
 

 

 

 

Job Search 
101  

for Youth 
DONôT BE AFRAID TO ASK FOR HELP 

This package will help you to kick-start your job search, but donôt stop  

here.  Looking for a job can be a full-time job.  Get free access to the 

help or resources you need. 

In Person:      EMPLOYMENT HAMILTON  

     67 & 77 Victoria Avenue South with free parking 

     MondayðThursday 9:00 a.m. to 5:00 p.m.  

     Friday 9:00 a.m. to 3:00 p.m.  

     Tuesday evenings 5:00 p.m. to 7:00 p.m. at  

      77 Victoria Avenue South 

Over the Phone:    905.522.4902 Extension 46 

Via E-mail:     Shari.B@EmploymentHamilton.com  

NEVER UNDERESTIMATE THE POWER OF 

NETWORKING  

Increase your chances of finding a summer job by increasing your net-

work.  Talk to your family, friends, neighbours, teachers and coaches.  

The more people who know you are looking for work, the better!  

Ask people you know how they got their job.  Not only will this provide 

you with some helpful tips,  you will notice that the majority of people  

are employed because they were referred by family or friends.     

Spread the word to everyone you know that you are looking for a sum-

mer job.  You never know who your neighbour will be golfing with, or 

who your music instructor will be socializing with, or what teachers 
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REMEMBER 

¶ BE PREPAREDðRead the 

information in this package  

¶ BE PERSISTENTðThe more 

places you apply to, the bet-

ter your chances are of get-

ting a summer job!  

This Employment Ontario program is 

funded by the Government of Ontario.  



 

 

THE RIGHT FIT 

This one hour interactive workshop is jam-packed with information and resources to help you 

define your career path and ensure that your next steps are the right steps. 

¶ Determine your right fit for short and long-term career goals 

¶ Match your career choices to fit with forecasted demands in the labour market 

¶ Target your job search so it fits a variety of industries 
 

 Feeling lost and off course?  Let us help you map your route to success! 

 

READY. SET. WORK! 

Whether you are looking for your first job experience or you are ready to embark on your   

chosen career, this workshop will provide you with the tools you need to find that job and 

keep it!   

Ready. Set. Work! is focused on job search and readiness to coach you on 

¶ how to write a killer resume, complete a successful job search and ace an interview 

¶ basics about Employment Standards and Young Worker Safety Awareness and how to 

expand on that knowledge to protect yourself at work 

¶ how to integrate into an existing team ï learn how to show your new boss your value and 

avoid rookie mistakes! 
 

OMG, I Got the Job!  Now what? 

Personal management, lifelong learning and effective networking are just a few skills that will 

help you remain competitive at work and provide you with the foundation needed to advance 

your career.  Let us help you build a career advancement plan from maintaining a              

professional social media presence to achieving a work/life balance.  

 

To find out more information about the above workshops or to reserve your seat in the next 

available session, email Shari at YouthJobLink@EmploymentHamilton.com or  

call 905-522-5902 

The future can  

be scary.   

We can help. 

Does life after graduation keep you awake at night? 

Check out these workshops to help you figure out your goals, land your dream job 

and stay competitive in a challenging job market! 



 

 Training Certificates  

Workplace Testing  
 

Computer based  Training and Testing at Employment Hamilton       

   All training is offered FREE with the exception of Smart Serve.  

WHMIS  
Get your WHMIS Certification and add it to your resume  

2 hours 

Smart Serve  
Adding Smart Serve to your resume will show employers that you understand and can 

implement the skills of responsible alcohol service 

4 hours $31.00 

Excellence in Customer Service  
This short course is suited to those new to Customer Service.  Add this to your  

resume to get noticed!   Make a good first impression ~ communicate effectively 

~ deal with  complaints & more.    

30 minutes   

AODA and Ministry of Labour Safety Training  
AODA Accessibility Standard for Customer Service is required for those providing goods/

services to the public.  Receive a certificate and add this training to your resume!  40 minutes  

Ministry of Labour Health and Safety Awareness Training for Workers and Supervisors 

has been mandatory  since July 2014 for ALL workers in Ontario.  Complete this course in 45 minutes 

and receive a certificate to show your employer that your training was completed! 

TESTING Occupational / Workplace       

Free for all job seekers and employers!  Over 800 tests!  Choose the ones you 

want before going to an interview.  These are the same tests employers may use. 

Practise before you go and get a printout of test results that tells you what to focus 

on to improve.  Do you have what it takes for the jobs you are applying to?  Find out! 

Visit our website and follow the links for a complete list of tests available.   

 

EmploymentHamilton.com            905-522-4902 

77 Victoria Avenue South  Free Parking       Call for information or to reserve your seat. 



 

 

The most common mistake 
on a resume is the phone 
number.  Double-check your 
digits or your phone will 
never ring!  

John Smith                             905-555-5551 

                                           123 Real Drive, Hamilton, ON  L8N 2S8 
 
Summary of Skills/Qualifications 

¶ Experienced in providing exceptional customer service 

¶ Able to operate cash registers and accurately process transactions 

¶ Pleasant speaking manner with excellent communication skills 

¶ Greet customers in a friendly, courteous and timely manner 

¶ Efficient in time management, prioritizing workloads and working in a fast-

paced environment 

¶ Follow health regulations when handling food and beverages 
 

Employment Experience 
 

Cashier/Front Counter Attendant           March 2014ðSeptember 2015 

Delicious Coffee, Hamilton, ON 

¶ Served customers quickly and efficiently 

¶ Prepared all customer orders including coffee, and other hot beverages, baked 

goods and sandwiches 

¶ Counted inventory and assisted with receiving large supply deliveries 
 

Tutor                                2013 

Private Residence, Hamilton, ON 

¶ Assisted nine year old child with learning habits and reading skills 

 

 

Volunteer Experience 
 

Assistant Soccer Coach                Summer 2013 
Hamilton Soccer Club, Hamilton, ON 

¶ Mentored youth on athletic skills and soccer basics 

¶ Encouraged good behaviour, sportsmanship and teamwork 
 

Education 
 

Central Secondary School, Hamilton, ON                   September 2013ðPresent 

 
  

WHAT TO PUT ON A RESUME  

SAMPLE RESUME 

The purpose of your resume is to get 

you the interview.  Be clear, concise 

and above all be accurate.  Have 

someone proof your resume.  Em-

ployers are quickly turned off when 

a student applies for a job and there 

are errors on the resume. 

 

START with your name that you 

usually go by, your full address in-

cluding postal code and your phone 

number including area code.  You 

can include an appropriate  email 

address but only if you check your 

email daily.  Your voice mail should 

have a professional message.  Keep a 

pad of paper and a pen by the phone 

for taking notes if an employer calls. 

 

 

Your OBJECTIVE  is a good place 

to indicate if you are looking for full -

time summer employment or part -

time school year employment, or 

both. 

 

HIGHLIGHTS OF QUALIFICA-

TIONS/RELATED SKILLS sec-

tion is best used to summarize what 

you have to offer the employer.  This 

section is best written in bullet form.  

Attributes can be hands-on experi-

ence (i.e. handling cash) or personal 

attributes like ñmechanically in-

clinedò or ñgood communication 

skillsò.  Related skills should be tai-

lored to the job that you are applying 

for and be quite specific.  List skills 

you have that the employer would 

want. 

EMPLOYMENT EXPERIENCE ðStart with the 

most recent job you had or currently have and work 

backwards.  Include the name of company, city, 

province, dates of employment, job title and job 

tasks that you were responsible for.  Keep it brief 

but make sure you donôt leave out keywords the em-

ployer may be looking for.  Volunteer work can be 

included here or separately but always include it.  

Remember to use present tense or past tense 

(whichever is applicable) for all descriptions.   

EDUCATION ðOnce again, start with the most 

recent first and work backwards.  Include full name 

of school, city, province, dates and any degrees, cer-

tificates or diplomas received.  If you are currently 

in school, state current grade.  To save space, you do 

not need to include your high school education if 

you have already indicated that you went to college 

or university.  The same applies to public school, if 

you have already shown you are in or have complet-

ed high school.   

REFERENCES should be listed on a separate 

page, see ñCompleting an Applicationò on page 6 for 

more details. 



 

 

USEFUL JOB SEARCH RE SOURCES  

Starting Your Own Business  

https://www.ontario.ca/page/entrepreneurship -funds-and

-resources-people-under-30 

 

Worker Health & Safety Awareness Training  

http://www.labour.gov.on.ca/english/hs/elearn/worker/

index.php 

 

Young Worker Tips & Resources  

http://www.labour.gov.on.ca/english/atwork/

youngworkers.php 

 

Get a Social Insurance Number  

http://www.servicecanada.gc.ca/eng/sc/sin/index.shtml  

 

Self Assessments & Career Research  

http://www.skills.edu.gov.on.ca/OSP2Web/EDU/

Welcome.xhtml  

 

Ontario Internship Program  

https://www.internship.gov.on.ca/mbs/sdb/intern.nsf/

LkpWebContent/ePublishedHOME  

 

Employment Standards  

http://www.labour.gov.on.ca/english/es/  

 

Resume Writing  

http://www.tcu.gov.on.ca/eng/career/resume.html  

 

Apprenticeship Information  

http://www.tcu.gov.on.ca/eng/employmentontario/

training/  

    

WEBSITES FOR JOB SEARCHING 

http://jobboard.employmenthamilton.com/job -board.cfm 

http://www.jobbank.gc.ca/home -eng.do?lang=eng 

http://www.monster.ca/  

http://www.magnet.today/  

http://www.indeed.ca/  

http://www.kijiji.ca/b -jobs/hamilton/c45l80014  

https://regionalhelpwanted.com/hamilton -ontario -jobs/  

http://www.localwork.ca/  

https://www.brantjobs.ca/  

https://www.hamilton.ca/jobs -city 

https://www.gojobs.gov.on.ca/Jobs.aspx  

http://jobs -emplois.gc.ca/fswep-pfete/index -eng.php 

http://goodwork.ca/  

http://charityvillage.com/  

http://www.goodwillonline.ca/jobboards/  

http://www.mohawkcollege.ca/community -training/job -

search-services/community -employment-services/view-job-

postings.htm 

http://wesley.ca/job -board/  

http://www.collegeboreal.ca/careers/  

https://www.linkedin.com/  

http://www.workopolis.com/shared/  

http://www.haldimandcounty.on.ca/careers.aspx  

http://www.burlington.ca/en/your -city/Current -

Opportunities.asp  

ðððððððððððððððððððïððððððð- 

When you are using the internet to job search, be resourceful 

and try using multiple variations of keywords in your search to 

obtain different results i.e. ñstudentò, ñsummerò, or ñseasonalò. 

Remember most companies have their own websites and often 

do their recruiting through them.  Google companies that you 

would like to work at and find the careers link.  For example, 

tryé 

     http://careers.walmart.ca/  

     http://www.starbucks.ca/careers  

     http://petvalu.com/careers/  

     http://careers.homedepot.com/  


