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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

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



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
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What skills do they want?What skills do they want?

What are the employer’s 
needs?

What are the employer’s 
needs?

KNOW THE JOB AND SKILLS REQUIRED
11 MATCH YOUR SKILLS22

What stories demonstrate 
these skills?

What stories demonstrate 
these skills?

Use your resumé as a 
reminder

Use your resumé as a 
reminder

INTERVIEW 

PREP: 

ANALYZE THE 

JOB POSTING



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 w/ good judgment + cash management skills 
• Great communicator and team player.

Some accounting background would be an asset 
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


INTERVIEW 

PREP: 

TOP 4 TIPS

Always do your research on the employer! 
Show you care. Be prepared to answer 
questions about the organization. 

Analyze the job posting + anticipate 
questions. The job posting or a detailed job 
description provided by the employer will 
provide insight into types of questions. 

Be prepared to provide stories/examples 
detailed responses for behavioral/situational 
questions.  

Prepare questions to ask employers when 
invited during the final phase of the interview. 



PREPARE QUESTIONS KNOWLEDGEABLE SHOW INTEREST

CLIENTSCLIENTS

HOW ARE THEY 

UNIQUE?

HOW ARE THEY 

UNIQUE?

STRUCTURESTRUCTURE

MISSION & 

VALUES

MISSION & 

VALUES
HISTORYHISTORY

PRODUCTS & 

SERVICES

PRODUCTS & 

SERVICES

INTERVIEW 

PREP: 

RESEARCH

“Tell us what 

you know 

about our 

organization”



Step 2: Match Your Skills to the Employer’s Needs

LIST THE EMPLOYER’S 

TOP DESIRED SKILLS

LIST THE EMPLOYER’S 

TOP DESIRED SKILLS

11

Research & use the 
posting

TAKE A LOOK AT THE JOB POSTING. 
WHAT EXPERIENCES AND SKILLS MUST YOU 

DEMONSTRATE IN THE INTERVIEW?



Step 2: Match Your Skills to the Employer’s Needs

LIST THE EMPLOYER’S 

TOP DESIRED SKILLS

LIST THE EMPLOYER’S 

TOP DESIRED SKILLS
MATCH YOUR SKILLSMATCH YOUR SKILLS

GIVE SPECIFIC 

EXAMPLES

GIVE SPECIFIC 

EXAMPLES

11 22 33

Research & use the 
posting

Consider stories to 
tell

Use your resumé

• Work
• Volunteer
• School
• Extra-curricular
• And more

CONSIDERCONSIDER



BRAINSTORM: 

Interview Questions for this Posting

BRAINSTORM: 

Interview Questions for this Posting

IDENTIFY: 

Skills the 

employer is 

looking for

IDENTIFY: 

Skills the 

employer is 

looking for
INTERVIEW 

PREP: 

ANTICIPATE 

AND PRACTICE 

QUESTIONS



Step 3: Anticipate and Practice Questions

TRADITIONAL QUESTIONS

“TELL ME ABOUT YOURSELF.”

Education
Degree
Courses

Skills
3 Strongest 

Relevant Skills

Personal
In my spare 

time…….

Power of 3’sPower of 3’s

EE SS PP

11 22 33



Step 3: Anticipate and Practice Questions

TRY IT

PROVIDING FEEDBACK:

Be positive!

I really liked…

Be positive!

I really liked…

Be constructive!

I noticed…

I wonder if…

A question I had 
while listening 

was…

Be constructive!

I noticed…

I wonder if…

A question I had 
while listening 

was…

Listen for: 

▪  Clarity 

▪  Detail 

▪  Evidence/Examples

Let your partner know what you liked about 

their approach. And also what questions 

came up for you while you were listening... Is 

there more you would want to know?

?



Step 3: Anticipate and Practice Questions

MORE TRADITIONAL QUESTIONS
“WHAT EXPERIENCE HAVE YOU HAD?”

Relevant work, volunteer, 
school projects

Relevant work, volunteer, 
school projects

“WHY SHOULD WE HIRE YOU?”

YOUR 

FOCUS:

YOUR 

FOCUS:

Match requirements (2 – 3) 
“You are looking for…I 

have...” (show examples)

Match requirements (2 – 3) 
“You are looking for…I 

have...” (show examples)

YOUR 

FOCUS:

YOUR 

FOCUS:

“WHY DO YOU WANT TO WORK WITH US?”

Show your company 
knowledge and  make 

connections. 

Show your company 
knowledge and  make 

connections. 

“WHAT ARE YOUR GOALS FOR THE NEXT 5 YEARS?”

YOUR 

FOCUS:

YOUR 

FOCUS:
Goals  within the 

organization
Goals  within the 

organization
YOUR 

FOCUS:

YOUR 

FOCUS:

https://www.google.ca/search?q=3+min+timer&oq=3+min+timer&aqs=chrome..69i57j0l5.5128j0j7&sourceid=chrome&ie=UTF-8#q=2+min+timer


Step 3: Anticipate and Practice Questions

MORE TRADITIONAL QUESTIONS

“WHAT IS YOUR GREATEST WEAKNESS?”

Why do employers ask this?Why do employers ask this?



Step 3: Anticipate and Practice Questions

TRADITIONAL QUESTIONS

Your challenge*

How you’ve improved
➢ Turn it into a 

positive

11

22

“WHAT IS YOUR GREATEST WEAKNESS?”

*Don’t pick 
something central 

to the job

Listen for: 

▪  Clarity 

▪  Detail 

▪  Evidence/Examples

Let your partner know what you liked 

about their approach. And also what 

questions came up for you while you 

were listening... Is there more you would 

want to know?

?



SS

TT

RR RESULTSRESULTS

AA ACTIONACTION

TASK (GOAL + ROLE)TASK (GOAL + ROLE)

SITUATION / SETTINGSITUATION / SETTING

▪People
Who did I work with? 

How did I work with them?

▪Practice/Process
What steps did I take? What 

new or established techniques 

did I use? 

*Incl. thought process for 

decisions

▪Policies
Rules, guidelines, protocols (e.g. 

safety confidentiality) 

▪Tools + Tech.
What equipment, software, etc. 

did I use to complete tasks?

INTERVIEW 

PREP: 

BEHAVIOURAL 

QUESTIONS



Situation

Task

Action

11

22

33

3 to 5 minute answer

“TELL ME ABOUT A TIME WHEN YOU LED/MANAGED A 
PROJECT.”

Results44

▪ People

▪ Practice

▪ Policies

▪ Tools + 

Tech.

“TELL ME ABOUT A TIME YOU HAD TO ADAPT A 
PROCESS/SYSTEM IN ORDER TO SOLVE  PROBLEM.”

Reflect/Listen 

for: 

▪  STAR

▪  Detail

▪  Clarity

▪  Skills Utilized

Ask for feedback: what 

questions came up while you 

were listening.  Is there more 

you would want to know? 

?INTERVIEW 

PREP: 

BEHAVIOURAL 

QUESTIONS



SS

TT

RR

Step 3: Anticipate and Practice Questions

NEGATIVE BEHAVIOUR DESCRIPTIVE QUESTIONS

RESULTS and REFLECTION RESULTS and REFLECTION 

AA ACTIONACTION

TASK (GOAL + ROLE)TASK (GOAL + ROLE)

SITUATION / SETTINGSITUATION / SETTING

▪ People

▪ Practice/Process

▪ Policies

▪ Tools + Tech.



Step 3: Anticipate and Practice Questions

NEGATIVE BDI QUESTIONS

Situation

Task

Action

11

22

33

“Describe a time when you did not work well with a co-worker. 
How did you resolve the issue and ensure completion of the 

task on time and at a high quality?.”

Results44

▪ People

▪ Practice

▪ Policies

▪ Tools + Tech.

Listen for: 

▪  STAR

▪  Detail

▪  Clarity

▪  Skills Utilized

Let your partner know what 

questions came up for you 

while you were listening.  

?

3-5 minute answer



Step 3: Anticipate and Practice Questions

NEGATIVE BDI QUESTIONS

Situation

Task

Action

11

22

33

“Describe a time when you observed culturally insensitive behaviour 
on the job or in an academic setting.  What did you do?

Results44

▪ People

▪ Practice

▪ Policies

▪ Tools + Tech.

Listen for: 

▪  STAR

▪  Detail

▪  Clarity

▪  Skills Utilized

Let your partner know what 

questions came up for you 

while you were listening.  

?

3-5 minute answer



INTERVIEW 

PREP: 

SCENARIO & 

HYPOTHETICAL 

QUESTIONS

GATHER 

INFORMATION

GATHER 

INFORMATION
DESCRIBE 

ACTIONS

DESCRIBE 

ACTIONS

DEMONSTRATE 

SKILLS

DEMONSTRATE 

SKILLS

RESULTS & 

FOLLOW UP

RESULTS & 

FOLLOW UP

BONUS: Give an example 

from your experience

BONUS: Give an example 

from your experience

“WHAT WOULD YOU DO IF…?”

SS TT RRAA



Example: 

Tell us about a time where you had to manage conflict with 

a coworker. 

If you don’t have specific personal example… 

• Connect to another related experience (e.g. school)

• Answer hypothetically: “I have not, but… “

Behavioral Hypothetical

INTERVIEW 

PREP: 

Adapting your 

response 

based on your 

experience

Consider how 

to best 

highlight 

competencies

Consider how 

to best 

highlight 

competencies



Step 3: Anticipate and Practice Questions

HYPOTHETICAL QUESTIONS

Gather information

Describe actions

Demonstrate skills

11

22

33

Results & follow up44

“What would you do if you were asked to follow/implement a 
treatment plan for a patient that you did not agree with?”

Listen for: 

▪  STAR

▪  Detail

▪  Clarity

▪  Skills Utilized

Let your partner know what 

questions came up for you while 

you were listening.  Is there 

more you want to know? 

?
SS TT

RR

AA



➢ Tell me about an achievement that you are proud of.  Or a 

Failure!

➢ Give me an example of when you went “above and beyond” in 

your previous job.

➢ Tell me about a time when your work or idea was criticized and 

how you handled it.

➢ Tell me about a time when you had to adjust your working style 

to collaborate more effectively with a teammate.

➢ Describe a situation when you found yourself having to deal 

with someone who didn’t like you personally.  How did you deal 

with it?

Step 3: Anticipate and Practice Questions

ADDITIONAL PRACTICE QUESTIONS



THE JOB THE JOB 

WORK ENVIRONMENT & COMPANY CULTUREWORK ENVIRONMENT & COMPANY CULTURE

“DO YOU HAVE ANY QUESTIONS FOR US?”

Ask about…

Example: How much travel is 

normally expected?

Example: What do you like 

most about working here?

INTERVIEW 

PREP: 

Questions for 

the employer



✓ Tech powered up and tested 

✓ Resume and notes ready to reference 

✓ Eye contact and body language

✓ Distraction-free environment 

✓ Be aware of background and lighting

✓ Speak clearly. Pause. Shorter 

sentences. 

✓ Use a landline if possible

✓ Turn off call-waiting 

✓ Sit vs. stand 

✓ Speak clearly: volume, pace and 

pauses

✓ Smile! :) This can still be heard in your 

voice

✓ Prepare speaking points, not a script!

INTERVIEW 

PREP: 

VIDEO & 

TELEPHONE 

INTERVIEWS



TIME & DATETIME & DATE
LOCATION & 

PARKING

LOCATION & 

PARKING
POSITION/ROLEPOSITION/ROLE

JOB 

DESCRIPTION

JOB 

DESCRIPTION
INTERVIEWER 

NAME & TITLE

INTERVIEWER 

NAME & TITLE

WHAT TO 

BRING

WHAT TO 

BRING

When you get the call, find out:When you get the call, find out:

INTERVIEW 

PREP: 

INTERIVEW 

OFFER



Step 5: Positive First Impressions

DRESS FOR SUCCESS

Step up your 

outfit, one 

notch above  

what’s 

expected in 

workplace.

Step up your 

outfit, one 

notch above  

what’s 

expected in 

workplace. SUITSUIT
BUSINESS 

CASUAL

BUSINESS 

CASUAL

Avoid:Avoid:

WELL GROOMEDWELL GROOMED



Step 5: Prepare for a Positive First Impression

BEFORE YOUR INTERVIEW…

Pack/Bring:Pack/Bring:

PRACTICEPRACTICE
10 MINUTES 

EARLY

10 MINUTES 

EARLY

REMEMBER TO 

EAT & SLEEP

REMEMBER TO 

EAT & SLEEP

Resume    References   Pen & Paper    Portfolio



SAY THANKS, 

SHAKE HANDS

SAY THANKS, 

SHAKE HANDS

ASK FOR THEIR 

CARD

ASK FOR THEIR 

CARD

THANK YOU 

EMAIL

THANK YOU 

EMAIL

INTERVIEW 

PREP: 

CLOSING YOUR 

INTERVIEW
✓ Thank them for the opportunity 

✓ Invite them to follow-up if 

additional info is needed

✓ Send within 24 hours

✓ Connect on LinkedIn



OUR RESOURCES

INTERVIEW 

WORKBOOK

INTERVIEW 

WORKBOOK
BOOK AN 

APPOINTMENT

BOOK AN 

APPOINTMENT

Need 
additional 

help? Check 
these out.

Need 
additional 

help? Check 
these out.

umanitoba.ca/student/careerservicesumanitoba.ca/student/careerservices



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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