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Some
Misconceptions
about Resumes

Generic resumes can save
time and effort in job
search.

Candidates with higher
qualifications are more
likely to get the job.

I can change my experience
to be a stronger candidate
for the job.

I have to meet all job
requirements in my resume
to be considered.

It is best to detail my whole
experience to give employers
sufficient information. 

If my resume is good
enough, I will get an
interview.



Basic Resume
Components

Personal
Information

 Full name, address,
telephone number and

email address

Career
Objective/Summary

of Qualifications

 Qualifications that are
most relevant to the

position

Work experience 

 Chronological,
functional,

combination

Education and
training

 Canadian equivalency



Step One:

Submit a registration resume that is
accessible to all employers with different
job openings.

Step Two

Replace this registration resume with a
targeted resume when job details are
available. 

E.V. Owlglass Publishing

Resume for
Career Link



Registration Resume
Upload upon registration for Career Link

Research all
positions/employers you are
interested in and summarize

essential technical and
transferable skills.

Match your experience to
these technical and
transferable skills.

Prepare a resume that covers
these techinical and
transferable skills.



Resume for a Specific Job

Bachelor s degree in Accounting or Finance with a CPA designation with 3+ years of experience in
financial planning and analysis. 
Demonstratable experience in financial analysis and reporting; experience in modeling economic
outcomes including cashflow analysis.
Comprehensive knowledge of accounting principles and practices at the municipal, provincial, and
federal levels including generally accepted accounting principles and international financial reporting
standards.
Customer focused; dedicated to meeting the expectations of internal and external customers.
Sound judgement with demonstrated ability to make valuable decisions based on a mixture of analysis
and experience.
Comfortable with ambiguity, including the ability to respond effectively to shifting priorities and
demonstrated flexibility in response to change.
Experience working in ASPE.

Step 1: Analyze the job description. Example: Financial Analyst



Technical skills

Transferable skills

Traits

Job requirements

Resume for a specific job

Financial analysis and reporting

Decision making

Flexible



Resume for a specific job
Step 2: Match your experience to the job

Technical skills

Transferable skills

Traits

Job requirements Duty Achievements

Financial analysis and
reporting



Career objective
Draft

Seeking a position that will benefit from my nursing training and experience.

Revision

With two years of experience taking care of a disabled lady in Regina, I am passionate about
helping seniors and residents with physical and mental challenges as a PCW. My goal is to
make a difference in residents’ life with my caring nature and personal care skills.



Summary of qualifications

Strong communication skills.
Taking care of residents with cognitive impairments in daily routines such as bath,
shower and applying prescribed body cream.
Dispensing medication to the residents 
Ability to work independently and in a team with conflict resolution skills
Provide residents with physical and emotional support.
Preparing and serving meals.

Draft



Summary of qualifications

Four years of hands-on experience taking care of seniors and people with physical and
cognitive challenges in the US
Administered medication according to prescriptions in two care homes in the US
Possessing Certified Nursing Assistance, Certified Medication Technician and First Aid
and CPR certificates
Having strong passion for helping vulnerable people by providing physical and
emotional support in safe and loving environment
Demonstrated strong communication and problem solving skills while helping
residents with challenging behaviors.
English: CLB 7; Intermediate proficiency in MicroSoft Office

Revision



Work exprience

Assist an average of 40 customers per day in finding or selecting items, and
provide recommendations that generated $8K in additional revenue.
Stock, replenish, and organize inventory with accuracy and efficiency,
completing these tasks10% faster than average associate.

Format
 
 

H&M                                                                                                      Tucson, AZ
Sales Associate                                                                                      June 2013 – Present

 



Tip 1: Select duties and skills that demonstrate your best ability to do the job.
 

Examples
 

1. IT Help desk technician 
A: Collaborate with contractors and service providers
B: Respond to customers' enquiries

2. IT Project coordinator 
A: Collaborate with contractors and service providers
B: Respond to customers' enquiries

 

Work exprience
 



Work exprience
Tip 2: Summarize your essential duties. It is unnecessary to present every task.

Collect department performance
data from 8 teams.
Prepare monthly department
reports based on data analysis and
reflection.
Proofread documents and
presentation materials.
Present department report to
board members 

Draft
 

Prepare department reports and
present to board members on a
monthly basis. 

Revision
 

 



Work exprience
Tip 3: Highlight your specific achievements.

Draft
 

Propose ideas to improve team
effectiveness.

Revision
 

Propose an assembly line automation plan
that cuts the cost by 5.2% in two years.

 



Work exprience
Tip 4: Make sure your work experience is easy to understand from the
employer’s perspective.

Draft
 

Approved chidren’s reports. 
(Duty of a daycare administrator)

Revision
 

Approved teachers’ evaluation of
children’s progress.

 

  
 



Work exprience
Tip 5: Organize duties and achievements 

Facilitating learning programs.
Take care of kids.
Feed the kids.
Manage and create learning games.

Draft
 

Help children develop proper eating,
dressing and toilet habits.
Design and facilitate learning programs.

Revision
 

 
 

 



Education and training
Include education and training that is most relevant to the job.
Include the Canadian equivalency of your educational credential.

Format

Degree and Major                                                                     Time (optional)       
University, Country
Canadian equivalency: 



Where to
Register?

Website:
www.rodscareerlink.vfairs.com

Questions? Call us at:
 306-352-3521

Email us at:
employment@rods.sk.ca 

https://rodscareerlink.vfairs.com/en/


 Don't forget to join us for Part
2, 3, and 4 every Wednesday

this month!

Sign up for the April Webinar
Series (Links in the Chat)

Thank You!


