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Important Tips for Finding Summer Employment 
 

Students looking for summer employment should: 
 Be prepared to start early. University students should begin looking for 

employment in January 

 Be open minded about what types of job you will do. Various jobs provide valuable 
skills and experience.  

 Have a good, up-to-date resume 

 Provide a cover letter that is professional and job specific 

 Prepare for interviews by researching the company and practicing typical interview 
questions 

 Make yourself fully available to potential employers 

 Network similar to other job seekers, telling friends, parents of friends and other 
community contacts that you are looking for employment 

 Dress in professional attire when applying for jobs 

 Have three good references of non-family members to provide at interviews 

 Collect reference letters from employers and volunteer program contacts for future 
use 

 Use the internet for job searching, however you need to physically apply for jobs. 
Hiring companies are looking for students who show real effort in seeking and 
preparing for employment 

 

Jobs you may have had that you might not have considered putting on a resume: 
 Babysitting – Care Giver Corn Detassler 
 Newspaper Carrier Yard Work (even for relatives) 
 Dog Walker Cadet involvement 
 House Cleaning Odd jobs ex. Cutting grass 
 Co-op placements Lifeguard 
 Assisting Parent/Relatives at their jobs Tutor 
 Coach / Assistant Coach for a sports team Camp Counsellor 
 

Resume Advice 
 

There are a variety of Headings that you can use for your resume to sell your soft skills. 
These are skills that may not be evident from your education or work history. Heading 
samples: 
Relevant Skills & Abilities 
Qualifications 
Capabilities 
Highlights 
 

A heading that lists the Computer Programs or Computer Knowledge you have would 
clearly highlight your qualifications to a new employer. Many jobs require some type of 
computer literacy.  
 

Consider these points: 
 Effective Internet searches  Communicate with electronic mail (e-mail) 

 Operate a computerized cash 
register 

 Work well in Microsoft Office environment 

 Computer file management  Microsoft Word, Excel, Access, Power Point 

 Trouble shooting skills  Good keyboarding skills or how many words 
per minute you type 



 

 
 

 

Volunteer and Extra Curricular Activities 
 

Volunteering and extra curricular activities are very important to a resume. It shows 
community involvement, motivation, etc. Consider some of these options: 

 

Student Council 
School Newspaper 

Year Book Committee 
Library Assistant 

Fundraising Committees/Events 
Refereeing sports 

Record keeper for sports 
Student Exchange Program 

Assistant Dance and Karate Instructors 
Scout Leaders, etc 

 

 

High School Students: 

 High school students may have limited work experience, so it is important to list all of 
your extra curricular activities on your resume. This will allow you to use non-
traditional sources such as teachers and volunteer coordinators as references.  
 

Post-Secondary Students: 

 Listing volunteer and extra curricular activities on your resume can be very helpful in 
finding employment. If the position you are applying for relates to previous volunteer 
experience, it would be beneficial to list them under “work experience,” not just 
“volunteer experience”. Again, you can use volunteer coordinators or other 
appropriate sources as references.  
 

Resume Tips 
 

 Keep it brief and to the point, two pages at the most 

 Include the most important aspects of your work experience, education and 
volunteer activities 

 Do not include your social insurance number, sex, age, citizenship, a photo of 
yourself, or any other information that would indicate your political or religious beliefs 

 Make the resume neat, make sure there are no spelling or grammatical errors and 
that the layout is organized 

 Use simple words and present the information in point form, so it is easy to read 

 Include the most important information (education and work experience) on the first 
page 

 If you mention your interest or participation in sports or hobbies, they should appear 
at the end of the resume 

 Only give positive information, try to create a favourable impression 

 Focus the resume toward your desired job, but be honest 

 Make the resume interesting, try to grab the employer’s interest 
  



 

 

Napoleon Dynamite 
555 Pedro Lane Blenheim, ON  N0P 1A0 
Phone: 519-555-5555  Email: n.dynamite@yahoo.ca 
 
 

Summary of Qualifications 
 

 Demonstrate a positive attitude 
 Work well in a team environment 
 Responds and is adaptable to changing work situations 

 

Kitchen Skills 
 

 Excellent working knowledge of all kitchen utensils and appliances 
 Proper disinfecting and cleaning of tables and food preparation area 
 Practice safe storage measures for food 
 Preparation of nutritious meals and snacks 

 

Office Experience 
 

 Computer literate, familiar with Windows environment, effective Internet research skills 
 Experience with receptionist duties such as answering telephones, recording messages, and 

greeting clients 
 

Childcare Duties 
 

 Provide supervised care for approximately 20 children at a nursery and personal home 
childcare for one infant 

 Create interesting ways to educate and play with preschool children 
 Experience providing support to a special needs child 

 

Experience 
 
Maycourt Learning Centre Blenheim, ON 
Volunteer 2008-Present 
 
Stephanie Venus Blenheim, ON 
Childcare Provider 2007-Present 
 

Education 
 
Blenheim District High School Blenheim, ON 
Currently completing Grade 11 

 



 

Jenny Jones 
55 Main Street, Tilbury, ON  N0P 2L0, Phone: 519.555.5555 

 
Customer Service 
 

o Act as receptionist at a hair salon, booking appointments for clients 
o Wash client’s hair and assist stylist when needed 
o Accountable for accurate cash transactions, selling snacks to students 

 
Responsible 
 

o Childcare provider, responsible for up to 4 children at one time 
o Feed and clean the children, complete light housework duties 
o Entertain and assist children with their homework 

 
Organizational Skills 
 

o Multi-task in a busy store providing attractive gift wrapping packages at Christmas time 
 
Computer Skills 
 

o Assist in an office and Help Centre, stuffing envelopes, stapling and organizing monthly recreational 
bulletins 

o Computer literate, familiar with Windows environment 
o Conduct effective Internet research, able to utilize a variety of software programs such as Microsoft 

Office and Power Point 
 
Volunteer / Team-player 
 

o Volunteer-oriented, enjoy helping others 
o Assisted with finger printing children for the CK Police Association 

 

Experience/Community Involvement 
 

Stylist Assistant Suzy Q’s Hair Styles Tilbury, ON 
Cashier Tilbury Area Public School Tilbury, ON 
Babysitter Jarvis Church Tilbury, ON 
Customer Service Shoppers Drug Mart Tilbury, ON 
Office Assistant  Hudson Manor Tilbury, ON 
Office Assistant  Tilbury Help Centre Tilbury, ON 
 

Education 
 

Presently enrolled in Grade 12  Tilbury District High School Tilbury, ON 
 

Additional Training 
First Aid Training Tilbury, ON 

 
  



 

 

Kelly Osborne 
55 Main Street Chatham, ON  N7M 3J1 

519.555.5555 / Cell 519.555.5555,  E-Mail: K_Osborne@hotmail.com 
 
 

Highlights 
 Open minded and learn new tasks quickly 
 Maintain positive relations with staff and customers 
 Accurately handle cash, debit and credit card transactions 
 Able to work effectively in both individual and team environments 
 Strong organizational skills, able to prioritize and complete task with speed and accuracy 

 

Work Experience 
Zestos Subs & Wraps Abbotsford, BC 
Cashier/Kitchen Helper 2010 – 2012 

 Performed opening and closing procedures 
 Maintained a clean kitchen and dining area 
 Prepared food to meet customer’s specifications 
 Took orders and accepted cash, debit and credit payment; balanced cash register daily 

 
Self Employed Red Deer, AB 
Lawn Maintenance 2008 – 2010 

 Efficiently cut and manicured lawns 
 Weeded gardens and between sidewalks and driveways 
 Meticulously trimmed trees and bushes 

 
ABC Corn Crew Red Deer, AB 
Corn Detasseler 2007 – 2008 

 Worked in adverse weather conditions for extended periods of time 
 Removed tassels from corn plants and verified that complete areas were fully detasseled 
 Performed physically demanding responsibilities when breaking and pulling tassels from corn 

plants 
 
Various Families 2002 – 2008 
Babysitter 

 Prepared and served meals 
 Administered asthma and other prescribed medications 
 Created entertaining activities for children 

 

Volunteer Experience 
Thrift Store Abbotsford, BC 
Customer Service Clerk 2005 

 Organized donations, processed sales of merchandise 
 

Education 
Abbotsford Senior Secondary School Abbotsford, BC 
Grade 12 Diploma 2008 
  

mailto:K_Osborne@hotmail.com


 

IF YOU … SAY THIS TO AN EMPLOYER … 

If your favourite subjects are: 
Art and Languages, then you probably 
enjoy and excel in drama, visual arts, 
music, creative writing, English, and 
learning Foreign languages.  You are 
excellent at expressing your ideas and 
feelings through written and visual media 

 Creative expression through a variety of 
media 

 Critique, interpret, and evaluate work 

 Attention to detail, colour and design 

 Presentation skills, including portfolio 
building 

 Verbal and non verbal communication 
skills 

 Structure / combine ideas and present in a 
logical written or oral format to suit a 
particular audience  

 Listening skills 

If your favourite subjects are: 
computers, technology, and trades, 
then you probably enjoy and excel in 
computer sciences, industrial arts and 
drafting.  You are good at working with 
your hands, trouble shooting problems 
and coming up with creative solutions 
using appropriate techniques and tools 

 Critical and flexible thinking, creating 
original solutions 

 Computer skills 

 Systematic problem solving and trouble 
shooting skills 

 Debating 

 Integrating and adapting to new 
information and systems-continuous 
learning 

 Analyzing and determining necessary 
strategies or repairs by employing 
required tools, techniques, and materials 

 Building, manufacturing, assembling  

If your favourite subjects are: 
Health and Physical Education, then 
you probably enjoy and excel in 
coaching, nutrition, fitness, and sports.  
You are an active person who is good at 
working with other people to achieve 
goals 

 Creating a balanced lifestyle and 
accepting change 

 Goal setting and decision making 

 Identifying strengths and limitations  

 Interpersonal and leadership skills 

 Resilience and stress management 

 Team work skills including motivating self 
and others 

 Ability to assess situations and react 
quickly 

 Health preventative, assessment, and 
treatment skills 

If your favourite subjects are: 
Humanities and Social Sciences, then 
you probably enjoy and excel in history, 
economics, law, geography, and family 
studies.  You like to learn about the 
world and are interested in how and why 
things happen, cooperating with and 
helping others is part of your character 

 Conducting research and presenting 
findings 

 Cultural awareness, appreciation of 
diversity and ability to think globally 

 Interpret and draw conclusions from 
information found in text, graphs, charts, 
and tables 

 Debating 

 Cooperation with and teaching others 

If your favourite subjects are: 
Science, Math, and Business, then you 
probably enjoy, and excel in chemistry, 
calculus, accounting, and marketing. 
You are a calculated risk taker and 
creatively solve problems in logical ways 

 Observing, gathering, analyzing and 
computing data/information 

 Translating data/information into 
innovative solutions and opportunities 

 Precision, and accuracy-applying 
appropriate strategies and drawing 
accurate conclusions 



 

…are a good listener and help your 
friends work through their problems and 
make important decisions 

 I can understand many different points of 
view and have excellent problem-solving 
skills 

...always hand your assignments in on 
time and never keep people waiting 

 I have excellent time management skills 
and always consider others 

…have babysitting experience and have 
been given a lot of responsibility at home 

 I am trustworthy and appreciate the 
importance of responsibility 

…like to make a personal statement with 
your fashion and style and like your 
room and work hard to ensure that its 
design reflects your personality 

 I am innovative, dynamic, and confident, 
am original and take initiative in the things 
I do 

…enjoy camping and wilderness 
activities 

 I am adaptable and self sufficient 

…keep your personal possessions tidy 
and organized with systems that you 
design 

 I am orderly, methodical and have strong 
organizational skills 

…always give others your full 
concentration when they are speaking to 
you 

 I am attentive and understand the 
importance of listening 

…participate in volunteer work  I believe it is important to contribute to the 
community as well as develop my own 
skills 

…are athletic and focus a lot of time and 
effort on sports or training and enjoy 
sports and team clubs 

 I am very task oriented, and focused, am a 
team player, work well with others, also 
demonstrated leadership skills 

…excel at math and feel comfortable 
working with numbers 

 I am precise and analytical 

…enjoy playing fast paced, exciting 
games like laser tag or video games 

 I am observant, react quickly and work 
well under pressure 

…believe in committing your enthusiasm 
and energy to everything you do 

 I have a positive attitude and am eager to 
take on new experiences 

…believe that practice makes perfect, for 
everything from sports and school 
exams 

 I am persistent, determined, motivated, 
and goal oriented 

…like to completely finish what you start, 
whether playing a game or completing a 
school assignment 

 I focus well on my tasks and get a lot of 
satisfaction out of completing them well 

…enjoy sharing your personal 
experiences and ideas with others 

 I communicate well and am able to 
interact well with others 

…make mistakes, you admit it and look 
for a solution 

 I take responsibility for my actions and am 
solution-oriented 

…get good grades and participate in 
school activities 

 I manage my time well and can 
concentrate with others 

…borrow things, whether your parent’s 
cell or friends CD.  You always return 
them on time and in good condition 

 I am responsible and considerate 

 

Helpful Student Job Search Websites 
 

www.youthjobs.ca www.ontario.ca/summercompany 
www.youth.gc.ca http://www.oyap.com 
www.jobpostings.ca www.yes.on.ca 
www.resortstaffing.ca www.youthconnect.ca 

http://www.youthjobs.ca/
http://www.ontario.ca/summercompany
http://www.youth.gc.ca/
http://www.oyap.com/
http://www.jobpostings.ca/
http://www.yes.on.ca/
http://www.resortstaffing.ca/
http://www.youthconnect.ca/

