
 

 

 

 

Job Search 
101  

for Youth 
DON’T BE AFRAID TO ASK FOR HELP 

This package will help you to kick-start your job search, but don’t 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 

     Monday—Thursday 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  

Via E-mail:    YouthJobLink@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 

might be approached by businesses looking to hire students.  The larger 

your network is, the more likely it is that you will be successful! 
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REMEMBER 

 BE PREPARED—Read the 
information in this package 

 BE PERSISTENT—The 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 – 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.   

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! 

 

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 2014—September 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 2013—Present 
 
  

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  nam e that 

you usually go by, your full address 

including 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 employ-

er 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 “mechanically in-

clined” or “good communication 

skills”.  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—Start 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 don’t 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—Once 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 “Completing an Application” on page 6 for 

more details. 



 

 

USEFUL JOB SEARCH RESOURCES 

 

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 

 

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/ 

 

Employment Ontario 

https://www.ontario.ca/page/employment-ontario 

 

 

 

 

 

 

 

 

 

 

 

 

    

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.hamilton.ca/jobs-city 

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

http://goodwork.ca/ 

http://charityvillage.com/ 

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

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 

———————————————————–———————- 

When you are using the internet to job search, be resource-

ful and try using multiple variations of keywords in your 

search to obtain different results i.e. “student”, “summer”, 

or “seasonal”. 

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, try… 

     http://careers.walmart.ca/ 

     http://www.starbucks.ca/careers 

     http://petvalu.com/careers/ 

     http://careers.homedepot.com/ 



 

 

Caption describing picture or graphic 

MARKETING YOURSELF/COLD CALLING 

 

 

Have your opening lines prepared.  Don’t just ask “are you hiring?” The odds are that they are not hiring 

right at that particular moment but they may be hiring tomorrow.  Instead, you should 

 introduce yourself 

 tell the employer what position you’re interested in—the more specific the better 

 give a brief summary of the highlights of your qualifications that make you a good match for the par-

ticular job you are interested in 

 ask for time to discuss your application.  If you get a positive response, prepare for an interview on 

the spot.  If not, ask about leaving your paperwork and a possibility for a discussion in the future 

How and when you approach an employer can 

determine whether your application/resume ends 

up in the “consider file” or the shredder. 

A cold call is a visit made to an employer to apply 

for a job when you don’t have an appointment or 

know if there is a vacancy.  Most employers we 

talk to say this is their preferred way to hire.  Put-

ting an ad in the newspaper or a sign in the win-

dow means too many applicants. 

Since many employers hire this way, it’s im-

portant to make good cold calls and these few tips 

can help! 

1. Treat every cold call like a job interview.  See 

“What Employers are Looking For” on page 5. 

2. Be brief and to the point.  The employer has 

not set aside time to see you, so if you get a 

few minutes to talk, be aware that the employ-

er is busy.  Respect their time, sell yourself 

well—but quickly. 

3. Have your opening lines prepared. 

4. Follow up each cold call 

DON’T FORGET TO FOLLOW UP! 

PRACTISE YOUR COLD CALL SPEECH 

 

Keep track of where you have been, who you talked to and what the results were.  If the employer invit-

ed you to check back in a few weeks—make sure that you do! 

If an employer says “I am sorry, we are not hiring right now”, you should respond with “Okay, can I 

leave my resume with you and check back in a few weeks?”  If a few weeks is not appropriate, the em-

ployer can let you know what would be a better time.  The point is—you want the ball in your court.  You 

want to be responsible for getting back in touch with the employer. 

When you check back you can say “Hello, Mrs. Roberts, this is Sandy Anderson.  I was in last month 

regarding the sales clerk position.  You asked me to check back with you in May.”  The employer is re-

minded of who you are and the fact that she invited you to call back. 

   

 

Always ask to speak to a 

Supervisor, Manager or 

person responsible for 

hiring.   



 

 

Dress for Success:  The rule of thumb when job searching is to wear one 
level above what you would be expected to wear on the job. 

 Wear clothes that are clean, ironed and appropriate for the type of work 

you are applying for. Dress as you would for an interview.  No jeans or t-

shirts with logos.  Do not use perfume or cologne and keep jewellery, 

piercings and makeup to a minimum. 

 Always go by yourself.  It shows the employer that you have the courage 

to go and apply on your own.  If you’re applying for a customer service 

job, it tells the employer that you can deal with strangers.  You may think 

that employers don’t care, but they do. 

 Arrive prepared with your resume in a large envelope (so that it is flat 

not folded). Bring a pen with you and a sample application so you can 

refer to it for accurate dates and reference phone numbers.  Most malls 

with an information booth have a list of retailers in the mall who are cur-

rently hiring.  Use this resource when you are job searching. 

 First impressions are important.  You need to impress each person you speak with, even if you think 

they are “just” a student.  Often when an applicant leaves, feedback may be given to the manager.  Be 

polite. 

 Ask for the manager or the person responsible for hiring.  If they are not there, ask for their name 

and when they will be in.  When you return, you may ask for them by name.  Ensure your envelope 

has their name on it.  If by chance they are not there, your envelope with their name on it goes right 

on their desk.  Impressive! 

 Write down the manager’s name so you can do a follow-up call in a couple of days to a week. 

 If you speak with the manager, make sure you tell them what job you are interested in e.g. part-time 

sales positions, stockroom person, produce position, etc. 

 Try not to go at a time when the employer may not have time to talk to you such as lunch hour in a 

restaurant.  If you happen to walk by a store, and you see they are busy, try going somewhere else 

first then going back. 

 If possible, try to apply for a job in the morning or right after school.  Plan your job search so you are 

properly dressed and have copies of your resume with you. To really be prepared, call ahead for the 

names of the managers you are hoping to see. 

 Don’t only apply to stores that advertise.  Go to stores that don’t have signs posted in their windows.  

Sometimes employers want to see if people will apply on their own because it shows the employer 

that you have initiative. 

 Put on a smile and speak clearly! 

 

WHAT EMPLOYERS LOOK FOR  

   



 

 



 

 



 

 

ALL YOU NEED TO 

KNOW ABOUT  

REFERENCES 

● Do not use your friends or 

family 

● Use someone who is older 

and working 

● Always make sure you 

have permission from your 

reference to use their 

name.  This way they won’t 

be surprised by the phone 

call and will be able to give 

the employer a good re-

sponse 

● No work experience?  Ask 

a teacher, coach, music 

instructor or neighbour.  

Make sure it is someone 

who can and will speak 

highly of you 

● You should have two to 

three references ready 

when you begin your job 

search 

● Do not put references on 

your resume.  You will be 

handing out hundreds of 

resumes and therefore giv-

ing out their personal con-

tact information for all to 

see 

● Use your references when 
completing a job applica-

tion form 

● Always bring your refer-

ences to a job interview 

● Only provide your refer-

ences when asked.  You 

don’t want to wear them 

out before a serious job 

offer is pending 

 

COMPLETING AN APPLICATION 

The proper completion of an application is essential.  This provides the employer 

with a snapshot of you.  Look at your completed application and consider what 

kind of message you are sending. 

√ Is it complete? Did you answer all the questions? 

√ Is it done neatly and in pen? 

√ Is it accurate?  No spelling errors? 

√ Is it the best you can do? 

ANSWERING THE QUESTIONS 

Position Applied For:  Be specific.  Don ’t write “anything”.  An employer 

needs to know if you want to be the dishwasher, the maintenance person or the 

bookkeeper.  They will be sorting through hundreds of applications and if you 

are not clear, the employer will just move on to the next one. 

Wages Expected:  W e suggest you write “going rate.”  If you put a specific 

amount you may not be considered even though you would be happy to work for 

that. 

Surname:  This is your  last nam e. 

Education:  If you  are currently in high school, indicate the date you 

started to the present. 

Additional Courses:  This could include First Aid & CPR, a babysitting 

course, safety workshops, WHMIS, Smart Serve, etc. 

Work Related Skills/Experience:  The employer wants to know why 

they should consider you.  Write your experience that is related and /or your 

personal qualities that are relevant to the job that you are applying for. 

Employment Experience:  Complete all the inform ation.  Don ’t just say 

“resume attached”.  There are often questions in this area that are not answered 

on your resume.  You also don’t want to appear lazy by taking the easy way out. 

Other Tips 

√ Don’t forget to sign and date the application. 

√ Be honest.  If you are dishonest on an application and the employer hires 

you, you run the risk of being fired at any time if the employer finds out you 

lied. 

√ Check your application over to be sure you didn’t miss anything.  If a section 

does not apply to you, don’t leave it blank.  Write N/A (not applicable).  That 

way the employer knows that you have read it, understood it and indicated 

that it doesn’t apply to you. 

√ Attach a resume if you like.   

√ If you are allowed to take the application home, do so and have someone 

proofread it for you. 

√ If you have to complete the application on the spot, it is a good idea to have 

an already completed general application with you to copy from.  This way 

you don’t struggle or take too long to complete in front of your potential em-

ployer.  This also avoids making spelling errors. 

√ Do not use a gel pen that easily smears the ink. 



 

 THE INTERVIEW 

Being prepared for the interview will help you do your best.  Here are some tips to keep in mind for a 

successful interview. 

DO 

√ Dress conservatively in neat, clean clothing.  Wear  minimal jewelry and NO fragrance/aftershave. 

√ Arrive on time or a few minutes early.  Arriving late for an interview is never excusable.  If you are 

not sure how long it will take to get there, do a practice run beforehand. 

√ Bring a copy of your resume and references.  If presented with an application, complete it neatly 

and accurately.  Be sure to have a pen with you. 

√ Greet the interviewer with a clear voice and a firm handshake.  NO fancy handshakes, not too hard 

and not too light. 

√ Wait until you are offered a chair before sitting.  Sit upright, look alert and interested at all times.  

Be a good listener as well as a good talker.  Speak clearly and concisely.  Smile and look the inter-

viewer in the eye. 

√ Make sure that your good points get across to the interviewer in a factual and sincere manner.  Keep 

in mind that you alone sell yourself.  Don’t rely on the employer to ask the questions that you are 

hoping for.  When the employer asks “Why should I hire you?” - be prepared with all the things you 

have to offer this employer.  Remember not only your hands-on skills but your personal attributes 

that would make you a good candidate for the job.  An employer can teach skills but can’t teach 

courtesy and common sense.  They can’t teach you to get along with the rest of the staff or to always 

be friendly and smile with customers.  Remember these things too.  Are you a team player who 

shows initiative? 

 

DON’T 

√ Don’t bring anyone with you. 

√ Don’t take coffee or food. 

√ Don’t chew gum. 

√ Don’t smoke before the interview.  Lots of people do not like the smell of cigarette smoke on peo-

ple’s clothes. 

√ Don’t answer with a simple “yes” or “no”.  Explain whenever possible.  Tell things about yourself 

which relate to the question. 

√ Don’t lie.  Answer questions honestly. 

√ Don’t ever make derogatory remarks about your present or former employers.  It shows poor taste. 

√ Don’t over-answer questions.  The interviewer has only allowed a certain time for the interview.  

Use the time wisely. 

√ Don’t inquire about salary, vacations, etc.  If you are offered the job, the employer will tell you the 

wage, if she/he hasn’t already. 

 

 

REMEMBER:  Turn your  cellphone off dur ing the interview.  Even when on silent, you can hear  it 

vibrate.   



 

 

 

COMMON INTERVIEW QUESTIONS ASKED BY EMPLOYERS 

√ Why should I hire you? 

√ Tell me about yourself. 

√ Why do you want to work for us? 

√ What have you learned from other jobs that you have held? 

√ What is your major weakness? 

√ What are your strengths? 

√ How would your supervisor evaluate your most recent job performance? 

√ Describe your ideal supervisor? 

√ What motivates you on the job? 

√ Tell me about a time you had a conflict with a co-worker.  How did you handle it? 

√ When is it okay to miss work? 

√ Do you have any questions for us?  It is always a good idea to prepare a list of ques-

tions before each interview.  An interview is your opportunity to find out more about the position 

and the company.  If you are offered the job, it will prepare you as to whether or not you should ac-

cept it.  Be careful that your questions do not give the interviewer the impression that you feel the 

job is yours.  Avoid questions like “Are you going to be my boss?” but ask instead “Are you the su-

pervisor for this position?” 

 

QUESTIONS TO ASK AT THE END OF AN INTERVIEW 

√ Does this position require a uniform?  Is the uniform provided by the company or do individuals get 

their own? 

√ Is there a dress code? 

√ What are the hours of work? 

√ Is there a probation period?  How long is it?  What do you want to see from new employees during 

probation? 

√ Can you tell me about the training involved?  Will there be special safety training for example? 

√ Could you tell me what happens next?  Should I call you, or will you contact the people who have 

been interviewed?   

√ When will you be making a decision on who the successful candidate will be? 

Don’t know what your weaknesses are?   
Ask a sibling.  They will be honest. 

 

Learn to speak positively about your weaknesses. 
Everyone has weaknesses, don’t say you don’t have any. 

 



 

 USE YOUR COMMON SENSE 
TO STAY SAFE 

When arranging to meet for an inter-

view, always meet at the place of busi-

ness or in a public area.  Never agree to 

meet in a remote location or anywhere 

out of the ordinary. 

Whether you are applying to jobs over 

the internet, phone or by fax, you really 

don’t know who you are sending your 

resume to.  Remember your resume 

contains personal information about 

you already.  If you get the feeling that 

something doesn’t seem right, ask a 

parent for advice.   

Job postings may not be what they 

seem to be.  The internet is a valuable 

resource but just like anything else, use 

caution when faced with the unknown.  

It is too easy for someone to claim to be 

what they are not.  Do your research 

about the company you will be inter-

viewing with.  Always make sure  that 

others know where you are going, who 

you are meeting, what time you will be 

finished. 

Protect your personal identity. Never 

give an employer your Social Insurance 

Number until the time is right.  That 

time should be after you have accepted 

the job offer.  Your employer usually 

does not require this information until 

your first day on the job.  If during your 

job search, an application asks for your 

Social Insurance Number, don’t just 

leave the field blank.  Simply write in 

that you will provide the number if 

hired.  Leaving the field blank may give 

the false impression that you do not 

have a Social Insurance Number or that 

you are not legally eligible to work in 

Canada. 

If you don’t have a SIN, getting one 

should be the first step of your job 

search.  Go to servicecanada.gc.ca to 

find out how. 

Interview Feedback from Employers 

Employers report the following things have turned them off about a 

candidate: 

 Failure to speak clearly and look the interviewer in the eye 

 Overly aggressive 

 Failure to ask suitable questions 

 Lack of interest or enthusiasm 

 Persistent attitude of “what can you do for me?” 

 Lack of confidence or extreme nervousness 

 Lack of preparation for the interview 

 Evasive, making up excuses 

 Bad language/poor hygiene/sloppy appearance 

 Lack of tact, maturity, courtesy 

 Limp handshake 

 

 

 

 

Don’t be discouraged if a definite offer  is not made when 

the interview is over.  The employer probably wants to interview sev-

eral applicants before making a decision.  Leave on a positive note —

thank the interviewer for his/her time, along with a good handshake. 

 

Afterwards, evaluate the interview yourself—Is there any-

thing you could improve?  If so, keep it in mind for the next time and 

don’t get discouraged if you don’t get a job offer on your first inter-

view.  Learn from it and you’ll do just fine! 

 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 


