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EMPLOYMENT TIPS
What your resume says about you

This is an excerpt from an article by Heather Huhman from CareerRealism

You want your résumé to impress the future employer
reading it.It’s the first impression you'll get to make, but
it's amazing how many people continue to gloss over
errors. In the job market today, you need to ensure your
résumé is going to be read rather than quickly scanned
and thrown away. So, do you know what your résumé
really says about you?

Here are some typical mistakes job seekers make—and
what they can make future employers think of you:

1. Typos, misspelled words,and bad grammar can make a
hiring manager think you're careless or won't pay
attention to details on the job. Show you are capable
of doing the job by choosing words carefully and
catching any mistakes.

2. Including too much information can make employers think
you aren’t able to write clearly and concisely, which has become

increasingly important in today’s high-tech world. Your résumé Success Stor

might not be read if it’s too long, either. continued on page 3
Work Terms helped grad transition from school to the real world
by Valerie Aguiar

Q. What were your positions and where did you

Brian Chung, a recent sociology graduate from U of T
complete your work terms?

Scarborough, used his co-op experiences to land a

prestigious internship at the United Nations in A. | completed my first work term as a Research Assistant
Switzerland, as well as to secure himself a spot in at Human Resources and Social Development Canada
law school. (HRSDC) in January 2008, for four months. Later on, in

September 2009, | worked at the Treasury Board of
Canada Secretariat (TBS) as a Policy Analyst for another
four months in Ottawa.

Q. What were you looking for when applying to jobs for
your work term?

A. When | was researching for my work terms, | was very
focused on gaining more practical research skills. | had
previously worked for a Professor as a Research Assistant
and was interested in applying these skills to real-world
issues. The federal government was an obvious choice

given the nature and scope of their mandates.
continued on page 4
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What your resume is saying..........

Continued from page 1

3. Abusy, cluttered resumeé may make others think you
are unorganized and scatterbrained on the job.

4. Sending the same document for every job opening
shows you aren't great at adapting. Show the future
employer you know what they need and you are the
one who can help them fill that need.

5. Using an inappropriate name for your e-mail address
will very likely make hiring managers skip your résumeé
altogether. It’s unprofessional—create an e-mail
account with some variation of your name for job s
seeking purposes.

6. Incorrect or false information can make the employer
think you haven't updated your résume for the job
opening—or worse, that you aren’'t being honest.

Logon to CSM to view these co-op openings with the
following organizations for Winter 2011.

Deadlines are next week. Note: Only students in the
Winter 2011 Recruitment Cycle and relevant program
area for the job posting will be able to view job.

Proctor & Gamble
Historica-Dominion Institute
RBC Finanacial Group
University Health Network
Ontario Power Generation
Centre for Addiction and Mental Health

Centennial College
Scotiabank
Environment Canada
Xerox Research Centre

Q: I missed Orientation, what do | do?

A: Come to the Co-op Office to pick up your
Orientation Package. Review the material and be sure
to attend COPDO1 on Wednesday from 5-7pm.

Q: lamin 2nd year and was just admitted to co-op,
do I need to take COPD0O1 and COPDO03?

A: Yes,you need to take both courses this Fall. If you

have a course conflict with COPDO03, please contact

jairam@utsc.utoronto.ca or boyer@utsc.utoronto.ca

Q: lamin 1st year,do | need to take COPD03?
A: No, you will take COPDO3 in the summer or next fall.

Q: lam unable to register for COPD01, what do | do?
A: Registration via ROSI for COPDOL is restricted to
1st year students. Please send an email to
jairam@utsc.utoronto.ca with your name, program
and student number and indicate you want to be
registered into COPDOL1.

Q: All of the COPDO3 sections are full, what do | do?

A: Contact jairam@utsc.utoronto.ca or boyer@utsc.
utoronto.ca with your name, program, student
number and the section of the course you are trying to
register for.

Q: What is Navigating the World of Work (NWOW)?

A: NWOW is your COPDO1 course which is comprised
of various workshops, some which meet on Wednesday
from 5-7 in SY110, others which meet on other days
and times. Though you are registered in COPDO1 you
need to pre-register for each workshop you wish to
participate in on CSM.

Q:Does COPDO01 meet every Wednesday?

A: No, we will meet for the first three weeks starting
on September 15, followed by a couple weeks break
and then resume in November. Check CSM and the
Events section of the Arts & Science Co-op website for
specific specific times and details.

Q: 1did not receive an email with login instructions

for CSM. How can | gain access to the system?
A: Email dburrows@utsc.utoronto.ca with your request
for access to CSM.

Q:lamin second year and did not complete my NWOW
requirements last year, what do | need to do this year?
A:You complete your remaining requirements this year
along with COPDO3 - RC Prep. If you are unsure of what
you have to complete contact jairam@utsc.utoronto.ca
or come by H411 during the NWOW Office Hours on
Wednesday from 2-3pm.



Work Terms helped with transition

continued from page 1

Q. What were some of your main responsibilities
while on work term?

A. Some of my main responsibilities included supporting
various projects in the implementation of government
wide regulatory reform, monitoring relevant legislative
and policy proposals across the country, undertaking
socio-economic research and writing literature reviews,
and reviewing and writing briefing notes on regulatory
submissions.

Q.How did you adjust to working life? Did your work offer
any training, orientation, etc. for new employees?

A. The support | received from my peers made adjusting
to such a fast-paced working environment easier. | was
also able to build upon my previous experiences in the
federal government. Although formal training opport-
unities were limited, | was able to access many external
training opportunities available through other depart-
ments and from various NGOs in Ottawa.

Q.What was the coolest thing you did while on work term?

A.One of the most interesting things that | did while on
workterm was participating in policy discussions with
representatives from across the country. | was able to
draw upon my research background in immigration
related issues and contribute to the on-going dialogue.

Q.Did you develop or strengthen any new skills while

on work term?

A.lwas able to strengthen my knowledge of governmental
policy development processes as well as my written
communication skills. More than anything else, this work
term helped me to understand the regulatory processes
in Canada and | was able to apply my academic
knowledge to many real-world issues.

Q. How did this work term help you in choosing a
career path?

A.This work term helped prepare me for a professional,
fast-paced work environment. It also allowed me to
further investigate some of the legal aspects of many
social issues. Rather than helping me choose a career
path, this work term helped me to better prepare for
my next opportunity.

Q. Do you think that your experiences have helped prepare
you for seeking work in the real world?

A.These work terms have definitely helped to prepare me
for the ‘real world’and, in a sense, acted as an
intermediary between the real world and student life.

They have opened up many opportunities for me and
continue to offer invaluable lessons for me to draw upon.

Q.What are you doing now and how did your co-op
experience help you? What are your plans for the future?

A. Shortly after graduation, | was contacted by the United
Nations for an internship opportunity in Geneva,
Switzerland. | applied while | was still in university and
emphasized the research and life skills | gained from my
co-op experiences. Some of the work that | did with the
Canadian federal government is directly relevant to my
duties at the UN; it was mainly these experiences that
helped set me apart from the other candidates. This fall, |
will also be starting law school. As | pursue my legal
career, | know that my co-op work terms and time with
the United Nations will continue to help me.

Students in the Winter 2011 Recruitment Cycle, make an appointment with your Student
Development Co-ordintor to review your resume and cover letter and schedule a mock
interview. Job postings have begun on CSM. Be sure to check often and submit applications

by the deadline.

Students returning from a Summer Work Term, your work term reports are Due September 24.
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