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Customer Oriented Taking time to refer potential clients to other agencies when
our program is not a fit for their needs

Confident Displaying confidence in finding a new location for our
organization when we were temporarily displaced

Problem-solver Developing new internal processes with administrative staff
to support other Staff working from home during COVID

Hard working Working through lunch and coffee breaks, staying after
normal working hours to ensure tasks are completed

Meet deadlines Ensuring our yearly funding proposals are submitted well in
advance of the current contract project end dateSAMPLE
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Values

Relationships

Achievement/Accomplishment

Assist People

Interaction with People

LeadershipSAMPLE



Relationships

Expertise
A Lover of Beauty
Productive
Assist People
Honesty / Integrity
Decision Making
Intuition
Respect / Status
Detailed Work
Clear Directions

Solve Problems

Cooperation / Harmony
High Standards
Competence
Clean & Orderly
Moral Fulfillment
Authority
Interaction With People
Leadership
Travel
Ethical Workplace

Belonging

Job Security
Leisure / Balance

Learning / Knowledge
Achievement / Accomplishment
Supportive Supervisor
Commitment
Humanitarian Work
Creativity / Innovation

Acknowledgement / Appreciation

Working Under Tight Deadlines
Democracy
Fast-Paced Environment
Artistic
Privacy / Solitary Work
Peaceful Environment
Multi-Tasking
Routine
Precision Work
Competition

Working With Things

Variety
Freedom / Independence
High Salary

Advancement
Fun
Nature / Outdoors
Physical Ability
Persuade Others
Location
Challenging / Adventure

SAMPLE



Manage People Negotiate Agreements Medical Care

Serve
Customers/Patients/Clients

Social Media Repair Things

Program Administration Draw Specs/Sketches &
Blueprints

Teach/Instruct/Train Use Complex Machinery

Motivate Others Construct/BuildSAMPLE
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Animal Health Care

Repair Things
Arrange Events
Draw Specs / Sketches & Blueprints
Sell
Interior Design
Landscaping /  Horticulture
Use Complex Machinery
Calculate
Physical Labour

Medical Care
Drive / Operate Vehicles
Construct / Build
Use Hand / Power Tools
Research
Conflict Resolution
Take Inventory
Inspect

Communicate Verbally

Manage Budgets
Audit Records
Question / Interview Others
Network
Teach / Instruct / Train
Coach
Manage People
Edit / Proofread
Cook Food
Solve Problems

Program Administration

Facilitate Groups / Meetings
Type
Counsel
Help Others
Public Outreach
Motivate Others
Serve Customer /  Patients / Clients
Address Challenges
Run Meetings

Make Decisions
Written Communications
Speak In Public
Organize Projects
Plan & Develop
Keep Records Of Information
Increase Efficiency

Interior Decorate
Creative Writing
Analyze Data
Design
Negotiate Agreements
Information Technology
Social Media

SAMPLE
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Traveling to retail stores to train staff in new customer service and ordering procedures.

Collaborating with Staff on new projects.

Providing direction to people when they require further assistance or information.

Coordinating a yearly community event.

Being recognized for my abilities as a natural leader of people by being promoted to Supervisor in my last job.

Confident, interacts well with others, hard working, organized.

Customer oriented, relationship building, leadership

I am a person who has exceptional customer service values and builds strong relationships with associates and community members.

Positive, someone they can depend on, fun to be with and willing to lend a hand.

High School as an Honour Roll student

Problem solving

Build the organization I work for to continue on as a legacy to it's founder.

Leading my organization in continuing it's work in the community when the founder was not able to due to illness.

Work with my Husband in developing our own business.

Questions on work-related issues and/or tasks.

SAMPLE
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Conflict Resolution, Addressing challenging behaviours, Being more perceptive.

Helping people

Leave my present organization with someone at the helm who can move forward and achieve great things.

Encouraging and motivating others

Make people feel they matter.

Relationships

Customer Service

Leadership

Problem Solving

Direction

SAMPLE
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• 
 I need community, I like to teach and support people   

• 
Teaching, group facilitation, starting things   

• 
Community is important to me  

• 
Teaching? Facilitating? Support work? EAL Teacher?

When I was a young mom with three 
kids, I joined a support group  I was 
only there two weeks and I was asked 
to facilitate the group  I stayed there 
for 5 years and made many friends

When I first moved to Canada, I 
couldn’t find a group I fit in with 
and found some groups ‘clicky’ so 
I started my own group and made 
a rule to help new members feel 
included

When I first came to Canada I could 
not legally work for the first year, 
so I volunteered at a nature reserve 
where I found my community and got 
the opportunity to teach kids about 
nature  

When I was in the third grade I was 
asked to help a new girl to settle in 
to our school  She was Chinese and 
couldn’t speak much English  I was 
proud to help her all year and we 
became best friends

SAMPLE
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Loosing my job at Eaton's where I had been
employed for almost 23 years. My first job was
with this company as a sales clerk at 16 years of
age. I progressed eventually to a management
position overseeing an office of 25 staff. I was
also given an opportunity to conduct staff training
traveling to stores across western Canada. I truly
enjoyed my time with this company as they
helped me to realize my full potential.

Taking part in the Job Finding Club program
at my local Career Services Centre while I
was job seeking. Eventually, I was offered a
position and hired as the Office Manager for
this company. I love the fact that we can
impact people in such a positive way through
our job search assistance and professional
development training.

Joining a volunteer group called PEO, which
helps young women to achieve their
educational goals. I met some amazing
women who give of themselves to raise
funds for this organization. I still receive
birthday and christmas cards from some
years later.

Heading a planning committee for an event
called Women as Career Mentors while
employed at the Career Services Centre. This
event was held for 6 years and paired young
women with professional women in their
career of choice. The feedback received after
the event was extremely positive and talked
about how life-changing it was for them.

Trying new things, taking on new roles I can be resilient in spite of loss

Working with people Helping people to succeed
Managing people Teaching people

Giving back to the community

Management Training
Event Planning

Managing

Training

Volunteering

Community InvolvementSAMPLE
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Administrative Manager

Trainer

Event Planner

AdministratorSAMPLE
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Customer Oriented

Confident

Problem-solver

Hard working

Meet deadlines

Relationships

Achievement/Accomplishment

Assist People

Interaction with People

Leadership

Manage People

Serve Customers/Patients/Clients

Program Administration

Teach/Instruct/Train

Motivate Others

Negotiate Agreements

Social Media

Medical Care

Repair Things

Draw Specs/Sketches & Blueprints

Use Complex Machinery

Construct/Build

Relationships
Customer Service
Leadership
Problem Solving
Direction

Managing
Training
Volunteering
Community Involvement

Administrative Manager

Trainer
Event Planner
AdministratorSAMPLE
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Example: 

  

  

  

  

  

  

  

  

  

  

  

Manager
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Have informational 
interviews with 
people in their jobs 

Tuesday afternoon My coach Provide me with 
the first person to 
interview 

Start Date Network

Research potential
companies

Immediately Former Manager Provide further
network connections
and who to research

SAMPLE
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Not enough money 
for training 

Look into grants and 
student loans 

Career Guidance 
Counsellor at College 

Appointment on 
Wednesday

Start Date

SAMPLE
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Carpenter

Self Employed 
Renovations

Materials 
Recycling

Cabinet Maker

Trades Trainer

Hardware 
Sales

Lathe 
Operator

Crafts and 
Toy Maker

Maintenance 
and Drywaller

Building Inspector 
or Superintendent

Ceiling and 
Floor Installer

SAMPLE
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Trainer

Staff Computer
Instructor

Develop
Instruction
Manuals

Orientation to
New Staff

Teacher

Facilitator
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