 

LINKEDIN TO SUPPORT JOB SEARCH 
MORE THAN A JOB BOARD| RESEARCH & CONNECT



✓First Name

✓Career goals/ideas

Introduce 

yourself

INTRODUCTIONS



WHY LEARN HOW TO EFFECTIVELY JOB SEARCH?

15+ 40

JOBS/ 

LIFE

HOURS/

WEEK

HARD 

WORK

LIFETIME 

SKILL

PART-TIME, 

FULL-TIME



careerfoundation.com

JOB SEARCH 



VISIBLE JOB MARKET

• Published job postings

• Newspapers, job boards

• Company / industry websites 

• Industry research & media

• Relationships & networking

• Reaching out to employers

HIDDEN JOB MARKET
Pending 
/Created 

jobs

Existing 
jobs

UNDERSTAND THE JOB MARKET



WHEN SEARCHING JOB BOARDS & APPLYING 
ONLINE, DO:

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

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

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

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

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

✓ Check a range of job boards frequently
• New postings are often added daily. 
• Up to 40 jobs/day added to UMConnect

VISIBLE JOB MARKET







Analyzing a Job Posting and Offer

SIGNS OF POTENTIAL EMPLOYMENT SCAMS

POSTINGPOSTING DURING COMMUNICATIONDURING COMMUNICATION11 22

Email address doesn’t match co.
Poor grammar or format
Highly flexible role, no experience 
needed

3rd party payment
Ask for money in advance
Request for SIN, credit card info

No in-person interview
Location is obscure or remote
Unofficial paperwork to complete

INTERVIEW and OFFER INTERVIEW and OFFER 33



GET HIRED: WEEKLY UPDATES FOR UM STUDENTS 



VISIBLE JOB MARKET

• Published job postings

• Newspapers, job boards

• Company / industry websites 

• Industry research & media

• Relationships & networking

• Reaching out to employers

HIDDEN JOB MARKET
Pending 
/Created 

jobs

Existing 
jobs

ACCESSING THE HIDDEN JOB MARKET



WHAT TO RESEARCH

ORGANIZATIONSSECTORS JOB TITLESLABOUR 

MARKET



JOB POSTINGS

UM 

OCCUPATIONS 

LIBRARY

LINKEDIN

HOW DO WE 

LEARN ABOUT 

OCCUPATIONS?
CAREER MENTOR 

PROGRAM

FIRST-HAND 

EXPERIENCE 
(work & volunteer)

ALUMNI 

NETWORK 

http://umanitoba.ca/student/careerservices/Career_Planning_Index.html
http://umanitoba.ca/student/careerservices/Career_Planning_Index.html




UM EXPLORING 

OCCUPATIONS 

LIBRARY



What is the job like?

Does this suit me?

What are the 
educational 

requirements or   
degree options?

What is the job 
outlook and salary?

Where could I work?
Potential employers?



Where to look for 
work?





PEOPLE YOU KNOW
Family members

Neighbours

Friends

Community members

Faith community members

Fellow students

Coworkers

PEOPLE YOU NEED TO KNOW

Friends of family members

Coworkers of neighbours

Friends of friends

Coworkers of community members

Friends / co-workers of students

Friends of coworkers

W
IL

L 
RE

FE
R 

YO
U 

TO
: 

NETWORKING: TALK & CONNECT



NETWORKING: EXAMPLES

CAREER 

FAIRS

NETWORKING EVENTS 

& INFO SESSIONS

QUICK WINS BIGGER INVESTMENTS

VOLUNTEERINFORMATIONAL 

INTERVIEWS

WORK / 

CO-OP



• Career planning 

– Learn about career pathways and trajectories

– Learn about industries + potential employers

– Advice from people in the field 

• Job Search 

– Postings, networking, demonstrate engagement

– Online professional presence 

– Marketing tool – 24/7 online resumé

• Career management

– Share your ideas 

– Continue to connect and network

WHY USE LINKEDIN?

http://www.linkedin.com/












More desirable

CAREER TRAJECTORIES: GETTING STARTED / “GETTING YOUR FOOT IN THE DOOR”

Industry

Position Type 

Less desirable

Target Job in 
Target Industry

Less similar / 
Lower level position 
in industry of choice

Similar position in another industry

Similar position type in a similar 
industry



GET 

INTERVIEWS

GET 

INTERVIEWS

15 – 30 

SECONDS

15 – 30 

SECONDS
TAILOREDTAILORED

How are you a fit for the job? Why should they hire you?How are you a fit for the job? Why should they hire you?

Effective 

Resumés & 

Cover 

Letters 



THE IDEAL 

CANDIDATE

Step 1: Target Your Resumé

EMPLOYERS WANT SOMEONE WHO…



THINK LIKE AN EMPLOYERACTIVITY: Think Like an Employer



JOB TITLE Customer Service Representative 
JOB STATUS Full Time LOCATION Calgary, Surrey and Toronto
DEPARTMENT Retail Banking 
JOB DESCRIPTION To understand and provide exceptional 
across the counter service to fulfill customer needs and 
expectations. Identify and handle any sales opportunity or refer 
same to the appropriate branch personnel. Process customer 
transactions accurately, quickly and efficiently and facilitate use 
of alternate channels wherever possible. 
QUALIFICATIONS: Graduate from  post-secondary institution
SKILLS 
•Ability to operate and balance cash on a daily basis.
•Excellent communication and interpersonal skills 
• Ability to multi-task and adapt to any situation or change.
• Fast learner, energetic, and results-oriented.
•  Problem solver with good judgment and cash management 
skills. 
•Some accounting background would be an asset 
• Great communicator and team player.
To apply for this position, please forward your  cover letter and 
resume via email, stating the job title in the subject line, to 
careersca@icicibank.com. 

Skills/Experience to 

Demonstrate

Skills/Experience to 

Demonstrate

UNIVERSITY GRADUATEUNIVERSITY GRADUATE

CUSTOMER SERVICECUSTOMER SERVICE

COMMUNICATIONCOMMUNICATION

CASH EXPERIENCECASH EXPERIENCE

TEAMWORKTEAMWORK

PROBLEM-SOLVINGPROBLEM-SOLVING

SOME ACCOUNTING AN 

ASSET

SOME ACCOUNTING AN 

ASSET

http://www.icicibank.ca/
mailto:careersca@icicibank.com


EMPLOYERS’ NEEDS
How do we know what they are looking for and where can we 
find out!

▪ Job Postings, Job Descriptions
▪ NOC Code (31121 Dietitians and Nutritionists)
▪ https://noc.esdc.gc.ca/Structure/NocProfile?objectid=ovHQ8G

u313cCsRYJVi%2FU5w%2FavLFsfmqfg%2FqXo7o%2BgrQ
%3D

▪ College of Dieticians of Manitoba
▪ LinkedIn
▪ Networking- talk to those doing the job! Talk to your profs!
▪ Career Services – Website
▪ Get Hired – weekly update

https://noc.esdc.gc.ca/Structure/NocProfile?objectid=ovHQ8Gu313cCsRYJVi%2FU5w%2FavLFsfmqfg%2FqXo7o%2BgrQ%3D
https://noc.esdc.gc.ca/Structure/NocProfile?objectid=ovHQ8Gu313cCsRYJVi%2FU5w%2FavLFsfmqfg%2FqXo7o%2BgrQ%3D
https://noc.esdc.gc.ca/Structure/NocProfile?objectid=ovHQ8Gu313cCsRYJVi%2FU5w%2FavLFsfmqfg%2FqXo7o%2BgrQ%3D
https://www.collegeofdietitiansmb.ca/
https://www.umanitoba.ca/career-services/
https://news.umanitoba.ca/get-hired/


Job Posting

In order to meet the needs of an employer and get an interview, my resume will 
have to demonstrate what skills or attributes?:

•CRNM Registration

• Indigenous language / culture / knowledge (asset)

•  Experience/Clinical Skills 

•  Problem solving, communication, interpersonal, organizational, leadership, and 
conflict resolution skills

•Professional development



JOB POSTING

In order to meet the needs of an employer and get an interview, 
my resume will have to demonstrate what skills or attributes?:

•Must be a registered dietician with the College of Dieticians of 
Manitoba

•Membership with the Dieticians of Canada (recommended)

• Physical requirements

• Problem solving, communication, interpersonal, critical analysis, 
adaptability leadership, and time management skills



Step 1: Target Your Resumé

TECHNICAL VS. TRANSFERABLE SKILLS

Technical SkillsTechnical Skills

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

CODINGCODING LAB SKILLSLAB SKILLS COMMUNICATIONCOMMUNICATION ORGANIZATIONORGANIZATION

Which do employers value more?

Transferable Skills



 

   

 

3132 - Dietitians and nutritionists

Dietitians and nutritionists plan, implement and oversee nutrition and food service programs. They are 
employed in a variety of settings including hospitals, home health-care agencies and extended care 
facilities, community health centres, the food and beverage industry, the pharmaceutical industry, 
educational institutions, and government and sports organizations, or they may work as private 
consultants.

Main duties

 Develop, administer and supervise nutrition and food preparation and service programs in hospitals, 
nursing homes, schools, company cafeterias or similar settings

 Evaluate nutritional status of individuals and provide nutrition guidance and consulting to health 
professionals, individuals, dietetic interns, community groups, government and the media

 Aid in the prevention and/or treatment of inadequate nutrition

 Plan, evaluate and conduct nutrition education programs and develop educational materials for 
various audiences

 Practice on an individual basis or as a member of an interdisciplinary team to determine nutritional 
needs of patients and to plan, implement and evaluate normal and therapeutic menus to maintain and 
enhance general health

 Analyze current scientific nutritional studies, conduct research and evaluate program effectiveness to 
improve the nutritional value, taste, appearance and preparation of food

 Work within industry in the development, testing and evaluation, and marketing of food and nutrition 
products or as a company representative supplying product related information to health professionals

 Confer with other health professionals, community groups, government and the media to provide 
consultation and advice in areas of nutrition interpretation, intervention and policy

 Supervise training of dietetic interns.

NOC – DIETITIAN (3132) 



Step 1: Target Your Resumé

SKILLS FROM SCHOOL

Group ProjectsGroup Projects

Research PapersResearch Papers Class ParticipationClass Participation

Technical SkillsTechnical Skills

▪ Research

▪ Writing

▪ Computer

▪ Time management

▪ Critical thinking
▪ Communicate

▪ Demonstrate 

positive attitudes

▪ Thinking

▪ Share information

▪ Work with others

▪ Problem solve

▪ Flexible

▪ Give and receive 

feedback

▪ Project 

management

▪ Time management

▪ Learn continuously

▪ Adaptable

▪ Responsible

▪ Work Safety

▪ Expertise and 

Competency



Step 2: Choose a Resumé Style

CHRONOLOGICAL VS COMBINATION

ChronologicalChronological

CombinationCombination

MOST RECENT 

JOBS FIRST

MOST RECENT 

JOBS FIRST

Show off consistent, 
relevant work history.

HIGHLIGHT 

SKILLS

HIGHLIGHT 

SKILLS

Show off skills from 
school, work, volunteer 
then show work history. 

Advantage:Advantage:





Step 2: Choose a Resumé Style: COMBINATION



Possible Resumé Headings: 

 BE STRATEGIC – tailor to every position

• Profile

• Highlights of 

Qualifications

• Professional 

Qualifications

• Summary of 

Qualifications

• Technical Skills

• Related Skills

• Professional Experience

• Additional Experience

• Employment History

• Work Experience

• Work History

• Experience

• Professional Background

• Relevant Experience

• Additional Skills

• Computer Applications

• Coaching Experience

• Community 

Involvement

• Community Service

• Professional Activities

• Extracurricular 

Activities

• Volunteer Activities

• Research

• University/Campus 

Activities

• Hobbies & Interests

• Activities & Interests

• Interests

• Teaching Experience

• Conferences/Conventions

• Memberships/Associations

• Education

• Education and Training

• Professional Training

• Professional Development

• Additional Training

• Academic Training

• Workshops/Seminars

• Personal Achievements

• Certifications

• Scholarships and Awards

• Languages

• Volunteer Experience



Step 2: Choose a Resumé Style

DO NOT INCLUDE PERSONAL INFORMATION

PERSONAL PHOTOPERSONAL PHOTO RELIGIONRELIGION
RACE / 

NATIONALITY

RACE / 

NATIONALITY
AGEAGE

HEALTHHEALTH MARITAL STATUSMARITAL STATUS
GENDER / 

PREGNANCY

GENDER / 

PREGNANCY

SEXUAL 

ORIENTATION

SEXUAL 

ORIENTATION

FAMILY STATUSFAMILY STATUS DISABILITYDISABILITY
SOCIAL 

INSURANCE #

SOCIAL 

INSURANCE #
POLITICSPOLITICS

It is illegal for 

an employer to 

use certain 

subject when 

making a hiring 

decision

It is illegal for 

an employer to 

use certain 

subject when 

making a hiring 

decision



Step 2: Choose a Resumé Style

AVOID OUTDATED STYLE

NO OBJECTIVE 
HEADING

NO OBJECTIVE 
HEADING

NO PERSONAL 
PRONOUNS

NO PERSONAL 
PRONOUNS

NO REFERENCES 
SECTION

NO REFERENCES 
SECTION

NO DUTIES LISTNO DUTIES LIST

USE A PROFILE
START WITH AN 
ACTION VERB

BRING 
REFERENCES TO 
THE INTERVIEW

USE 
DEMONSTRATION 

STATEMENTS



RESUMES

Resumés & 

Cover 

Letters: 

Top 5 Tips

Always follow the instructions in the posting!
• Your resumé does not need to be 1 page!

Tailor your documents for each job 
application!
• Adapt your language and reorganize - 

reorder/prioritize content within your 
resume 

• The employer should be able to see your 
most relevant skills for that job 
immediately highlighted 



RESUMESEffectively represent your Education!

• List relevant courses within this section. 
• Include a Projects section that highlights 

relevant projects completed during your degree

Don’t forget to highlight your transferrable 
foundational/soft skills!
• Where did you develop these? Provide 

evidence – don’t list one word 

Cover Letters – Indicate WHY you want the job!!
• There is no opportunity to share this in your 

resumé or before your interview. 

Resumés & 

Cover 

Letters: 

Top 5 Tips



APPLICANT TRACKING SYSTEMS (ATS)

✓ Straight forward/common section titles 
• E.g. Use the word “Experience” for work and/or volunteer sections 

✓ Standard job position titles 

✓ Education – accurately list institution and degree name 

✓ More than one role at an organization – repeat the 
organization name
• More than one position at an organization? List as a separate 

experience/repeat employer name → Good practice to show progression 
in company by writing name of company again.

• Same rule for school! Repeat institution name with diploma
• On campus job? Include specific department/office name. 
 

✓ Avoid using hidden tables to present information (i.e. skills) 
• Hidden columns for skills list can be challenging for it to reach (left to 

right) – use bullet points in front of each skill or comma after each skill 

✓ Avoid using borders, graphics and images 
• Graphic resumes can be presented or viewed for interview round; often 

not read properly by ATS 
• In North American and Europe, some systems completely reject a 

document with a photo/graphic 

Resume Tips 

for ATS



Demonstration 

Statements:

THE 

FORMULA
ACTION VERBACTION VERB NOUNNOUN

BONUS: Qualify / QuantifyBONUS: Qualify / Quantify

IMPACTIMPACT

Answer 2:Answer 2:

Who? What? Where? 
When? Why? How? 
What was achieved?

Use Adjectives & 
Numbers to enhance 
your statements



ages 7-14ages 7-14clientsclients
Supported and 

counseled

Supported and 

counseled

by email, phone and in-

person during times of 

extreme personal crises

by email, phone and in-

person during times of 

extreme personal crises

ages 7-14ages 7-14clientsclients
Supported and 

counseled

Supported and 

counseled

Step 3: Demonstration Statements

LET’S TRY IT

ACTION VERBACTION VERB NOUNNOUN IMPACTIMPACT

How?How?

by email, phone and in-

person during times of 

extreme personal crises

by email, phone and in-

person during times of 

extreme personal crises

QUANTIFYQUANTIFY

When?When?

ACTION VERBACTION VERB NOUNNOUN

BONUS: Qualify / QuantifyBONUS: Qualify / Quantify

IMPACTIMPACT

Answer 2Answer 2



undergraduate Chemistry 

students, providing 

written feedback 

and ideas for 

improvement during bi-

weekly office hours

undergraduate Chemistry 

students, providing 

written feedback 

and ideas for 

improvement during bi-

weekly office hours

undergraduate Chemistry 

students, providing 

written feedback 

and ideas for 

improvement during bi-

weekly office hours

undergraduate Chemistry 

students, providing 

written feedback 

and ideas for 

improvement during bi-

weekly office hours

of 100of 100of 100of 100assignmentsassignmentsassignmentsassignmentsGradedGradedGradedGraded

Step 3: Demonstration Statements

LET’S TRY IT

ACTION VERBACTION VERB NOUNNOUN IMPACTIMPACTQUANTIFYQUANTIFY

How?How? When?When?

ACTION VERBACTION VERB NOUNNOUN

BONUS: Qualify / QuantifyBONUS: Qualify / Quantify

IMPACTIMPACT

Answer 2Answer 2



when delivering meal 

trays in a busy 

hospital environment

when delivering meal 

trays in a busy 

hospital environment

when delivering meal 

trays in a busy 

hospital environment

when delivering meal 

trays in a busy 

hospital environment

with elderly 

patients

with elderly 

patients

with elderly 

patients

with elderly 

patients
compassionatelycompassionatelycompassionatelycompassionatelyInteractedInteractedInteractedInteracted

Step 3: Demonstration Statements

LET’S TRY IT

ACTION VERBACTION VERB NOUNNOUN IMPACTIMPACT

When??When?? Where?Where?

QUALIFYQUALIFY

ACTION VERBACTION VERB NOUNNOUN

BONUS: Qualify / QuantifyBONUS: Qualify / Quantify

IMPACTIMPACT

Answer 2Answer 2



Demonstration 

Statements:

EXAMPLE undergraduate Chemistry 

students, providing 

written feedback 

and ideas for 

improvement during bi-

weekly office hours

undergraduate Chemistry 

students, providing 

written feedback 

and ideas for 

improvement during bi-

weekly office hours

undergraduate Computer 

Science students, 

providing written 

feedback and ideas for 

improvement

undergraduate Computer 

Science students, 

providing written 

feedback and ideas for 

improvement

of 100of 100of 100of 100assignmentsassignmentsassignmentsassignmentsGradedGradedGradedGraded

ACTION VERBACTION VERB NOUNNOUN IMPACTIMPACTQUANTIFYQUANTIFY

Who?Who? How?How?

ACTION VERBACTION VERB NOUNNOUN

BONUS: Qualify / QuantifyBONUS: Qualify / Quantify

IMPACTIMPACT

Answer 2Answer 2



Demonstration 

Statements:

EXAMPLE 
ACHEIVEMENTS

ACTION VERBACTION VERB NOUNNOUN
BONUS: 

Qualify / Quantify

BONUS: 

Qualify / Quantify

IMPACTIMPACT

Answer 2:Answer 2:

Awarded employee of the month three times over as 
a result of providing consistent and high level of 
service to customers.

Why?Why? Who?Who?



Demonstration 

Statements:

WRITE YOUR 

OWN

Trained/Supervised Consulted

Arranged Documented

Collaborated Participated

Facilitated Informed

Presented Trained

Spoke Persuaded

Worked Delivered

COMMUNICATION VERBSCOMMUNICATION VERBS

Instead of listing “Excellent communicator” or “Communication skills” provide evidence 
for where and when you’ve developed these skills.

• Where and when have you had to communicate effectively? 
• How did you communicate? (e.g. writing, verbal) Who did you communicate with?
• What makes you an “excellent” communicator? (Watch adjectives!)



Demonstration 

Statements:

WRITE YOUR 

OWN



Step 3: Demonstration Statements

SHARE OUR EXAMPLES

ACTION VERBACTION VERB NOUNNOUN

BONUS: Qualify / QuantifyBONUS: Qualify / Quantify

IMPACTIMPACT

Answer 2:Answer 2:

Who? What? Where? 
When? Why? How? 
What was achieved?

Use Adjectives & 
Numbers to jazz up 
your statements



YOUR COVER LETTER

ALWAYS INCLUDEALWAYS INCLUDE WRITING SAMPLEWRITING SAMPLE
NAME HIRING 

MANAGER

NAME HIRING 

MANAGER
MATCH RESUMÉMATCH RESUMÉ



YOUR COVER LETTER

INTRODUCTIONINTRODUCTION BODYBODY11 22

✓Why you are writing
✓ Show interest
✓ Position number

✓ Skills & experience
✓ Examples
✓ Show match

✓ Summarize main message
✓ Request interview
✓ Thank the reader

CONCLUSIONCONCLUSION33



COVER LETTER FORMAT & EXAMPLE
Anita Career 

201 – 110 Job Search Road 

Small Town, MB R7N 2C4 

(204) 555-0989  AnitaCareerAbc123@cc.umanitoba.ca 
 

June 12, 20XX 
 

Ms. Nicole Chau 

Human Resource Manager 

Health Policy Research Centre 

398 Main Street  

Winnipeg, MB  R4L 2X9 
 

Dear Ms. Chau,  
 

I am extremely interested in the Research Assistant opening at the Health Policy Research Centre, competition 

A3421, as advertised on your website. Your organization has an outstanding record of high calibre research 

which regularly impacts the way local health institutions and governments deliver health services to 

Manitobans. I believe that my psychological research experience coupled with my strong interpersonal skills 

would make me an excellent addition to your team. 
 

I am particularly intrigued by the research being done on the intersection between poverty and youth mental 

health. I have studied these topics extensively in my psychology degree – often citing Health Policy Research 

Centre publications in my writing on the subject. Beyond this, I have strong statistical analysis skills. I have 

been trained in all areas of statistical analysis, utilizing various tools in my previous research experience, which 

I presented at the Manitoba Youth Symposium. I have a talent and a passion for research, which I would 

enthusiastically bring to my work with your organization.  
 

My knack for research is enhanced by my ability to work with others. I have honed my communication skills 

through my supervisory experience in the service industry and consistently demonstrated teamwork in my 

extensive volunteer experience. Further, by volunteering with Open Door Society, I not only developed the 

ability to be an effective listener, but also worked closely with stakeholders in your research. I gained insight 

into the experiences of the low socioeconomic status youth which are central to your research as well as the 

community health agencies who serve them. This makes me uniquely qualified to research this subject. 
 

I am confident that I have the qualifications and skills that are a great match for this position.  I look forward to 

meeting with you in an interview to further discuss this exciting opportunity. Thank you for your time and 

consideration. 
 

Sincerely, 

 

Anita Career 

Appendix A: Cover Letter Samples 

DATE 

PERSONAL 

LETTERHEAD 

CONTACT 

NAME/TITLE, 

COMPANY, & 

ADDRESS 

DEAR… 

✓Job title 

✓Posting# 

✓Why this 

company 

✓2 skills 

 
 

✓Explain 
unique 
skills 
needed at 
company 

 

✓Prove 
skills, going 
beyond 
resumé 
 

✓Relate 
skills back 
to needs of 
company 

 
 

✓Say 
thank you 

✓Mention 
Interview 

 
 

This cover letter is effective 
because: 

✓ A professional business letter format 
 

✓ Personally addressed 
 

✓ Mentions the position title and 
number

✓ Highlights her interest in/shows an 
understanding of the organization 
and it’s mandate.  (She’s done her 
research!)

✓ Relates her skills to those in the job 
posting

✓ Confident and enthusiastic 

HANDOUT 

PACKAGE

PAGE 11



474 University Centre

204-474-9456

BOOK AN APPOINTMENT 

CAREER SERVICES 

SUPPORT

umanitoba.ca/careerservices

24/7 ONLINE RESOURCES

WORKSHOPS 
Register on UMConnect: 

umconnect.umanitoba.ca
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