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"If we really want something that we have never had, we must do 
something that we have never done". 

1. Abstract 

The main objective of this white paper is to provide a guideline how to get a suitable job in local and 

international job market, and what are the preventive measures you should consider in holding your job 

and eventually getting promotion. 

 

2. Introduction 

Graduates, professionals are changing their jobs for advancement, and laid-off workers, including 

immigrants, are continuously immerging into job market. You should adept of using the most current 

professional tools for 21st   to get job, and work for the next promotion, not only for simply survival. No 

single job has a future, only you have the future. Your success is a journey, not a destination. If you 

know how, you will always have jobs, if you know the way; you will be the boss. Job development can be 

divided into three different phases: 

 

• Career plan development. 

• Job Search Strategy development. 

• Preventive measure development to hold job and work for future promotion. 

 

3. Career Plan Development 

Career plan development is the most important aspect to build-up life-long professional achievement in 

anyone’s life. Career plan can be divided into three different steps: 

• Awareness of job market. 

• Self-assessment of Yourself:  

• Job market exploration: 
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3.1. Awareness of Job Market: 

First of all, you need to discover what types of education and training are needed for present and near 

future different careers. Think about the things you like to do and talking about this to people. Keep your 

sensational organs (i.e. eyes and ears) open for collecting job information. When you meet new people, 

find out what job they do. Ask them what they like and dislike about their job and what training prepared 

them for the job they do. 

 

3.2. Self-assessment of Yourself: 

Second thing is try to find-out your strengths, interests, goals, and personal styles as well as weakness. 

Use Govt. Career Centers or online evaluation tests. Attend career-counseling sessions at “Newcomer 

helping center” as well. 

 

3.3. Job-Market Exploration: 

Third thing is try to look into the options available to you. Explore your education, experiences and 

qualities to the potential industries. Visit Human Resource Centers &  Employment agencies near to you, 

and use their many tools to learn about occupation and education. Visit internet sites to get information 

about job positions, education and training. Attend career fairs, seminars, workshops. Set up an 

appointment to interview each resource person you think useful. Choose a career major, select courses 

or training, those fit your goal. Select a work that interest to you and use information you gained through 

previous Career. Apply for a suitable job.   

 

4. Job Search Strategy 

Finding the right career itself is a huge job. The trick is to breakdown this very huge job into small tasks 

to get done. Now obviously, question arises how to do this? you should first accomplish the following 

tasks to find your right career: 

• Learning about yourself, your interests, and skills you would like to have. 

• Spending some time every week looking into careers – and then do it! 

• Doing volunteer works in the field you interested in. This helps to know people and work. 

• Opening your mind to all possible options to increase chances of finding suitable job. 

• Writing letter or email to people (Personal Networking), who you like and ask them about 

their job experiences and trainings. 
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5. Job Search Tools 

 To achieve something good in your career, you should use different job search tools in an efficient way. 

Job search and its success depend on: 

• Writing a good resume 

• Writing fair forwarding letter 

• Writing fair follow-up letter 

• Preparing a reference list 

• Making good preparation for interview 

• Developing good job leading network 

• Doing some research on prospective company profile 

 

5.1. Writing a Good Resume: 

Resume is a living document; update regularly to keep it current. Each time you apply for a job, 

customize resume to a specific employer--writes a specific career objective and redraft it for each 

position. Resume is not an autobiography. It is a personalized and public relation tool designed to sell 

your capabilities to the employers. Resume is an efficient screening device for employers, a good 

resume helps you to get an interview. Interview open the door for you to get a job. 

 

5.1.1. Resume Structure: 

Start to write a resume by taking inventory of your, education, skills and achievements. Listing 

everything, regardless of how important or relevant it is and review the list. Your skills and 

accomplishments are the key elements of the resume, but you should organize them into the  

following structure: 

• Personal Information - Tell the employer where they can find you! 

• Job Objective - Name job title and brief description of the job you are applying for. 

• Work History - Includes full and part-time, volunteer, co-ops and internships. Include the duties, 

accomplishments, skills and abilities. Use action words. Start with the most recent work experience. 

• Personal and Professional Skills and Abilities - List items that show you are professional, hard & 

smart working, able to learn, a team player, and you can get along well with others. Relate your skills 

and abilities to the job you are seeking. 

• Education - Includes diplomas, certificates, licenses, and major subjects studied. Start with your 

most recent degree, diploma, certificate, workshop, etc... 
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• Publication – Includes list of publication to the journal or conference (if available). 

• Professional Membership – Includes list of affiliation and membership. 

• References - Available upon request. 

 

Employer evaluate statements of career objectives in determining which candidates to interview. Good 

resume should be accurate; its objective must be clear and concise. Use achievement-oriented phrases 

and keep resume within 1 or 2 pages, unless absolutely necessary. Good resume should also skillfully 

use key words from the job description so that the employer’s first screening process does not screen it 

out. Remember that, No “perfect” kind of resume exists. However, good resume contains enough 

organized information that helps to get an interview. 

 

Don’t forget; there is no excuse for not being able to write a good resume. Creating the good resume 

requires research, time on task. The most important thing is to get your resume professionally critiqued 

before submitting. Do not let someone else write your resume for you. Experienced employers can easily 

figure out bottled resume. Resume can write in many formats, but two formats are most popular: 

 

• Functional Resume 

• Chronological Resume 

 

5.1.2. Functional Resume: 

Functional resume to be a better choice for someone who is out of the job market for some time or little 

work experience. Functional resume allows more freedom in organizing the information to focus 

transferable skills, abilities, and experiences that s/he has acquired regardless of setting. 

 

5.1.3. Chronological resume: 

The chronological resume begins with previous employers and educational background, listing most 

recent information first. The person who has extensive, diverse work experience and professional skills, 

find the chronological resume is usually the most effective. 

 

5.2. Forwarding letter: 

Forwarding letter is an essential tool and it is an introduction about you to the employer. Resume must 

include a fair forwarding letter that identifies your potential value to an organization. Everyday, employers 
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open hundreds of resumes and forwarding letter briefly alerts the employer to the contents of the 

resume. Forwarding letter must be specific, concise and points out the most relevant skill sets mentioned 

in your resume and relates them to the stated needs/qualifications of the position. This also clarify the 

strong desire to bring your skills and abilities to this particular company. Forwarding letter 

should have following structure: 

 

• Personal Information - Tell the employers where they can find you! 

• Enter Today's Date – i.e. 21st August 1999. 

• Enter Addressee Name and title - Use person name and proper title. 

• Enter the Name and address of the Company – ABC Inc. etc. 

• Enter the Salutation – Mr. Madam etc. 

• Enter Body of Letter - i.e. Please find herewith an enclosed a copy of my resume. I would like to 

call a few specific things to your attention. 

• Enter some sentence - describing your greatest strength for this position. 

• Enter closing – i.e. Sincerely, Yours truly, respectfully yours. 

• Signature - Sign your name above the typed name. 

 

Forwarding letter should always address it to a specific individual, preferably the person most likely to 

have decision-making authority for the position you seek. Learn the names and position titles of your key 

contacts: 

• By using company directory 

• By networking at career fairs 

• By reviewing employment agencies information. 

 

5.3. Follow-up letter: 

 You should initiate follow- up letter. Your action-oriented closing allows to exchange of further 

communication and to have some control of the process. Follow-up letter also helps to build-up 

feature network too. 

 

5.4. Reference List: 

Applicant must prepare reference list (3 –6 persons) those are willing to say something good about him. 

Most of the cases, previous employers, colleagues, and teachers are used as reference. 
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5.5. Networking: 

Networking is an important tool that helps to know the others; then the victory will not be at risk. 

Networking helps you to cutting-out the middleman. You should believe what you say, and accept 

challenges without being aggressive. Showing respects at all time, and leave an impression. Follow-up 

and acknowledge helps to build-up personal as well as job-related networking. 

 

5.6. Business Directory: 

 To consult with business directory helps to find the potential employers. It is obvious to do some 

research about some potential employer’s related to specific sector rather than send resume in blind to 

different company. Business Directory also helps to learn about: 

 

• Company’s name and address 

• Potential contact person’s name 

• Financial stability of the company 

• Type of business conducted by the company 

• Interaction with workers in your occupation. 

 

5.7. Preparation for Job Interview: 

 To get a suitable job is not a matter of luck; rather it is a matter of good planning and advanced 

preparation. Being a job applicant if you use all tools effectively mentioned above; easy to win in job 

interview and eventually gets the suitable job. There are two different types of job interview: 

 

• Telephone Interview 

• Direct Interview 

 

5.7.1. Telephone Interview: 

Being an applicant you may not have to put on a suit or leave the house for an interview. Screening 

prospective employees by telephone prior to meeting them is becoming more common now-a-day. When 

prospective employer call, you must be prepared with an explanation of why they offer the job as well as 

ready to illustrate the skills highlighted on our resumes. Hiring managers use phone interviews to 

evaluate an applicant's to verifying relevant abilities and experience, genuine interest and enthusiasm for 

the position before calling the applicant for direct interview. 
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5.7.2. Direct Interview: 

You should get ready with all valuable information mentioned in “Telephone interview”. You should ask 

questions about the organization’s culture and structure, work environment, job responsibilities, trends of 

the industry during the job interview as well. 

 

6. Way to hold Job and work for future promotion 

Your success is the journey, you should perform and self-review the following things regularly to keep 

the job. Once you can hold and learn from the job, to get promotion is not a problem at all. 

• Improving your personal skills 

• Carefully handle the conflict on job 

• Continuous improving your career profiles 

• Developing team effort in job environment 

• Attending to the related continuous education 

 

6.1. Improve Personal Skills: 

Without personal skills, technical proficiency, would not alone guarantee career success. Along with 

technical skill, you must have the following personal skills: 

• Problem-solving 

• Ethical values 

• Open-mindedness 

• Persuasiveness 

• Leadership 

• Educational interests 

 

Today most of the companies expect their employees to manage and organize their works, which 

requires working well with a wide range of personalities and work styles. These soft skills will be critical 

as they interact with people at all levels. 

 

6.2. Improving Career Profiles: 

To hold the existing job as well as for next promotion, continuous career search and improvement of 

career profile is essential. Many people while get a job, feel relaxed, seems like saturated. As a result, 

they loose their existing job rather than getting promotion. Career profile can improve by: 

• Improving degrees or meaningful training. 
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• Exploring experience through houses in computer uses. 

• Enhancing organizational skills, drive and attentiveness 

• Reading about the organization and its mission statement 

• Exposing forward thinking attitude, and implement into the job 

 

6.3. Handling Conflict on Job: 

Conflict is inevitable. In fact, it’s necessary. Conflict is actually a sign of future growth, and you need to 

resolve potential conflict situations on the job. To viewing yourself as an associate, share the credit with 

others to minimize the conflict. 

 

6.4. Team Development: 

Team means no collective responsibility; each team member should assign specific task in which s/he 

makes final decisions and for which s/he is responsible. Deliberation should be joints, but decision will be 

single. Developing team effort in job depends on: 

 

• By sharing the credit 

• By admitting the mistake 

• By constructive criticism 

• By developing mutual respect 

• By maintaining the positive attitude 

• By delegating responsibility with authority 

• By concerning more with right or wrong rather than legal or illegal 

 

6.5. Continuous Education and Money Arrangement: 

 To the new millennium, formally educated people who know and use technology will lead those who do 

not know it. No doubt, your challenge on education and technology help you as to play the leadership 

roles of tomorrow. It is not a process that you can take lightly; it requires you to work hard. Nevertheless, 

the process is not impossible, especially if you plan earlier. Obtaining continuous education and use of 

technology can only enhance your career. Preparing today for an advanced degree will enable you to 

join the leaders of tomorrow. There are millions of dollar in continuous education available to you. Govt. 

agencies (in Canada) funding long term study loan for refreshment and continuous education for the 

immigrant. So, we must take this advantage, select suitable courses and make challenge for the future. 
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7. Conclusion 

The overall intention of this white paper is to provide the initial motivation and guideline to our 

community that might serve as “road map” for job development. Most of the topics we discussed 

are well known to all of us in different ways? Of course, there are plenty of books in local market, 

which gives us more detail information and many helpful resume development guides on the internet 

too. We simply try to rearrange in a systematic way and hope this will be helpful to our community 

any way. No doubt, this is really an important issue. BPNetwork needs your help and active 

participation in addressing this issue. Please send your comment/feedback to info@bpnetwork.ca  

mailto:info@bpnetwork.ca

