
ConnexionEmploi@borealc.on.ca 
1.800.361.6673, poste 7700

OptionsEmploi@collegeboreal.ca 
1.800.361.6673, extension 7700

Job Search 
Guide

CO L L E G EBOR EA L . C A



2

Job Searching

Every day, hundreds of job openings are advertized. Job seekers usually check 
classified ads or job banks to find work. However, not all jobs are advertized 
because employers would rather not have to go through the trouble of reading 
a pile of résumés, interviewing candidates and hiring strangers. They would 
much rather hire someone who is referred to them by a trusted source. In 
fact, 85% of available positions are within the hidden job market.

Your skills, talents and knowledge may be essential for landing a job, but they 
are not very helpful for opening doors. 

The type of work that you are looking for may not be advertized by traditional 
means. Because this is a reality of the job market, you need to be even more 
persistent to find a job.

Follow these tips and steps to find your ideal job. 

Take Action! 

Many people think that looking for a job consists of writing an incredible 
résumé, mailing out dozens or even hundreds of copies, and waiting for the 
phone calls to pour in. In fact, it is important to take firm and concrete action 
because looking for work is a job in itself. Establish a plan of action, identify 
the avenues you want to pursue, and keep track of your initiatives and results. 
Several tools are available to help in your job search. This guide offers ideas 
on the tools and techniques that will help you land a job, as well as an example 
of a log book in which to note your job search activities (page 16).

Stay Motivated 

When you are looking for a job, it’s important to keep a positive attitude. 
Why? You will have more energy and stay concentrated, you will feel better 
about yourself and employers will be more likely to hire you. Keeping a positive 
outlook can make a big difference in all types of work-related situations. 
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1. Networking

Make use of your network of contacts: Networking can be the most effective 
tool in finding a job. Call everyone you know who works for companies that you 
are interested in and let them know you are looking for work.

Each person in your network has acquaintances, experience and contacts that 
can help you. But more importantly, the people in your network have their own 
network. By talking about it to one person, you are tapping into the network of 
many other people.

Make a list of contacts from every aspect of your life:

 1. Family and friends: father, mother, brothers, sisters, uncles, aunts,  
friends, and neighbours

 2. Work and volunteering: supervisor, former colleagues, former 
employers, volunteer and community organizations

 3.  Leisure activities: coaches, teammates, committees and social club 
members

 4.  Education/training: professor, secretary, principal, fellow students

Family 

Work

Education Training

Leisure

Relatives
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2. The Hidden Market

It’s important to research the job market to discover which potential jobs are 
likely to interest you. Keep an eye out for newspaper articles that talk about a 
new company opening up or an industry in full expansion.

Here are some sources of information to explore: 

	 •	people	in	the	know:	you	might	know	someone	who	works	for	the	
organization or in the sector; 

	 •	 the	company’s	annual	reports,	internal	newsletters,	public	relations	or	
communications department, or website;

	 •	 the	local	chamber	of	commerce;

	 •	news	articles	or	coverage	on	the	organization	or	sector;

	 •	 industry	websites,	including	government	websites;

	 •	professional	associations;

	 •	specialized	publications	dealing	in	the	sector;

	 •	 trade	unions.

3. Calling Employers

Find local organizations: Target local employers with tools such as the yellow 
pages and business directories. 
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Contact local businesses: If you have a list of employers but don’t know if 
they’re hiring, give them a call and ask to speak with the person in charge of 
personnel. 

	 •	Gather	information	about	the	company;

	 •	Enlist	the	help	of	secretaries	and	consider	them	as	your	allies;

	 •	Ask	for	the	name	of	the	manager	or	the	person	who	does	the	hiring	and	
make sure to be able to correctly pronounce his or her name;

	 •	Find	out	about	various	positions;

	 •	Contact	the	person	who	does	the	hiring	and	introduce	yourself.

During the call, make note of your results and other information for your 
follow-up call.

Steps for Calling

	 •	State	your	name.

	 •	Ask	for	the	manager’s	name.

	 •	Call	the	manager	by	name.

	 •	List	your	qualifications.

	 •	Ask	if	there	are	any	job	openings.

	 •	Ask	to	forward	your	résumé.

4. Information Interviews

Meet with potential employers: The information interview is a great way to 
find out more about the industry or company that you are interested in. This 
technique in itself is not meant to find a job, but the contacts that you make 
could lead to job prospects.

Objectives 

	 •	 Introduce	yourself	to	potential	employers;

	 •	Obtain	information	on	the	type	of	work	and	opportunities	in	a	specific	field;
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	 •	Make	new	contacts	to	network	
with other potential employers;

	 •	Discover	the	hidden	market.

Prepare

	 •	Find	out	about	the	person	you	
need to meet;

	 •	Call	to	make	an	appointment	
with that person (keep it 
short);

	 •	Present	yourself	in	a	
professional manner without 
asking for a job, but ask for 
advice;

	 •	 If	time	permits,	talk	about	your	
skills and goals.

Questions to Ask

➤ To the person you contact in the specific field

	 •	What	skills	and	qualifications	are	required	to	work	in	this	field?

	 •	What	diplomas	do	I	need?

	 •	Can	you	describe	a	typical	workday?

	 •	What	do	you	like	about	your	job	and	what	are	the	challenges	you	face?

	 •	Do	you	know	other	people	I	should	talk	to?

➤  About the company

	 •	Do	your	homework	in	advance	and	learn	about	the	company’s	products	
and objectives.

	 •	How	many	employees	does	your	company	have?

	 •	What	is	your	hiring	policy?

	 •	Do	you	think	that	this	field	is	expanding?
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Suggested Scripts

Option A: “Hi, my name is ____________, and I understand that you are the 
(or work as the) __________________. I’m currently exploring this career/
occupation as a possibility for the future. Could I take about 10 minutes of 
your time to find out more about what you do (your occupational field)?” 

Option B:	“Hi,	my	name	is	____________.	A	mutual	acquaintance,	
_______________, suggested that I give you a call. He/she said that you would 
be right person to talk to about potential work in your field (occupation). Would 
you have the time to talk right now? I would only need about 10 minutes of 
your time.” 

If You Get a Negative Response

It is to be expected that some people won’t be able to help, but don’t give up. 
Try the following responses: 

Worker: “I’m too busy to talk right now.”

You: “Thank you for your time. Could you recommend another person I could 
speak to?” 

Worker: “I’d like to help you, but I have too much work to do right now.”

You: “Thank you for your time, and I understand that you are busy. Is there a 
more convenient time that we could talk?”
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5. Networking Card

The networking card is an important part of your job search tool kit. Distribute 
it to your network of contacts such as family, friends, colleagues, former 
employers, etc.

You can also use this card to promote yourself to employers. The information 
it contains can also help during your phone calls.

The networking card includes your name, telephone number and e-mail 
address, the type of work you are looking for, and your skills relating to the 
work objective. It’s small enough to carry with you in your purse or wallet. 

Hand	Out	Your	Networking	Card:

	 •	during	meetings	or	cultural	activities	(dinners	or	outings	with	family	 
or friends) 

	 •	 to	your	teachers	or	professors	

	 •	during	information	interviews

	 •	 to	representatives	of	community	associations	or	organizations

Heading

Your name, telephone number, e-mail address, and work objective

Summary of Skills (4 to 6 lines)

	 •	Years	of	experience

	 •	Level	of	relevant	education	or	training

	 •	Work-related	skills,	strengths,	special	skills

	 •	Languages

	 •	Professional	qualities/personality
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Example of a Networking Card 

Émilie Lacroix               (705) 334-1125              elacroix@travail.ca

Position:	Administrative	Assistant

Five years of experience in an office environment

Administrative	Secretary	Certificate

Administrative,	organizational	and	secretarial	service	skills

Fluent in both French and English

Dedicated                          Efficient                           Conscientious

6. Job Searching on the Internet

Visit the website of each organization: Check out the home page to see if 
there is a career section or contact the organization on line to offer your 
services.

Many websites also post job openings, including:

Service Canada

www.jobbank.gc.ca

Click on English.

On	the	right-hand	side,	under	Related	Links,	click	on	Other	Job	Sites.

There are six subtitles:

			•	Other	Job	Sites

	 •	Specialty	Job	Sites

	 •	Placement	Agencies

	 •	Government	Jobs

	 •	Geographical	Distribution

	 •	Job	Sites	Consolidators

When you click on the titles, a wide range of websites appear in several 
sectors.	The	following	sites	are	listed	under	“Other	Job	Sites.”
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Internet Resources

Public	Service	Commission	 
of Canada   jobs-emplois.gc.ca

Federal Student Work Experience 
Program	(FSWEP)	 	 jobs-emplois.gc.ca

Post-secondary	Co-op/ 
Internship	Program	 	 jobs-emplois.gc.ca	

Province of Ontario

The	Ontario	Public	 
Service Careers  www.gojobs.gov.on.ca

Career	Planning,	 
Learning,	Employment	 	 www.onwin.ca

Career Edge — 
Canada’s	Internship	Organization	 	 www.careeredge.ca	
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Semi-public Sites

Canadian Heritage www.rcip.gc.ca

CultureWorks www.cultureworks.ca

Education Canada www.resource.educationcanada.com

Jobs in Canadian Colleges  
and Universities www.edujobscanada.com

Canadian	Library	Association	 www.cla.ca

Other useful Websites

www.allstarjobs.ca www.technogenie.com

www.beljob.ca www.working.canada.com

www.eluta.ca www.workopolis.com 

www.handicapemploi.com www.workwest.ca

www.hcareers.ca www.cooljobscanada.com

www.hotjobs.yahoo.com www.fepsearchgroup.com

www.jobboom.com www.hospitalitycareers.ca

www.jobport.ca www.travelbestjobs.com

www.jobshark.ca www.mployd.com

www.ospreycareers.com www.monster.ca



12

7. Cover Letter

Launch	a	letter-writing	campaign:	Write	to	several	businesses	to	offer	your	
services. Be sure to mention the type of work you are looking for. 

Purpose of a Cover Letter

	 •	 Introduces	your	résumé.

	 •	Must	be	personalized.

	 •	Must	be	customized	for	each	job	that	you	are	applying	for.

	 •	Must	indicate	the	job	you	are	applying	for.

	 •	Explains	the	reasons	you	would	like	to	work	for	that	employer.

	 •	Presents	your	qualifications	for	the	job	you	are	applying	for.

	 •	Asks	for	an	interview.

Qualities of a Good Cover Letter

	 •	The	cover	letter	must	be	addressed	properly	with	the	name	of	the	person	
who will review the job application, the complete address of the business 
and the date.

	 •	The	cover	letter	must	be	typewritten.

	 •	 It	is	very	important	to	avoid	spelling	and	grammar	mistakes.

	 •	Keep	the	letter	to	one	page.

	 •	Must	be	clear	and	precise.

	 •	Must	be	signed.

	 •	Must	accompany	your	résumé.

Parts of a Cover Letter

Introduction

	 •	 Indicate	the	purpose	of	the	letter.

	 •	The	job	you	are	applying	for.

	 •	Where	you	heard	about	the	job	offer.
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Body of the Letter

	 •	 Include	your	skills	and	qualifications.

	 •	Show	the	relationship	that	exists	between	your	practical	experience,	your	
education and the job you are applying for.

	 •	Show	that	you	have	the	necessary	skill	set	for	the	job.

Conclusion

	 •	Ask	for	an	interview.

	 •	 Include	your	telephone	number.

	 •	Thank	the	employer	for	his	or	her	time.

Sign your name at the bottom of the letter and type your name in 
underneath.

Add	the	notation	“Encl.” or “Enclosure” at the bottom of the page because 
you are sending your résumé with the letter. 
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Example of a Cover Letter 

Date

Mr. John Smith
Executive Director 
DEZ Company 
Portage,	Manitoba		H0H	1H0

Dear Mr. Smith:

On	the	recommendation	of	Suzanne	Beausoleil,	I	am	pleased	to	send	you	
my	application	for	the	position	of	Laboratory	Assistant.	I	believe	that	I	have	
the necessary skills for this job. 

I am very interested in working for a company whose main objective is to 
stay at the leading edge of biotechnology research and development.

As	you	can	see	from	my	attached	résumé,	I	have	a	college	diploma	in	
chemical technology and I worked for two summers in the laboratory 
at	ABC	Technology	Ltd.	During	this	time,	I	worked	with	chemists	and	
biologists and often performed experiments with minimal supervision. 

I would be happy to discuss my specific qualifications with you. If I have 
not heard from you by (date), I will call to follow up on my request. In the 
meantime, please feel free to contact me should you require any additional 
information.

Thank you for taking the time to review my application.

Yours sincerely,

(Signature)  
Your name  
Address 
Telephone number  
Fax number (optional)

Email address (optional)

Encl.
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Employment Options services are offered at these sites:
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48 Collier Street 
Barrie	ON		L4M	1G8
705.722.0454

Place	Bonaventure	Mall
4764-21	Regional	Road	15	
Chelmsford	ON		P0M	1L0
705.855.1JOB	(1562)

Algo	Inn	Mall
151	Ontario	Avenue	
Elliot Lake	ON		P5A	2T2
705.848.5119

2 King Street West (King & Bay) 
Lloyd	D.	Jackson	Square
Hamilton	ON		L8P	1A1
905.777.1JOB	(1562)

3	Aurora	Street	
Kapuskasing	ON		P5N	1J6
705.337.6679

Citi	Plaza	—	1st	Floor,	Unit	142	
355 Wellington Street
London	ON		N6A	3N7
519.672.1JOB	(1562)

Community Door, Sussex Centre
50	Burnhamthorpe	Road	West
Suite 300
Mississauga	ON		L5B	3C2
905.306.1JOB	(1562)

8 David Street North
Noëlville	ON		P0M	2N0
705.898.2244

194	Main	Street,	P.O.	Box	838
Smooth Rock Falls	ON	P0L	2B0
705.338.1026

186 Main Street, Unit 1 
Sturgeon Falls	ON		P2B	1N9
705.753.9844

1560	Lasalle	Boulevard,	Unit	F
Sudbury	ON		P3A	1Z7
705.560.1JOB	(1562)

330	Second	Avenue,	Suite	104
Timmins	ON		P4N	8A4
705.268.3800

22 College Street, Suite 300 
Toronto	ON		M5G	1K2
416.962.4600

Place	Val	Est	Mall
3140 -14 Hwy. 69 North 
Val Caron	ON		P3N	1G3
705.897.JOBS	(5627)
1.877.295.JOBS	(5627)

Place	Concorde
7515	Forest	Glade	Drive
Windsor	ON		N8T	3P5
519.988.1766

633	Ouellette	Street,	Suite	301
Windsor	ON		N9A	4J4
519.253.1525
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