CHECKLIST FOR YOUR JOB CAMPAIGN
Activity
Date Due
Date Submitted

1.
Prepare a self-appraisal inventory.



2.
Use a financial manual or directory, available in either the school or public library, or on the Internet, to prepare a concise report on a local corporation.



3.
From the placement office, obtain literature that may be helpful to you in your job campaign.



4.
Join a committee to study employment opportunities for administrative assistants in your community. Obtain literature and share your findings with committee members.



5.
Prepare a list of qualifications you plan to emphasize during job interviews. Prepare a list of questions you expect to be asked and their answers. Prepare a list of questions you want to ask the interviewer.



6.
Prepare a résumé.



7.
Write either a prospecting job application letter or a solicited job application letter.



8.
Edit your résumé after your instructor has proofread it.



9.
Prepare a portfolio displaying samples of your work.



10.
Study job advertisements. Analyze the advertisements for administrative assistants.



11.
Write an evaluation of your performance during an early job interview.



12.
Complete the job application form (Form 15-C-2).



13.
Prepare a job acceptance letter or a job refusal letter.



APPLICATION FOR EMPLOYMENT

PERSONAL INFORMATION



Social Insurance No.



Last
First
Middle

NAME:







Street
City
Province
Postal Code

ADDRESS:







PHONE:

FAX:

E-MAIL:




REFERRED BY:


If related to anyone in our employ, state name and department:




TYPE OF EMPLOYMENT DESIRED

POSITION:

When can you start?

Salary Desired


Are you employed now?

May we contact your present employer?




EDUCATION
Name and Location of School
Years Attended
Date Graduated
Major Subjects

UNIVERSITY





COLLEGE





HIGH SCHOOL





OTHER





List specialized courses





What foreign languages do you speak fluently?

Read?

Write?





FORMER EMPLOYMENT (List employers, starting with last one first.)

Date

Month and Year
Company Name and City
Salary
Position
Reason for Leaving

From





To





From





To





From





To





VOLUNTEER ACTIVITIES (List any community service or volunteer work you have done.)

Position
Name of Organization
Date Commenced and Ended

1



2



INTERESTS (List sports that you participate in or other activities you hold an interest in.)

Name of Sport or Activity
Level of Interest or Achievement

1


2


MEMBERSHIP (List any professional organization you hold membership in.)

Name of Organization
Position Held

1


2


REFERENCES (Give the names of three persons not related to you.)

Name and Title
Address
Telephone
E-Mail
Years Acquainted

1





2





3





I understand that misrepresentation or omission of facts called for in this application is cause for dismissal.

Date

Signature






Form 15-C-1


