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Your interview

Congratulations! You’ve impressed an employer with your resumé and cover letter and they’ve invited you for an
interview. The interview is an opportunity for both the employer and the applicant to gather information and evaluate
each other. You have the chance to evaluate the position and the organization and determine if they will fit into your
career plans. Likewise, the employer will be trying to determine if you fit with the team and have the required skills and
enthusiasm for the role. It is an opportunity for both parties to market themselves. The employer is promoting the
organization to you, and you are marketing your skills, knowledge, and attributes to the employer.

Employers want a person who:

Can do the job

Based on relevant

experience and
skills

Use the tips in this workbook to get ready for your interview — research and preparation are the keys to success.

Step |: Research

Know the job and the required skills

The first step in preparing for an interview is to research the job. To convince the employer you have the necessary
experience and skills, you must first know what those requirements and duties are. Sometimes there might only be a
few days of notice for your interview, so you will need to prioritize your preparation. Understanding the occupation will
help you effectively prepare for interviews in general, so begin building your knowledge base early if you can. You can
do your homework even before getting the interview by researching the profession as you prepare you resumé. If you
are reading this with limited time to research, focus on strategies that make sense for your timeline.

There are several ways to find out about an occupation:

|. Find the job 2. Informational 3. Use career 4. Professional a. Read articles
description interviews SErvices associations
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Know the organization
The more you know about an organization, the better prepared you will be to discuss how you can meet its needs.
Some of the characteristics that you should know about an organization are:

Size and
structure

Mission, Recent Current
vision, and changes projects
values

Most organizations publish information about themselves, which can be accessed in a variety of ways:

Informational

Company website  Visit or phone them  Ask employees S

Step 2: Match your skills to the employer’s needs

The second step in preparing for an interview is to thoroughly assess your skills in relation to the job you are
interviewing for. You identified and demonstrated your skills that match the job requirements when writing your
resumé: use the same techniques when preparing for the interview.

Start by studying your resumé: it got you the interview after all. Consider which skills, experiences,
and attributes you will want to expand upon in your interview.

Here is a brief overview of the process of reflecting on your skills as they apply to the position you are interviewing for
(see Appendix A for a full explanation):

Consider stories you could
tell in the interview to
demonstrate the skills
required for the job.

From your research and the
job posting, list the
employer’s most desired
skills in a candidate.

Use your resumé as a list of
your experiences and skills,
noting any additional required
skills and where you got them.

If you haven’t used our resumé resources or would like a refresher, use Appendix A:
Deconstructing a Posting Worksheet or Come Talk to Us.
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Skills employers value

Employers are going to be interested in a wide variety of specific skills which differ by workplace and industry, but there
are many skills that the majority of employers value. The Conference Board of Canada identified skills which employers
of all kinds seek in their workers. Check out Employability Skills 2000+.

Think broadly: skills are developed everywhere. Researching and writing a paper develops your

written communication skills. Sports or group projects use your teamwork and leadership skills.
Don't overlook any abilities you have. For a skills assessment, use Appendix B or come talk to us.

When doing self-reflection, identifying your experiences and skills is important, but it is not all that you need to know.

Consider the answer to these questions:

= How have | demonstrated the skills required in = What are my short term and long-term goals?
this position? : :
: _ =  What can | offer this particular employer?
= Apart from my skills and experience, what can |

bring to this job? = What are my strong points and weak points?

Make a list of your key strengths that you want the interviewer to know. These points should relate

to the skills you know the employer will want from you. Be sure to incorporate these in your
answers.

Step 3: Anticipate and practice interview guestions

You can never predict every question that you will encounter. What you can do is use the job posting and your research
to anticipate what skills or competencies interest an employer and develop possible questions from there.

Types of questions
Being aware of the many question types can help you to focus your answers to the skills the employer is looking for.

Three types of interview questions are:

2. Behaviour descriptive
questions

3.Hypothetical questions

|. Traditional questions

Traditional Questions
Employers will ask you questions about specific skills related to the position or ask more general questions where you
will need to be sure to tie in examples of specific skills you know the employer needs.



TELL ME ABOUT YOURSELF

This is one of the most common interview questions. An acronym to remember how to answer this question is E.S.P.

Edunatinn

Skills

Persnnal

Remember: E.S.P. - Power of 3’s, Education, Skills, Experience




Behaviour Descriptive Questions:

This type of question asks what you did in a particular situation, typically related to the job description. The logic is that
examples of past performance can help to predict future performance. There is no right or wrong answer, but you
should relate the answer to the position. For example, if you are interviewing for a research position, talk about a
research project. A strategy for answering behaviour descriptive questions is to tell the story using the “STAR” method.

SITUATION
Task
AcTion
ResuLr

Remember: STAR - Situation, Task, Action, Result

EXAMPLE

Situatiun
Task

At:tiun

Result
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When preparing for this type of questioning, it is crucial that you review the skills and qualities that the position would
require and identify specific examples from your past which demonstrated those traits.

If you are asked to describe a situation you have never encountered, answer the question

hypothetically, explaining what you would do in that situation and what the expected result would

Hypothetical or scenario questions
When asking a hypothetical question, the interviewer describes a situation which you may encounter in the position and
asks how you would react. In your answer, include the following:

Explain how you would Describe vour actions Demonstrate the skills | Discuss expected results
gather information Y needed in the job & appropriate follow up

If you have encountered a similar scenario in the past, be sure to reference this in your answer.

EXAMPLE

“SUPPOSE YOU ARE WORKING YOUR FIRST DAY IN OUR LABORATORY, AND A FIRE BREAKS OUT. WHAT WOULD YOu po?”

“Before | start my work in any laboratory, | always locate the emergency equipment, such as eye
washes, fire blankets and alarms. | also review the safety protocols. So in this situation, | would be
aware of these. As soon as | notice the fire, | would shut down my experiment and if the fire was
significant, | would pull the fire alarm and help to evacuate the lab. In the case of a very small flame,
| would ask the staff member at that station what | could do to help, which would vary with the
type of substances involved.”

Creating your own practice questions

Look at the job posting through the lens of the interviewer: what questions might the interviewer ask to determine if
you have the skills to do the job? Create a list of practice questions for yourself that ask about the required skills in
different ways: behaviour descriptive questions, hypothetical questions, and direct questions about specific skills or
experiences. For more inspiration, Google “interview questions” and your field or job title, to see if anyone has posted
examples from their own experience online.

If you find a gap in your knowledge that might be important in the interview, take the time to familiarize yourself with
that information: look up policy, legislation, or a theory that might be asked about in the interview. In a way, you're
studying to ace the interview, the way you’ve prepared as a student so many times before.



Answering interview guestions
Regardless of what type of question you are asked, you will find it easier to respond effectively if you keep in mind some
basic question answering strategies:

Use your
resume

3. Ask for

clarification

4. Be honest
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a. Expand

b. Repeat points

7. Be confident

8. Be positive

9. Sell what you

10. Body language

have

Feel awkward selling your skills? Third party observations can also be mentioned. For example, “My
last employer told me that | was promoted because of how | handled conflicts with clients.”

Difficult interview questions
The following are common interview questions which people often have difficulty answering and an explanation of how
to handle them.

Salary
questions

lllegal
Questions

Negative
Questions
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Negative Questions
In a negative question, the employer asks you to identify a weakness in yourself or to describe a situation in which you
performed poorly.

If you are asked a negative question:

a BE hungst Be honest, but always turn it around and end on a positive note.

If you are asked to identify a weakness, you do have to identify one. Be sure to choose a
[ ] BE stpﬂtggig weakness that is not central to the job. If you do, this may eliminate you from the
competition.

Always state what you have done or are doing to overcome the weakness or demonstrate
how it's not such a bad thing after all.

® [vercome

a I. f t Be sure to reflect on what you learned from your mistake and how you would handle the
earn rromi situation differently next time.

Check out these examples of how to handle negative questions:

“What is your greatest weakness?"”

“| feel a little self-conscious when | speak in front of groups. However, to develop my confidence and
public speaking ability, | have joined Toastmasters International. | have given numerous speeches over
the past five months and have already noticed a big improvement.”

“BGive me an example of a work situation in which you were not proud of your performance.”

“Once while | was working as a salesperson in a lumber and hardware store acustomer came in and
began complaining about the prices. He wanted me to give him a large discount on some merchandise.
| explained that | did not have the authority to do that and suggested he speak with the manager, who
was unfortunately not in that evening. The customer was disappointed with this suggestion and left the
store. Looking back, | think that | could have taken more responsibility in ensuring the customer's needs
were met by taking his name and number, and promising to have the manager phone him, for example,
and | also learned that every customer is valuable to any business. Now, given the same situation, |
would take the time to understand the person's needs - perhaps a similar, less expensive product would
have done the job and would have ensured that the customer felt valued by the company.”
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“Your GPA is rather low, why is that?"

“If you look over the last two years, you’ll see that it has dramatically improved over that time. As | got
into this area of study, | became much more focused, and my marks reflect this. The overall GPA
however, is pulled down by my first two years.”

lllegal questions
Sometimes employers ask questions that violate the Canadian federal or provincial Human Rights legislation relating to
employment. For more information, you can:

1) Contact the Manitoba Human Rights Commission
2) Contact the Canadian Human Rights Commission

Often, employers may not be aware that they are breaking the law, thinking that they are simply making conversation.
You have every right to refuse to answer an illegal question, but be aware that if you do refuse to answer in a
confrontational manner, it may have an impact on the interviewer's impression of you.

Protected subjects include:

R S U P P
Pregnancy Sexual orientation | Family status Etl?n.ic/natiunal Disability
origin

Some people feel comfortable answering questions that touch on these topics. Others find it best to work around the
guestion, answering more broadly without specifically referring to the illegal subject.

Concerned about illegal questions?
Come Talk to Us — we can explore ideas for how to handle situations like these.

Salary guestions

Being well-researched and flexible goes a long way when stating your salary expectations. If you know the salary of
similar positions, you can back up your request with that information. Always suggest a range. Remember, organizations
may offer other opportunities (such as training, benefits, or potential advancement) that may make it worthwhile to
accept less than you normally would.
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“What kind of salary are you looking for?”
“Current labour market reports show most entry level roles in this field start anywhere between

$35,000 and $45,000 per year. | would like to earn towards the upper end of that range based on my
three summers experience in the field and high marks in my academic program, but | am also
interested in what opportunities the position offers.”

Salary negotiations
When entering into discussions of salary and benefits, it is crucial that you know your market value. Use salary surveys
from professional associations or check out Canadian Job Bank or PayScale statistics. You can also speak with people

working in the industry, including your classmates who have recently begun work, and ask for a range (don’t ask
individuals for their specific salary). Prior to negotiations, consider your lowest acceptable salary, keeping in mind
factors such as the cost of living. Be prepared to justify any salary you suggest: cite your relevant experience, training,
and past achievements as in the above example. Finally, if your negotiations involve bonuses, profit sharing or
something similar, it is fine to ask for details such as, “In the past, how have people in this or similar positions benefited
from these? Such programs would certainly affect my desired salary.”

The more you practice, the better you will be at interviewing. Use the example interview

guestions in Appendix C: practice in front of the mirror, record yourself, or work with a friend.

Step 4: Prepare questions to ask the employer

Having completed your background research, you are now ready to prepare questions to ask the interviewer. Try to
think of questions you can’t answer with a Google search. Intelligent, well thought-out questions will demonstrate your
genuine interest in the position. Avoid sounding critical by mentioning negative information you may have discovered —
always use your best judgment when choosing your questions. This is one of the most effective ways to compare
different employers, so for issues of particular importance to you, you should ask the same questions of each employer.

Sample questions for the interviewer

= What are the most significant factors affecting your * Have any new product lines been introduced recently?

business today? = How much travel is normally expected?

* How has your company grown or changed in the last =  Will | work independently or as part of a team?

couple of years?
P ¥ = What are the career paths available in this company?

= What direction do you see the company taking?
H — E = When can | expect to hear from you regarding this

= What do you like most about working here? position?
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Step 3: Nail the interview
In addition to doing research and practicing your answers to common interview questions, you should be aware of
general interview etiquette.

® Review your resumé § ® Be 10 minutes early ® et a good sleep ® Eat beforehand

® Dress appropriately ® | ook your best ® Come prepared ® Turn off your phone

Dealing with nerves

It is completely normal to feel nervous going into an interview, especially early on in your career. Many people say that
interviewing becomes easier with practice. Make an appointment with Career Services for one-on-one interview prep:
this can be a great opportunity to build your confidence and hopefully alleviate some of your nervousness. If your fear of
interviews is impacting your ability to get a job, sometimes counselling is another option.
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The interview process

There are many different types of interviews designed to serve different purposes or situations. Regardless of the type

of interview, most will incorporate the following stages: establishing rapport, exchanging information, and closing the
interview.

Pay attention to the job titles of the interviewers. This can help you decide how much technical
detail to provide in your responses.

|. Establish rapport

2. Exchange information

3. Close the interview




Types of interviews
Employers have various styles of evaluating candidates. Here is an overview:

Type of
interview

Description:

Panel
interviews

One-on-one
interviews

Impromptu
interviews

Follow-up
interviews

Telephone
interviews

Skype
interviews

Dinner
interviews

Group
interviews

Other methods of evaluation
Employers might also evaluate your skills in additional ways:

Written
segments

Role plays
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Some employers will administer tests to evaluate the technical skills required for the job. For
example, you may be tested on computer programs.

A portfolio with samples of your work related to the position is expected in artistic fields. An
Portfolios/ Work employer relies heavily on a portfolio to evaluate a candidate’s work. In other professions, a

SEI‘leBS portfolio is an asset to highlight related projects. Use the portfolio to support your answers and
provide “proof” of skills to the employer.

An employer may ask you to prepare a presentation, providing instructions days before your
Presentations interview. Follow instructions carefully and show off the skills and knowledge required for the
position by thoroughly preparing an engaging presentation.

Step b: Following up after the interview
Reflect

After every interview, evaluate your performance to learn from your experiences. Consider the following questions:

=  What positive impressions did | make? Negative? Why did | make these impressions?
= Was there anything | wanted to say or ask about but didn't?
=  What questions would | have answered differently? How would | have changed my answers?

= How do | feel about the interview?

Write down the questions you were asked and your responses after the interview. This reflection

can help you to prepare for future interviews and improve how you tackle similar questions.

Thank you notes or emails

It is very important to send a thank you note or email following the interview within 24 hours. If you send it any later,
you have missed your window of opportunity to impress the employer and thank them for their time. Ensure you
request a business card at the end of the interview so that you have the correct contact information to send your letter
or email. It is a good opportunity to communicate anything that you forgot in the interview, and to reinforce your
interest in the position. An example of a thank you letter is included in Appendix D.

Accepting or rejecting a position

Depending on the employer, the hiring decision might be made quickly or it might take a few weeks for all parties to
meet and agree upon a candidate. If you are the chosen applicant, congratulations! Now you have a decision to make.
Once you receive the call, it is appropriate to ask for 24 hours to think before accepting the offer, if you need it. See
Appendix E: Letter of Decline and Appendix F: Letter of Acceptance for examples of how to accept and decline a job

offer in writing.
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Not getting the job

Keep in mind that rejection is a normal part of every job search. For every position, if 100 people apply, 99 will be
rejected. This does not mean that you are not a good applicant. It simply means that you were not the best applicant for
that particular job at that particular time. Don't get discouraged. Rejection happens to everyone and you can treat it as a
learning opportunity. Consider each new application a new opportunity.

Six major banks rejected Walt Disney's | A record company rejected the Beatles.
idea for Disneyland. They said no one They felt that electric quitar music was
would come. only a phase.

Didn’t get the job? Ask the interviewer for feedback so that you can improve. Compliment the
organization and make it clear you are still interested in the organization for the future. Try asking,
“How can | improve my skills or presentation to be competitive for the next opening?”

In conclusion
Keep practicing and keep preparing. Your interview skills will continue to improve throughout the job search process.
Getting an interview is an accomplishment in and of itself, and if you keep at it, the rewards of a great job will follow.

Interviewing is hard and Career Services is here to support you. If you need help, call to
book an Interview Preparation appointment with a Career Consultant.
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Appendix A: Preparing for an interview: how to analyze a job posting

No posting?

2" highlight

What's

important?

Focus your
answers.

Now that you have a clear understanding of what skills the employer is looking for and how you meet
that criteria, use the sheet on the following page to organize that information.
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Preparing for an Interview: How to Deconstruct a Job Posting

Qualifications How do you meet the criteria?

Skills, abilities or duties How do you meet the criteria?

Fill out this table and use it as a checklist for what needs to be emphasized in your interview. Consider

the questions the employer might ask to determine if you have these skills. When formulating your
answers, keep these skills in the back of your mind.
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Appendix B: Skills matching worksheet

Written communication | use this skill when...

Condense information/produce concise summary notes
accurately with correct grammar, punctuation and
spelling.

Write letters and reports that are logically structured and
contain all relevant information.

Adapt writing style in consideration of different audiences.
Oral communication I use this skill when...

Ask and answer questions, clarify, and summarize what
others are communicating.
Provide clear explanations and directions while
instructing, educating and providing feedback.
Communicate with others using a variety of
communication strategies to negotiate, mediate, resolve
difficult issues and sell ideas.

Teamwork I use this skill when...

Demonstrate respect and care. Is open and supportive of
the thoughts, opinions, and contributions of others.
Actively contribute to team projects/tasks; fulfils required
roles, participates in discussion to improve effectiveness.
Accept and share responsibility. Learn from constructive
criticism and give positive and constructive feedback.
Leadership | use this skill when...

Accept responsibility for decisions and display a positive
attitude and perseverance.

Models a strong desire to succeed by demonstrating
adaptability to achieve goals.

Take initiative in leading, supporting and motivating others
in developing individual skills or tasks to achieve goals.

Planning and organizing I use this skill when...

Effectively apply organizing and planning skills to manage
work.

Work effectively to complete deadlines when under
pressure.

Proactively plans and manages work; monitors results
through to successfully complete plans.

Problem solving skills

| use this skill when...

Make decisions in accordance to accepted practices and
guidelines.

Use problem-solving strategies to identify and resolve
problems, issues and determine solutions.

Recognize inconsistencies in reasoning. Makes decisions in
situations that fall outside established guidelines.
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Analysis and research I use this skill when...

Gather relevant secondary data and organize information
in a logical manner.

Collect primary data and/or assist in carrying out surveys,
focus groups, and lab analysis.

Analyze samples/surveys for quantitative/qualitative
research.

Numeracy: able to carry out arithmetic operations/understand data | use this skill when...

Perform calculations for adding, subtracting, multiplying
and dividing, and converting between fractions and
decimals.

Perform complex calculations and operations that require
using advanced multi-step mathematical strategies.
Analyze or compare numerical data to identify trends or
compare statistics.

Digital technology skills I use this skill when...

Performs basic computer tasks, such as creating
documents, saving files, and sending email.

Design web pages and a wide range of software skills.

Demonstrate in depth knowledge of computer software
and information technology systems.

Presentation skills | use this skill when...

Present basic information to one or more people using
appropriate resources, vocabulary, and non-verbal
language.

Prepare and present advanced information with clarity
with the ability to respond to questions in a timely
manner.

Facilitate interactive presentations of advanced
information customized to the interests and needs of the
audience.

Personal management I use this skill when...

Demonstrate professionalism in recognizing expectations
in work culture to maximize success in the workplace.
Embrace new opportunities, learn continuously, and
identify importance in every job/task.

Anticipate the unexpected and respond quickly to sudden
changes in circumstances.

Other | use this skill when...
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Appendix C: Sample interview questions

Reviewing common interview questions can be an effective part of your preparation. Instead of trying to memorize ‘the
best’ answers you can think of, we suggest putting yourself in the position of the employer, and imagining what type of a
response would impress you. A question may be phrased in any number of ways so memorizing responses to specific
guestions may leave you unable to generalize your personal information to an unexpected question. Your best strategy
is to review such questions, and become comfortable discussing yourself and your related skills.

Consider the answer to these questions:
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Appendix D: Thank you note

Sending a thank you note by email is a great way to show your appreciation to your
interviewers and make sure they continue to think of you in a positive light. This should be
done within 24 hours, otherwise it may be too late to impact their decision. Some job
seekers prefer to send a handwritten note or card. This can be effective, but be sure this
arrives in a timely manner and is not tied up in the postal system. Especially if you are
applying to a high tech or newer industry, an email is usually your best bet.

Dear Ms. Habit:

| would like to thank you and Mr. Larbit for granting me the opportunity to discuss the research assistant position with
you. The interview was both thorough and informative and increased my interest in this position.

| am especially interested in assisting with the development of preventative vaccines. My experience as a research
assistant at the University of Manitoba Animal Research Labs, and my Agriculture Degree in animal science have
provided me with the skills and knowledge required to succeed in this position. The combination of working with
animals and conducting research in a team atmosphere constitute an excellent work environment for me, one in which |
excel.

Thank you again for your time. | am looking forward to hearing from you.
Sincerely,

John Mack

Appendix E: Letter of decline
Dear Ms. Chau:

It was indeed a pleasure meeting with you and your staff to discuss your needs for an Engineer in Training. Our time
together was most enjoyable and informative.

After careful consideration, | have decided to withdraw from consideration for this position. My decision is based upon
the fact that | have accepted a position elsewhere that is very suited to my qualifications and experiences.

| want to thank you for interviewing me and giving me the opportunity to learn more about your facility. You have a fine
team and | would have enjoyed working with you.

Best wishes to you and your staff.
Sincerely,

Karen Redmond



Page |22

Appendix F: Letter of acceptance

Dear Ms. Smith:

| would like to express my appreciation for you letter offering me the position of Architect in your Design Department at
a starting salary of Sxxx per month. | was very impressed with the personnel and facilities at your plant in Thompson
and am writing to confirm my acceptance of your offer. As requested, | am able to start work on May 1, 2017.

Let me once again express my appreciation for your offer and my excitement about joining your team. | look forward to
my association with Canadian Construction Limited and feel my contributions will be in line with your goals of growth
and continued success for the company.

Sincerely,

Robert Obi
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Appendix G: References

Employment References

References are people who can speak on behalf of your character and work ethic. Your references can be, but are not
limited to, your current or past supervisors, coworkers, peers, professors, instructors, and community leaders (e.g., your
sports coach). In an employment context, a candidate would typically provide contact information for their references
and the potential employer would call them via phone. Reference letters are less common.

Be sure to bring a Reference List which includes approximately three references to the interview (unless otherwise
requested by the employer). Ideally, you want your references to be people who have observed your performance in a
supervisor or leadership role and can describe your work ethic, skills, and character. When choosing a reference, make
sure to choose someone who knows you well and can speak positively about your experience, skills, and abilities.

When asking someone to be your reference, it is important to do so in a polite and professional manner. Here are some
tips to consider:

o Ask for their permission. Before listing someone as a reference, ask for their permission to share their contact
info with a potential employer. You can do this through a phone call, email or in person.

e Provide them with a copy of your resume, cover letter, a copy of the job posting that you are applying for. You
may also want to advise them about the date and time of the interview. This will help your references prepare
for a reference call from a potential employer.

e “Coach” your references. You can ask your references to speak about specific skills that you would like them to
highlight to a potential employer. Remember: you are an expert on what you have to offer, but your reference
may not remember or be aware of everything you have done.

e Be gracious. Be sure to thank your reference for supporting you in this way!

o Keep them informed on your job search progress and let them know when you are offered a position.

When your reference is informed and prepared to receive a potential call from an employer, they will be best able to
highlight your strengths and abilities to help you succeed in getting the job!

Sample email for a reference request:
Dear [Name],

| hope all is well with you. | am reaching out to ask if you would be willing to serve as a reference for me in my job
search. | am applying for a [position title] at [company name], and | believe that your perspective on my skills and
abilities would be valuable to potential employers. | would appreciate if you can talk about my skills in [skill], [skill], and
[skill]. I will be interviewed for this position on [date at time].

If you're able to serve as a reference, | would be happy to provide you with a copy of my resume, cover letter and the
job posting for the position. | understand that this may take up some of your time, and | want you to know how much |
appreciate your help.

Thank you for your time and consideration.

Best regards,
[Your Name]
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Academic Application References

An academic written reference is a letter written typically by a professor, instructor, or mentor that provides recognition
for your academic achievements, intellectual abilities, and character. Some reasons why you might need an academic
written reference include:

e Graduate school admissions
e Scholarships and grants
e Professional program admissions

When asking someone to provide a written academic reference here are some tips:

e Choose someone who knows you well, and that you have a good relationship with. You want the person to be
able to speak positively about you.

e Ask them as far in advance as possible (2-3 months if possible) and follow-up with a reminder 2 weeks before it
is due.

e Start by explaining the purpose of the reference letter and why you are selecting them to be your reference. Ask
them politely if they would be willing to be your academic reference.

e Inform the person of the deadline for submission, evaluation criteria, and any guidelines that they are to follow
(e.g., length, format, etc.).

e Provide the person with your resume, transcript, a sample of your work from their course and/or any other
related information that could help them provide a meaningful reference for you.

e Express appreciation for their time and effort in writing the reference letter.

If you are feeling uneasy about asking a professor to act as a reference for you, rest assured that professors are there to
assist their students in achieving their academic objectives.

Sample email for an academic written reference request:
Dear [Name],

| hope you've been well since we last spoke. | am applying for [opportunity] and | would greatly appreciate it if you could
write a reference letter for me. | have always admired your opinion and expertise, and | believe that your backing would
make me a strong candidate.

The reference letter is due on [date], and the guidelines require that it be [length/ format/ other guidelines]. | have
attached my resume and transcript for your reference. If you require anything else from me, please let me know.

Your willingness to consider my request and offer your support and guidance is deeply appreciated.

Best regards,
[Your Name]
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Sample Reference list:

Dustin Johnstone

123 Linden Way ¢ Winnipeg, Manitoba ¢ R3B 3A5
Phone: (204) 287-1313 e E-mail: dustinjohnstone@escape.ca

REFERENCES:

Judy Smith

Engineering Manager

Phillips & Temro Industries Ltd.
(204) 555-7575
Judy.smith@philiptemro.com

Frank Mann
Supervisor

Wal-Mart Canada Inc.
(204) 555-6688
Frank.mann@shaw.ca

Terry Peterson

Coach

Twins AA Hockey, South Winnipeg Hockey Association
(204) 555-6768

terrypeterson@hotmail.com
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	I use this skill whenAdapt writing style in consideration of different audiences: 
	I use this skill whenAsk and answer questions clarify and summarize what others are communicating: 
	I use this skill whenProvide clear explanations and directions while instructing educating and providing feedback: 
	I use this skill whenCommunicate with others using a variety of communication strategies to negotiate mediate resolve difficult issues and sell ideas: 
	I use this skill whenDemonstrate respect and care Is open and supportive of the thoughts opinions and contributions of others: 
	I use this skill whenActively contribute to team projectstasks fulfils required roles participates in discussion to improve effectiveness: 
	I use this skill whenAccept and share responsibility Learn from constructive criticism and give positive and constructive feedback: 
	I use this skill whenAccept responsibility for decisions and display a positive attitude and perseverance: 
	I use this skill whenModels a strong desire to succeed by demonstrating adaptability to achieve goals: 
	I use this skill whenTake initiative in leading supporting and motivating others in developing individual skills or tasks to achieve goals: 
	I use this skill whenEffectively apply organizing and planning skills to manage work: 
	I use this skill whenWork effectively to complete deadlines when under pressure: 
	I use this skill whenProactively plans and manages work monitors results through to successfully complete plans: 
	I use this skill whenMake decisions in accordance to accepted practices and guidelines: 
	I use this skill whenUse problemsolving strategies to identify and resolve problems issues and determine solutions: 
	I use this skill whenRecognize inconsistencies in reasoning Makes decisions in situations that fall outside established guidelines: 
	I use this skill whenGather relevant secondary data and organize information in a logical manner: 
	I use this skill whenCollect primary data andor assist in carrying out surveys focus groups and lab analysis: 
	I use this skill whenAnalyze samplessurveys for quantitativequalitative research: 
	I use this skill whenPerform calculations for adding subtracting multiplying and dividing and converting between fractions and decimals: 
	I use this skill whenPerform complex calculations and operations that require using advanced multistep mathematical strategies: 
	I use this skill whenAnalyze or compare numerical data to identify trends or compare statistics: 
	I use this skill whenPerforms basic computer tasks such as creating documents saving files and sending email: 
	I use this skill whenDesign web pages and a wide range of software skills: 
	I use this skill whenDemonstrate in depth knowledge of computer software and information technology systems: 
	I use this skill whenPresent basic information to one or more people using appropriate resources vocabulary and nonverbal language: 
	I use this skill whenPrepare and present advanced information with clarity with the ability to respond to questions in a timely manner: 
	I use this skill whenFacilitate interactive presentations of advanced information customized to the interests and needs of the audience: 
	I use this skill whenDemonstrate professionalism in recognizing expectations in work culture to maximize success in the workplace: 
	I use this skill whenEmbrace new opportunities learn continuously and identify importance in every jobtask: 
	I use this skill whenAnticipate the unexpected and respond quickly to sudden changes in circumstances: 
	OtherRow1: 
	I use this skill whenRow1: 
	OtherRow2: 
	I use this skill whenRow2: 
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