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Summer Job Information for Youth

CHATHAM « Be open minded about what types of
Federal Building jobs you will do, and what you can
1st Floor gain out of it.

e Have a nice up to date resume and
create job specific cover letters that
are professional looking. Include
volunteer and school achievements.
Prepare for interviews practicing

120 Wellington Street W.
Chatham, ON N7M 4V9
519.380.8878

WALLACEBURG typ|ca| interview questions, research- o |f you are not able to find regular
786 Dufferin Ave. ing the company and knowing the employment over the summer,
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Municipal Service Centre| ® Network, telling friends, parents of enhance your resume.

519.627.6986 friends and other community contacts
that you are looking for employment.
NOW OPEN

HOURS Service Canada

Remember employers can google!

Monday to Friday
8:30 a.m. to 4:00 p. m.
www.chatharrkent.ca/erd

Chatham-Kent Employment Resource Centres
Your #1 Source for employment and career supports

EMPLOYMENT
ONTARIO

e Be available holidays, evenings and
weekends.

Dress professionally to apply for
work, and for interviews.

members to provide at interviews .

The job market for students is tough,

students need to look at what is

needed in terms of skills and experi-

ence.

e Consider seasonal agricultural jobs,
they show you are not afraid of hard
work and are industrious.

Have 3 good references of non-family

Service Centre for Youth

Chatham
120 Wellington St. W
1st Floor
Mondayfi Friday
8:30am to 4:00pm

Wallaceburg
786 Dufferin Ave.
2nd Floor
Monday & Wednesday
8:30am to 4:00pm

For more job searching information: www.chatham-kent.ca/erc

¢ Chatham-Kent
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Overcoming Test Anxiety

The thought of tests, quiz- fore the test and bring a small the aboved is I|likely
o _zes and exams often snack or drink to take your mind off back to the question; options that
.97 ¥ causes anxiety, stress and of your anxiety. doné6t grammatically f

or use negative or absolute words
are often wrong. Above all, have
confidence in yourself! If an option
is completely unfamiliar to you after
studying the topic, it is likely wrong.

... an overwhelming sense of
helplessness in children

and adults alike. No one likes to be
tested. Lives and careers can de-
pend on the results of certain tests,
and it seems that testing, especially Q Review other tests and questions
online testing, is becoming more Q Arrive early with all materials
prevalent in today[PoGek 08 dJmaordk &t gh Ean
ployers may administer personality
tests, to see if your values are a
match for the company; skills tests,
to test your knowledge of the field;
writing tests, to evaluate your com-
munication skills, along with many
other possibilities. Performing your
best on these evaluations is neces-

KEY POINTS w
’;5

Preparation |

sl eep

During the Test
Q Read all directions carefully
Q Answer the easy questions first
Q Review your answers after finishing
Q Be aware of the time

Above all, be aware of the time you

have to complete the
rush yourself. Manage your time so

that you are able to answer all ques-

sary to moving along in the job ap-
plication process, however, nervous-
ness and anxiety can cause poor
performance.

Luckily, there are ways to reduce
the stress you feel before and during
a test, allowing you to perform bet-
ter.

Preparation is very important. As
much as possible, review materials
for the test, or find past/similar
tests or questions to get an idea of

During the test, stay relaxed and
confident. Read all the directions
carefully. Answer the easy ques-
tions that you know first; this builds

your confidence and familiarizes you

with the vocabulary and concepts
used in the test.

Upon completion, always read over
the test and review your answers. If
you are sure that an answer is
wrong, change it.

When taking multiple choice tests,
there may be more than one correct

tions.

The idea of a test does not need to
induce anxiety and stress. With
proper preparation any test can be
taken with confidence, allowing you
to relax and get the best results pos-
sible. So the next time a potential
employer requires you to prove your
knowledge and skills, follow these
tips and ace it!

Written by:
Shannon McDowell

what kind of information you need Employment Resource Advisor
to know. Get familiar with the for-

mat of the test. Arrive early to the

answer; your task is to find the  most
correct answer. Begin by eliminat-
ing options that you know are

test and make sure that you have wrong. I f one of the -erC is O6AII 0 |
all the materials and identification the abovebod, and two of s~ ~ o er
needed. Get a good trhirglt @ptdlommesp abbe- ri ghT" 7" "ien™6Al |l of

Teddy Bears

Children between the ages of 2 and 5 are invited to attend this afternoon of fun!

1:30 ¢ 3:00 p.m.
WALLACEBURG BRANCH LIBRARY

Registration begins at 1:00 p.m.

BRING YOUR TEDDY BEAR

GAMES * CRAFTS * STORIES * MUSIC * REFRESHMENTS

Chatham-Kent Public Library
éwhere people
www.chatham-kent.ca/library

and ideas meet

¢> Chatham-Kent

For more job searching information: www.chatham-kent.ca/erc
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Are Cover Letters Necessary?

So you have a resume that has been
slaved over for hours. It describes your
past jobs and accomplishments in in-
credible detail and is the perfect repre-
sentation of yourself in your search for
employment. With this fantastic re-
sume, what purpose does a cover letter
serve? Is a cover letter necessary?

The answer to this depends on who you
ask, but my opinion is that a cover letter
is always appreciated whether employ-
ers read it or not. In fact, cover letters
are usually read in less than a minute.
This may make them seem like an un-
necessary waste of time to write when
an employer gives them only a cursory
glance.

However, cover letters are a courtesy
left over from job search customs of past
decades that act as your introduction to
the employer. Letters are more per-
sonal than the resume and give you an
opportunity to really show your interest
and enthusiasm for a particular com-

pany or position. As much as you per-
sonalize a resume to a job ad, it will still
be fairly generic, but with a cover letter
you can show the research you have
done into the company and prove that
you will be a good fit with the company
values.

Employers also use the cover letter to
eval uate a
ing skills, communication skills and
professionalism. Poor grammar and
spelling is a red flag on a job applica-
tion, and using slang or poor formatting
tells an employer that you are unprofes-
sional or dondt
sure you have a friend with good gram-
mar skills look over your application, as
one spelling or grammar mistake is all
it takes for a cover letter to be dis-
carded.
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Not all positions require or even want a
cover letter. For instance, Municipality
job postings do not require a cover let-
ter, instead replacing them with a ca-
reer profile. In cases like this, cover
letters should not be submitted. How-
ever, if a job ad does not specifically
prohibit cover letters, it is best to in-
clude one. If sending a resume by e -
mail, you can even type the cover letter
in the body of the e -mail as an introduc-
tion to your attachment.

So when you have your perfect resume

prospect i ‘eadyeagply © sha peffest job, el t -

member to take the time to write a
cover letter to accompany it. A cover
letter is an introduction to your resume
and an expression of your value to the
employer. Cover letters, when properly

care WﬂTIBnOaHOI progfeed,ta?e 'a§ nécessary'\gé ke

your resume in your job search success.

Written by:
Shannon McDowell
Employment Resource Advisor

To be

competitive

FREE Computer Workshops

nTae BpldymentyResourcen Gesttes diea v e

in todayds job

offering workshops for the job seekers who have little or no computer knowledge.

Computer Basics
This workshop teaches
computer components, desktop
components, use of keyboard and
mouse, introduce basic 10 key
typing skills.

Chatham
June 2, 2010
9:00 a. m. to 11:30 a. m.

Wallaceburg
June 23, 2010
9:30 a. m. to 12:00 p.m.

Chatham
120 Wellington St.
Chatham, ON N7M 4V9
519.380.8878

Simple Internet
This workshop teaches adults: what
the internet is, popular job
searching sites, and how to use
search engines.

Chatham
June 2, 2010
1:.00 p. m. to 3:30 p. m.

Wallaceburg
June 23, 2010
1:.00 p. m. to 3:30 p. m.

(> = /)) 1’ -
k<
TO REGISTER

Wallaceburg
786 Dufferin Ave.

519.627.6986

Word
This workshop teaches adults:
Microsoft 2007 basics, opening,
saving, printing, and basic editing
features of documents.

Chatham
June 9, 2010
9:00 a. m.to 11:30 a. m.

Wallaceburg
June 24, 2010
9:30 a. m. to 12:00 p. m.

Wallaceburg, ON N8A 2V3

For more job searching information: www.chatham-kent.ca/erc
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Chatham-Kent Public Library Events T June 2010

éwhere people and idea

Thursday June 10"
6:0071 7:30

Healthy Eating on a Budget Workshop

Join Public Health Dietician Lyndsay Davidson and

svwwiohagham -kent.ca/library

Thursday June 24"
6:30 pm

Market Research Workshop

Join Jana Shouldice of

discover new and budget friendly recipes. Economic Development for an informative presentation.

Pre-Registration is Required
519.354.2940

. Wut
I'HE BLIND S1DE

Tuesday June 1, 2010 Tuesday June 8, 2010 Tuesday June 15, 2010
PG-13 14A 14A

movies @ Your Library for Adults

Tuesday June 22, 2010 Tuesday June 29, 2010
14A PG-13

Join the Wallaceburg Branch
TD Summer Reading Club

Registration begins
Monday, June 28 ™

and continues through the summer

Open to any child who can read independently

including Grade 8 Graduates

For more information call 519 -627-5292 or visit the

Library at 209 James Street
Chatham- Kent Public Library
éwhere people and ideas

www.chatham - kent.ca/library

For more job searching information: www.chatham-kent.ca/erc
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