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This material is designed as supplementary reading material for New Arrivals from Ireland.

New Arrivals have a broad range of qualifications, knowledge and experience in many functional
disciplines. Certain guidelines may fit your profile, others may not. Ultimately, it is your choice to select
the guidelines that best suit your situation and to design a cover letter and/or resume that best
represents you in the marketplace. Note that employment processes in Canada may be different than

what you have experienced in the past. www.irishca nadianimmig rationcentre.org

Acknowledgements: This guide was first developed by Gerry O’'Connor. It has been adapted and updated
by Rhonda McDowell, I/CAN Career Resources Career Resources



TIPS TO GET YOU STARTED

Exceptions may be:

« Construction worker, Office Entry — 1
page

* Chartered Accountant/CFA - 1 page

¢ Ph.D./Master’s Degree — can be 3
pages with thesis information

* When saving your resume it's helpful
to save it using your name and the
Job ID/Position

* This helps you easily find the relevant

. resume if you move to the next stage
M

* Be sure to set up your computer to |
“Canadian English” not “"US
English”.

» Canada uses “z” spelling rather
than "s” spelling. Example —

organized

Resume
length - two
pages
maximum

« Change layout from A4 to letter,
otherwise your resume will not
format correctly for the reader

« This does not apply if you are
sending your resume in pdf.

RESUME LAYOUT

REMEMBER
YOUR RESUME

FORMS PART OF
YOUR
PROFESSIONAL
BRAND
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1. Contact Information

o Contact details are important, they should be visible and easy for the reader to find on
your resume.

o Don't include your contact information in the header, include your contact information in
the main body of the Word document - Applicant Tracking Systems (ATS) find it difficult
to read information that you place in the document header and footer.

o Contact details include your city (there is no need to include your full address), local
phone number where you can be contacted, your email address, and your LinkedIn
profile if it is up to date.

o Remember to activate and regularly check your voicemail. When recording your
personalized voicemail, speak slowly. As a job seeker, your voicemail is an extension of
your professional brand, create a good impression for employers and recruitment firms
that may be considering your application. Regularly check your email.

2. Career Summary

o A major section in your resume is the “Career Summary/Profile”. Canadian employers
want you to showcase what makes you stand out as an applicant among many i.e.
relevant to the role you are applying for, spell out your skill set, your individual
competencies, knowledge, and impact.

o Sometimes, you will be asked to include your “Career Objective”. Recruitment firms
often want you to define what kind of position you are looking for. This helps the
recruiter and people you network with to understand where to place you and how they
can match you to opportunities. List career objective areas of interest in priority order.

o Typically, you would include either a Career Profile/Summary or a Career Objective, not
both. What is important is that you understand they are not the same thing. As part of
your job search strategy, it can be helpful to prepare both your profile and your
objective meaning you can quickly adapt when needed.

Examples:

CAREER PROFILE

Nationally award-winning marcom professional with 10 years of experience leading corporate marketing
and internal communications for multimillion-dollar companies across diverse industries. Respected
leader of creative teams, multimedia divisions and corporate communications departments. Strong
attention to detail, trend forecasting and market knowledge. Experienced in Photoshop, Illustrator,
InDesign and MS Office.

CAREER. OBJECTIVE

To secure a long-term career growth opportunity with a high-quality employer consistent
with my qualifications and experience. Key areas of interest include:

journalism

public relations

internal and external communications
web design and management

social media

creative writing
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Relevant Work Experience and Selected Accomplishments

Canadian employers are generally not interested in employment gaps in your resume.
They respect gaps caused by the economic downturn in Ireland plus the desire to travel
plus requirements to take care of an ill parent. Their focus is “how effective will you be
in this future role”.

Assume that your resume will be read by a recruiter that has little or no knowledge
of Ireland. Locations should be identified as “Cork, Ireland”, not just “Cork”. Avoid using
acronymes.

Your overall resume (qualifications and work experience) should support what you say in
your Career Profile/Objective. 1In the past, if you worked in unrelated temporary
positions (e.g. worked in a bar or restaurant; pumped gasoline), there is no need to
include these positions as career chronological history, particularly if they distract from
the overall nature of your career goals. On the other hand, such positions might impress
an employer particularly if you worked hard to earn money to graduate. Plus, these jobs
might showcase your transferrable skills. Ask yourself, did I develop skills, work values,
and functional experience that could be transferred to the job I am applying for? If the
answer is yes, this could support your application. It's your call.

If you worked for a small organization in Ireland, consider including the web address for
that organization so that the recruiter can obtain more background information.
Alternatively, copy a few sentences from that organization’s website and include this
information beside the organization’s name.

If you worked for a multi-national in Ireland, highlight your experience working on
matters outside Ireland.

Employers in Canada want to learn about your accomplishments, it's not enough to list
your job duties. You need to showcase your achievements and accomplishments in this
section. Start with an action verb in the past tense (e.g. managed, supervised,
monitored, analyzed, produced). Sample accomplishments:

e Developed operations reports for management to facilitate company
operating performance.

e Expanded client base by 78% in three years by consistently delivering goal-
surpassing marketing results and ensuring complete client satisfaction.

Relevant Education/Qualifications/Skills
Highest qualifications will suffice, unless other qualifications are relevant to the position.

Avoid abbreviations for educational institutions e.g. "UCD”, “"NUI"”; "UCC"” *"DCU". The
ATS or person(s) reading your application may not know what you mean. Spell out the
name in full.

Highlight 5-8 key modules or professional training areas in your educational
qualifications that support the job you are applying for or the areas of employment you
are interested in i.e. from your Career Objective.
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Highlight your technology skills including work-specific databases e.g. drafting,
accounting, payroll, facilitating video conference calls with team and customers. If you
include these in Work Experience section you do not need to repeat them in this section.

Additional Information

Keep it relevant. Examples may include Professional Associations, Awards received,
Volunteering, Community involvement.

Offers the recruiter broad information about you personally, including your interests.
Can provide excellent background information to determine your “fit” within the
organization with other people already working within the organization.

If your work is regulated by a professional body (e.g. Engineering. CPA, Human
Resources) note this to indicate that you have been a member of the professional body
and you are aware of the regulator for qualifications assessment with the intention to
complete accreditation courses that apply in Canada or in your Province, as required.

Your participation in team sports activities can emphasize that you are a “team player”,
an important component in building the organization team.

Avoid citing “travel” as a hobby area — this may imply that you are travelling though
Canada on your way back to Ireland at some point in the future.

Highlight volunteer work you have been engaged in. Avoid organization name
abbreviations that will not be understood by a Canadian interviewer. If not well known,
refer to volunteer organization as a “national” or “regional” organization. Volunteerism is
not limited to recent volunteer activity — claim any volunteer activity that you have done
in the past. “Volunteerism” is a well-respected and valued principle in Canada.

Common Questions...

"I don’'t know where to start” - How do I build out my Career Objective?

O

If you have difficulty developing your list, or if you are not sure what you want to do,
use areas identified in advertised positions in which you are interested.

Alternatively, meet with a consultant in a well-established and reputable search firm,
and seek “any long-term career opportunity with an employer that may be a good fit for
my qualifications, experience”. You may be surprised that search firms have good long-
term career opportunities that you are not currently aware of.

If you are interested in multiple career options that are very different e.g. “teacher” and
“business”, do not include both areas on the same resume. This will confuse employers
as to what you want to do. In this scenario, develop separate resumes, one for a
teacher role and a different resume for a business role. In the teacher resume, expand
your teacher qualifications and experience and minimize your business elements. In the
business resume, maximize your business profile and minimize your teacher profile.

Make your list as broad as possible to capture employer interest.

Your list may be used by search firms when they enter your information into their search
databases. If you miss a key area, you will not be included in their search.
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O

Your list is not restricted to areas where you have prior experience. You can include
areas in which you are really interested but do not have prior experience. Canadian
employers will consider you for functional areas in which you have a passionate interest
and will provide training.

Should I Prioritize Education Section or Work Experience Section?

O

The best approach is to decide if your Education or your Work Experience is the stronger
asset that will appeal to an employer in relation to your Career Objective.

Some candidates have excellent Education credentials e.g. CFA/CA/MBA/First- class
honours degree and/or very specialized technical education but may be light in
employment experience gained to date. In this instance, the recommendation is that
you insert your Education section first before the Employment section.

Other candidates have stronger Employment experience rather than Education (e.g.
education limited to a non-specialized undergraduate degree or high-school graduation
or a Certificate program). In this instance, the recommendation is that you insert your
Employment section first before the Education section.

Recruiters read many resumes — you want to catch their attention early with your
strongest asset.

Remember, this is your resume so structure it in a way that you are most comfortable
with.

"I send out hundreds of resumes” - Why am I not hearing back
from recruiters or employers?

O

Some New Arrivals make the mistake to email their resume to anybody and everybody,
hoping for the best. You may be lucky to land your resume with the right employer at
the right time. However, job-search emails work well in Ireland and Australia, but not
necessarily be an effective use of your time and effort in Canada. Canadian employers
want to meet you personally to make sure that you are a good “fit” within the
organization. With this understanding, keep sending emails but don't rely on this method
alone. Keep the focus on personal inter-face contact with employment leads. For more
on building connections check out the I/CAN Networking Guide.
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