
Newcomer Youth Employment Toolkit
- Module 1 Workshop -



"The first step towards getting somewhere is to decide you're 

not going to stay where you are.Ĕ
- J.P. Morgan
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Workshop Goals

To provide you with the information you need to set 

yourself up for success when applying for jobs with an 

effective resume, cover letter, and candidate profile.

What we are going to go over:

ǒ Preparing Your Resume

ǒ Writing a Cover Letter

ǒ Personal and Professional References

ǒ Social Media Profiles

ǒ Opening a Bank Account



Letđs Get to Know Each Other!
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Everyone has 30 seconds to tell us:

ǒ Your name

ǒ What grade you are in

Then answer one of the following questions:

1. What is your favouritething to do for fun?

2. What is your favouriteanimal and why?

3. If you had to eat only one food for the rest 

of your life what would it be?

4. What is your career dream?
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A resume isa summary of your work objectives, skills, 

education, training, and work history.

It's important because:

ǒ In Canada, applying for a job starts by sharing your resume 

in-person or online

ǒ Your resume will be the employer's first impression of you

ǒ It gives you the chance to highlight your abilities, 

experiences, and accomplishments

ǒ Employers look at your resume to decide whether or not 

they should interview you

ǒ You can review your resume to prepare for job interviews

What is a Resume and Why is it Important?
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Janet Chobot

/ƻƭŜ IŀǊōƻǳǊΣ bƻǾŀ {Ŏƻǘƛŀ ω όфлнύ прс - 7891

agardner@email.com

Summary

An exceptionally organized and friendly dental assistant with 3+ years of 

successful experience working with dental offices and clients.

Professional History

Smith Family Dentistry, Dental Assistant

July 2017 τPresent

Clean and prepare treatment rooms

Prepare patient to be seen by for dental treatment

Answer common patient questions about dental procedures, treatments, 

and issues

E&H Dental, Office Assistant

August 2015 τJuly 2017

Organized client schedules

Recover patients upon arrival

Handled client billing and paperwork

By end of work experience, look on key dental assistant roles

Educational History

Little Road Junior College

August 2012 τJune 2014

Certified Dental Assistant Program

Skills

Dental assistant skills include:5!b. ŎŜǊǘƛŦƛŎŀǘƛƻƴ ω ·-Ǌŀȅ ŎŜǊǘƛŦƛŎŀǘƛƻƴ ω 

5ŜƴǘǳǊŜ ƛƳǇǊŜǎǎƛƻƴǎ ω /ŀƭƳƛƴƎ ǇŜǊǎƻƴŀƭƛǘȅ ŀƴŘ ŘŜƳŜŀƴƻǊ ω IȅƎƛŜƴƛŎ ω 

Minor oral surgery experience

mailto:agardner@email.com


When preparing your resume remember:

ǒ Keep it simpleand easy to read

ǒ Keep the same formatting throughout

ǒ It is ok not to have a lot of years of work experience

ǒ You probably have more skills to add to it than you think!

State a summary of your experience, highlighting 

your skills:

ǒ Mention your positive qualities and make sure to match the job 

requirements

ǒ Review the job description to identify skills that you have

ǒ Keep your resume relevant to the job you are applying for

ǒ When you list a skill, be prepared to give an example of using that 

skill

Preparing Your Resume
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