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• Cameras / Mute
• Recording 
• Questions in the chat or raise 

your virtual hand
• Will leave time at the end for 

questions 
• Safe space
• Hand outs & Power Point
• Chat Bombs / Show of Hands

House KeepingChat 
Bomb!
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Little bit about me… Put your 
guess in 

the chat!
Mystery 
Shopper
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Hand Raises & Chat Bombs!

What type of Job? 
Part Time
Full Time 

Summer job

Where?
What is your ideal 

job or target 
company? 

Resume
Who already has a 

resume? 
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Learning Objectives

After taking this webinar, you’ll be able to:

• Create a professional resume with the 
experience you already have

• Write a powerful summary & accomplishment 
statements

• Apply formatting tips when making your resume

• Write a professional intro email

• Select and manage your references effectively

Anything 
else? 



6

Resume 
Writing
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What is the purpose of a 
resume? 
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Get you the interview…
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… So you can ultimately…land the job!
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Your 
professional 

Snap
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Getting 
Started
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Where Do I find Job Postings? 
• Indeed.com

• Linkedin

• Job Boards at School 

• University of Alberta Career Centre

• Student Employment Centre

• Youthjobscanada.ca

• Job Bank for Youth

https://www.jobbank.gc.ca/youth

• Face to Face – target your favourite places

• Your Network

• Social media

Any 
others? 

https://www.jobbank.gc.ca/youth
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•Flexibility
•What are my interests?
•What are my long- term 
goals?
•Close to home/school/gym
•Fun place to work
• I just want/need to make 
money!

What are you looking 
for? 
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Resume 
Writing
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The Reverse Chronological 
Resume

(Where your most recent job 
is listed first)

Resume 
Writing
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Reverse Chronological

• Most common style

• Best when you’re starting out

• Emphasizes role progression

• Preferred for Applicant 
Tracking Systems
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Resume Types: Reverse Chronological

• Used when staying in the 
same field

• No gaps in employment 
history
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What if I have 
no 

experience? 
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SAMPLE RESUME:

• Looking to land first job

• Little paid experience

• Include your volunteer 
experience 

• Anytime to you “assisted”, 
helped, looked after your 
cousins, helped out in the office 
at school etc.

Page 1
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SAMPLE RESUME: Page 2

• More volunteer work 

• Action statements

• Include education

Can u 
guess the 

age of 
this 

person?
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Heading of your Resume

FIRST LAST
City, Province 000-000-0000 you@rogers.com Customized LinkedInURL

Just city & 
province, 
keep it simple!

Only one phone 
number, and make 
sure your voicemail
sounds professional

Email address 
should also look 
professional

Customize your 
LinkedIn URL and 
include the 
hyperlink
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Job Postings
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Example: Personal Trainer
Job Description Resume
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Example: Barista at Starbucks
Barista
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Example: Barista at Starbucks
Barista
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Why do we go 
to all this 
trouble to 

customize? 
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Get past Applicant Tracking Systems 
(ATS)
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Hiring 
Managers

Guess the 
average # 
of seconds 

spent 
screening a 

resume?
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Highlights of 
Qualifications
(or Summary)
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Highlights or Summary of
Qualifications

• Opportunity to highlight the key 
skills they are looking for

• Be Intentional – do not include 
irrelevant information

• Match these to the job posting
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Example: Barista at Starbucks
Barista
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Example: Barista at Starbucks
Barista
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What does your 
resume look like?

Resume 
Writing

Resume Appearance
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Font Styles
Use clean, modern-
looking fonts such as 

Calibri and Arial.

Resume Appearance

Length
2 pages maximum

(start dropping 
experience after 2 

pages)

Visually Appealing
White space, spacing 

between lines and 
paragraphs.
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Highlights Key 
Statements

Relevant information 
only. Spell out 

acronyms.

Resume Appearance

Accurate & 
Error Free

Grammar, wording, 
active verbs.

Written in your 
Own Words

Who you are: true 
statements, creative 

and appropriate.
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A note about those fancy templates
• They don’t pass the ATS

• Not recommended for 
most professional jobs

• Creative roles: you can 
post these on your 
website or email them 
along with your portfolio 
(when you’re certain that 
a real person will see your 
documents)

• Not advisable to include 
your headshot (unless 
you’re a model or actor)

Images from Canva.com

Any idea 
why?
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Resume 
Writing

What value do you bring to 
the organization?

Accomplishment Statements
(Bullets under each role)
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Who would you hire? Why?

• Responsible for all marketing campaigns and social media channels

•Managed the company’s social media channels (Instagram and 
Facebook) for marketing campaigns

• Spearheaded a marketing campaign using targeted ads on Instagram 
and Facebook that increased market share by 20% in 8 months

1

2

3

Who 
would 

you 
hire?
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Who would you hire? Why?

•Delivered stuff to customers

•Delivered warm food and beverages to customers in a timely 
manner

•Delivered over 1,000 warm food and beverage orders by bicycle 
within a 20 minute deadline. Rated 5/5 on customer satisfaction 
reviews.

1

2

3

Who 
would 

you 
hire?
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Accomplishment Statement Formula

How?
Brief description
of what you did

So What?
Quantify or qualify 

for Impact

What?
Use an action verb 
to start (Problem)

Delivered custom food 
orders…

…on a bicycle within tight 
timelines…

…on time and high 
customer satisfaction ratings
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Accomplishment Statement Writing Tool
Action Verb What you did Details Results – Added 

Value
Designed …an inventory 

management 
program…

…within 1 month… …that eliminated 
counting 
merchandise twice.

Mentored …a team of 3 up and 
coming athletes

…hosting bi-
weekly cross 
training sessions…

…which boosted 
performance results 
by 20%

Improved ? ? ?

Who would like to 
work with me?
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Always write a 
cover letter
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Write a cover letter to tell the 
story about why you want 
the job and link all of your 

experience together. 

Once your resume is done

This is where you can 
explain how you 

developed your strong 
work ethic and 
dedication etc. 
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Resume 
WritingPractical tips on file types, 

emailing your resume, and 
tracking your applications

Managing your Resume



45

Managing your Resume & Applications

Tracking

Keep records of 
all applications

…

Save all Job 
Descriptions!

Files

File name & 
formats

…
File name should 
include your full 

name.

Pay attention to 
different formats 

(docx, PDF, txt, rtf)

Instructions

Read instructions 
carefully

…
Do they ask to send 

cover letter & 
resume in one file?

Be prepared to fill 
out ATS fields.
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Emailing your Resume
Option 1: Include your Cover Letter in the body of the email and attach your Resume

SOAR 
stories

Clear 
subject line

File name 
with Job ID

Signature 
with contact 
info

Note: there’s no BRB, 
ATM, TVM, text talk
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Emailing your Resume
Option 2: Send a brief note and attach your Cover Letter and Resume
*This is a “cold email” (no job ad) but you can use a brief note for any application.

Stating how he 
got the contact 
info and what 
he’s sending

Subject line 
refers to future 
opportunities
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Emailing your Resume
Text talk

Includes all communication 
with a potential employer
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How can I 
boost my 

chances of 
getting a job? 
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Use your network
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Managing 
Your 

References
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Your References
• Select 2-3 professional references (this 

can be a teacher, guidance 
counselor or a coach)
• Ask for their permission
• Send them your resume and job 

description
• Prepare/Remind them: who may call, 

the company and the role
• Have list available at interview
• Thank them afterwards
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Template for submitting References
Same heading as 
the Resume and 
Cover Letter

Relationship to them, 
plus qualities and 
skills they know 
about you
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Concluding Thoughts

Network
Speak to people 

who are currently 
working there and 
people who know 

people...

Think Ahead
Be mindful of what 
you’re posting 
online… Would I want 
my grandmother to 
read/see this? 

Format
Keywords and plain 
format are critical if 
you’re uploading 
your Resume.

Customize
Tailor your Resume 
for each role; use 
company/sector 

language
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Next Steps for You

…
Identify keywords and 

put together 
statements that 

match them.

Select Job 
Descriptions

Print them out and 
highlight keywords.

2

…
Have someone proof 

read it for errers or 
spelling mistks so it 

doesn’t look like thiis
gaps

Work on your 
Resume

Include all your relevant 
accomplishments.

3

…
Identify specific results  
and write them down. 

1
Brainstorm your 

Accomplishments
Go over your 

work/volunteer 
history in detail.
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•What will you do 
starting tomorrow?

Questions? 


