
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Igniting the Power Within 
Level 4 Curriculum 

Celebrating Our Voice 



 



 

 

Workplace Education Manitoba (WEM) and Igniting the Power 
Within (ITPW) would like to acknowledge the generous support of 
Human Resources and Skills Development Canada for funding this 
project and for providing ongoing partnership. 
 
WEM and ITPW would also like to acknowledge the additional 
support provided by the Province of Manitoba for additional ITPW 
developments aimed at Manitoba’s demographic, and for the support 
provided to WEM’s Workplace Essential Skills Training (WEST) 
Centre, whose infrastructure provides a home and resources to 
ITPW. 
 
WEM and ITPW would like to acknowledge the participation of 
partner organizations who provide their wisdom and experience, and 
who allow their members to act as steering committee members, 
speakers, facilitators, MCs and venues for testing ITPW products and 
methods. 
 

A
CK

N
O

W
LE

D
GM

EN
TS

 

© Workplace Education Manitoba, 2011 



 



 

 
i 

Igniting the Power Within 

4 Level 4 Curriculum 
 

Celebrating Our Voice 
 

TABLE of Contents 
 

Introduction ...................................................................................................................................................  1 
Program Goal ..................................................................................................................................................  1 
Philosophy.......................................................................................................................................................  1 
Overall Best Practices .....................................................................................................................................  2 
A Brief Story of Igniting the Power Within Level 4 .......................................................................................  3 
Level 4 – Best Practices ..................................................................................................................................  4 
Level 4 – Registration Process .......................................................................................................................  4 
Welcoming Participants to Level 4 .................................................................................................................  6 
 
Outcomes........................................................................................................................................................  7 
 
Strategy of Curriculum.................................................................................................................................  7 
Level 4 – Teaching Moments..........................................................................................................................  8 

 
DAY ONE 
Level 4 – Teaching Moments – Day 1 Agenda...............................................................................................  8 
Level 4 – Teaching Moments – Day 2 Agenda...............................................................................................  9 
Teaching Moment 1   – Opening of the Talking Circle ..................................................................................  10 
Teaching Moment 2   – Thesaurus Fun...........................................................................................................  12 
Teaching Moment 3   – Drew Continues her Journey.....................................................................................  14 
Teaching Moment 4   – Drew Goes to a Career Counsellor ...........................................................................  16 
Teaching Moment 5   – Build Drew’s New Resumé ......................................................................................  18 
Teaching Moment 6   – Drew Re-Organizes her Portfolio and Gets Ready for a Job Interview....................  20 
Teaching Moment 7   – Drew Wants to Add More ES Profiles to her Portfolio ............................................  22 
Teaching Moment 8   – Life Coaching: Real Story, Real Time – Choose the Client .....................................  24 
Teaching Moment 9   – Getting Ready for the Job Interview.........................................................................  25 
Teaching Moment 10 – Job Interviews ...........................................................................................................  26 
Teaching Moment 11 – ITPW Resource Variety Show..................................................................................  27 
Teaching Moment 12 – Debrief Learning Tools.............................................................................................  29 
Teaching Moment 13 – Close the Day............................................................................................................  30 
 
DAY TWO 
Teaching Moment 1   – Ice Breaker Activity: “Say it Loud”   ......................................................................  31 
Teaching Moment 2   – Speakers’ Panel.........................................................................................................  33 
Teaching Moment 3   – ES Profile of an Interviewee .....................................................................................  34 
Teaching Moment 4   – Drew at an Interview.................................................................................................  35 
Teaching Moment 5   – Review of an Interviewee’s Essential Skills ............................................................  37 
Teaching Moment 6   – Embellishing vs. Enhancing .....................................................................................  38 
Teaching Moment 7   – Speed Interviews ......................................................................................................  39 
Teaching Moment 8   – Debrief Speed Interview and Take it to the Client ...................................................  42 
Teaching Moment 9   – Drew Gets the Job Offer ...........................................................................................  43 



 

 
ii 

Igniting the Power Within 

4 Level 4 Curriculum 

Celebrating Our Voice 
 

Teaching Moment 10 – Storytelling................................................................................................................  44 
Teaching Moment 11 – Talking Sticks – Celebrating Our Voice...................................................................  45 
Teaching Moment 12 – Close the Workshop..................................................................................................  46 
 
 
 
APPENDICES ...............................................................................................................................................  47 
Appendix A:  Registration Package ................................................................................................................  49 
Appendix B:  Registration Confirmation........................................................................................................  52 
Appendix C:  Level 4 High Level Agenda - Day 1 & 2 .................................................................................  53 
Appendix D:  Level 4 Completion Certificate ................................................................................................  55 
Appendix E:  Photo Release Form..................................................................................................................  56 
Appendix F:  Ice Breaker ...............................................................................................................................  57 
Appendix G: Facilitator Notes – Day 1..........................................................................................................  58 
Appendix H:  Facilitator Notes – Day 2..........................................................................................................  67 
Appendix I:   Thesaurus Fun ..........................................................................................................................  74 
Appendix J:   Job Description – Group Home Worker...................................................................................  76 
Appendix K:  Resumés....................................................................................................................................  77 
Appendix L:  Resumé Template .....................................................................................................................  78 
Appendix M: Phrases to Use in a Cover Letter ..............................................................................................  81 
Appendix N:  Essential Skills of a(an) _______________ .............................................................................  82 
Appendix O:  Preparing for the Interview.......................................................................................................  84 
Appendix P:   Behavioural Descriptions Interviews .......................................................................................  86 
Appendix Q:  Response to the Day Evaluation...............................................................................................  89 
Appendix R:  Essential Skills of an Interviewee.............................................................................................  90 
Appendix S:   Buzz Words ..............................................................................................................................  92 
Appendix T:   Job Description – Corrections Officer......................................................................................  93 
Appendix U:  Job Description – Guest Services Attendant ............................................................................  94 
Appendix V:  Common Questions Asked at an Interview..............................................................................  95 
 
 



4 - 

 

 
1 

Igniting the Power Within 

4 Level 4 Curriculum 
 

Celebrating Our Voice 
 

INTRODUCTION 
In 2004 a group of First Nation, Métis and non-Aboriginal practitioners, front-line workers, program 
developers and provincial policy makers gathered to discuss how the nine Essentials Skills (ES) and 
Recognizing Prior Learning (RPL) should be introduced and taught to Aboriginal communities in 
Manitoba. Out of this meeting a steering committee was formed, and eventually a four-level certification 
program called Igniting the Power Within (ITPW) was created. 
 
Since 2005, Igniting the Power Within has “Ignited” over 1000 people across Canada. Ignited participants 
have validated the Igniting process of teaching and learning which is embedded in Aboriginal 
philosophies, hands-on learning and a tell me, show me, let me do approach.  
 
This document is the curriculum of the Level 4 Certification – Celebrating Our Voice. This is the last 
curriculum document of a series of four.  
 
The following curriculum will help you plan and implement your own Igniting the Power Within Level 4 
Certification training in your regional community.  
 
 
 
 

PROGRAM Goal  

The goal of Level 4 is to train other regions and jurisdictions how to teach the nine Essential Skills and 
Recognizing Prior Learning from an Igniting perspective. Igniting respects and honours an Aboriginal 
approach to learning and doing. 
 
 
 
 

PHILOSOPHY 
 
The vision for Igniting the Power Within is that all Aboriginal People shall have the Essential Skills and 
RPL training they need to be able to ( insert dream here ).  
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OVERALL Best Practices 
At ITPW, we believe that we have been successful in engaging First Nation and Métis communities 
because of our ways of practice. Our ways of practice are listed below and include: 
 

 Interactivity 

 Use of story, theatre, music and art 

 First Nation and Métis Elder participation. Elders should be provided with an honorarium to 
compensate for their time.  

 Developing a steering committee. The steering committee helps with the planning, organizing and 
facilitation of workshop events. Steering committee members should represent First Nation, 
Métis and government agencies. Steering committee members’ time can be documented as in-
kind contributions.  

 Creating a common ground – a common ground where the steering committee does not support 
the hierarchal roles of President, Vice-President, etc. 

 Accessibility and visibility. Having steering committee members assessable and visible to all 
workshop participants at the training events.  

 Having Elders available. Elders can offer one-to-one counselling, in addition to teachings with 
steering committee members and learners at training events.  

 Providing giveaways. Providing participants with gifts and take-aways that reinforce the 
messages of RPL and Essential Skills, and honour their presence. 

 Supplying food. Providing hot breakfast and lunch to participants – food is an important part of 
Aboriginal culture. 

 Providing travel assistance. Having travel subsidies available to ensure participants from a 
distance are able to attend.  

 Awarding door prizes. Giving door prizes away at the breaks. In order to win a door prize, you 
need to be in the room. This practice encourages participants to return from breaks on time. We 
also give a larger door prize at the end of the two-day training (e.g., a digital camera).  

 Presenting a certification of learning/completion. The steering committee can determine who the 
best person is to sign these certificates for authenticity.  

 Relationship building. Building a relationship with participants and validating to them that they 
do belong at the training, and that the steering committee is thankful for their attendance.  
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A BRIEF STORY of Igniting the Power Within  
Level 4  

 
The overall goal of Igniting the Power Within Level 4 is for participants to leave the workshop feeling 
empowered to use their voices proudly. It is our hope that participants will feel comfortable in describing 
their skills, knowledge, gifts and Essential Skills to others. In this level we also teach participants to 
create a resumé for a specific job.  
 
The aim of Igniting the Power Within Level 4 – Day 1 is to teach participants: 

 aspects of the hidden job market and benefits of networking 

 how to develop a tailored resumé for a specific job 

 how to use a portfolio in preparing for a job interview 

 how to prepare a portfolio for a job interview  

 how to develop Essential Skills Profiles specific to a job description  

 how to develop a To Go portfolio to take to a job interview 

 aspects of behavioural interviews 

 how to creatively turn a learning resource into an interactive teaching tool   

 
The plan for Igniting the Power Within Level 4 – Day 2 is to provide learners with the opportunity to hear 
Human Resource (HR) professionals discuss job interviews, how to create resumés, and other important 
aspects when looking for a job. As well, on Day 2 participants will also witness a live role-play featuring 
a job interview between a client and a three-person panel. Learners will also participate in a speed 
interview. The last activity of Day 2 has participants create a talking stick.  
 
Day 1 and 2 teaching approaches include storytelling, self-reflection, hands-on activities and role-playing. 
 
As in the previous levels, participants who come to Level 4 training are presented with gifts. All of these 
gifts provide a value statement to the learners. The statement being made is that “the learner is valued and 
seen as important enough to be dignified with gifts.” The Level 4 gift is a satchel, or toolkit. The toolkit is 
filled with numerous resources relating to job searching, job-related resources, HR policies, interview 
tips, resumé and cover letter writing tips, and other job-related resources relevant to the audience. Every 
Igniting the Power Within accessory has the ITPW logo imprinted on it. 
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LEVEL 4 – Best Practices 
 Have First Nation and Métis Elders open and close the day with a prayer. Elders should also be 

invited to pray over food prior to meal times. It is imperative that Elders be presented with 
tobacco and an honorarium publicly as this public statement validates that our Elders are 
important and respected teachers.  

 A private room should be made available, where Elders can rest and provide one-to-one 
counselling as necessary.  

 Arrange for Level 4 giveaways and door prizes. 

 
 
 

LEVEL 4 – Registration Process 
All forms used in the ITPW Manitoba registration process can be found in Appendix A.  
 
Registration for learners is opened up 8–10 weeks prior to the training event. Learners are identified as 
guidance counselors, employment counsellors, social assistant workers, career counselors, etc., and any 
staff member who works with employment and training would be seen as a potential participant.  
 
The registration process includes the following: 
 

1. A “Heads Up, Mark Your Calendar” is faxed to all First Nation and Métis organizations 8–10 
weeks prior to the event. Faxes are sent since not all First Nation and Métis organizations are set 
up with computer technologies.  

2. A Level 4 Registration form, along with subsidy information, is sent 6–8 weeks prior to the event. 

3. Level 4 Registration and Subsidy forms are re-sent 4–6 weeks prior to the event. 

4. Personal phone calls are made to potential registrants to encourage them to register and to answer 
any questions 2–4 weeks prior to the event. Notes are made on learners who say they will attend. 
Since this is Level 4, there should already be a well-established list of contacts available to call.  

5. Personal phone calls are made to registrants who stated that they would like to attend in the first 
round of phone calls, but who have not yet sent in their Registration forms.  

6. Registered participants are sent a registration confirmation (Appendix B), along with a high level 
agenda (Appendix C). 

 
At the event itself, attendance is taken on both training days. This helps to ensure that learners are 
benefiting from both days of training and truthfully qualify for Level 4 completion certificates (Certificate 
copy – Appendix D).  
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Travel subsidies are given on the second day in the afternoon after the coffee break. This helps to ensure 
attendance until the end of the workshop.  
 
If you take pictures and make videos to document your training workshop, please be sure to have the 
participants complete a Photo Release Form (Appendix E).  
 
 

MATERIALS NEEDED: 
 

Registration Forms (Appendix A) 
 
Breakfast 
 
High Level Agendas (Appendix C) 
 
Photo Release Form (Appendix E) 
 
Name tags for participants 
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WELCOMING Participants to Level 4 
At the beginning of each day, welcome the participants and thank them for coming. The welcoming could 
be provided by a Master of Ceremonies or by the person who will provide leadership at the two-day 
event. We like to use an MC in Manitoba because it provides a touchstone person for the group. When the 
group sees the MC going up to the stage, they are naturally inclined to listen since they recognize that a 
new topic is about to be introduced. In Manitoba, the MC is usually one of the steering committee 
members.  
 
The welcoming portion to Day 1 should be limited to 20 minutes. Anything longer than 20 minutes will 
lose the attention and possibly retention of the audience.  
 
Tasks to be completed during the welcoming portion: 

 greet crowd and ask them to assemble 

 introduce Elders  

 present card with honorarium and tobacco to Elders 

 have Elders open day with prayer 

 give welcome remarks, along with housekeeping information such as a request to turn off all cell 
phones, the location of the washrooms and smoking areas, where to pick up messages, etc.  

 provide overview of the two days 

 provide outcomes and objectives of the Level 4 certificate training event 

 provide overview of morning agenda 

 open with an ice breaker (Appendix F) 

 
A welcoming should be performed at the beginning of both Days 1 and 2 since this convenes the audience 
and provides focus for the day.  
 
The Day 2 welcoming is a quick revamp of Day 1, and should take no longer than 15 minutes.  
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LEVEL 4 Outcomes 
Participants should be able to: 

 Identify the benefits of job market networking 

 Develop a tailored resumé 

 Develop Essential Skill statements tailored for a specific job 

 Coach clients on how to prepare for a job interview 

 Coach clients on how to prepare their skills and knowledge portfolio for a job interview 

 Coach clients on how to use the communication techniques in a job interview of active listening, 
giving answers that reflect skills and abilities, and providing self-disclosure  

 Identify the nine Essential Skills of an interviewee 

 Identify the differences between enhancing and embellishing skills and knowledge  

 

 
STRATEGY of Curriculum  

This curriculum document details the teaching moments of the two-day training process. The two days of 
training will be broken down into teaching moment notes.  
 
Each teaching moment details the skill and knowledge outcomes of the activity, instructional tasks, 
teaching strategies, supplies needed and length of time.  
 
In Appendices G and H you will find the actual workshop facilitator notes from Manitoba. We hope that 
after reviewing the teaching moment notes and the information in the appendices, you will have a solid 
idea of how to arrange a Level 4 training certification event. 
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LEVEL 4 – Teaching Moments  
The following section provides a very high level perspective of the two days of training. The detailed 
two-day high level agenda can be found in Appendix C. The two-day facilitator notes, including the 
times, are found in Appendices G/H. 
 

 

DAY 1 AGENDA 
 

Message 

Registration and Breakfast  
 

Welcome and Opening Prayer  
 

Teaching Moment 1 – Facilitator Opening the Talking Circle 

Teaching Moment 2 – Facilitator Thesaurus Fun 

Teaching Moment 3 – Facilitator Drew Continues her Journey 

Teaching Moment 4 – Facilitator Drew Goes to a Career Counsellor 

Teaching Moment 5 – Facilitator Build Drew’s New Resumé 

Teaching Moment 6 – Facilitator Drew Re-Organizes her Portfolio 
and Gets Ready for a Job Interview 

Teaching Moment 7 – Facilitator Drew Wants to Add More ES 
Profiles to her Portfolio 

Teaching Moment 8 – Facilitator Each Table Group Hands in Drew’s 
New Profile 

Teaching Moment 9 – Facilitator Getting Ready for the Job Interview 

Teaching Moment 10 – Facilitator Job Interviews 

Teaching Moment 11 – Facilitator ITPW Resource Variety Show 

Teaching Moment 12 – Facilitator Debrief Learning  Tools 

Teaching Moment 13 – Facilitator Close the Day 



4 - 

 

 
9 

Igniting the Power Within 

4 Level 4 Curriculum 
 

Celebrating Our Voice 
 

 

 

DAY 2 AGENDA 
 

Message 

Registration and Breakfast  
 

Welcome and Opening Prayer  
 

Teaching Moment 1 – Facilitator Say it Loud 

Teaching Moment 2 – Facilitator Speakers’ Panel 

Teaching Moment 3 – Facilitator ES Profile of an Interviewee 

Teaching Moment 4 – Facilitator Drew at an Interview 

Teaching Moment 5 – Facilitator Review of an Interviewee’s Essential 
Skills 

Teaching Moment 6 – Facilitator Embellishing vs. Enhancing 

Teaching Moment 7 – Facilitator Speed Interview Prep 

Teaching Moment 8 – Facilitator Speed Interviews 

Teaching Moment 9 – Facilitator 
Debrief Speed Interview and Take it 
to the Client 

Teaching Moment 10 – Facilitator Drew Gets the Job Offer 

Teaching Moment 11 – Guest Storytelling 

Teaching Moment 12 – Facilitator 
Talking Sticks – Celebrating Our 
Voice 

Teaching Moment 13 – Facilitator Close the Workshop 
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DAY One 
 
T E A C H I N G  M O M E N T  1 :  OPENING THE TALKING CIRCLE 2 5  M I N U T E S  

 
TEACHING OBJECTIVES:  

 To introduce participants to a talking circle 

 To encourage participants to use their voices in a talking circle  

 To promote information sharing and networking amongst participants  

 
KNOWLEDGE OUTCOMES:  

 Explains protocols of a talking circle 

 Identifies aspects of talking circles 

 
STRATEGY NOTES: 
The talking circle has been used to promote oral sharing by many groups. The circle format encourages 
equality and gives everyone the opportunity to speak without the interruption of others. The intent of the 
talking circle in Level 4 is to have everyone introduce themselves publicly to the group.  
 
At our Igniting event in Manitoba, we had 60 people introduce themselves while holding the microphone. 
The circle took less than 15 minutes, and it gave everyone the chance to celebrate their voice. 
 
This is the fourth level of the training series, and the learning group has bonded. However, to a certain 
extent, public speaking is still a little unnerving for some. Overall, this activity was met with little 
resistance in Manitoba. In fact, participants welcomed learning more information about their peers. 
 
When doing the circle, you may want to use a symbolic object such as a stone or feather. The protocol 
with using a symbolic object is that the person holding the object is the only person allowed to speak. 
Talking circles are not required to use an object.  
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TASKS: 
1. Arrange for a space large enough where participants can create a circle so that they can stand 

facing each other, and are also able to see each other. 

2. Have the facilitator inform participants that they will now have a short talking circle where they 
will introduce themselves by giving their names, where they work, and one other tidbit of 
information that they would like to share with the large group. 

3. If you are using an object, inform the group about the object and any protocols involved with 
using it.  

4. Reinforce to the group that they only need to share three aspects about themselves – their names, 
where they work, and one other tidbit of information that they would like to share with the large 
group.  

5. The facilitator will start the talking circle by introducing himself/herself, and then move the circle 
either left or right.  

6. After the circle is complete, thank everyone for participating and ask them to return to their seats. 

 

 

MATERIALS NEEDED: 
 

Space large enough to hold the circle 
 
Optional: stone or feather 
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TEACHING OBJECTIVES:  

 To encourage participants to increase their vocabulary by using a thesaurus 

 To remind participants of the benefits of using a thesaurus  

 
KNOWLEDGE OUTCOMES:  

 Explains that language is power, and that knowing words increases one’s vocabulary 

 Explains that increasing vocabulary can help people feel more confident when they use their 
voices 

 Explains how increasing vocabulary can help with resumé development 

 
STRATEGY NOTES: 
Many adults have forgotten how to use a thesaurus, as well as the benefits that can be gained when using 
it. The “Thesaurus Fun” activity reintroduces participants to the thesaurus with the hope that participants 
will be encouraged to increase their vocabulary. 
 
In this activity people are given a cover letter and resumé. Certain words in the cover letter and resumé 
will be in brackets or parentheses, and participants will be told to look up these words in the thesaurus and 
replace them with newly found words. 
 
“Thesaurus Fun” is meant to be fun, and people may need to be encouraged to use less serious or somber 
words.  
 
TASKS: 

1. Facilitator will introduce the activity by telling the group that language is power. Knowing a 
variety of words increases a person’s vocabulary, and increasing our vocabulary can help make us 
feel more confident in using our voices. 

2. Inform participants that increasing one’s vocabulary can also help with resumé development. 

3. Tell participants that increasing one’s vocabulary can sometimes be overdone, and that this next 
activity will demonstrate how this can happen. 

4. Provide the Thesaurus Handout and introduce to group what the thesaurus is and its benefits.  

5. Distribute handouts: Cover Letter and Resumé. 

6. Tell participants that there are certain words in the cover letter and resumé that are in parentheses. 
Tell participants that they will replace these words with new words found in the thesaurus. Don’t 
forget to tell them to have fun with the activity. 

T E A C H I N G  M O M E N T  2 :  T H E S A U R U S  F U N  2 5  M I N U T E S  
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7. Give participants time to complete the activity. 

8. Ask for a few participants to read their newly developed cover letters to the group. If possible, 
give each one of them a prize for their participation.  

9. Bring activity to a close and thank everyone for participating.  

 
 

 

MATERIALS NEEDED: 
 

Handout:  Resumés (Appendix K) 
 
Space large enough to hold the circle 
 
Thesaurus for each participant that they can take home  
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T E A C H I N G  M O M E N T  3 :  D R E W  C O N T I N U E S  H E R  
J O U R N E Y  5  M I N U T E S  

 
TEACHING OBJECTIVES:  

 To learn about the informal job market 

 To learn about networking 

 
KNOWLEDGE OUTCOMES:  

 Explains aspects of the hidden job market and networking 

 Explains the difference between a job and a career  

 
STRATEGY NOTES: 
Learners at the ITPW Level 2 training were introduced to the character Drew Dawn Handley. Drew Dawn 
Handley is one of the characters from the Portfolio Samples book.  
 
In Level 4 training the audience will be once again be introduced to Drew Dawn Handley. Over the 
course of the two-day event, Drew Dawn Handley’s character will perform role-plays that show her 
pursuing a new job, updating her portfolio and doing an unrehearsed 20-minute job interview live.  
 
The first introduction to Drew will be watching her learn about a job lead at a local coffee shop.  
  
TASKS: 

1. Facilitator will introduce the participants to the Drew Dawn Handley character. The facilitator 
may want to remind people how we watched Drew create her portfolio in the Level 2 certification 
training. 

2. Facilitator can show participants the Portfolio Samples book that contains Drew’s portfolio.  

3. Facilitator will tell participants to watch Drew as she continues her journey.  

4. The person playing Drew’s character will pretend to sit in a restaurant and perform a short 
monologue updating her life situation. In the monologue, Drew will mention how she is interested 
in finding new work. 

5. After Drew has finished her monologue she will sip her coffee. 

6. As she sips her coffee, she will hear a couple of people, two role-players, talking about a job 
opening for a group home worker.  

7. After the role-players finish their skit, Drew will go back to her monologue, describing how this 
job sounds like something she would be interested in.  

8. Drew will consider out loud if this just another job or a possible career. 
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9. Drew goes home and searches for more information about the job she overheard being discussed 
in the coffee shop. Drew appears to be frustrated and decides to call a friend.  

10. Drew makes a phone call to a friend who refers her to a Web site. Drew thanks her friend for the 
information and does a Web search. She finds the job description, pretends to print it, reads it 
aloud to the audience and gets out her portfolio.  

11. Note: In Manitoba, we used an actual job description of a group home worker from a Winnipeg-
based group home.  

12. Drew begins another monologue. She digs out her portfolio and starts to look through it.  

13. Facilitator will close the activity by describing what just happened, e.g., aspects of the hidden job 
market and networking.  

 

MATERIALS NEEDED: 
 

Handout: Job Description – Group Home Worker (Appendix J)  
 
Samples Book 
 
Drew’s portfolio laid out in an actual binder  
 
One person to play the character of Drew Dawn Handley 

 
Two people to play the characters in the coffee shop who talk about the job posting 
 
One person to play Drew’s phone friend 
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T E A C H I N G  M O M E N T  4 :  DREW GOES TO A CAREER 
COUNSELLOR 2 0  M I N U T E S  

 
TEACHING OBJECTIVES:  

 To witness how resumés need to be updated and tailored each time a job is applied for  

 To observe how portfolios become dated  

 To skim a job description for key terms 

 
KNOWLEDGE OUTCOMES:  

 Explains the importance of updating and tailoring resumés for specific job descriptions 

 Explains the benefits of networking  
 

STRATEGY NOTES: 
In this section the character Drew realizes that her portfolio, resumé and profiles are outdated. She then 
goes to a career counsellor who sets her on the path of updating her resumé so that it’s applicable to the 
job she would like to apply for.  
  
TASKS: 

1. Facilitator informs participants that they will continue to watch the character playing Drew Dawn 
Handley as she works towards applying for the position of group home worker.  

2. Facilitator invites the role-player acting as Drew back to the stage area.  

3. Role-play begins: As Drew looks through her portfolio and reads the job description, she realizes 
her portfolio and resumé are outdated and that she needs to update her portfolio and resumé for 
the job. Drew monologues this thought process out loud for all to hear. 

4. Drew doesn’t know what to do so she calls a teacher at the school who, in turn, refers her to the 
local job agency. Drew monologues this thought process out loud for all to hear and does a role-
play of telephoning the teacher at the school.  

5. Drew goes to see a career counsellor at the job agency that her friend referred her to. 

6. Drew shows the counsellor the job description and tells the counsellor she would like to apply for 
the job. Drew also shows the counsellor her portfolio. 

7. After skimming through the portfolio and reviewing the job description, the counsellor reassures 
Drew that she is more than qualified for the job. 

8. Counsellor tells Drew that one of the first things she has to do is to go through the job description 
and highlight the key terms found within it.  

9. Counsellor then tells Drew to re-write her resumé and cover letter, making sure she uses the key 
terms she has just highlighted. 
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10. Facilitator advises participants they will now review the job description that Drew is interested in 
and highlight the key words in it. 

11. Provide the Job Description Handout. 

12. Provide each participant with a highlighter pen.  

13. Before closing the activity, the facilitator will emphasize the networking that occurred and will 
reinforce how networking is key to helping us move forward.  

14. Have participants highlight key words within the job description. 

15. Bring activity to a close and thank everyone for participating.  

 
 

MATERIALS NEEDED: 
 

Handout:  Job Description – Group Home Worker (Appendix J) 
 
Highlighter pens 
 
Phones for role-play 
 
One person to play teacher at school 
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TEACHING OBJECTIVES:  

 To practise making a resumé tailored for a specific job description 

 To work as a group member in putting together a combination resumé  

 To practise using a resumé 

 
KNOWLEDGE OUTCOMES:  

 Explains aspects of a combination resumé  

 Explains the different types of resumés 

 
STRATEGY NOTES: 
In this activity participants, as a table group, will put together a combination resumé for Drew Dawn 
Handley.  
 
TASKS: 

1. Facilitator tells learners that there are different types of resumés. He or she will then distribute the 
Resumés Handout and review it with the participants. 

2. Facilitator asks learners to now tailor Drew Dawn Handley a new resumé. Tell participants that 
after reviewing Drew Dawn’s portfolio they should have enough information to build her a new 
resumé.  

3. Distribute handouts: Combination Resumé Template, Phrases To Use and Drew Dawn Handley 
Portfolio.  

4. Ask table to work as a group and begin making Drew a new resumé using the combination 
resumé template. 

5. Remind participants that the new resumé should focus on the position of group home worker, and 
that Drew’s new resumé should include the words they highlighted in the job description.  

6. Encourage participants to use the thesaurus.  

7. Give participants time to complete the activity. 

8. After the activity is complete, have tables share resumé highlights with the larger group. 

9. As a large group, have tables debrief the resumé-building experience.  

10. Collect the work from the tables and choose one resumé for Drew to send in. 

11. Close activity and thank everyone for participating.  

12. Review the resumés after you collect them from the table groups and, if you see any obvious 
mistakes, be sure to correct these mistakes later in the day. 

T E A C H I N G  M O M E N T  5 :  B U I L D  D R E W ’ S  N E W  R E S U M É  4 5  M I N U T E S  
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MATERIALS NEEDED: 
 

Handout:  Resumés Handout  (Appendix K) 
 
Handout:  Resumé Template (Appendix L) 
 
Handout:  Phrases to Use (Appendix M) 
 
Drew Dawn Portfolio photocopied from Samples Book 
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T E A C H I N G  M O M E N T  6 :  DREW RE-ORGANIZES HER 
PORTFOLIO AND GETS READY FOR A JOB INTERVIEW 1 5  M I N U T E S  

 
TEACHING OBJECTIVES:  

 To witness proper phone etiquette 

 To prepare a To Go Portfolio that can be taken to a job interview 

 
KNOWLEDGE OUTCOMES:  

 Explains that only certain parts of a portfolio are taken to a job interview  

 Explains what parts of a portfolio should be taken to a job interview  

 
SKILL OUTCOMES: 

 Identifies what roles have been performed in his/her life to date 

 Expresses ideas creatively  

 
STRATEGY NOTES: 
In this short activity, Drew Dawn Handley has submitted her resumé and receives a telephone call 
inviting her to a job interview. The phone call scenario is the opportune time to discuss telephone 
etiquette.  
 
After Drew gets the job interview, she decides to reorganize her portfolio.  
 
Parts of the portfolio that Drew will take to her job interview include profiles and evidence that are 
pertinent to the job description. These items will be placed in a To Go Portfolio and taken to the job 
interview.  
 
Drew will not take parts of the portfolio such as a mind map or autobiography. Drew will not take 
evidence that does not pertain to the job of a group home worker. Neither will Drew take her goal 
statements.  
 
TASKS: 
 

1. Facilitator announces that Drew Dawn Handley has now completed her resumé and has sent it in. 

2. Facilitator announces that in this activity we will continue to watch the character Drew as she 
continues her journey. 

3. Drew receives a telephone call and the person on the phone asks her to come in for a job 
interview. 
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4. After Drew hangs up the phone she is excited and decides that she needs to prepare her portfolio 
to take to the job interview. 

5. Drew will physically take out the portions of the portfolio that will help her in her interview, and 
puts the material in a black folder. She will describe why this portion of the portfolio will help 
her. The black folder is her To Go Portfolio, and it will be taken to the job interview.  

6. Drew will leave certain parts of the portfolio in her portfolio binder. She will monologue why she 
does not take certain parts of her portfolio. For example, her mind map and autobiography are 
personal and helped her in creating her portfolio, but these items will not help her to get a job. 
Her goal section of the portfolio is also for her own personal use, and showing it to her 
interviewers will not help her to get the job.  

7. Drew will organize her To Go Portfolio to take to the interview. 

8. Facilitator will close this activity and thank everyone for participating.  

 
 

MATERIALS NEEDED: 
 

Drew’s portfolio in a portfolio binder 
 
A smaller binder or black folder to use as a To Go Portfolio 
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T E A C H I N G  M O M E N T  7 :  DREW WANTS TO ADD MORE ES 
PROFILES TO HER PORTFOLIO 4 5  M I N U T E S  

 
TEACHING OBJECTIVES:  

 To develop Essential Skills profiles tailored for key terms of a job description 

 To practise making Essential Skills profiles in a small group setting   

 
KNOWLEDGE OUTCOMES:  

 Explains the importance of tailoring Essential Skills profiles to a job description  

 
STRATEGY NOTES: 
In this section, the character Drew Dawn Handley decides she would like to add more Essential Skills 
profiles to her portfolio. The Essential Skills profiles relate directly to the job description.  
 
TASKS: 

1. Facilitator invites Drew Dawn Handley up to the stage. 

2. Drew pages through her portfolio, and does a monologue on how she would like to add more ES 
profiles to her portfolio. 

3. Everyone listens to Drew provide ideas for various types of ES profiles the participants could 
build. These samples are the highlighted words in the job description. For example, if the job 
description asks for a team player, an Essential Skills profile of a team player can be created.  

4. Instruct participants that they will work as table groups and create ES profiles for Drew’s 
portfolio, using the job description and the highlighted key terms. 

5. Distribute handouts: Essential Skills of a (an)_______  

6. If preferred, table groups can create ES profiles on flip chart paper that can be displayed on the 
wall for all to see. 

7. Facilitator could also review the job description with the participants as a large group and create a 
list of potential profiles that participants could choose from. All the highlighted words in 
Teaching Moment 4 can be made into profiles. This list could be written on flip chart paper.  

8. Direct participants to create the new Essential Skills profile for Drew’s portfolio. 

9. Give the participants time to complete the activity. 

10. After the groups have completed the activity, call for volunteers to share their work with the 
larger group. 

11. Bring activity to a close and thank everyone for participating.  
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MATERIALS NEEDED: 
 

Handout: Essential Skills of a(an) ___________________ (Appendix N) 
 
Flip chart paper/pens (optional) 
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T E A C H I N G  M O M E N T  8 :  L I F E  C O A C H I N G :  R E A L  
S T O R Y ,  R E A L  T I M E  –  C H O O S E  T H E  C L I E N T  1 5  M I N U T E S  

 
TEACHING OBJECTIVES:  

 To hear different examples of Essential Skills 

 
KNOWLEDGE OUTCOMES: 

 Explains how Essential Skills profiles vary  

 
STRATEGY NOTES: 
In this activity, the group will put their developed ES profiles into page protectors. The character Drew 
Dawn Handley will read the ES titles aloud for the audience to hear and  put these into her To Go 
Portfolio.    
 
TASKS: 

1. Facilitator tells participants that they will put their newly developed ES profiles into page 
protectors. 

2. Distribute page protectors to table groups.  

3. Go around and collect the newly developed ES profiles from the groups and hand these over to 
Drew.  

4. Drew will do a quick read of the ES profiles titles and put them into her To Go Portfolio. 

  

 
MATERIALS NEEDED: 
 

Page protectors 
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T E A C H I N G  M O M E N T  9 :  G E T T I N G  R E A D Y  F O R  T H E  
J O B  I N T E R V I E W  1 5  M I N U T E S  

 
TEACHING OBJECTIVES:  

 To learn how to support clients who are going for a job interview 

 
KNOWLEDGE OUTCOMES: 

 Explains the importance of knowing community resources that can assist clients in preparing for a 
job interview 

 Explains the need to know effective communication techniques when supporting clients preparing 
for a job interview   

 
STRATEGY NOTES: 
In Teaching Moment 9, Drew is nervous about her upcoming interview so she reaches out to another 
network contact.  
 
In the role-play as performed in Manitoba, we make mention of a community resource that lends dress 
clothes to people going on job interviews. In order to make the role-play authentic to your region, conduct 
research to find applicable resources. 
 
TASKS: 

1. In this role-play, Drew is nervous about her upcoming job interview.  

2. She calls a job counsellor and talks about how nervous she feels. The counsellor offers Drew 
some advice on what to expect in the interview. 

3. Drew laments she has nothing to wear. The counsellor refers her to local resources that could 
assist her with clothing.  

4. The counsellor also tells Drew her interview could be a behavioral interview, and gives her some 
advice on behavioural interviews. 

5. Drew thanks the counsellor for the advice.  

6. Facilitator closes the activity by reviewing the learning highlights that occurred during Drew’s 
day. Drew’s learning highlights are:   

 The hidden job market 

 Networking 

 Tailoring a resumé 

 Support systems 

 Preparing a portfolio 

 Interviewing tips
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T E A C H I N G  M O M E N T  1 0 :  J O B  I N T E R V I E W S  2 0  M I N U T E S  
 
TEACHING OBJECTIVES:  

 To learn about job interviews  

 To be taught about different types of job interviews 

 To learn how to prepare for job interviews 

 To hear examples of different types of job interview questions  

 
KNOWLEDGE OUTCOMES: 

 Identifies effective job interview preparation techniques  

 Explains how job interviews differ 

 
STRATEGY NOTES: 
In this activity, participants listen to a short speech on job interviews, different types of job interviews and 
how to prepare for them. They are also given examples of different questions that can be asked at an 
interview.  
  
In Manitoba, a steering committee member is an employment counsellor and usually conducts this section 
of the workshop.  
 
In situations where a steering committee member is not an employment counsellor, preplanning to find a 
guest speaker who is an expert in this area needs to be done.  
   
TASKS: 

1. Facilitator invites speaker to stage. 

2. Speaker talks for 15 minutes on different types of job interviews, how to prepare for job 
interviews and reviews what types of questions might be asked at a job interview.  

3. Facilitator thanks speaker and brings activity to a close.  
 

MATERIALS NEEDED: 
 

Handout: Preparing for the Interview (Appendix O) 
 
Handout: Behavioural Descriptions Interviews (Appendix P) 
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T E A C H I N G  M O M E N T  1 1 :  I T P W  R E S O U R C E  V A R I E T Y  
S H O W  6 0  M I N U T E S  

 
TEACHING OBJECTIVES:  

 To create a fun and memorable teaching moment  

 To learn different styles of creative teaching moments  

 To review learning resources provided in the toolbox 

  

KNOWLEDGE OUTCOMES: 

 Explains the significance of the learning resources provided in the toolbox  

 
STRATEGY NOTES: 
This activity is about fun and creativity.  
 
As mentioned at the beginning of the curriculum, when participants register for the Level 4 training they 
receive a tool kit filled with HR-related resources. These resources are regionally focused and vary from 
“Illegal Job Interview Questions” to “Questions Not to Ask at a Job Interview.” 
 
As a committee, we gather resources that we think will be of value to participants and bundle them 
together for each toolkit. Many of the resources are single-sheet documents.  
 
In Manitoba we usually have more than 25 resources. Receiving over 25 resources may be overwhelming. 
Therefore, to reduce any paper or document use intimidation, we have designed this activity to encourage 
people to scan the learning resources and to teach one resource in greater detail to their peers.  
 
In this activity we have participants choose one resource. They then teach the group what the resource is 
and why it is important. However, the participants need to instruct in a creative way.  
 
In Manitoba, participants have had fun doing this interactive activity and have presented role-plays, 
jingles, rap songs, poems, newscasts, etc. It is amazing what participants can create.  
 
We do not assign resources to participants, and we are not overly concerned if two or more groups choose 
the same resource. It is our experience that the creativity of each group differs greatly and usually caters 
to different learning styles.  
 
At first, participants may seem reluctant or confused when beginning this activity. But once participants 
are reassured that they are allowed to be creative, they jump into the activity with enthusiasm.  
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TASKS: 
1. Divide tables into two groups. Ideally, the groups will consist of 3–4 people.  

2. Direct participants to take out the resources in the toolboxes they received in the morning and 
scan them.  

3. Facilitator will tell participant groups to choose one resource from the tool kit, and informs 
participants that they will teach their peers about the resource they have chosen in a creative way. 
Creative ways of teaching could include a skit, jingle, poem, song, etc.  

4. Tell groups to have a good time and to create something fun. Let the participants know that the 
goal of the activity is to teach about a resource in a way that others will remember it so that they 
will be motivated to use the resource when they return to their communities.  

5. Facilitator gives the groups 20 minutes to prepare their performances. 

6. In Manitoba we recruit a “guest” host to facilitate the ITPW Resource Variety Show. 

7. At the end of the show, the facilitator thanks the group for participating and thanks the host for 
his/her leadership.  

 
 

MATERIALS NEEDED: 
 

One person to host the ITPW Resource Variety Show 
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T E A C H I N G  M O M E N T  1 2 :  D E B R I E F  L E A R N I N G  T O O L S  1 5  M I N U T E S  
 
TEACHING OBJECTIVES:  

 To witness the advantages of debriefing a subject  

 
KNOWLEDGE OUTCOMES: 

 Explains different points of views, perceptions and insights   

 
STRATEGY NOTES: 
This short activity gives the participants an opportunity to debrief the resources in the toolkit. 
 
TASKS: 

1. Facilitator will ask learners if they have any questions or insights regarding the tools in the tool 
kit. 

2. The facilitator or other steering committee members will answer participant questions. 
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T E A C H I N G  M O M E N T  1 3 :  C L O S E  T H E  D A Y  2 0  M I N U T E S  
 
TEACHING OBJECTIVES:  

 To have individuals practise reflection, critical thinking and self-reflection in order to evaluate the 
first day 

 
STRATEGY NOTES: 
Getting feedback from participants is crucial given that listening to learners’ feedback can provide 
direction for the next training day and future events.  
 
TASKS: 

1. Have “Response to the Day” Evaluation form photocopied and ready to hand out (Appendix Q). 

2. Hand out Evaluation form. 

3. Affirm with learners that their feedback will help in developing future training days. 

4. Direct attendees to fill out the evaluations at the table. 

5. Summarize what was heard today – highlight key discussions and conclusions of ES needs. 

 
 

MATERIALS NEEDED: 
 

Handout: Response to the Day (Appendix Q) 
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DAY Two 
 

T E A C H I N G  M O M E N T  1 :  S A Y  I T  L O U D  3 0  M I N U T E S  
 
TEACHING OBJECTIVES:  

 To participate in an interactive activity that demonstrates the value of celebrating our voices  

 
KNOWLEDGE OUTCOMES:  

 Explains the benefits of speaking up and using our voices  

 
STRATEGY NOTES: 
This first activity of the day is based on a French game. This activity is designed to get participants using 
their voices loudly. In Winnipeg, participants partook in this activity with enthusiasm and had a lot of fun.  
 
This activity needs to happen in an empty breakout room since the participants will be walking around. 
 
Participants are assigned an animal sound; they will find their animal group by using and listening for 
their assigned animal group.  
  
TASKS: 
 

1. Prior to this activity, cut out pieces of paper with a picture of an animal on each piece. Animal 
groupings are donkey, rooster, pig, cow, sheep and duck. Make sure that the animal groupings are 
even in number and that there is one cut-out for each participant. 

2. Facilitator will ask participants to move into the breakout room for the ice breaker activity. 

3. Tell participants that this ice breaker is designed to get us using our voices more loudly, and to 
show how when we speak up and use our voices we become more effective. 

4. The participants will be divided into two groups. Group 1 will be observers first and Group 2 will 
participate first.  

5. Tell Group 2 that they will get a little piece of paper. When they receive their paper they are to 
keep it confidential.  

6. Distribute to Group 2 members a piece of paper with a picture of an animal on it. Ideally, you 
want each animal group to have at least eight (8) members in it. Be sure to shuffle the animal 
papers before you hand them out.  

7. Tell learners that in this activity they will find their animal group using no sounds. However, they 
can show their picture to the other participants as they try to find their group.  
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8. Use a stop watch when you start the activity to time how long it takes for the animal groups to 

find each other.  

9. Start the activity. Members of Group 2 will find their animal group. The first group to get 
together in their animal group will be the winner. Be sure to log the time it took for the group to 
get together. 

10. Thank people for participating and assemble Group 1. Announce that Group 1 will now become 
the observer. 

11. The second group will now assemble and be given an animal cut-out. 

12. Tell Group 1 they will do the same thing as Group 2, except they can make the animal sound they 
have been given.  

13. Start the activity and once again have someone time how long it takes for the animal groups to 
find each other and get together.  

14. Group 1 should finish this activity more quickly than Group 2. 

15. Facilitator will close the ice breaker by discussing how when participants used their voices they 
came together much faster.  

16. Ask participants to return to their seats and prepare for the speakers’ panel.  

 

 

MATERIALS NEEDED: 
 

Timer with stopwatch 
 
Cut-outs with animal pictures 
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T E A C H I N G  M O M E N T  2 :   S P E A K E R S ’  P A N E L  4 5  M I N U T E S  
 
TEACHING OBJECTIVES:  

 To listen to a variety of Human Resource experts speak about job seeking, writing resumés and 
other topics relevant to the job seeker 

 

KNOWLEDGE OUTCOMES:  

 Explains the messages provided by Human Resource specialists 

 
STRATEGY NOTES: 
This activity will have a panel of HR specialists speak on a variety of topics relevant to job seekers. Guest 
panel speakers will need to be recruited prior to the workshop event.  
 
The panel will discuss resumés, what HR personnel look for in a resumé, etc.  
 
TASKS: 

1. Prior to the workshop event, recruit four HR specialists to participate in a speakers’ panel. They 
will talk about resumés, what HR people look for in a resumé, what works, what doesn’t, 14 buzz 
words, interviewing tips, screening criteria, etc. 

2. Facilitator introduces speakers. 

3. Facilitator keeps time. 

4. If possible, conduct a Q and A session between the speakers’ panel and their audience. 

5. Facilitator thanks speakers and presents them with thank you cards and gifts. 

 
MATERIALS NEEDED: 
 

Speaker biographies 
 
Thank you cards 
 
If possible, thank you cards and gifts 
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T E A C H I N G  M O M E N T  3 :  ES PROFILE OF AN INTERVIEWEE 15 MINUTES 
 
TEACHING OBJECTIVES:  

 To develop an Essential Skills profile of an interviewee 

 To witness the power of developing an Essential Skills profile in a group setting  

 To learn about terms that future employees like to hear in a job interview  

 
KNOWLEDGE OUTCOMES: 

 Explains the Essential Skills used in being a job interviewee 

 Explains terms that job interviewers like to hear 

 
STRATEGY NOTES: 
In this activity, participants will work as a table group as they develop an Essential Skills profile of an 
interviewee. 
 
TASKS: 

1. Facilitator will inform participants that an Essential Skills profile can be developed for almost any 
role. 

2. Inform participants that they will create an Essential Skills profile of an interviewee as a table group. 

3. Distribute handout: ES of an Interviewee.  

4. Direct participants to create ES of an interviewee profile. 

5. After participants have created their profiles, ask for examples from the group.  

6. Distribute handout: Buzz Words. 

7. Review handout with participants and answer any questions they may have.  

8. Tell learners we will come back to this exercise after Drew’s interview. 

9. Close activity. 

 
 

MATERIALS NEEDED: 
 

Handout: ES of an Interviewee (Appendix R) 
 
Handout: Buzz Words (Appendix S) 
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T E A C H I N G  M O M E N T  4 :   D R E W  A T  A N  I N T E R V I E W  3 0  M I N U T E S  
 
TEACHING OBJECTIVES:  

 To observe an unscripted job interview role-play 

 
KNOWLEDGE OUTCOMES: 

 Explains how a portfolio can be used in a job interview 

 
STRATEGY NOTES: 
The participants in this activity will watch a live, unscripted role-play of the character Drew Dawn 
Handley attending a job interview for the position of group home worker.  
 
In Manitoba we recruit three panelists to conduct the interview. We ask that the panel play different roles. 
One panelist will play the board member who is disinterested in doing the interview, the other interviewer 
will be very authoritarian, and the third interviewer will be supportive and show this support by acting 
interested, nodding her head and using eye contact. 
 
The job interview will be 10–15 minutes in length. 
 
At some point in the interview Drew Dawn Handley will show the panelists her portfolio, and either an 
Essential Skills profile or piece of evidence.  
 
At the end of the interview participants will have the opportunity to ask questions. The character of Drew 
Dawn Handley will explain why she answered questions in a certain way and provide practical advice.  
 
TASKS: 

1. Prior to the workshop, recruit three people to role-play an interview panel. This panel will 
interview Drew Dawn Handley for the position of group home worker. Ask the panel to play 
different roles. One panelist will play the board member who is disinterested in doing the 
interview, the other interviewer will be very authoritarian, and the third interviewer will be 
supportive and show this support by acting interested, nodding her head and using eye contact. 

2. Facilitator reintroduces the character Drew Dawn Handley.  

3. Facilitator announces that Drew is on her way to her interview. 

4. Drew will use her To Go Portfolio as a study guide on the way to the interview. 

5. Facilitator asks participants to watch Drew at her interview and keep track of how many buzz 
words she uses. Facilitator will also ask if Drew’s interview style matches the ES of an 
interviewee profile they created.  
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6. Ask people to keep track of the questions the interviewers ask. 

7. After Drew has finished her interview, have Drew debrief her interview experience.  

8. Have interviewers also debrief their experiences. 

9. Have learners debrief and ask questions of both Drew and the interviewers.  

10. Bring activity to a close. 

 
 

MATERIALS NEEDED: 
 

Three people to play job interviewers 
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T E A C H I N G  M O M E N T  5 :  REVIEW OF AN INTERVIEWEE’S 
ESSENTIAL SKILLS  1 0  M I N U T E S  

 
TEACHING OBJECTIVES:  

 To critically analyse the Essential Skills of an interviewee 

KNOWLEDGE OUTCOMES: 

 Recognizes how review and reflection enhances an Essential Skills profile  

 

STRATEGY NOTES: 
In this activity participants will review the ES profile of an interviewee and compare the profile to what 
they witnessed in the job interview in Teaching Moment 4. Participants will make changes to the profile.  
 
TASKS: 

1. Facilitator asks participants to review the ES profile of a job interviewee created in Teaching 
Moment 3. 

2. Facilitator asks, “After watching the job interview role-play, is there anything more you would 
like to add to the profile?” Facilitator leads a group dialogue and encourages participants to make 
additions to the ES profile.  

3. Also review how Drew used the buzz words in her job interview. 

4. Encourage a dialogue amongst participants and answer any questions they may have. 

5. Close activity.  
 

MATERIALS NEEDED: 
 

Handout: ES of an Interviewee (Appendix R) 
 
Handout: Buzz Words (Appendix S) 
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T E A C H I N G  M O M E N T  6 :  EMBELLISHING VS. ENHANCING 1 0  M I N U T E S  
 
TEACHING OBJECTIVES:  

 To learn the difference between embellishing and enhancing 

 

KNOWLEDGE OUTCOMES: 

 Explains the importance of being authentic in a job interview 

 
STRATEGY NOTES: 
In this activity, participants listen to a short speech describing the difference between embellishing our 
skills and enhancing our skills while on a job interview.  
 
TASKS: 

1. Facilitator will give a short speech on truth-telling in interviews, being comfortable while talking 
about oneself and being confident during the interview process. 

2. Answer any questions the participants may have. 

3. Close activity.  
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T E A C H I N G  M O M E N T  7 :  S P E E D  I N T E R V I E W S   2 0  M I N U T E S  
 
TEACHING OBJECTIVES:  

 To participate in an interactive activity 

 To practise talking about oneself 

 To practise thinking quickly 

 To practise speaking publicly and with strangers 

 To learn empathy skills for clients attending job interviews 

 
KNOWLEDGE OUTCOMES: 

 Gains empathy for clients who are doing job interviews  

 Explains to others how to prepare clients for job interviews 

 
STRATEGY NOTES: 
This portion of the day has participants talking about themselves and thinking on their feet as a means of 
learning empathy for their clients. Workers who have been in the workforce often forget what it is like to 
be interviewed for a job.  
 
In Manitoba, participants have reported that this activity helps them in preparing their clients for job 
interviews. 
 
This activity is similar to the concept of “speed dating,” and it gets participants talking to each other. Each 
participant has the opportunity to both interview a person and be interviewed by someone else. At 
Igniting the Power Within we call this “speed interviewing.” 
 
This activity requires a lot of movement; therefore, the room where this activity takes place should be 
well ventilated.  
 
TASKS: 

1. Prior to the activity, set up tables and chairs so that participants can sit across from each other in a 
long row. This activity should be performed in a well-ventilated breakout room.  

2. The breakout room will be set up with interviewers on one side of the table and the interviewees 
on the other.  

3. Facilitator will explain that this portion of the workshop provides learners with the experience of 
talking about themselves. They will be working towards becoming more comfortable while doing 
this. 
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4. Tell learners they will also have the experience of thinking on their feet.  

5. Tell learners they will also have the experience of being an interviewer. 

6. Tell learners they will also have the experience of being an interviewee. 

7. Advise learners that for the first part of the exercise one side of the table will be for the 
interviewers, and the other side of the table will be for the interviewees. The facilitator will assign 
these rows.  

8. Provide the Job Description handout. In Manitoba we have used the job description of a   
corrections worker. We choose job descriptions that require a grade 12 education, but very little 
formal training.  

9. Inform those learners who are the interviewees to study the job description. Let them know that 
they will be given ten minutes to prepare themselves to be interviewed for the job position.  

10. While the interviewers are preparing for the job interview, have the other side of the table prepare 
interview questions to ask the job candidates. They can refer to the handout: 25 Common 
Questions to Ask at Job Interviews. 

11. Give participants time to prepare for the speed-dating activity.  

12. Remind learners that in their interview they will need to: 

 Articulate skills and knowledge 

 Market themselves 

 Notice their body language 

 Notice how they use their voice 
13. Tell learners they will now do an interview or be interviewed. However, inform the participants 

that they will only have one minute to conduct the interview. After the interview they will move 
one chair to the left. Once everyone has moved, they will start another one-minute interview 
when told to do so by the facilitator. Tell participants they will keep moving down the line until 
they come back to their original seat. Let them know that when they reach the end of the table 
they will have to stand up and walk to the other end.  

14. If needed, steering committee members can do a mini-demonstration of what the speed-interview 
process looks like and how the person in the front goes to the other end of the table.  

15. Before the activity begins, introduce the timer and inform the group that when the timer says 
“Time” the interviewees will move one seat to the left. The person at the front of the room will 
move to the other end of the room. The timer will say “Go” and the next interview will start.  

16. Remind interviewees to use the buzz words they learned in the morning. 

17. Remind interviewees that this is about marketing themselves. 

18. Remind interviewers to also ask skill-based and ES-based questions. 
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19. In Manitoba we plant steering committee members in the line-up. These members make mental 
notes of what strengths they have witnessed during the activity and compile other 
recommendations the participants may benefit from.  

20. Begin the speed interviews. 

21. After the speed interviews are finished, reassign the roles so that the interviewers become the 
interviewees and the interviewees now become the interviewers. 

22. Hand out a new job description. In Manitoba we use “Guest Service Attendant at a Museum.”  

23. Interviewees will prepare for the interview. 

24. Interviewers will prepare questions. 

25. Prep time will be 10 minutes. 

26. Begin the second set of speed interviews. 

27. Bring activity to a close after the second set of speed interviews is completed.  

 

 

 
 

 

MATERIALS NEEDED: 
 

Handout:  Job Description – Corrections Officer (Appendix T) 
 
Handout:  Job Description – Guest Services Attendant (Appendix U) 
 
Handout:  25 Common Questions asked at an Interview (Appendix V) 
 
One person to keep time 
 
One person to do direction of flow 
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T E A C H I N G  M O M E N T  8 :  D E B R I E F  S P E E D  I N T E R V I E W  
A N D  T A K E  I T  T O  T H E  C L I E N T   1 5  M I N U T E S  

 
TEACHING OBJECTIVES:  

 To witness the advantages of debriefing a subject  

 

KNOWLEDGE OUTCOMES: 

 Explains different points of views, perceptions and insights 

 
STRATEGY NOTES: 
In this activity, participants will have the opportunity to talk about what they learned in Teaching Moment 
7 and what lessons they will take back to their workplaces.  
 
TASKS: 

1. Facilitator will lead a debriefing discussion.  

2. Facilitator will start with steering committee members sharing what they observed. Steering 
committee members will identify the strengths they witnessed and will offer feedback on ways to 
improve.  

3. After the Steering Committee members debrief is complete, the facilitator will lead a larger 
debriefing discussion with all of the participants.  

4. Debriefing can include questions such as: 

 What did you learn? 
 How will your learning help clients? 
 What advice can you now give clients? 
 What was it like talking about yourself? 
 What strengths did the interviewees have? 

5. Facilitator will create dialogue on how the experience of this exercise can help you when you 
work with clients. 

6. Close activity.  
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T E A C H I N G  M O M E N T  9 :  D R E W  G E T S  T H E  J O B  O F F E R   1 0  M I N U T E S  
 
TEACHING OBJECTIVES:  

 To witness proper phone etiquette 

 

KNOWLEDGE OUTCOMES: 

 Explains what are some good questions to ask when offered a job position 

 

STRATEGY NOTES: 
In Teaching Moment 8, Drew Dawn Handley will receive a phone call offering her the job position of 
group home worker. 
 
After Drew gets the phone call, the facilitator will debrief proper phone etiquette and educate participants 
on what questions are good to ask during these types of phone calls.  
 
TASKS: 

1. Drew will go up on stage and role play receiving a phone call telling her that she has gotten the 
job.  

2. After Drew has finished her telephone call, the facilitator will lead a short discussion on 
telephone etiquette such as making sure that voicemail messages sound professional. The 
facilitator will also highlight what questions to ask when offered the job.  

  

 
Materials Needed: 
 

One person to do role-play with the character Drew Dawn Handley  
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T E A C H I N G  M O M E N T  1 0 :  S T O R Y T E L L I N G  2 5  M I N U T E S  
 
TEACHING OBJECTIVES:  

 To learn the power of storytelling 

 To witness the power of storytelling 

 To learn about talking sticks 

 

KNOWLEDGE OUTCOMES: 

 Explains benefits of using your voice  

 

STRATEGY NOTES: 
At all Igniting the Power Within events, participants have consistently given feedback that they appreciate 
and respect the “storytelling” events.  
 
In this activity participants will listen to a storyteller talk about finding your voice, and also learn about 
the power and respect of talking sticks.  
 
TASKS: 

1. Facilitator introduces story teller who will share a story that links to finding your voice and 
talking sticks.  

2. Facilitator thanks story teller and presents him/her with a gift and/or honorarium.  

  

 
MATERIALS NEEDED: 
 

Gift and/or honorarium for guest speaker  
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T E A C H I N G  M O M E N T  1 1 :  TALKING STICKS – 
CELEBRATING OUR VOICE  3 0  M I N U T E S  

 
TEACHING OBJECTIVES:  

 To design and make an individualized talking stick  

 
KNOWLEDGE OUTCOMES: 

 Explains the diversity of talking sticks 

 Explains the individual experience of making a talking stick  

 

STRATEGY NOTES: 
Participants at Igniting the Power Within events in Manitoba enjoyed taking part in creative activities.  
 
In  Level 1, participants appreciated decorating the cake boxes as a way of thinking outside the box. In 
Level 2, participants found the collage activity to be life changing, while in Level 3 participants were 
empowered by writing and decorating affirmation cards.  
 
In Level 4, participants are given the opportunity to decorate a talking stick. Before beginning this 
activity, please consult with the First Nation and Métis Elder to ensure that this activity is appropriate for 
the region.  
 
TASKS: 

1. Facilitator reinforces that a talking stick is a tool that teaches and encourages us how to talk in 
front of others, as well as teaches us how to listen to others speak. 

2. Facilitator announces that the closing activity to Level 4 training will involve the participants 
building their own talking sticks. 

3. Have supplies available so that the participants can decorate their talking sticks. 

4. Debrief activity and ask: “As this session comes to a close, does anyone have anything to say?” 

5. Close activity. 
 

MATERIALS NEEDED: 
 

Driftwood sticks or dowels to be made into talking sticks 
 
Craft supplies such as glue, feathers of different colours, sinew, paint, thread, beads and paint brushes 
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T E A C H I N G  M O M E N T  1 2 :  C L O S E  T H E  W O R K S H O P  2 0  M I N U T E S  
 
TEACHING OBJECTIVES:  

 To have individuals practise reflection, critical thinking and self-reflection in order to evaluate the 
second day 

 

STRATEGY NOTES: 
Getting feedback from participants is crucial given that listening to the learner’s feedback can provide 
direction for the next training day and future events.  
 
TASKS: 

1. Have “Response to the Day” Evaluation form photocopied and ready to hand out (Appendix Q). 

2. Hand out Evaluation form. 

3. Affirm with learners that their feedback will help in developing future training days. 

4. Direct attendees to fill out the evaluations at the table. 

5. Summarize what was heard today – highlight key discussions and conclusions of ES needs. 

  

 
MATERIALS NEEDED: 
 

Handout: Response to the Day (Appendix Q)  
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Registration Form 
 

 
April 8 and 9, 2009  

 
 
REGISTRATION INFORMATION  
Please Print 
 

 

Name: 

 

Title: 

 

Organization: 

Phone: 

Fax: 

 

Email: 

Mailing Address: 

 

 

 
CSPI participant please check here    
 
CSPI registration forms will be forwarded to Marlene Gallagher at the Aboriginal Education Directorate. 

 
QUESTIONS?  

Call the Igniting The Power Within Info Line: 
Toll Free at 1-877-411-4060 

 

FAX this form to (204) 272-5031

Igniting the Power Within 
 

Level 4 Certification Workshop for Essential Skills and PLAR 
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Mark Your Calendars  
Level 4 Certification 

 
Igniting the Power Within 

 
 

Celebrating Our Voice 
April 8 and 9, 2009 

The Marlborough Hotel 
Winnipeg, MB 

 
TAKE YOUR SKILLS TO THE NEXT LEVEL 

 
If you already have your Igniting the Power Within Level 3 certificate – Essential Skills and Portfolios 
for Your Community – then this workshop is for you!  
 
At our events, you have told us you want to learn more about using your portfolio and Essential Skills 
knowledge effectively. At this two-day workshop on Celebrating Your Voice, you will increase your 
knowledge and understanding of building portfolios and ways to include evidence of Essential Skills.  
 
You will also have an opportunity to practise your skills with others and receive valuable feedback. You 
will come away with strategies and tools you can use immediately in your own community. 
 
Attendance is limited to the first 100 people who register.  
 

INFORMATION AND REGISTRATION FORMS 
WILL BE SENT TO YOU IN MARCH 2009 

 
 

TOLL FREE PHONE: 1-877-411-4060 
FAX: (204) 272-5031
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Subsidy Application 
 
If you qualify for a Workshop Subsidy (see Important Information sheet), please give us the name of 
the person or organization you want the cheque made payable to: 
 

Cheque made payable to:  
 
Date: 
 
Organization: 
Phone: 
Fax: 

 
Email: 

 
Mailing Address: 

 
All participants must fill out and return the Registration Form AND Subsidy Application. To help with 
expenses, participants attending the workshop who must travel 100 kilometres or more to reach 
Winnipeg will receive a subsidy amount according to the chart below. Anyone who travels less than 
100 kilometress is not eligible. 
 

SUBSIDIES WILL BE AVAILABLE FOR PICK UP  
AT THE END OF THE CONFERENCE.  

 
Traveling Distance to Winnipeg 

Workshop Subsidy 
Amount 

0 to 99 km $0 
100 to 299 km $200 
300 to 599 km $300 
Over 600 km $400 

 

FAX this form ASAP to (204) 272-5031 
 

Igniting the Power Within 
 

Level 4 Certification Workshop for Essential Skills and PLAR 
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REGISTRATION Confirmation 
 

INVOICE & CONFIRMATION  
 

Igniting the Power Within  
c/o Workplace Education Manitoba, 1000 Waverley Street 

Winnipeg, Manitoba  R3T 0P3 
Phone: 204-272-5038  Fax: 204-272-5031 

 
 
 
March 23/10 
 
ATTN: Drosinda Floodner 
RE:  April 12 & 13, 2010 
  Level 4: Igniting the Power Within 
 
ATTENDEE: Drosinda Floodner 
    
 
Make Cheque payable to WEMSC 
Mail to: 1000 Waverley Street, Winnipeg, MB   R3T OP3       
 
You must attend the entire two-day workshop to receive a subsidy. If you cannot attend 
the whole two days, please let us know before the workshop begins. We cannot give out 
a subsidy if we haven’t received advance notice.  

  
 

TOTAL:  $100.00 

 

Thank you

We have received your  
 
           REGISTRATION FORM 
 
           SUBSIDY APPLICATION 
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HIGH LEVEL Agenda – Day 1 
Level 4  
Apri l  12, 2010 

Marlborough Hotel, Winnipeg, MB 

 

TIME ACTIVITY 

8:00 – 9:00 Registration and Full Hot Breakfast 

9:00 – 9:50 Welcome and Ice Breaker  

9:50 – 10:15 Workshop 

10:15 – 10:30 Health Break 

10:30 – 12:00 Workshop 

12:00 – 1:00 Hot Lunch 

1:00 – 2:30 Workshop 

2:30 – 2:45 Health Break 

2:45 – 3:45 Workshop 

3:45 – 4:00 
End of Day Tasks 
Prize Draw 
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HIGH LEVEL Agenda – Day 2 
Level 4  
Apri l  13, 2010 

Marlborough Hotel, Winnipeg, MB 

 

TIME ACTIVITY 

8:00 – 9:00 Registration and Breakfast 

9:00 – 9:45 Welcome and Ice Breaker  

9:45 – 10:45 Workshop 

10:45 – 11:00 Health Break 

11:00 – 12:00 Workshop 

12:00 – 1:00 Lunch 

1:00 – 2:30 Workshop 

2:30 – 2:45 Health Break 

2:45 – 3:45 Workshop 

3:45 – 4:00 
Closing 
Prize Draw 
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LEVEL 4 Completion Certif icate 
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PHOTO Release Form 
 
 
 

I,         
  (Please print – First Name/Last Name) 
 
of         
  (Address) 
 
              
  (City/Town)    (Province)  (Postal Code) 
 
 

a) do hereby give to the Workplace Education Manitoba Steering Committee (WEMSC) and 
those authorized by WEMSC the right to record or copy, on/in any written/electronic/visual 
format, my likeness and/or voice; and 

 
b) do also hereby give to WEMSC, now and in the future, the non-exclusive right, without any 

further payment to me, to use, publish, reproduce, transmit throughout the world, in any form 
or medium, my likeness and/or voice in any of the above formats to educate and/or raise 
awareness relating to Essential Skills and Recognition of Prior Learning and I hereby release 
WEMSC from any and all future claims arising from use or misuse of this right; and 

 
c) do also hereby warrant that the above statements are made truthfully and given freely and 

without coercion and that they will not violate the rights of any person. 
 
 
 
 
 
 
SIGNED AND DATED this 4th day of December 2009. 
 
 
                   
  (Witness)      (Signature) 
 
 
          
     PARENT OR GUARDIAN’S SIGNATURE  
  (IF NOT OF LEGAL AGE) 
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ICE Breaker 
Using the six animals below, cut out the squares and distribute one per participant. Instruct them to make 
the sound of the animal they were given in order to locate their group. 
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MC & FACILITATOR Notes 
Day 1 

 
MC & FACILITATOR NOTES                           DAY 1 

Time Event Facilitator Instructions Activity Objectives 
8:00 – 9:00 Registration  

Breakfast 
 HO: Igniting Bundles 

HO: Outcomes  
HO: Thesaurus 
HO: Photo Release Forms 
HO: Red Dots 
HO: Door prize entry tickets 
HO: Agenda Day 1 

9:00 – 9:15 FACILITATOR 
 
 
ELDER 
 
 
Opening Prayer 
 

− Welcome 
− Greet the Elder and present tobacco 

and an honorarium  
− Invite Elder to do the opening prayer 
− Elder does the prayer 
− Remind people to register for the day 
− Housekeeping – location of the 

bathrooms, etc. 
 

 Tobacco 
 Honorarium  
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MC & FACILITATOR NOTES                           DAY 1 
Time Event Facilitator Instructions Activity Objectives 

9:15 – 9:25 FACILITATOR 
 
Introduction to the 
Day – Workshop 
Objectives  
 

− Remind people to register for the day  
− “We have completed three levels of 

Igniting the Power Within and 
participants have developed beautiful 
portfolios. As well, participants have 
learned about the nine Essential 
Skills.”   

− “However, we have found that people 
are not feeling particularly comfortable 
when talking about their portfolios, and 
that they also do not know how to use 
their portfolios in the interview 
process.”   

− “Over the next two days we will be 
teaching you how to use your voices in 
a strong, powerful manner when 
talking about your portfolios. In 
essence, we will practise celebrating 
our voices.”    

− The learning outcomes of the next two 
days are:   

 
Outcomes…… 
− “Let’s start the day with an ice 

breaker.”  

 

9:25 – 9:50 Circle Opening 
 
 

All participants and facilitators will make a 
circle and everyone will introduce 
themselves with the microphone.  
 
Introduction will include: name, where 
he/she works, and one other tidbit of 
information that the speaker would like to 
share. 
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MC & FACILITATOR NOTES                           DAY 1 
Time Event Facilitator Instructions Activity Objectives 

9:50 – 10:15 Thesaurus Fun  
 
FACILITATOR 
 
 

Ask committee members to hand out cover 
letter and resumé. 
 
Show learners their new copies of the 
thesaurus.  
 
Explain to them the benefits of using a 
thesaurus. 
 
“Language is power – knowing words 
increases your vocabulary.”  
 
 “Increasing your vocabulary can help you 
feel confident with your voice.” 
 
“Increasing your vocabulary can help with 
resumé development.”  
 
“But sometimes we can overdo it.” 
 
Learners will be given a cover letter and 
resumé. They will also be given a template 
of the cover letter and resumé. 
 
Learners will then use their thesaurus to 
make a new cover letter and resumé. 
 
Ask for a couple of volunteers to read their 
letters out loud. 
 
Small prize will be given.  
 
Tell learners to have fun with this activity. 
 

HO: Resumé 
 
HO: Thesaurus 

10:15 – 10:30 Health Break 
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MC & FACILITATOR NOTES                           DAY 1 
Time Event Facilitator Instructions Activity Objectives 

10:30 – 10:35 Drew continues her 
Journey   
 
 
FACILITATOR 
  
CHARACTER OF 
DREW   
 
COFFEE SHOP 
PATRONS 
 

Reintroduce learners to Drew. 
 
Learners at the Level 2 training in March 
2008 were introduced to Drew Dawn 
Handley. We also know Drew as one of the 
characters from the Portfolio Samples 
book.  
 
Show Portfolio Samples book. 
   
Tell learners we will now watch Drew as 
she continues her journey. 
 
Drew sits in restaurant and does a 
monologue updating her situation. 
 
Drew will sip her coffee after she has 
finished her monologue. 
 
As she sips her coffee, she will over hear a 
couple of people talking about a job 
opening.  
 
Drew will go back into a monologue 
describing how this job sounds like 
something she would be interested in.  
Drew will consider if this is a job or a 
career. 
 
Drew makes her way home, and searches 
for more information about the job she 
overheard being discussed in the coffee 
shop. 
 
Drew makes a phone call to a friend. Her 
friend refers her to a Web site, Drew does 
a Web search and finds a job description, 
prints it out, reads it and gets out her 
portfolio and resumé.  
 

Portfolio Samples book – to 
show learners  
 
Drew’s Portfolio  
 
HO: Job Description – Group 
Home Worker  
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MC & FACILITATOR NOTES                           DAY 1 
Time Event Facilitator Instructions Activity Objectives 

  Monologue: Drew digs out her portfolio 
and starts to look through it.  
 
Facilitator will close by wrapping up what 
has just happened. Be sure to highlight 
aspects of the hidden job market, 
networking, etc.  

 

 

10:35 – 10:45 Drew goes to a 
Career Counsellor  
 
FACILITATOR/ 
CAREER 
COUNSELLOR 
 
FRIEND 
 
TEACHER 
 
 

Monologue: As Drew looks through her 
portfolio and reads the job description, she 
realizes that her portfolio and resumé are 
outdated and that she needs to revamp her 
portfolio and resumé for the job.  
 
Drew doesn’t know what to do, so she calls 
a teacher at the school, who in turn refers 
her to the local job agency. 
 
Drew goes to see a career counsellor at the 
job agency. 
 
Drew shows counsellor the job description 
and tells counsellor she would like the job. 
Drew also shows counsellor her portfolio. 
 
Counsellor reassures Drew that she is more 
than qualified for the job. 
 
Counsellor tells Drew that one of the first 
things to do is to go through the job 
description and highlight the key terms 
found within it.  
 
Counsellor tells Drew to re-write her 
resumé and cover letter, making sure she 
uses the key terms she has just highlighted. 
 

Phones 
 
HO: Job Description – Group 
Home Worker 
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MC & FACILITATOR NOTES                           DAY 1 
Time Event Facilitator Instructions Activity Objectives 

   
Tell participants they will now review 
Drew’s job description and highlight the 
key words. 
 
Provide Drew’s Job Description Handout. 
 
Have participants highlight the key words 
within the job description. 
 

 

10:45 – 11:30 Build Drew’s New 
Resumé  
 
FACILITATOR 
 
DREW 

Tell learners that there are different types 
of resumés.  
 
Distribute Resumés Handout and review it. 
 
Tell learners they will now build Drew a 
new tailored resumé using her ES and 
skills and knowledge from her portfolio. 
 
Provide Combination Resumé Template 
Handout.  
 
Ask table to work as a group. 
 
Ask table to begin making Drew a new 
resumé. 
 
Have tables share their resumé with the 
larger group. 
 
Have tables debrief resumé building 
experience.  
 
Collect work from tables. 
 

HO: Resumés 
 
HO: Resumé Template 
 
HO: Phrases to Use  
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MC & FACILITATOR NOTES                           DAY 1 
Time Event Facilitator Instructions Activity Objectives 

11:30 – 11:45 Drew re-orgs. 
Portfolio  
 
Drew gets ready 
for her Job 
Interview 
 
FACILITATOR 
 
INTERVIEW SET-
UP PERSON 
 
 
 

Drew has now completed her resumé and 
has sent it in. 
 
Drew receives a call asking her to come in 
for an interview. 
 
Drew is excited and decides she needs to 
prepare her portfolio. 
 
Drew will physically take out the portions 
of the portfolio that will help her in her 
interview, and puts the work in a black 
folder. 
 
Drew will monologue why she does not 
take certain parts of her portfolio to the 
interview.  
 
Drew will tell the learners what she is 
doing and why.  
 
Drew will organize a To Go Portfolio to 
take to her interview. 
 

Igniting Portfolio binder 
 
To Go Portfolio binder – 
black folder  

11:45 – 12:00 Drew realizes she 
wants more ES 
Profiles tailored to 
the Job Description  
 
FACILITATOR 
 

Monologue: Drew would like more ES 
profiles for her portfolio. 
 
Profiles that relate to the job description  
 
Drew provides samples of what ES profiles 
could look like. 
 
Table group will be given the task of 
completing new ES profiles for Drew’s 
portfolio using the job description.  
 
 

HO: Essential Skills of 
a(an)_____________ 
 
Flip chart paper/pens  
 
Samples list on wall  

12:00 – 1:00 Lunch  Elder says prayer for lunch. Remind people 
that a draw will be made after lunch.  
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MC & FACILITATOR NOTES                           DAY 1 
Time Event Facilitator Instructions Activity Objectives 

1:00 – 1:30 
 
 

Continue building 
Drew’s New ES 
Profiles 
 

  

1:30 – 1:45  Tables hand in 
Drew’s New 
Profiles 
 
FACILITATOR 
 

Go around and collect the new ES profiles, 
put them into page protectors, and then put 
them into Drew’s To Go Portfolio. 
 
Drew will do a quick perusal of her To Go 
Portfolio and will highlight her new 
profiles. 
 

Page protectors 

1:45 – 2:00  Getting ready for 
the Job Interview   
 
FACILITATOR 
 

Drew is nervous about her upcoming job 
interview.  
 
She calls the job counsellor and the 
counsellor offers her some advice on what 
to expect. 
 
Drew laments that she has nothing to wear. 
Counsellor refers her to local resources 
that could assist her with clothing.  
 
Counsellor will tell Drew how her 
interview could be a behavioural interview, 
and gives her some advice on behavioural 
interviews. 
 
Drew thanks the counsellor.  
 
Facilitator will review the learning 
highlight events that occurred during 
Drew’s day: 
 

 The hidden job market 
 Networking 
 Tailoring a resumé 
 Support systems 
 Preparing a portfolio 
 Interviewing tips 
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MC & FACILITATOR NOTES                           DAY 1 
Time Event Facilitator Instructions Activity Objectives 

2:00 – 2:15 Job Interviews  
 
FACILITATOR 

Give a short 15-minute speech on job 
interviews.  
 
Different types of job interviews 
 
How to prepare 
 
Questions that may be asked 
 

HO: Preparing for the 
Interview 
 
HO: Behavioural 
Descriptions Interviews 

2:15 - 2:30  Health Break    
 
 

2:30 – 3:30 ITPW Learner 
Variety Show  
 
FACILITATOR 
 
 

Tables will be divided into two groups. 
 
Each group will take a resource from the 
tool kit and will playfully review with the 
learners the tool, its benefits, its uses, etc. 
 
Group will be given 20 minutes to prepare. 
 
The show will be 40 minutes long. 
 

 

3:30 – 3:45 Debrief Learning 
Tools  
 
FACILITATOR 
 

Ask learners if they have any questions or 
insights regarding the tools in the tool kit.  

 

3:45 – 4:00 Close the Day  
 
FACILITATOR 

Evaluation  
Closing prayer 
Close the day  
 

HO: Response to the Day 
Evaluation 
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MC & FACILITATOR Notes 
Day 2 

 

MC & FACILITATOR NOTES                           DAY 2 
Time Event Facilitator Instructions Activity Objectives 

8:00 – 9:00 Registration & 
Breakfast 

  

9:00 – 9:10 FACILITATOR: 
 
- Opening Prayer 
 
ELDER 

− MC greets the Elder and presents 
tobacco and gift 

− Invite Elder to do opening prayer 
− Elder does the prayer 
− Remind people to register for the day  

 

9:10 – 9:45 Ice Breaker – 
“Say it Loud” 
 
FACILITATOR:     
 
ANIMAL 
DIRECTOR 
 

Ask people to move into the breakout room 
for our ice breaker activity. 
 
Tell learners that this ice breaker is 
designed to get them using their voices 
more loudly, and to show them that when 
we speak more loudly, we become more 
effective. 
 
“We will move into the breakout room for 
this ice breaker.”  
 
The group will be divided into two groups. 
Group 1 will be observers first and Group 
2 will participate first.  
 
Group 1 members will be given a piece of 
paper with an animal on it. We want each 
animal group to have at least eight (8) 
members in it. Be sure to shuffle the 
animal papers when they are handed out.  
 
People will be assigned an animal sound of 
either a donkey, rooster, pig, cow, sheep or 
duck.  
 
The sounds will be scattered throughout 
the room. 

Backpacks 
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MC & FACILITATOR NOTES                           DAY 2 
Time Event Facilitator Instructions Activity Objectives 

   
When you say “GO,” learners will find the 
rest of their animal group using no sound; 
instead, they will show their pictures to the 
other participants.  
 
The first team to gather together as their 
animal group will win a prize. 
 
The second group will now assemble and 
will be given animal pictures. 
 
This time, when you say “GO,” the group 
can make the animal sound and find the 
rest of their members.  
 
The first team to gather together as their 
animal group will win a prize. 
 
Facilitator will close ice breaker by talking 
about how when participants were allowed 
to use their voices they came together 
much faster.  
 
Ask participants to return to the room and 
prepare for the speakers’ panel.  
 

 

9:45 – 10:30 Speakers’ Panel  
 
MODERATOR  
 
PANEL 
MEMBERS  
 

Panel will discuss resumés, what HR 
people look for in a resumé, what works, 
what doesn’t, 14 buzz words, interviewing 
tips and screening criteria.  
 
 
 

Thank you cards 
Backpacks 

10:30 – 10:45 Health Break  
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MC & FACILITATOR NOTES                           DAY 2 
Time Event Facilitator Instructions Activity Objectives 

10:45 – 11:00 ES of an 
Interviewee   
 
FACILITATOR 
 

Provide the Buzz Words Handout.  
 
Review the buzz words.  
 
As a table group, learners will develop an 
ES of an interviewee. 
 
Give the ES of an Interviewee Handout to 
learners to complete.  
 
Bring exercise to a close. Tell learners that 
we will come back to this exercise after 
Drew’s interview. 
  

HO: ES of an Interviewee 
HO: Buzz Words  

11:00 – 11:30 Review of ES of 
an Interviewee 
 
FACILITATOR   

Review the ES profile the table groups 
created. 
 
Is there anything more to add? 
 
Review how Drew used the buzz words.  

 

11:30 – 11:40 Review of ES of 
an Interviewee 
 
FACILITATOR 

Review the ES profile the table groups 
created. 
 
Is there anything more to add? 
 
Review how Drew used the buzz words.  

 

11:40 – 11:50 Embellishing vs. 
Enhancing  

Truth telling in interviews 
 
Being comfortable talking about your self 
 
Being confident 
 

 

12:00 – 1:00 Lunch  
 

 
 

Breakout room will be set up 
for speed interviews.  
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MC & FACILITATOR NOTES                           DAY 2 
Time Event Facilitator Instructions Activity Objectives 

1:00 –  1:20 Speed Interview 
Prep 
 
FACILITATOR 
 

This exercise will be held in the back of 
the room. The breakout room will be set up 
with interviewers on one side of the table 
and the interviewees on the other side. 
Chairs will be set up for committee 
members in the front of the room.  
  
Facilitator will explain that this portion of 
the workshop will give learners the 
experience of talking about themselves 
while working towards becoming more 
comfortable as they do so. 
 
Tell learners they will also have the 
experience of thinking on their feet.  
 
Tell learners they will also have the 
experience of being both an interviewer 
and an interviewee. 
 
Tell learners that for the first part of the 
exercise, one side of the table will be the 
interviewers and the other side of the table 
will be the interviewees.  
 
Handout: Job Description – Corrections 
Worker 
 
Tell learners who are the interviewees to 
study the job description, and that they will 
be given ten minutes to prepare themselves 
to be interviewed.  
 
While interviewees are preparing for the 
job interview, have the other side of the 
table (the interviewers) prepare interview 
questions to ask the job candidates. 
 

This portion of the day will 
focus on learners becoming 
comfortable talking about 
themselves and learning to 
think on their feet. 
 
HO: Job Description – 
Corrections Worker  
 
HO: 25 Common Questions 
Asked at an Interview 
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MC & FACILITATOR NOTES                           DAY 2 
Time Event Facilitator Instructions Activity Objectives 

1:20 – 1:25 Speed Interview 
Example 
 
TIMER  
INTERVIEWER 
 
 

Committee members will demonstrate 
what the speed interview process will look 
like.  
 
Remind learners that in their interview 
they need to: 
 

 Articulate skills and knowledge 
 Market themselves 
 Notice their body language 
 Notice how they use their voices 
 

 

1:25 – 1:50 Speed Interviews  
Group 1 
 
FACILITATOR 
 
TIMER 
 
One Person is the 
Client and the 
Other Person is the 
Interviewer  
 
PANEL 
INTERVIEWER 
GROUPS 
 
  

Tell learners they will now do an interview 
or be interviewed. 
 
Introduce the timer. Inform the group that 
when the timer says “Time,” the 
interviewees will move one seat to the left. 
The person at the front of the room will 
move to the other end of the room.  
 
Remind interviewees to use the buzz words 
they learned in the morning. 
 
Ask the group: “How can interviewees use 
the buzzwords they learned previously in 
the interview?”  
 
Remind Interviewees that this is about 
marketing themselves.  
 
Remind learners who are doing the 
interviewing to ask skill-based and ES-
based questions.  
 
Panel interviewers will be planted in the 
line-up. 
 

After the example is shown, 
learners will conduct the speed 
interview process with each 
other. 
 
 
 
 



4 - 

 

 
72 

H APPENDIX 

Igniting the Power Within: Level 4 Curriculum Celebrating Our Voice 
 

MC & FACILITATOR NOTES                           DAY 2 
Time Event Facilitator Instructions Activity Objectives 

1:50 – 2:15 Speed Interviews  
Group 2 
 
FACILITATOR 
 
TIMER 
 
One Person is the 
Client and the 
Other Person is the 
Interviewer  
 
PANEL 
INTERVIEWER 
GROUPS 
 
Client is now 
Interviewer and the 
Previous 
Interviewer is the 
Client  
 

Interviewers will now become the 
interviewees and the interviewees will now 
become the interviewers. 
 
A new job description and company profile 
will be provided. 
 
Interviewees will prepare for the interview. 
 
Interviewers will prepare questions. Prep 
time will be 10 minutes.  
 
Group will proceed to interview room. 
Participants will only have one minute for 
each interview and then move one chair to 
the left. 
 

 HO: Job Description - Guest 
Attendant  

2:15 – 2:30 

 

Debrief Speed 
Interview and 
take it to the 
Client  
 
FACILITATOR 
 
 
 
 

Panel interviewers will share what they 
observed. They will also identify the 
strengths they witnessed and will offer 
feedback on ways to improve. 
 
Learners will debrief as a large group. 
 
“How will the experience of this exercise 
help you assist your client?” 
 
Debrief with open microphone.  
 

 

2:30 – 2:45 Health Break “We will meet in the other room after the 
break.”  
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MC & FACILITATOR NOTES                           DAY 2 
Time Event Facilitator Instructions Activity Objectives 

2:45 – 2:55 Drew gets the Job 
Offer 
 
FACILITATOR 
 
 _________ will 
call Drew  

Give participants a list of questions to ask 
when offered the job. 
 
“Voicemail messages need to be 
professional sounding.” 

 

2:55 – 3:20 STORYTELLING  
GUEST 
 

Storyteller to share a story that links to 
finding your voice and talking sticks.  
 

 

3:20 – 3:50 Talking Sticks – 
Celebrating Our 
Voice  
 
Tell your Story, 
Tell your Truth  
 
 

“A talking stick is a tool that teaches us 
how to learn to talk in front of others and 
how to listen to others speak.” 
 
“A closing activity to our Level 4 training 
will be building our own talking sticks.” 
 
“Each table has supplies to help decorate 
their talking stick.” 
 
Debrief activity: “As we bring this session 
to a close, does anyone have anything to 
say?” 
 
 

 

3:50 – 4:00 Evaluations 
 
FACILITATOR 

Response to the Day 
 

HO: Response to the Day 
Evaluation  
HO: Larry Bremner’s 
Evaluation 

4:00 Closing  
 
Closing Prayer  
 
FACILITATOR 
 

Draw for Flip Phone  
 
Graduation October 24, 25 and 26, 2010  
  
 
 

HO: Mark your Calendar  
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THESAURUS Fun  
 

 
 

Drew Handley	  	   	   	   1010 Four Pole Corner 
   PO Box 483 • Wood Drift, MB R2G 0H9 • (222) 222-2222 
                     Email: happyme@internet.com 
 
 
 
Accomplishments 
 
Certified Hairstylist. Worked five years at Salon Cuts. While at Salon Cuts I (maintained) 
_______________ a clientele of 200. I am experienced in hairstyling (techniques)  _______________, 
texturizing techniques, foundational highlighting and (colour)  ______________, and colour (corrections)  
__________________. 
Successfully (completed) _______________ “Customer Care: Make them want to come back” course at 
Woodinville Community College. 
 
Received Certificate of Citizenship from Woodinville Chamber of Commerce for 
designing, participating and (Supporting) ___________________ “APART.” APART is a support group 
arranged for Aboriginal Parents who are absent from their child’s day to day care 
 
 
Skills 
 
Knowledge of hairstyling techniques and (current) __________ trends 
 
Experienced in fund (raising) ___________ and organizing volunteers 
 
Comprehension of Microsoft Word, Email, Internet 
 
Strong Oral and Communication Skills 
 
(Excellent)  _____________  relationship-building skills 
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Employment/Volunteer Work 
 
Hairstylist, Salon Cuts, Woodinville, MB 
Customer Service Attendant, Swampy’s One Stop Shop, Woodinville, MB 

 
 
Education 
 
High School Diploma, Indian Education Centre, 1992 
Hairstyling Certificate, Groovy You School of Beauty, 2001 

 
 
Profile 
 
First Nations woman with (expertise)_______________ and (professional) _______________ training in 
hair styling and all its (facets) _______________ . 
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JOB DESCRIPTION - Group Home Worker  
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RESUMÉS  
The purpose of your resumé is to interest the employer enough to interview you. In a way, a resumé is an 
advertising brochure in which the product or service is you, your skills and your abilities.  
 
Resumés should be “user friendly.” The employers who are most likely to hire someone are busy people. 
If the resumé looks like it will take more than a minute to read, they may put it aside.  
Make your resumé attractive, yet professional looking.  
 

Resumé Format Advantages Disadvantages Best used by 
Chronological –  
The traditional “Work 
History” style 
 

 Widely used. 
 Easy to prepare. 
 Can show career progress. 

 Emphasizes gaps in 
work history. 

 Emphasizes job more 
than skills. 

 Underplays non-job 
skills and experience. 

 Individuals with a 
steady work record. 

 People wanting to 
progress in the same 
field of work. 

Functional –  
Also called a Skills 
Resumé 
 

 Emphasizes skills rather 
than previous jobs. 

 Includes experience and 
abilities from volunteer 
and personal activities. 

 Lacks information 
about work history. 

 May be viewed with 
suspicion by 
employers. 

 Individuals with no 
previous employment. 

 Individuals with major 
“unexplainable” gaps 
in employment. 

Combination –  
Usually two pages. 
Functional format on 
first. Chronological 
on second. 
 

 Highlights relevant skills 
and achievements.  

 Combines skills acquired 
in various jobs, training 
and other activities. De-
emphasizes unrelated job 
history. 

 Requires more effort to 
prepare. 

 Confusing if not well 
organized. 

 Individuals re-entering 
the workforce. 

 People wanting to 
change careers. 

 People wanting to use 
non-job skills in future 
jobs. 

Targeted –  
Resumé aimed at one 
specific job/employer  

 Personalized to the 
company.  

 Very specific to  
employer’s needs.  

 Shows research. 
 Impressive to employer. 

 

 Time consuming to 
prepare. 

 Must be revised for 
each employer.  

 Requires extensive 
employer research.  

 Employed individuals 
who want to progress 
into specific jobs with 
specific companies.  
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RESUMÉ Template  
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PHRASES To Use in a Cover Letter  
 
 

 strong interpersonal communications skills 

 expresses ideas clearly 
 builds and maintains effective working partnerships 

 works effectively in a team setting 
 respects and values diversity 
 supports diversity 

 inspires others 
 demonstrates integrity 

 believes in life-long learning 
 mentors and coaches others 

 encourages creativity and innovation 
 demonstrates strong leadership skills 

 effectively presents information
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ESSENTIAL Ski l ls Worksheet 
  

Essential Skills of a(n)           
 
Reading Text: (I read policy manuals so I can follow the rules)   
              

              

              
              

              

 
Document Use: (I complete intake forms for new clients to get them into our system) 
              

              

              

              
              

 
Numeracy: (I make change when customers buy my ice cream) 
              

              
              

              

              

 
Writing: (I write emails to notify my co-workers about a meeting) 
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Oral Communication: (I ask my boss questions to make sure I understand my assignment) 
              

              

              

              
              

 
Thinking: (When I have a problem I consider my options and then make a plan) 
              
              

              

              

              

 
Working with Others: (I coordinate work schedules so everyone can attend a meeting) 
              

              

              
              

              

 
Computer Use: (I write an email to a client and give her some good news) 
              

              

              

              

              
 
Continuous Learning: (I take an evening class to improve my report-writing skills) 
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PREPARING For The Interview  
 

1. In your black portfolio, bring a copy of your résumé, references and five questions to ask 
the interviewer 

2. Dress for success 

3. Relax 

4. Arrive five minutes before your interview to the front reception desk 

5. Introduce yourself and let the receptionist know who your interview is with 

 
 
According to one study, people evaluate one another using the “Three Vs”: visual (appearance), vocal 
(voice) and verbal (what you say). About 93% of a person’s communication effectiveness is determined 
by nonverbal communication. So the next time you’re on an interview, keep in mind that the interview 
may be drawing conclusions about you before you’ve even gotten to the real interview. Take a look at 
these worst and best case scenarios: 

 
Worst Case: 
Jack is nervous about his interview as he sits in the lobby. Anyone watching can see the signs: his foot is 
tapping rapidly and he’s muttering to himself, obviously rehearsing his lines. He’s also slouched down in 
his chair. When Jack spots the interviewer coming down the hall, he begins to wipe a sweaty hand on his 
pant leg. He stands. And as he does, the magazine on his lap falls to the floor. When he bends to pick it 
up, he knocks over his portfolio and papers fall out. The interviewer is thinking, “This guy is a basket 
case. He doesn’t look like the kind of person we want representing our product line”. When Jack finally 
pulls himself together, he holds out his hand, but his handshake is weak. Jack’s fate may be sealed before 
he gives his first answer to a question. 

 
Best Case: 
Joann feels prepared and confident as she waits in the lobby for her interviewer. She knows she looks 
good and feels good. She has practised and prepared and knows that she can do this job. She’ll 
concentrate on selling herself as the solution to the employer’s problems. As her interviewer approaches, 
she stands and smiles, looking directly at him. She looks him in the eye, extends her hand, gives a firm 
handshake and smiles. “This is a very confident woman – someone who shows real promise,” thinks the 
interviewer. The first impression has been made, and it is a positive one. 
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The Drill: 
The following seven steps of the “two-minute drill” will guide you toward a best case interview scenario. 
 

1. Appearance counts. When you look good, you feel good. Make sure you look groomed and neat. 
If you were a book, would someone want to read more? 

 
2. Your clothes and accessories should be conservative and neutral, rather than wild and loud. Your 

clothes are your packaging and should not take attention away from the product. 
 
3. Nonverbal communication sometimes conveys a stronger message than verbal communication. 

When you slouch, whether sitting or standing, you’re saying volumes about yourself and your 
confidence level. Sit up straight, just like your mother always told you. When you stand, make 
yourself as tall as possible: shoulders back and head held high. 

 
4. Eye contact and smiles can indicate a confident and upbeat attitude. You will notice that many 

job postings ask for enthusiasm and energy. This is a good opportunity to demonstrate your social 
and interpersonal skills, as well as your excitement about the opportunity for which you’re 
interviewing. 

 
5. The handshake sends a strong tactile message. Whether your hands are hot and sweaty or cold 

and clammy, you can try some tricks to control the temperature. To cool your hands, try running 
cold water on the on the insides of your wrists. Use hot water if your hands are cool. If you have 
particularly sweaty hands, try using a deodorant gel as a lotion. 

 
6. Your voice and the volume of your speech convey a strong impression. Whether the interview is 

over the phone or face to face, you should speak with enthusiasm and energy. Use a firm voice to 
demonstrate your confidence. 

 
7. Your vocabulary reveals your communication skills and ability to interact with people, especially 

the ones you’ve never met before. The words you choose will say something about you, as well 
as your knowledge of the industry. It is important to use their words and talk their talk. 
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BEHAVIOURAL Descriptions Interviews  
 
Employers are interested in obtaining the right “match” for the position. Traditional questions usually do 
not provide enough information for the interviewer to make an objective decision. Behavioural 
descriptive interview questions are used to obtain examples of what the potential employee did in the past 
and how they performed on specific tasks or functions. The questions uncover information in the areas 
important to successful job performance – the can do and will do factors. 
 
In order to answer these questions, it is important to plan answers before the interview and then practise 
the answers numerous times so that an anecdote (story) is easily related to the interviewer. Each answer 
should include the company/organization where the incident happened, a description of what happened, 
the results of what happened, what you learned from the incident and a summary statement. 
 
Planning and Organizational Skills, Problem Solving, Stress Management 
 

1. Explain how your organizational skills helped you complete a project/job. 

2. Do you feel you are a well-organized person?  Explain how this assists you with your work. 

3. I’d like to concentrate on how you organize and manage your projects/work tasks. What skills do 
you posses in this area? 

4. Tell me about a time when good planning really paid off for you. 

5. This question is related to your work habits. In general, briefly describe how you normally go 
about accomplishing an assigned task. 

6. Tell me about the busiest time you had on your last job. 

7. Tell me about a time when you wish you had done more planning. 

8. Every job has it slack periods. Tell me about a time when you had free time on your job. 

9. What was a difficult obstacle that you had to overcome and how did you handle it? 

10.  How do you go about making an important decision? 

11.  Please give me an example of a problem you faced on one of your jobs, and tell me how you 
went about solving it. 

12.  Tell me about the toughest deadline you faced and how you completed the assignment/project. 

13.  How do you hold up under pressure or deadlines?  Please give me an example from a recent job  
that describes your ability to handle pressure. 

14.  Sometimes, during a rush period, people have to miss their breaks just to get the work done. Tell  
me about a time this might have happened to you. 
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15.  Sometimes when we are in a hurry we tend to rush through a job and don’t take as much care in 
doing it as we really ought to. As a result, we end up having to do the job all over again. Tell me 
about a time when this happened to you. 

16.  Unfortunately, we don’t always manage to catch mistakes. Can you recall a mistake that you 
missed that was most embarrassing for you? 

17.  Sometimes, when we are pressed for time, we neglect to check our work to make sure that is 
complete as well as correct. Tell me about a time when you were in this situation. 

 
Attendance 

1. Tell me about a time when you really had to hustle to make it to work on time. 

2. Every now and then we all miss a day. Tell me about the most recent day you missed. 

3. We all have to miss some days for good reasons. Tell me about the most recent time that you 
needed time off. 

 
Communication Skills and Interpersonal Skills 

1. We all have days when we feel overburdened and frustrated. On these days, dealing with 
clients/customers seems to be more of a chore than anything else. Tell me about the most 
frustrating occasion when you did not have time to deal with a client /customer. 

2. Explain the most favourable comment you received from a client/customer. 

3. Please give me an example of a time when you effectively used your people skills to solve a 
customer problem. 

4. In working with others closely day after day, disagreements are bound to arise. Tell me about a 
disagreement you experienced with a co-worker. 

5. We all experience some unpleasant time with our peers (co-workers). Tell me about the most 
trying time you have had with a co-worker. 

6. What sort of relationships do you have with your co-workers and supervisor?  Please give me an 
example that describes your interpersonal skills. 

7. Tell me about the most favourable comment you have received from a member of your staff. 

8. Describe a situation that explains how well you get along with people. 

9. I am interested in finding out how well you get along with others. Please give me an example 
related to the work place. 

10. Tell me about a time when you were able to help a co-worker through a difficult situation. 

11. Tell me about a time when you helped a co-worker with learning a new task or solving a problem. 

12. People work at different speeds. Tell me about the most difficult moment you faced with the 
slowest partner you ever worked with. 
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13. It is often necessary to work together in a group to accomplish a task. Can you tell me about the 
most recent experience you had working as part of a group? 

14. We all enjoy being recognized for the good work that we do. Tell me about a time your 
supervisor complimented you on your work. 

15. Sometimes we put off talking to our boss about something. Tell me about the time you were most 
reluctant to go and talk with your supervisor, even though you knew you should. 

16. It’s impossible to please someone all of the time. Tell me about the most serious disagreement 
you had with your supervisor over some aspect of your work. 

17. At one time or another, everyone has become upset over a task assigned by the supervisor. Tell 
me about the last time this happened to you. 

18. Tell me about the most undesirable project/work task you were assigned. 

19. Tell me about a time you had a really good idea and had to persuade your supervisor to accept it.
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RESPONSE to the Day  
 
Day 1  Day 2 
 

What I expected… 
 

What I learned… 

What I valued… 
 

What I still need… 

 

      Thank you! 
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ESSENTIAL Ski l ls Worksheet 
  

Essential Skills of an Interviewee 
Reading Text: (I read information about the business I am interviewing for)   
              
              

              

              

              

 
Document Use: (I complete any application forms needed before I attend the interview) 
              

              

              
              

              

 
Numeracy: (I know how long my interview time is and can gauge how long my answers should be) 
              
              

              

              

              
 
Writing: (I write a Thank You letter to the interviewer after my interview is complete) 
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Oral Communication: (I ask clarifying questions to make sure that I understand the question being asked) 
              

              

              

              
              

 
Thinking: (When I have a three-part question, I consider my options and then make a plan to answer 
each part of the question clearly) 
              

              
              

              

              

 
Working with Others: (I coordinate my schedule so that I can attend my interview on time) 
              

              

              

              
              

 
Computer Use: (I search the internet for updated information pertaining to the business I am 
interviewing for) 
              

              

              
              

              

 
Continuous Learning: (I take an evening class to improve my communication skills) 
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EFFECTIVE BUZZ WORDS TO USE IN INTERVIEWS 

 Partnerships 

 Fit 

 Create 

 Organized 

 Time management 

 Team work 

 Interpersonal skills 

 Proactive 

 Change 

 Contribute 

 Diversity 

 Life-long learning 

 Inspires/Motivates 

 Leader 
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JOB Description – Corrections Officer 
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JOB Description – Guest Services Attendant 
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COMMON Questions asked at an Interview 
by Randall S. Hansen, Ph.D.  
 
This article is part of a series from The Career Doctor's Cures & Remedies to Quintessentially 
Perplexing Career and Job-Hunting Ailments. (http://www.quintcareers.com) 
 
Before even addressing this question, let's be honest and say that the most important elements related to 
success in job interviews are research and preparation. The more job-seekers know about the type of 
interview(s) they face, the better they can anticipate questions and prepare and practise answers. 
Employers often use a combination of traditional and behavioural interview questions, and you need to be 
prepared. Finally, remember that the job interview is the time to sell yourself to employers.  
 
From various research sources, here are some of the most common interview questions job-seekers should 
expect in a job interview:  
 

1. Tell me about yourself.  
2. Why did you leave your last job?  
3. What do you see yourself doing five years from now? Ten years from now?  
4. What are your long-range career objectives?  
5. Why did you choose this career?  
6. How well do you work with people? Do you prefer working alone or in teams?  
7. How would a good friend describe you?  
8. What would your last boss say about your work performance?  
9. Why should I hire you?  
10. What makes you qualified for this position?  
11. What do you think it takes to be successful in a company like ours?  
12. In what ways do you think you can make a contribution to our company?  
13. What's the most recent book you've read?  
14. What two or three accomplishments have given you the most satisfaction? Why?  
15. Describe the most rewarding experience of your career thus far.  
16. Why did you decide to seek a position in this company?  
17. What can you tell us about our company?  
18. What do you know about our competitors?  
19. What two or three things are most important to you in your job?  
20. Are you willing to travel for the job?  
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