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VALUE oF A Goob RESUME

A good resume is without a doubt the most important and valuable tool that
every job seeker needs when applying for a job because it is like your ticket to a
job inferview. A resume is a written document that is your mini life story — but
with a focus on your skills and abilities that are relevant to the job you are
applying for. If your resume doesn’t have the right information on it, you won't
get the interviews you need to find a job.

Here are some tips to help you create an excellent and attractive resume:

+ First Impression: Your resume is what initially sells you to an employer. A
concise, well-presented document will impress the employer to call you in
for an interview. If that employer receives many resumes for one job
opening, they may only spend 10 seconds reading each one. Therefore you
need to catch their eye and impress them with a few choice words.

+ Format: A resume is a one or two-page computer word-processed
document, preferably using an easy-to-read font like “Arial”.  You can
create an attractive layout using spacing, underlining, bolding and
point form “bullets”.

+ Style: Common styles of resumes include chronological, functional and
combination. The choice of style depends on your work history and its
relation to your job target.

+  Content: Your resume is made up of sections that generally have a heading
to introduce them. Every resume should discuss your work history, skills,
education and experience. Other sections might include: languages,
volunteering, hobbies, interests and references.

+  Targeting: The content of your resume is focused on the job for which you are
applying. We recommend that you summarize your experiences — remember
that the word “resume” means summary! However, do elaborate on your
skills and experiences that are most transferable to the job in question.

+  Help: Get a friend or employment counsellor to proofread your resume, or
take a workshop to learn more about what you have been introduced to so
far.

There are many excellent employment services offered throughout the Lower
Mainland including those focusing on immigrants. Visit one near you.
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OVERQUALIFIED AND UNDEREMPLOYED
PART 1: ENGINEERS

Being overqualified and underemployed is a common problem for immigrants
with qualifications in regulated professions. Numerous organizations are
working to ease an immigrant’s transition to a suitable job that matches his or
her qualifications, but barriers persist. Fortunately, there are several things
immigrant professionals can do to improve their chances of finding work that
matches their goals. In this article, we offer some suggestions that can help
professionals enter their field of training, including some suggestions specific to
the engineering field.

Teresita worked as an engineer in her home country but left her high-paying, high
status job to come to Canada. She now works part-time in retail sales and wonders
whether she made the right choice. She feels frustrated that her applications for
engineering positions haven’t resulted in any interviews or job offers. She learned that
her applications were being overlooked because she was not a member of the
Association for Professional Engineers (APEG), which requires many things including a
year of Canadian experience related to engineering. But when she applied for junior
engineering positions, employers told her she was overqualified. It seemed that there
was no middle ground where she could fit.

Many accomplished people struggle with underemployment. Adopting some of the
following job search strategies may help:

+ Tap into the hidden job market of unadvertised jobs by approaching
companies directly and talking with people. This will help you establish a
network.

+ Ask for a brief (10 or 15 minute) meeting with a manager or engineer who
work in those companies. By interviewing many working engineers, you will
find valuable information about the field and learn about job prospects at a
wide range of companies.

+  Research the companies that need your skills and experience. An excellent
site for engineers is www.strategis.ic.gc.ca, which has a Canadian
Company Capabilities directory. Job seekers can search by product or
service to find thorough and updated information about companies similar
to their former workplaces.

+  Go through the website of APEG, the Association of Professional Engineers
and Geoscientists (www.apeg.bc.ca). The website has a listing of
association members and their contact information.

+  Refer to websites that will guide you through the accreditation process
including the International Qualifications Program (www.mcaws.gov.bc.ca/
amip/igp) and www.issbc.org/Employment.shtml which features
Occupational Fact Sheets for internationally trained engineers.

+ Teresita and other internationally trained female engineers would benefit by
meeting with other female engineers who have overcome gender barriers in
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this male-dominated field. The Society for Women in Science and
Technology (www.harbour.sfu.ca/scwist) is a voluntary association that
assists female immigrants with professional qualifications in science and
technology.

Immigrant professionals face a particular challenge in finding suitable employ-
ment, and they need to adopt innovative strategies to succeed.

St
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OVERQUALIFIED AND UNDEREMPLOYED
PArT 2: THE FINANCIAL INDUSTRY

lt's common for immigrants to be turned down for jobs because employers think
they are overqualified. It's also common to see immigrant professionals
underemployed in jobs that don’t use the full range of their skills and
knowledge. While these challenges exist, there are several things that
newcomers can do to find work that matches their goals and previous
achievements. In this article, we offer recommendations to help professionals
with financial or accounting credentials obtained outside of Canada.

Lan came to Canada after working in a high-level accounting position in Vietnam.
Eager to enter the Canadian labour market, she began volunteering at a non-profit
organization and soon volunteering led to paid work as an office assistant. Having a
financial background, she quickly observed that she was able to help with other tasks,
which were outside of her job description including accounting-related work. Her boss
appreciated Lan’s desire to take initiative and gradually gave her more responsibilities
related to accounting.

Here are some helpful strategies:

+  Volunteering: Volunteer to develop more contacts in your network and gain
valuable work references.

*  Managing your own job description: Most workplaces have flexibility. As
long as you are doing what is required in your job description well, most
managers are open to their staff offering suggestions or volunteering for
additional tasks. Carefully choosing your initiatives can lead to the work you
really love to do.

+  Being more than a “numbers”person: Show your enthusiasm and initiative
throughout your work. As the field of finance and accounting grows more
competitive, candidates also need to demonstrate excellent interpersonal
skills and other attributes such as initiative and reliability.

Although Lan now had work that was somewhat related to her field, she knew that she
would need to upgrade her skills if she was going to move ahead. She had her
qualifications assessed at the Chartered General Accountants to learn of her
designation, and began taking evening and weekend courses. As she upgraded her
designation, she searched for more related work and eventually found a bookkeeping
position with another organization. Once she gained CGA status, she advanced to a
comptroller position with this second company. Each time she applied for a new
position she revised her resume fo include her current level of designation and any
new skills or responsibilities that she had obtained during the course of her job.

Other strategies:

+  Finding related work:
Although accounting is a regulated industry like engineering, it is possible to
do bookkeeping or accounting work without having CA, CGA or CMA
designations.
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+  Getting evaluated and designated:
Credentialing organizations offer evaluations that rate a candidate’s skill
level based on their previous education and experience. These include
Chartered General Accountants (www.cga-bc.org), Chartered Accountants
(www.ica.bc.ca or www.casb.ca) and Certified Management
Accountants (www.cmabc.org).

+  Refer to websites that will guide you through the accreditation process: The
International Qualifications Program (www.mcaws.gov.bc.ca/amip/igp)
offers “Your Road Map to Recognition” fact sheets and Immigrant Services
Society (www.issbc.org/Employment.shtml) features Occupational Fact
Sheets for internationally trained accountants.

+ Writing your level of designation on your resume: Indicating your
currentdesignation shows prospective employers that you are keen and
interested in moving ahead in the field, and from the employer’s
perspective, even a CGA Level 3 has a lot of credibility in the industry.

«  Computer Literacy: It's beneficial for accounting professionals to be
proficient in ACCPAC, Simply Accounting, SAP Sybase and QuickBooks.
Having exceptional skill with Excel (e.g., Macros) is desirable for many
employers.

Immigrants with international credentials in finance and accounting face
difficulty finding jobs that will challenge and satisty them. It's often necessary for
them to adopt innovative job search strategies.

Immigrants and the World of Work

St



Employment
Services

OVERQUALIFIED AND UNDEREMPLOYED
PART 3: ComMPUTER PROFESSIONALS

Many newcomers to Canada struggle with not finding employment that matches
their qualifications. In this article, we offer our recommendations to
professionals with experience in Information Technology and Software
Development.

Boris came to Canada with a programming background; however, his applications for
work weren’t bringing him interviews. Worried that he didn’t have the right skills for the
local market, he considered trying to change his job search to one that targeted
technical support, since he seemed to find a lot of ads for that position.

A Vancouver recruiter/headhunter for the IT field, Ivan Hnatuik describes this as
a critical mistake. In presentations to job hunters, he says the first thing to do is
to “decide who you are” and then stick with it.

Hnatuik, who's been in the business since 1994, says programmers and
customer support staff are two different types of people with differing skills and
preferences. Programmers, for example, don’t need the high level of
communication skills that support staff do, where 80% of the job is public
relations. Many immigrant job seekers do make the transition from
programming to customer support successfully; however, ISS recommends that
pgogrommers carefully assess their suitability for the role before making the
change.

So what is a good strategy for getting work in the Vancouver IT industry? Hnatuik,
a former IBM staff member, suggests making sure employers know you are open
to contracts, not only permanent jobs. Some firms, he says, almost never have
“openings” but they often hire new people on contract. Then, when a position
does come up, guess who gets hired2 Of course it’s the contract worker who is
familiar to them.

A typical contract length is three months, but if the contracted worker is doing
well, that will often be extended. Hnatuik knows of numerous examples where
contracts keep being extended for as much as three years.

This recruiter also suggests having a “stellar resume.” By this he means the
inclusion of the following components:

+ Enough detail: The standard rule for limiting resumes to no more than two
pages is not applicable to the computer field. Candidates may need to go
beyond this to provide adequate detail. Also beneficial is a “Technical
Summary” page, which details experience with programs, and how long
and how recently these were used.

+  Key words are essential: If they’re missing, a resume may be overlooked by
database searches.

+  An objective: This feature is particularly important since not everyone reads
cover letters.
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+ An easy-to-read- format: Don’t send resumes in unusual forms like PDF
Stick with Word and send a back-up ASCII text version to make sure
employers can open your resume.

+  Contact Information in the body of a resume, not in the header: If your
resume is scanned into a database, the person doing the scanning may not
notice if the critical contact information was missed. Later, when a matching
position comes up, the database will retrieve your resume, but no one will
know it belongs to you.

+ A de-emphasis on your mailing address: Write your email address and
phone number in a more prominent position.

+  Hobbies and interests: These show what kind of person you are beyond your
work skills. Many employers are interested in these, but make sure that you
go beyond the general. Most importantly, don’t write ‘surfing the Internet’ as
a hobby. Employers want to know you are taking a break from computers
and have a life beyond the screen.

These tips will be helpful for IT and software development professionals, and
most are applicable to job seekers in other professional fields too. Small changes
to your job search approach can make a big difference.Visit the International
Qualifications Program website (www.mcaws.gov.bc.ca/amip/igp) for
helpful information and resources targetted towards internationally-trained
immigrant professionals.
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DeALING WITH RACISM AND
HARASSMENT

Many immigrants come to Canada with hopes of finding a better future. Some
have chosen to immigrate here because they believe that this society is free from
racism and harassment. While much work has been done in Canada to change
attitudes and behaviours about cultural and other differences among groups of
people, the reality is that individuals may still encounter racism or harassment in
the workplace.

Maria worked as a receptionist for a small manufacturing company. A male employee
from another department always greeted her warmly when he saw her, but she was
confused about some of the things he said. On several occasions, he told her jokes
about Hispanics, which she didn’t find very funny. At other times he made suggestive
comments about how she looked. Maria felt very uncomfortable and wanted to quit

her job.

Racism is when someone is picked on, threatened or treated unfairly because of
the colour of their skin, religion, ethnic or cultural background, or the country
they come from. There are many forms of racism, and telling insulting racial
jokes is considered racial discrimination in Canada. Harassment is any kind of
behaviour that threatens, humiliates, or embarrasses a person, and makes the
person who is harassed feel threatened psychologically or physically. The
comments of Maria’s co-worker about her physical appearance would be
considered harassment.

Here are some things you could do if you are dealing with racism or
harassment:

+ Write down complete details about what happened including date, time,
description of incident, list of witnesses, if any.

+ Tell your co-worker that you are uncomfortable hearing the jokes and
comments and ask them to stop. This may not be possible in all situations.

+ If you do not feel safe in talking directly to your co-worker, or if there is no
change in their behaviour after you have spoken to them about it, you can
tell your supervisor about what happened and ask for assistance. Your
supervisor has the responsibility of providing a safe, productive workplace
free from harassment and, legally, must act when a complaint is made.

+  Call the BC Human Rights Clinic to seek guidance about making a
complaint. Call (604) 689-8474, or for calls outside of the Lower
Mainland, call their toll free number: 1-877-689-8474.

+  Visit the BC Human Rights Tribunal website to download the complaint form.
When these are completed and submitted, the Tribunal will evaluate the
complaint and determine how it should be handled. Their website is:
www.bchrt.bc.ca

Everyone has the right to be free from harassment, discrimination and racism.
Knowing your rights and the options available to you will be useful if you are
confronted with discrimination in your workplace.
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Asour ISS

IMMIGRANT SERVICES SocieTy oF BC

The Immigrant Services Society of BC is a non-profit organization that has
been serving the needs of immigrants and refugees for over 30 years.
The Training Institute @ISS offers employment assistance services, skills training
programs and English language courses that provide immigrants with the skills
they need to integrate into Canadian society and successfully obtain
employment in BC.

EMPLOYMENT SERVICES @ISS

For over 16 years, the Immigrant Services Society of B.C. (ISS) has been
providing a full range of government-funded employment assistance services
that assist immigrants with a wide variety of needs and enhance their ability to
build a successful career in Canada.

These programs and services make it possible for clients with varying needs to
access timely and appropriate support at every stage of their job search
process: from the initial assessment, referrals and action planning, to career
exploration, job search, job placement and drop-in resource centres.

Employment services are offered in individualized or group setting; in English
and seven major languages. In addition, clients have access to support in over
50 languages and dialects spoken by 160 staff.

In 2003, Employment Services @ ISS in Vancouver and Richmond served nearly

8,000 clients.
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