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Planning 10 
Booklet #2 

 
 

The World  
of Work 

 
 
 
 
 
 
 
 
Name: __________________________________________________________ 
 
Block: __________________________________________________________ 
 
Teacher: ________________________________________________________ 
 
 
In addition to this completed booklet, you must 
also hand in: 
❏ An ad from a job search 
❏  a cover letter 
❏  a resume 
and you must also 
❏  participate in a  mock job interview 
 

Woo
Typewritten text
FILLED OUT APPLICATION

Woo
Rectangle



  Page 2 of 23 

Employability Skills 
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Employability Skills Self- Evaluation 
ASK YOURSELF:  What skills do I have already?  Do I have evidence of those skills in 
action?  What skills do I need to work on?  How can I improve my skills? 
 
 
Academic                                                                                                                   
 
 ❏ Reasoning. Thinking logically, solving problems, understanding ideas, putting facts together and 
drawing conclusions from them, and evaluating or organizing information. Essential for learning and 
performing complex tasks.  
 ❏ Alertness. Reacting to a situation quickly. Required for trouble shooting, consulting, repairing, 
and emergency action.  
 ❏ Memory. Recognizing and recalling things. Valuable in occupations that call for recognizing 
people or recalling details.  
 ❏ Creativity. Thinking of a new idea, product or way of doing things. Includes designing improved 
methods, researching, artistic endeavours, writing, and media.  
 ❏ Judgment. Seeing all the essential factors in a situation and their relationships to the desired 
outcome.  
 ❏ Analysis. Breaking down a complex thing into smaller parts.  
 ❏ Organization. Placing elements in appropriate relationships to one another. The maybe 
machinery, people, and facts or ideas.   
 
 
Communication 
 
 ❏ Fluency. Ability to speak and write easily, rapidly and smoothly.  
 ❏ Vocabulary. Understanding word meanings, and choosing the right words to convey meanings. 
Essential for understanding, communicating, and summarizing.  
 ❏ Listening. Understanding, interpreting, and summarizing what one hears.  
 ❏ Reading. Understanding, interpreting, and summarizing what one reads.  
 ❏ English Usage. Knowledge of grammar, spelling, punctuation, and formal rules of writing.  
 ❏ Writing. Organizing and expressing ideas or conveying feelings through the written word.  
 ❏ Languages. Skill in learning and using languages.  
 
 
Numerical 
 
 ❏ Computing. Facility on simple arithmetic operations. 
 ❏ Comprehension. Understanding number relationships.  
 ❏ Mathematics. Handling numbers in the abstract, understanding and resolving formulae, and 
expressing problems in formulae.  
 ❏ Estimating. Assessing distances, sizes, and costs, and predicting outcomes. 
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Social 
 
 ❏ Understanding. Being sensitive to what people feel and think, understanding their needs and 
motives, and appraising complexities of personal relations.  
 ❏ Persuasion. Influencing others to agree with an idea or follow a course of action.  
 ❏ Negotiating. Working with others towards an amicable decision.  
 
 
Technical 
 
 ❏ Precision. Speed and accuracy in recording, comparing, remembering details, computing, 
classifying, and coding.  
 ❏ Observation: Noticing details and small difference; for example in colour, form, position, size or 
touch. 
 ❏ Attention:  The ability to concentrate and observe. 
 ❏ Space: Imagining how things will look when fitted together or taken apart, or when an object is 
viewed from a different angle. 
 ❏ Mechanical understanding.  Seeing quickly how mechanical devices operate, what to expect of 
a machine, whether it is operating properly, and how it may be repaired. 
 ❏ Mechanical ingenuity.  Designing mechanisms that will accomplish specific movements and 
seeing possible uses for a device. 
 
 
Aesthetic 
 
 ❏ Art talent.  Ability to identify what is a pleasing arrangement and memory for visual experience. 
 ❏ Musical talent.  Sensitivity to fine differences in intensity, pitch, time and rhythm; strong 
emotional reaction to music and ability to play an instrument. 
 ❏ Dramatic talent.  Ability to perform through words and gestures in a variety of settings. 
 
 
Physical 
 
 ❏ Strength.  Stamina to do the job. 
 ❏ Dexterity.  Speed and accuracy in moving objects and using tools and machinery 
 ❏ Co-ordination.  Skill in using oneʼs hands together.  (Hand to eye co-ordination) 
 ❏ Precision. Delicate, highly controlled movements. 
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What skills do you have? Evidence / Examples 

  
 
 
 

  
 
 
 

  
 
 
 

  
 
 
 
 

What skills do you need to improve? How can you do that? 

 
 
 

 

 
 

 

 
 
 

 



  Page 6 of 23 

Searching for a job 
 
There are many ways to search for jobs and many different strategies for different kinds of 
jobs. Explore all your options.  Finding a job can be a job in itself. 
 
 

A multi-pronged approach top searching for a job 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
There are many other strategies- job fairs, employment counseling agencies (NIEFS / The 
Job Shop), researching a specific careerʼs methods of employment, etc. 
 
 

What strategies can you use to search for your job? 
 

Who is in my 
network? 

Specific employers I 
could cold call 

Websites to look for 
jobs 

Places I could 
volunteer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

networking 
telling people 

you are looking 
for a job, asking 

friends and 
family for 

connections. 
*passive 
* only works if 
you have friends 
or family 
connections in 
the job you want 

cold calls 
showing up at any 
place youʼd like to 

work (prepared 
with documents), 

asking for a 
supervisor, asking 

for jobs.  Also 
good for follow-up. 

*Disrupts the 
workplace. 

* make a good 
impression. 

research 
classified ads, 

occupation-specific 
websites, local 

resources like NIEFS / 
Job Shop, online 

searches, employment 
websites like Monster.ca 

or BC Classifieds. 
* not all jobs advertised 

everywhere. 

volunteer 
work experience 

placements, 
regular 

volunteering, 
create your own 
opening by being 

amazing. 
* high-risk 
* still need 
paperwork 
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Reading an Employment Ad 
 

 
 
1.  What  is the job? ___________________________________________________ 

2. Where is the job located? _______________________________________________ 

3. yes / no Is this job full time employment? 

4. yes / no  Should you apply for the job if you have just moved to Canada from Australia? 

5. yes / no  Should you apply for the job if you havenʼt graduated from high school? 

 
 

Job Search Activity 
1. Go to any of the websites listed below.  If you know of an employment-specific website, 

use it.  General Google searches will not be helpful. 
2. These jobs can be anywhere in the world and any level of training. 
3. Search for ONE JOB you are actually interested in. 
4. Print or copy the ad including where you found it. 
5. On the ad, circle, highlight, or underline the job title and 

company. 
6. Write a one sentence summary of what the job 

requirements are. 
7. Hand the assignment in with your name on it. 

 
www.monster.ca   www.workopolis.com 
www.niefs.net   www.thejobshop.ca 
www.wowjobs.ca   www.bcjobs.ca 
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Job Applications 
Some jobs require not only a resume, but an application that collects information required for 
that specific employer.   
TIPS:  always write or print neatly, focus on spelling, grammar, and mechanics or your 
writing.  Make sure you have all your necessary info ready to add to the form. 
 

 
 


