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Career 

Services



8:30 AM-4:30 PM|Monday to Friday
Drop-In Hours: 1-4 PM

Offering

ON-SITE & VIRTUAL 
APPOINTMENTS

for students and alumni

Book on             

career@carleton.ca

613-520-6611

CONTACT US:

Live Chat at 
carleton.ca/career

401 Tory Building



Resources

Career Services 

Website

o Information, resources & templates

o Resume, cover letter & CV

o Job search and Networking

o Further Education

o Career exploration

mySuccess Portal

Carleton Central

o Register for;

o Workshops

o Employer events

o Networking nights

o Career fairs

o Career appointments

https://carleton.ca/career/
https://carleton.ca/career/
https://carleton.ca/career/mysuccess/
https://carleton.ca/career/mysuccess/


Why Students Visit 

Career Services

Career Options Job Search Networking Further 
Education

Interview Prep & 
Mock Interviews

LinkedIn Review Major Change Resume/Cover 
Letters



Career & Networking Fair 

Register via the Event Calendar 
on the MySuccess Portal

On the spot resume reviews on 
the day of the fair!

February 4th , 2026
10:00am-3:00pm

Teraanga Commons

Career & Networking Fair 



What are employers 
looking for?

9

• Are you able to do the job?

• Are you going to love the job?

• Can we stand working with you?

What area(s) of 

Social Work are you 

interested in?



Resume 

Writing
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If you were a hiring 

manager in the Social 

Work field, what would 

you be looking for in a 

resume? 



What are employers 

looking for?

Are you ABLE to do the 

job?

Are you going to LOVE 

the job?

Can we work with you?



Transferable Skills and 

Knowledge 
Skills you gain in one situation that can 

be used in other situations.

 

Hard Skills and Industry 

Knowledge-See here

for examples

Human Skills-See
here for examples 

Your resume should have a combination of both. 

https://www.themuse.com/advice/hard-skills-for-resume-examples
https://ca.indeed.com/career-advice/career-development/soft-skills


• Must be passionate about specific social work field and supporting people in need

• Customer service and providing one on one support

• Excel in communication (both written and verbal) and possess strong planning and 
organizational abilities

• A client-centered and non-judgmental approach

• Solid understanding of community resources to support clients effectively.

• The ability to meet deadlines and handle challenging situations with poise is essential.

• Must have excellent analytical and problem-solving skills.

• Must be able to work independently with minimal supervision and have the ability to 
work as part of a team. 

Examples for Social Work 

Specific skills



Your degree, Your 

Future

Bachelor of Social Work – Your Degree Your Future

Syllabus

Look for;

o Learning objectives

o Learning outcomes

o Assignments

Previous Experience

o Look at the job 

description (or 

similar)

o Reflect on tasks 

done/technology 

used

Stuck? Some ways of Identifying Your Skills:

https://students.carleton.ca/careers/bachelor-of-social-work/#social-work


Let’s pretend we 

have a part-time 

job working at 

Starbucks…. 
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Job Specific Skills

Remembering customer orders

Communicating with 

customers

Interacting with other 

staff

Using the cash register

Multitasking between receiving 

and delivering customer orders 

Arriving to work on time 
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Accuracy & attention to detail 

Time-management skills 

Working under pressure 

Interpersonal & teamwork skills  

Communication skills 

Problem solving skills 

Punctuality 

Transferable Skills



Dissecting the Job 

Description 

• Read the job description in detail, pay 

attention to:

• The job title

• The duties listed, action verbs

• Highlight the requirements

• Special instructions

➢ e.g. must be a Canadian Citizen, must be bilingual

• Details about the employer
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Job Title: Career Coach

Example Job Description



Job Title: Career Coach

Specific qualifications are:

• Must have strong interpersonal skills and 

exceptional communication skills.

• Must have a client centre approach with 

professionalism and strong customer services skills.

• High level of attention to detail and ability to listen 

actively and offer clarification.

• Strong ability to multi-task and handle pressures 

that may arise in a busy office setting.

• Ability to work independently, as part of a team 

and follow direction.

• Knowledge of Microsoft Office, mySuccess and 

Brightspace is required.



ACTIVITY # 1

Dissecting the JOB Description

1. Review the job description provided and 

discuss the duties, language/action verbs, 

and skills required for the position

What competencies, skills and experiences is the 

employer looking for?

2. Generate a list of skills/experiences/ projects/ 

assignments completed that demonstrate 

competency for each requirement

https://carleton.ca/socialwork/practicum-forms-information-
important-dates/

https://carleton.ca/socialwork/practicum-forms-information-important-dates/
https://carleton.ca/socialwork/practicum-forms-information-important-dates/
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https://carleton.ca/socialwork/practicum-forms-information-important-dates/


Job Title: Career Coach
Specific qualifications are:

• Must have strong interpersonal skills and 

exceptional communication skills.

• Must have a client centre approach with 

professionalism and strong customer services skills.

• High level of attention to detail and ability to listen 

actively and offer clarification.

• Strong ability to multi-task and handle pressures 

that may arise in a busy office setting.

• Ability to work independently, as part of a team 

and follow direction.

• Knowledge of Microsoft Office, mySuccess and 

Brightspace is required.



Resume Formatting



Resume Formatting Considerations

o Maximum 2 pages

o Font size 11-12 pt.

o 1-inch margins

o Include a 1-page cover letter (when needed)

o Proofread!

o Avoid using personal pronouns 

o Required sections;

o Contact information (including CMAIL)

o Educational Background

o Skills/Abilities Profile

o Experience 

o Optional but Recommended: Applied 
Projects, Volunteering, Extracurriculars, 

Certifications 

https://carleton.ca/career/wp-content/uploads/cover_letter_template_acc.pdf


Which Resume is 

Right for You?

Chronological Combined

o Template: Click here
o Good if you have a lot of 

work experience related 
to your job goal

o Shows growth and 
relevant experience/job 
titles within the “Work 
Experience” section

o Seeking promotion/ 
increasing responsibility

 

o Template: Click here
o Good if you have some 

work experience or 
transferable skills related 
to your job goal

o Combines “Skills Profile” 
formatting from a Skills-
Based Resume with the 
“Work Experience” 
formatting from a 
Chronological Resume

https://carleton.ca/career/wp-content/uploads/Chronological-Resume-Template-acc.pdf
https://carleton.ca/career/wp-content/uploads/Combined-Resume-Template-acc.pdf


Chronological Resume Template

FIRST NAME LAST NAME
City, Province, Postal Code

Phone Number    Email Address
LinkedIn URL

CAREER OBJECTIVE:(Optional-Consider including in the absence 
of a Cover Letter)
Provides an excellent opportunity for you to convince the 
employer to read the rest of your resume. Target to the job or 
industry you are applying for and highlight specific experiences, 
skills and training related to the position or industry.

HIGHLIGHT OF QUALIFICATIONS
Include a short list of relevant skills (between 5-7) that are 
targeted to the position or industry you’re applying to
o 3+ years of case management experience in social and 

human services consisting of the housing and mental health 
industry 

o Competent in providing a safe and confidential counselling 
environment for equity seeking community members 
including newcomers, clients with disabilities, and the 
2SLGBTQIA+ population

o Proficient in needs assessments and providing timely referrals 
with local agencies 

o Excellent writing, research, presentation, and time 
management skills developed from fulltime post-secondary 
studies

o Certified in First Aid/CPR and ASIST Training 
o Computer skills: Microsoft Word, Excel, PowerPoint, and SPSS
o Fluent in French, Spanish, and English: oral, written and 

reading

EDUCATION
Title of Degree                                                             2022-Present
University Attended, City, Province
o Relevant courses or projects & thesis
o Scholarships, awards, Dean’s list

WORK EXPERIENCE

List previous or current positions that are related to the 

position you’re applying to in reverse chronological order. 

Aim for 3-5 bullet points per experience. This section can 

also be titled “Relevant Experience” or “Select/Other 

Professional Experience”. If you select to include 

professional and volunteer, ensure you indicate which is 

work vs. volunteer.

Title of Position                                                              2024-Present
Name of Company/Organization
City, Province

o Effectively supervised…
o Dynamically trained…
o Organized…

VOLUNTEER EXPERIENCE (Optional)
Follow guidelines used for outlining your “Work Experience” and 
include the title of your position, name of the organization and 
dates of your participation.

APPLIED PROJECTS (Optional)

In this section, highlight any work-related projects you may have 
completed during your studies that have provided practical 
experience. Discuss problems or challenges, the technology or 
technical skills involved, methods used, and results obtained.

EXTRA_CURRICULAR ACTIVITIES (Optional)

This section allows you to present job-related skills, knowledge 
and achievements acquired through a wide variety of other 
experiences. It can include things such as:
o Memberships or Campus activities
o Volunteer work/community involvement



Combined Resume Template
FIRST NAME LAST NAME

City, Province, Postal Code
Phone Number    Email Address

LinkedIn URL

CAREER OBJECTIVE (Optional-Consider including in the 
absence of a Cover Letter)
Provides an excellent opportunity for you to convince the 
employer to read the rest of your resume. Target to the job or 
industry you are applying for and highlight specific 
experiences, skills and training related to the position or 
industry.

EDUCATION
Title of Degree                                                            2022-Present
University Attended, City, Province
o Relevant courses or projects & thesis
o Scholarships, awards, Dean’s list

SKILLS PROFILE
Use subtitles to divide your experiences into skills. Below are 
some examples:
Communication Skills
o Independently presented a seminar on…
o Applied academic writing skills when drafting a mock 

policy brief that would…

Assessment Skills
o Evaluated the intake process of a potential mental health 

center using qualitative research methods to…
o Conducted needs assessments for equity seeking students 

which helped achieve…

Emotional Intelligence Skills
o Used empathy and active listening skills when addressing 

retail customers in order to…
o Demonstrated intercultural awareness while providing 

residence tours for 100+ applicants which resulted in…

WORK HISTORY

Title of Position                                                              2024-Present
Name of Company/Organization
City, Province

o Researched…
o Presented…
o Organized…

VOLUNTEER EXPERIENCE (Optional)

Follow guidelines used for outlining your “Work Experience” and 
include the title of your position, name of the organization and 
dates of your participation.

APPLIED PROJECTS (Optional)

In this section, highlight any work-related projects you may have 
completed during your studies that have provided practical 
experience. Discuss problems or challenges, the technology or 
technical skills involved, methods used and results obtained.

EXTRA_CURRICULAR ACTIVITIES (Optional)

This section allows you to present job-related skills, knowledge 
and achievements acquired through a wide variety of other 
experiences. It can include things such as:
o Memberships and Campus activities
o Volunteer work/community involvement



Main Differences

Chronological Combined

SKILLS PROFILE

Use subtitles to divide your experiences into skills. Below are 
some examples:
Communication Skills
o Independently presented a seminar on…

o Applied academic writing skills when drafting a mock policy 
brief that would…

•

Assessment Skills

o Evaluated the intake process of a potential mental health 
center using qualitative research methods to…

o Conducted needs assessments for equity seeking students 
which helped achieve…

Emotional Intelligence Skills

o Used empathy and active listening skills when addressing 
retail customers in order to…

o Demonstrated intercultural awareness while providing 
residence tours for 100+ applicants which resulted in…

HIGHLIGHT OF QUALIFICATIONS

Include a short list of relevant skills (between 5-7) that are 
targeted to the position or industry you’re applying to

o 3+ years of case management experience in social and 
human services consisting of the housing and mental health 
industry 

o Competent in providing a safe and confidential counselling 
environment for equity seeking community members 

including newcomers, clients with disabilities, and the 
2SLGBTQIA+ population

o Proficient in needs assessments and providing timely referrals 
with local agencies 

o Excellent writing, research, presentation, and time 
management skills developed from fulltime post-secondary 
studies

o Certified in First Aid/CPR and ASIST Training 
o Computer skills: Microsoft Word, Excel, PowerPoint, and SPSS

o Fluent in French, Spanish, and English: oral, written and 
reading

o Best to use when you have a lot of work 
experience related to the position to highlight

o Lists all relevant soft and hard skills at the 
beginning of the resume to capture the 
employer's attention

o Best to use when you may not have a lot of  
work experience for the position

o Leans on soft skills learned from other work, 
academic, volunteering and extracurricular 
experiences



Order of Relevance



Elements of A Resume

Format

o Type of Resume and Layout

Order of Relevance

o Prioritization and organization of 

Content

Content

o Writing Style (SAR Statements)



Relevance Considerations

o There is a “typical” order 
information should be 
presented in (ex. Contact 
Info, Skills, Education, 
Experience)

o For experiential sections, 
items should be in reverse-
chronological order; most 
recent experience is first

o Think about how much 
relevant experience you 
have (work, volunteer, school 
etc.) and let that guide your 
section headings

o Most relevant sections should 
be at the beginning of the 
resume



Contact Information

Full Name

 (City/Province)

Phone Number

Carleton Email Address

LinkedIn URL (optional)

Notes:

o Be creative!

o Make sure your email address is 

professional/appropriate (Consider using 

your Cmail)

o Only include your LinkedIn if it is updated



Highlight of Qualifications (Chronological Resume)

HIGHLIGHT OF QUALIFICATIONS

o 3+ years of case management experience 

in social and human services consisting of 

the housing and mental health industry 

o Competent in providing a safe and 

confidential  counselling environment for 

equity seeking community members 

including newcomers, clients with 

disabilities, and the 2SLGBTQIA+ 

population

o Proficient in needs assessments and 

providing timely referrals with local 

agencies 

o Excellent writing, research, presentation, 

and time management skills developed 

from fulltime post-secondary studies

o Certified in First Aid/CPR and ASIST Training 

o Computer skills: Microsoft Word, Excel, 

PowerPoint, and SPSS

o Fluent in French, Spanish, and English: oral, 

written and reading

CONTENT

5-7 relevant skills that are targeted 
to the job position or industry

Relevant certifications, software, 
or languages 

Hard/Soft Skills that speak to 
industry requirements/lingo 

Remember to vary your 
action verbs!!



Skills Profile (Combined Resume)

SKILLS PROFILE

Communication Skills

o Independently presented a seminar on…

o Applied academic writing skills when drafting a mock 

policy brief that would…

Assessment Skills

o Evaluated the intake process of a potential mental 

health center using qualitative research methods to…

o Conducted needs assessments for equity seeking 

students which helped achieve…

Emotional Intelligence Skills

o Used empathy and active listening skills when 

addressing retail customers in order to…

o Demonstrated intercultural awareness while providing 

residence tours for 100+ applicants which resulted in…

Use subheadings to divide 

your skills into categories (2-3)

Include skills gained from a 

variety of experiences 

Under each subheading, 

include a few bullet points 

showcasing your use of this 

skill

TIP!
Reflect on what you know about an 

industry or employer to influence which 

applicable skill subheadings you should  

include  



Education

EDUCATION

Degree Level, Major                                              20xx-Present
Carleton University, Ottawa, ON

o Relevant Courses (Optional)

o Project/ Thesis Title/ Honors Essay (Optional)

o Scholarships/Honors/Awards (Optional)

NOTE: If you have more than 3 

scholarships, honors or awards, 

consider creating an “Awards 

& Honors” section

NOTE: Include entries for all 

post-secondary credentials in 

reverse chronological order

(high school is not necessary)

NOTE: If applicable, include 

any additional concentrations 

or minors in other subjects

EDUCATION

Honors Bachelor of Social Work with a Minor in Psychology       2021-Present                        
Carleton University, Ottawa, ON

o Relevant Courses: Statistics, Social Policy, Individuals & Families, Neuropsychology

o Honors Essay: “Evaluating Housing Inequalities During a Worldwide Pandemic”

o Scholarships/Honors/Awards: Prestige Scholarship and Deans’ Honor List 

An example would be:



“Relevant” Work History

Work Experience

Career Coach                                           2020-Present
Career Services, Carleton University, Ottawa, ON

• Administering and managing appointment scheduling using 

the office's software, ensuring efficient organization and 

documentation of services provided, while supporting 

administrative functions.

• Conduct comprehensive assessments of student needs in 

person, over the phone, and email, adhering to the Career 

Services and Co-operative Education triage protocols.

• Cultivate expertise in resumes and cover letters, job search 

strategies, networking, and interview preparation, providing 

4+ students daily with best practice guidance and advice.

NOTE
o This section formatting will 

be the same for other 
experience as well; 
Volunteer, Extracurricular, 
Other Experience etc. 

NOTE
o Consider only capturing 

your job titles from the 
last 5-10 years max. 

NOTE
o Bold the job title for 

each new job entry 
in this section. List 
job entries in reverse 
chronological order.



“Other: Work History 
(optional)

Other Work History 

Sandwich Artist                                           2019-Present
Subway Restaurants, Kingston, ON

• Assembled 30+ sandwiches per shift with a high degree of professionalism and 
speed which helped foster a satisfied and loyal customer base

• Demonstrated emotional intelligence and sensitivity when providing dietary 
alternatives for customers from different cultural and religious backgrounds

• Applied active listening and empathy when validating customer concerns which 
minimized the need for de-escalation protocols

NOTE
o Consider creating a “Other Work History” 

section exclusively for job roles that are 
traditionally outside of your industry goal

o Include bullet points that illustrate skillsets 
and industry terms that are still transferable to 
the roles you’re applying to. 



Applied Projects

Applied Projects

Title of Project                                                                                Summer 2023

Course title, Department, Carleton University, Ottawa, ON

• Discuss problems/challenges, technology or technical skills utilized and 
the results/outcome

• Some skills to consider;

• Was there a presentation or paper required?

• Did you work independently or with a team?

• What sort of technology or software did you use?

Highlight any position-related 

projects you may have 

completed that have provided 

practical experience



APPLIED PROJECTS:

Exploring Social Media and Interpersonal Relationships                   Summer 2023

Media and Social Dynamics, Sociology, Carleton University, Ottawa, ON

• Conducted qualitative interviews with 65 Carleton University students to 

explore the impact of social media on interpersonal relationships, resulting in 

a comprehensive analysis of emerging mental health trends

• Collaborated with 5 other classmates to produce a detailed report about 

the possible causes and solutions for the effect on communication 

dynamics to educate the Carleton community on the issue

• Created multimedia products such a PowerPoint presentations, a 10 page 

report, and graphs to visually communicate the methods and findings, 

engaging an audience of approximately 30 individuals

Example



Other Optional Sections
o Relevant/Related Experience

o Can combine volunteer, work 
experience, practicums, in one 
category to showcase all relevant 
experience together. Have a 

separate section for “Other Work 
Experience”

o Applied _____________ (Skills 

Category)

o Good for including/highlighting 
technical, lab or software specific 
skills

o Volunteer Experience

o Professional Development

o Include conferences, workshops 
etc.

o Memberships/Certifications



Content



Show me, don’t 

tell me!



Communicating Your Skills

Situation: 

What was 

the task at 

hand?

Action: 

What did 

you do? 

Result: What 

did you 

accomplish 

or learn?



Video SAR Accomplishment  
Statements 

https://www.youtube.com/watch?v=iBC-A0EWLY8&t=6s

https://www.youtube.com/watch?v=iBC-A0EWLY8&t=6s
https://www.youtube.com/watch?v=iBC-A0EWLY8&t=6s
https://www.youtube.com/watch?v=iBC-A0EWLY8&t=6s


SAR Formula

WRITING IT OUT 

Action
(Action Verb)

Result
(Result/Reason)

Situation
(Context)



Applied strong presentation 

skills

Redesigned the content 

and outreach strategies 

associated with a job search 

workshop series for 150 

newcomers which boosted 

attendance, retention, and 

placement outcomes by 

20%

SAR Statements

o Concise bullet points to 

describe your 

experiences

o Used to outline your 

accomplishments in a 

simple and informative 

way. 

o Opportunity to use 

numbers (result, impact, 

or engagement)

o Refrain from using 

personal pronouns or 

concluding with 

“periods”



SAR (or ASR) Formula

Action
(Action Verb)

Result
(Result/Reason)

Situation
(Context)

Redesigned …

(A list of good action words can be found 
here.)

… the content and outreach strategies 

associated with a job search workshop 
series for 150 newcomers …

… which boosted attendance, retention, 
and placement outcomes by 20%

(Try to quantify the “Situation” and/or “Result” where 
possible using numbers, percentages, dollar 
amounts etc. to demonstrate impact)

https://carleton.ca/career/students-alumni/resumes-cv-cover-letters/action-verbs-by-skill-set/


SAR Statement Examples

(Action) + (Situation) + (Result)

• Evaluated (Action) a mental health center's intake policy using 
qualitative research methods (Situation) to minimize client waitlists 
by 10% (Result)

• Conducted (Action) equitable needs assessments for 200+ patients 
(Situation) which helped generate more customized treatment 
plans (Result)

• Orchestrated (Action) student learning pods and customized 
practice exams for 30+ first year Psychology students (Situation) 
which resulted in greater confidence and stronger test scores 
amongst participants (Result)

 



Tailoring



Job Title: Career Coach
Specific qualifications are:

• Must have strong interpersonal skills and 

exceptional communication skills.

• Must have a client centre approach with 

professionalism and strong customer services skills.

• High level of attention to detail and ability to listen 

actively and offer clarification.

• Strong ability to multi-task and handle pressures 

that may arise in a busy office setting.

• Ability to work independently, as part of a team 

and follow direction.

• Knowledge of Microsoft Office, mySuccess and 

Brightspace is required.



Possible SAR Statements for Highlight of 

Qualifications, Skills Profile, Work 

Experience, or Applied Projects

Effectively managed 50+ client orders in a busy coffee 
shop morning, while maintaining excellent customer 
service and attention to detail 

Completed 25+ independent academic projects 

using Microsoft Word and Excel, ensuring all 

documents were submitted before the set 
deadline



Activity: 
Create A SAR Statement 

In small groups pick one of the examples below and transform it into 

a SAR statement. Reflect on your academic studies/experiences to 

create examples!

1. Outstanding communication skills
2. Well-versed in Microsoft office

3. So much experience in customer service!

Share your SAR statement(s) with the class by writing it on 

WOOCLAP.





Cover 
Letters



Cover Letter Considerations

o ALWAYS INCLUDE! Should come before the 

resume

o 1 page

o Can use first person

o Purpose: Provides a more personal narrative 

to your application

o Purpose: Highlight the most relevant skills and 

experiences you have as they relate to the 

position you’re applying to

o Purpose: Demonstrate that you have 

researched the company/industry/job 

position you’re applying for

o Proofread!

o No two Cover Letters should be the same



FIRST NAME LAST NAME
City, Province, Postal Code

Phone Number    Email Address
LinkedIn URL

Date of submission

Company’s contact information

Re: Job Title (competition number)

Dear First and Last name(Or Hiring Manager):

Opening Paragraph: state why you are writing, specify the position or 
type of work for which you are applying. You should mention how you 
heard about the opening. Express your passion for the industry you’re 
applying to.

Middle Paragraph: relate your skills, interest, knowledge and abilities to 
the needs of the employer. Point out relevant training, education and 
employment. Elaborate on courses, projects and relevant experience

Third Paragraph: Explain why you are interested in working for the 
employer. Show your knowledge of the company. Specify your reasons 
for wanting this type of employer. Try to convince the employer of your 
suitability to the job and company

Closing Paragraph: Use an appropriate closing to pave the way for an 
interview

Sincerely,
Signature
Type Name

Cover Letter
Your contact 

information should 
match your resume

Show research

Find the name of the 
Hiring Manager or 
use “Dear Hiring 

Manager”



Cover Letter Breakdown

Paragraph 1:

o Personalized greeting by introducing yourself. 
State your degree program and year standing.

o State what position you’re applying for and how 

you heard about the opening. 
o Express your passion for the type of industry 

you’re applying to

o *Usually around 3-4 sentences

o Provide concrete examples to explain your 3 or 

4 most relevant skills/experiences. Why are 
these important for the job/employer/industry?

o Consider using “You” or “Your” statements 
“Your ideal candidate will need [insert skill] 

when addressing…I have demonstrated this skill 

by…”

o *Usually, the longest paragraph; 5-6 sentences

Paragraph 2:



Paragraph 3:

Paragraph 4:

Cover Letter Breakdown

o Include a few fact-based sentences about the company – 

research! Include concrete examples. 

o What have they accomplished? What resonates with you? 

What is unique about them? This will help bolster your 

reasoning for why you want to work for them.

o Describe what you have to offer them, not what you will 

get from the opportunity

o *Usually around 3-4 sentences

o Be sure to thank the employer
o Express enthusiasm in being selected for an 

interview and/or your excitement for the 

opportunity

o *Usually around 2 sentences



ACTIVITY

If you were a Hiring Manager, who would 
get the interview?

Jim 

Or

Pam?

https://carleton.ca/socialwork/practicum-forms-information-
important-dates/

https://carleton.ca/socialwork/practicum-forms-information-important-dates/
https://carleton.ca/socialwork/practicum-forms-information-important-dates/
https://carleton.ca/socialwork/practicum-forms-information-important-dates/
https://carleton.ca/socialwork/practicum-forms-information-important-dates/
https://carleton.ca/socialwork/practicum-forms-information-important-dates/
https://carleton.ca/socialwork/practicum-forms-information-important-dates/
https://carleton.ca/socialwork/practicum-forms-information-important-dates/
https://carleton.ca/socialwork/practicum-forms-information-important-dates/
https://carleton.ca/socialwork/practicum-forms-information-important-dates/


• Informal greeting

• No passion for the 
industry expressed

• Did not relate skills to the 
Oxfam position – no 'you' 
and 'your' statements

• Did not use practical 
examples to back-up 
interpersonal skills

• Did not emphasize what 
he can do for the 
company but focused 
on how the position will 
benefit him

Jim      vs      Pam

• Professional greeting to 
the hiring manager

• Stated why she is a good 
fit for the role in the 
introduction

• Skills were backed-up 
with concrete examples

• Used 'you' and 'your' 
statements

• Emphasized how she 
aligns with the 
company's mission and 
values and 'what she 
can do for them'



Final 
Thoughts
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https://www.linkedin.com/company/carleton-university-co-op-and-career-services/
https://www.linkedin.com/company/carleton-university-co-op-and-career-services/
https://www.linkedin.com/company/carleton-university-co-op-and-career-services/
https://www.linkedin.com/company/carleton-university-co-op-and-career-services/
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We’d LOVE Your Feedback

INSTRUCTIONS 

Option A:  Open a new window in your browser  

carleton.ca/career/survey/

or

Option B:  Scan this QR Code with your phone
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