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TOOL # 5: MY PERSONAL, CAREER AND LIFE OBJECTIVES
 
Complete the following statements:

The dream I have for my life:

My career goals:

The work I would like to be doing in 5 years: 

The work I would like to be doing in 2.5 years:

The work I would like right now:

My physical (including time) objectives:

Financial and lifestyle objectives:

My mental objectives: 

My emotional objectives:

My philosophical/spiritual objectives:

My social objectives:

My recreational objectives:

Skills I would like to develop: 

Organizations and people I would like to contribute more to:
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2.4 WHAT CAN YOU OFFER AN EMPLOYER?
 
To sell yourself to an employer, you have to show them what you have to offer. You need to tell 
them your most marketable talents, values, passions and the areas you are willing to grow in.
 
Tool #6, My Personal Balance Sheet, is designed to list your skills and experiences (assets) and 
your growth areas (liabilities) in the areas of education, employment and inherent talents. By 
highlighting your assets and setting goals to improve your liabilities, you will greatly improve 
your chances of getting hired. 
 
TOOL # 6: MY PERSONAL BALANCE SHEET

ASSETS (TALENTS AND EXPERIENCES) LIABILITIES (GROWTH AREAS)

Education Education

Employment Employment

Inherent talents Inherent talents 

 
Consider the items you have listed as ‘liabilities’ in Tool # 6. What can you do to overcome 
these?  Write your strategies here.

LIABILITIES (GROWTH AREAS)

Education

Employment

Inherent talents 



35MODULE 4:
SELLING YOURSELF

This module deals with creating two of the 
most important tools necessary for a high 
quality job search; the résumé and cover letter. 
If you have drafts of these already we strongly 
suggest that you use the tips presented in this 
module to improve them. When designing 
your résumé remember to think of yourself 
as a product. It sounds cold but your experi-
ences, skills and talents will be what will peak 
the customer’s attention. In your case, the cus-
tomer is members of the hiring team or the HR 
manager. To make the sale or get the job you 
have to stand out from the other candidates. If 
crafting your résumé on your own does not ap-
peal to you, contact us (info@careerjoy.com). 
Our professional résumé writers can quickly 
create a résumé that will get you interviews.

Words from Canada’s Career Coach:

Over a decade ago my wife and I took a year to 
travel and work for a NGO teaching English 
in Asia. When we returned to North America 
we were confronted with the challenge of re-
integrating ourselves into this society. We 
needed jobs. The first hurdle was our calling 
card. We needed new résumés. Truth be 
told, I’ve always been quite confident when it 
comes to understanding what I have to offer 
and knowing how to suitably package myself 
but I never enjoyed the process of writing and 
condensing my life experiences to a few pages. 
I agonized over every detail. Did I have the 
right dates and correct information? What 
style and format should I use? In the end I 
commissioned my wife to pull together the 
document I had been struggling over. Come to 
think of it, this résumé writing block could be 
the reason why I have a team of résumé writers 

working with me today!

I understand first hand what it’s like being 
faced with the challenge of writing a résumé. 
If you don’t feel that yours is up to par, con-
sider the following. Hiring managers are busy. 
Studies consistently show that companies are 
bombarded with résumés so managers can’t 
respond to everyone. At best they do a quick 
scan. Is the résumé visually appealing? Does it 
catch their eye? Can they find your informa-
tion quickly and easily? Do they understand 
why they’re looking at it? Are you a suitable 
applicant for the position in question? All of 
this is done in a matter of seconds, or if you’re 
lucky, a minute or two. Executives from North 
America’s largest companies revealed that 
they spend less than two minutes screening an 
applicant’s résumé. This is dependant on the 
fact that you make it through the filters and 
get your résumé into the right hands (another 
challenge unto itself).

A recent survey of 5,000 Canadian and 
American recruiters found that 63% of job 
seekers send unsolicited résumés; 34% fail to 
adhere to the specific résumé posting instruc-
tions; and a whopping 71% of job seekers send 
résumés that don’t even match the posted job 
description. 

For most people the résumé is a crucial tool 
to get to their next job. How does yours stack 
up? Does your résumé make the grade? I don’t 
want you to be discouraged by any of this 
information. I want you to maximize every 
opportunity you have. People who spend the 
time preparing a targeted résumé and develop-
ing a strategic approach get results. I see their 
success constantly.
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• Avoid graphics and shading or shadowing
• Submit an original printed by a laser 

printer. Print on one side only
• Do not fold or staple as it will not scan well
• Describe your accomplishments using the 

language of your (desired) profession as 
it will be filed according to your skills

• Do not compress or expand the 
space between letters or lines

•  Don’t double space within sections
• Do display your name at the top with 

your address and phone number directly 
beneath on the next line. Each phone 
number should be listed on it’s own line

• Avoid a 2-column format
• Don’t use graphics or boxes
• To ensure that the computer will match 

your skills with the opportunities, pay close 
attention to the content that you include 

• Look at the keywords that the company 
uses on their website. If there are 
other job positions posted, analyze the 
language they use. Chances are that 
their language will contain key words 
that the computer will be searching for 

• Use words that will accurately and 
quickly describe your skills

• Don’t lie or embellish. Only use words 
if they accurately depict your skills. 

• Be concise. 
• Be honest. 
• Don’t feel that you have to limit 

yourself to one page. 
• Use common headings (Objective, 

Employment History, Education) 
• Be specific
• Use words that describe your 

skills are relevant to the job

Use Tool # 11, My Master Résumé Data Sheet, to consolidate the 
basics you need to design or redesign your résumé. Remember to list 
all your experiences that may be useful, not just ones that are specific 
to one job.

TOOL #11: MY MASTER RÉSUMÉ DATA SHEET

Personal Data

Name:
Local address:
Permanent address:
Phone number:
E-mail address:
Web page (if appropriate): 

Current work objectives (if applicable):

Special skills and experiences:

Personal mission statement :

Education:

Work Experience

Employer:
Length of employment:
Position:
Accomplishments:
Samples of best work if relevant:

Volunteer work, community involvement, association membership:

Publications, reports, presentations, awards:

Activities and interests:
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“My résumé is not getting me past the screening process. I’m not getting called for interviews. 
HELP!”

Have your résumé evaluated and revised with the assistance of one of CareerJoy’s résumé design 
specialists. They can advise you about what could be improved.

4.2 THE COVER LETTER

First impressions are lasting! They count! The cover letter is usually the first thing the person 
who screens your résumé looks at. It can influence the way the reader views your résumé by 
directing them to the highlights while avoiding your weak areas . A cover letter must be well re-
searched. Do your homework to demonstrate knowledge about the company and the industry. 
Gaps or challenges in your work history can be explained here. 

Writers block can put the brakes to the cover letter preparation process. If you’re struggling 
with the cover letter you may not be able to write it yet. Consider the following questions and 
when you can answer each one, you’ll be in a much better position to write an effective letter.

• Why are you writing the cover letter?  This may seem like a very obvious question, but you’d 
be surprised to know how many people can’t answer it. What are your objectives for the 
cover letter? Are you hoping for an interview? Are you hoping for a short phone call? 
When you understand why you’re writing your letter, you’ll shape your ideas accordingly.

• What does the company or potential hiring manager need?  Do you understand 
what you’re applying for? Do you know what requirements the company has? 
Make a short list of what the potential employer is looking for. This will help 
you tailor your letter and résumé so that it will be applicable to them.

• Why would the company want to hear from you?  What skills or experience do you bring 
that the organization needs? Many people believe that they should write an inventory of 
all of their skills and abilities and expect the hiring manager sift through the list. Not 
a great approach! Let them know what skills you bring with you. Analyze the list from 
question 2, and write out the corresponding skills and abilities that address these points.

• Do you have any achievements that they should hear about? Write down 2 ,3 or 4 
work achievements or accomplishments that relate to the position you’re applying 
for. This will back up the claims that you have made about your skills and will 
demonstrate that you’re a suitable applicant. The easier that you make it for them 
to see why you’re a good candidate, the more likely they are to give you a call.

• Why are you interested in this company/organization? Have you researched this 
company? What interests you in working for them? Showing enthusiasm 
and interest is a good thing when applying to a company. If doing your 
research you find out that the company culture and business dealings aren’t 
a good match for you, you probably wouldn’t want to be working there.



54 4.3 REFERENCES 

References provide a reality check for the 
entire job search process. Employers use them 
to verify what you have said about yourself. 
Most people let their references lapse until 
they are sitting in an interview and get asked. 
Maintaining good relationships with your ref-
erences is important. If you haven’t, get on the 
phone. The other benefit of keeping in touch 
with references and informing them that you 
are searching for a job is that they may give you 
a lead on your future gainful employment. 

Your references should be able to talk about 
your accomplishments and achievements. You 
want them to be able to speak about you in a 
way that demonstrates the value that you can 
bring to an organization or company. A refer-
ence can have a greater impact when they can 
use specific examples from your past, so it’s best 
to include people who know you in a career 
sense. Your references should be individuals 
from an organization at a management or pro-
fessional level. If they’re recognized as leaders 
or key players in a company, their words will 
carry more weight and help you the most. 
Don’t use family members as references.

Your references will be asked questions about 
you and about the manner in which you work. 
The hiring manager is ultimately trying to 
find out if you are going to be a good worker, 
if you can solve problems that he/she is having 
and if you’ll be a good personality and style fit 
for the organization. 
 
Your references will be asked about specific 
accomplishments that you have indicated to 
the company in your interview or in your ré-
sumé, so think about who can back up your 
claims the best. They typically will be asked 
about your communication skills, ability to 

deal with rejection, achievements, strengths, 
weaknesses, ability to work in a team or inde-
pendently, if they feel you would be a good fit 
for the job in question and if they would either 
hire you or work with you again. 

To prepare your references, give them key 
pieces of information. Let them know about 
the job that you’ve applied for and that you’ve 
used them as a reference, send them a copy of 
your current résumé and confirm that their 
contact information is current. 

A successful job campaign involves many 
things. Although reference checks come later 
in the job search process, take some time right 
now to ensure you’re prepared. A good refer-
ence can influence the final yes/no decision by 
a hiring manager.

Do not include phrases such as “references 
available upon request” in the résumé or cover 
letter. You should have references available, as 
your future employer will require them fur-
ther in the hiring process. Both professional 
and peer references may be useful. Identify 
three of each. Make sure that you thank your 
references for providing this service for you; 
follow this up with a short note.

Tool #14, My Master Reference List, is de-
signed to consolidate your reference informa-
tion. Tool #15, My Reference List for Potential 
Employers, should be completed prior to every 
job interview because it will provide the em-
ployer with a complete list of your references.



75MODULE 7: PREPARING 
FOR JOB INTERVIEWS 

Your hard work and preparation is start-
ing to pay off when you are asked to attend 
an interview! Skill and finesse is required to 
successfully maneuver the job interview and 
this module will help you master the art and 
science of the interview.  

Words from Canada’s Career Coach: 

One of the major areas where we assist clients 
is with interview coaching. Most people are 
uncomfortable in an interview situation, even 
the interviewers! Interviews serve as an op-
portunity for the organization to check you 
out and for you to determine if there is a fit for 
your skills and abilities.

To perform confidently in an interview you 
need to remember the 3 C’s of successful inter-
viewing - Chemistry, Content and Capability 

• Chemistry: Most hiring managers hire 
people they like. Try to find something 
you can connect on either through shared 
experiences or something outside the 
work situation. Take a quick visual scan 
of the interviewer’s office for photos or art 
that may show some of their interests.

• Content: Make sure you understand what 
you have to offer the organization in 
both skills and knowledge of the specific 
role or industry. It is more impressive 
if you can clearly articulate your skills 
and how they relate to the role you are 
being interviewed for. The night before, 
review your résumé and on a separate 
piece of paper, bullet some points from 
your employment history that are 
relevant to the organization and role.

• Capability: People are not hired if they 
are seen as bringing more risk than 
reward to the role. A hiring manager’s 
greatest fear is the person will fail in 
the role. Speak with your references 
and ask them to tell you what areas 
they felt you were excellent in. I call 
this the Ebert & Roeper “thumbs up” 
effect. Most of us have seen movies 
because of Roger Ebert and Richard 
Roeper recommendations. If you come 
prepared with stories to share, you will 
you will receive a thumbs up evaluation.

You can always learn from an interview. You 
may not get the job but you have learned about 
a company and have met some new people.

7.1 PREPARING FOR THE 
JOB INTERVIEW

Over the past weeks you have spent countless 
hours crafting résumés, cover letters, network-
ing, assessing yourself, and visualizing about 
finding joy in a job. Because of your hard work 
and risk taking, you will be asked to attend a 
job interview. You’ve come too far to drop the 
ball now.  

You have researched the company that you 
will be interviewing with in your cover letter 
preparation stage. Now you need to expand 
that research to learn everything you can about 
the company and the person who will be inter-
viewing you. Start by exploring the company 
website to read their mission statement and 
press releases. There are many general busi-
ness sites that can be used to find even more 
information, including www.hoovers.com and 
www.lexisnexis.com (this is a pay site, but may 
be worth the fee). Use your well-documented 
network to share any insider information 
about the company. 
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7.5 DEALING WITH CHALLENGING 
INTERVIEW SITUATIONS.

You may be completely prepared for a good 
interview, but if the person who is interview-
ing you is unprepared or incompetent, your 
preparation may be all for not. You can still 
pull this one out of the fire if you remember 
some key points. 

The incompetent interviewer:
They have no idea of what they are doing, leave 
your résumé behind, or come to the interview 
without any idea of the hiring criteria. If you 
can control the interview, you can use this sit-
uation for your advantage. If you lose control 
you will have a tough time. These situations 
are better for people with obvious qualifica-
tions. Incompetent interviewers need to be 
led. Lead them towards offering you the job.
 

The rambler:
These interviewers like to talk and are thrilled 
at having a new face that hasn’t heard all of 
their stories. This isn’t a bad thing, as we have 
mentioned before. Getting the interviewer 
talking is important, however, you need to be 
sure to have the opportunity to present your 
case for getting the job. Don’t prevent them 
from talking, just chose the appropriate time 
to present your case. Ask clear questions about 
the job you are going after.
 

Emotionless people:
Some interviewers purposely approach the 
interview as an opportunity to make some-
one feel intimidated. This might raise alarms 
about why you would want to work for this 
company. The best advice is not to let yourself 
be thrown off. If you don’t get positive feed-
back don’t worry about it and don’t waste your 
time trying to figure out what they are think-

ing. Present your case, ask your questions and 
finish the interview.
 

The trickster:
These people view the interview process as a 
challenge to trip you up. If they succeed, han-
dle it with grace. Go along with the process 
and keep light hearted about it. Show them 
that you are unflappable. If the situation is 
bordering on becoming abusive, you need to be 
clear with the interviewer that the direction of 
the interview is concerning you and that you 
would prefer to focus on the job at hand and 
your qualifications for it.
 

The late interviewer:
Interviewers sometimes run late. This is never 
a good situation because the interviewer may 
end up giving you less than their full atten-
tion. If thirty minutes go by and you haven’t 
been given a reason, suggest (if possible) re-
scheduling the interview. This can serve as an 
example of your calmness and ability to deal 
with frustrating situations. 

Group interviews:
These interviews are difficult because there 
may be a variety of interview styles in the 
room. There are some upsides to group inter-
views because you can demonstrate your abil-
ity to communicate within the group.  Group 
dynamics are key, especially if the job you are 
applying for is performed in a team context. 

Here are some things to keep in mind during 
the group interview:
 

• Respond to each member of the group 
on an individual basis. Learn the names 
of the interviewers and direct your 
answers back to them, not to the group.

• Don’t ignore people. If there are 




