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Program Contacts  

Mentorship Facilitator      Geoff Lewis       613-725-5671  Ext 325     

glewis@ociso.org 

 

Mentor Recruiter and Liaison  Hedieh  Azad    613-725-5671  Ext 225    

hazad@ociso.org 

 

Administrative Assistant     Agnes Wedrychowicz         613-725-5671  Ext 297    

awedrychowicz@ociso.org 

 

Volunteer Coordinator Omaima Faris  613-725-5671  Ext 333    

ofaris@ociso.org 

 

Mentorship Program Coordinator   Leslie Emory 613-725-5671  Ext 312    

lemory@ociso.org 
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Online Resources and Articles: 

• "Need a Truly Compelling Value Proposition?" 

http://www.sledgehammermarketing.net/valprop.htm 

• Develop Your Value Proposition (About.com) 

http://marketing.about.com/od/marketingplanandstrategy/a/valuep

rop.htm 

• What is Value Proposition? (Wise-geek) 

http://www.wisegeek.com/what-is-a-value-proposition.htm 

• Case Study: How Julie’s Value Proposition Landed Her the Job Offer 

http://www.grahammanagement.com/Things_GMGArticles_ValuePr

oposition.xpg 
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Introduction 
 

The Career Mentoring Program supports internationally educated 

professionals to obtain employment in their field. The program can 

make a tremendous impact on the life of a skilled newcomer. Mentors 

share their knowledge and work experience and assist mentees in 

navigating through the job search process and transition in Canada.  

Mentors assist mentees with: 

• Developing an employment action plan 

• Developing professional networks 

• Understanding Canadian employment practices and 

requirements 

• Identifying skills required in the job market 

• Clarifying employer expectations 

• Fine tuning resumes and cover letters 

• Preparing for job interviews 

This handbook offers a strategic, step-by-step approach to mentoring an 

internationally educated professional with the goal of supporting them 

to secure a fulfilling position within their profession. 
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Mentoring to Employment 

 The Mentoring Relationship 

Mentors and mentees alike look forward to a productive and rewarding 

mentoring experience. Building an open and enjoyable relationship of 

mutual respect will be your key to achieving this goal. Your ability to 

create and maintain a relationship will be a significant part of your 

success. 

 

Please remember that the role of a mentor is not to find a job for the 

mentee. This expectation can put a strain on your mentoring 

relationship. Instead, maintain a focus on helping the mentee gain a 

better understanding and knowledge in the three key areas addressed 

by The Mentoring Partnership: 

 

         Workplace culture in the Canadian context 

         Information about the profession, industry, sector 

         Networking to build professional links 

 

Successful mentoring is about 

• �Conversation  

• Sharing of knowledge, information 

and experiences  

• Learning from each other  

  
 

Career Mentoring Manual – Green Energy Sector 
 60 

Appendix F: Additional resources on résumés: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Books and Journals: 

• Sharon Graham’s “Best Canadian Resumes” 

• “Resume Magic” published by JIST 

• “The Canadian Style Guide” - Produced by the Translation Bureau of 

Public Works and Government Services Canada. Published by Dundurn 

Press in co-operation with Public Works and Government Services 

Canada, 1997. 

• Kim Long, “Writing in Bullets”, Running Press 

• Patti Tasko, Editor, “The Canadian Press Stylebook”, 13th Edition, The 

Canadian Press 

• Lynne Truss, “Eats Shoots & Leaves”, Gotham Books 

• William Strunk Jr., and E.B. White, “The Elements of Style”, 4th 

Edition, Longman 
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energetic enterprising enthusiastic exceptional experienced 

expertise extensively extraverted facilitator fair 

forceful foresight high-level honest imaginative 

independent initiative innovative instrumental insightful 

leading logical loyal mature methodical 

objective optimistic participated perceptive personable 

pioneering pleasant positive practical productive 

readily realistic reliable repeatedly resourceful 

responsible responsive self-reliant sensitive sincere 

sophisticated strongly systematic tactful talented 

unique versatile vigorous will travel will relocated 
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• Opening doors  

• Providing inspiration  

• Helping an experienced professional transfer their knowledge and 

experience successfully in a new situation    

    Staying focused 
 

It is inevitable that you will get side-tracked, 

distracted or slowed down by various 

developments during your time together.  

 

Here are a few tips for what you can do at each meeting that may help 

you stay focused on your goal:  

• Follow up on earlier commitments – what has been achieved, what 

challenges came up, how can they be addressed?  

• Check on new developments in the mentee’s life – do they present a 

new opportunity or a new challenge that needs to be addressed?  

• Attend to anything that needs immediate attention, including a lack 

of motivation.  

• Briefly go over your goals and milestones – are you still on target?  

• Work on a topic or issue that you have selected for the day.  

• Identify next steps, with deadlines and outcomes. 

Always take some time for small talk and catching up with each other. 

Consider the following points that may require special emphasis as you 

work to establish your mentoring relationship: 

• Take time to get to know each other and to establish trust.  

• Share your experience and background with each other, including 

obstacles you have overcome.  

• Establish personal boundaries and respect them.  

• Agree to ask each other lots of questions.  
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Listen, listen, and listen.   

     As a mentor, you will be more effective if you: 

 

• Are aware that your communication style may be different from 

your mentee’s.  

• Give your mentee the benefit of the doubt when differences arise 

during your mentoring relationship. Assume positive intentions and 

discuss what you are experiencing.  

• Make every effort to understand your mentee’s challenges and 

issues. Always keep in mind that your mentee may have limited 

resources and may feel pressure and urgency to find a job due 

to their personal and/or economic situation.  

• Are honest about the limitations or difficulties which you see in your 

mentee.  

• Ask for permission to go beyond sharing of knowledge. Start by asking 

“Do you want my support with this?”, “Shall we work together on this?” 

or “Do you want some feedback on this?”  

• Address areas of skills enhancement.  

• Reinforce your mentee’s strengths.  

• Discuss when you or your mentee may need to consult other 

resources for assistance; seek help and advice when you need it.  

• Keep culture shock in mind – adjusting to a new environment takes 

time and can be emotionally challenging.  

• Remember that reactions are based on 20% of what is currently 

happening and 80% on the past, including the circumstances of your 

mentee’s education and professional experience. 
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Appendix E: Key Words For Résumé and Cover Letter Construction 

 

Action Verbs 

 

accelerated activated adapted administered analyzed 

approved assisted completed conceived conduced 

controlled coordinated created delegated developed 

directed eliminated established evaluated expanded 

expedited experienced expanded facilitated generated 

implemented improved increased influenced initiated 

interpreted launched lead lectured maintained 

managed mastered motivated organized originated 

participated performed pinpointed planned prepared 

programmed proposed proved recommended reduced 

reinforced revamped reviewed revised scheduled 

set-up simplified solved streamlined structured 

supervised supported taught trained worked 

removed reorganized repeated responsible  

 

 

 

Self-descriptive Words 

 

accurately active adaptable adept aggressive 

alert ambitious analytical assertive astute 

attentive aware 
broad-

minded 
challenging competent 

conscientious consistent constructive contributor creative 

dependable determined diplomatic disciplined discreet 

diverse dynamic easily economical efficient 
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Appendix D: Try to avoid clichés such as: 

“Strong communication, customer service and organizational skills” 

 

“Excellent written and oral communication skills”  

 

“Outstanding organizational abilities”  

 

“Goal-oriented individual”  

 

“Track record of success” 

 

“Team player” 

 

“Works well independently and in teams” 

 

Alternatives: 

 

Frame the skill or attribute in a strong, accomplishment statement. 

“Utilized strong communication, customer service, and organizational 

skills, which increased customer satisfaction from 60% to 95% realizing 

100% on-time delivery of assigned projects.” 

 

Other Proofing Tips & Elimination Factors: 

 

• Be aware of the risks when simply cutting and pasting from the 

employers job postings (plagiarism). 

• Avoid repetition – using the same words repeatedly through the self-

marketing documents. 

• Read your drafts aloud. Listen for sentence structure and flow. 

• Always have documents proof read by someone else with strong 

English skills. 

• Use of multiple fonts and bullets. 

• Less is more – say less with more powerful statements and 

accomplishments. 
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Planning your time together 

 

Consider using the initial assessment 

tool to identify areas that the mentee 

may need to focus on. Start by 

understanding the mentee’s priorities. 

Appendix A 

 

Knowing the mentee’s professional 

aspirations and job search gaps will 

give you both a good sense of what to 

do next. If the mentee has needs that 

fall beyond the scope of your 

mentoring relationship, then contact 

the mentorship facilitator for referrals.  

 

Once you have identified the mentee’s needs and together have set the 

priorities, it is time to develop an action plan. You may follow these four 

simple steps: 

1. Confirm the purpose of your work together.  

2. Make sure you are clear on your goals for the mentoring 

relationship. Try to have goals in each of the areas addressed by 

mentoring: workplace culture, professional information and 

networking.  

3. Agree on a few milestones.  

4. Start by planning next steps in advance – i.e. what are you going 

to talk about at your next two or three meetings? At the end of 

each meeting, reassess your goals and milestones and modify 

as necessary. 

Some mentoring pairs benefit from structure and others are comfortable 

with a less formal plan. Use the sample action plan template as a starting 

point if you both decide that a chart would be helpful to record your 
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thoughts and keep you on track.  Appendix B 

 

Remember that you do not have to do it all! 

 

Different priorities may require different strategies and approaches. You 

can do the following:  

1. Work together in your meetings to address the priorities which are 

highly relevant to the mentee’s goal, for which the mentee has 

sufficient skills and knowledge to build upon and for which the 

mentor has the resources to be helpful.  

2. Seek referrals to other programs or services when the mentee’s 

needs are highly relevant and the mentee is prepared to address 

them, but the mentor can only provide limited support.  

3. Redirect the mentee to training options for areas where the gaps in 

skills and knowledge are significant.  

4. Postpone discussing priorities that are not highly relevant to the 

mentee’s goals 

 

 

 

Develop a CRITICAL PATH = 

ACTION PLAN together 
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Practice (a place ) Practise 

Practise (to rehearse) Practice 

Premier (first) Premiere 

Principal (head of an 

organization) 
Principle 

Prioritize Prioritise 

Résumé Resume/Résume 

Separate Seperate 

Specialize Specialise 

Travelled Traveled 
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Appendix C 

40 Commonly Misspelled Words in Canadian Résumés 

from Best Canadian Résumés by Sharon Graham 

 

���� Correct Spelling ���� Incorrect Spelling 

Accessible Acessible/Accessable 

Analyze Analyse 

Behaviour Behavior 

Benefited Benefitted 

Calibre Caliber 

Cancelled Canceled 

Capital (city/money) Capitol 

Centre  Center 

Colour  Color 

Correspondence Correspondance 

Counselled Counseled  

Customize Customise 

Defence Defense 

Endeavour Endeavor  

Enrol Enroll  

Focused Focussed 

Honour Honor 

Kilometre Kilometer 

Labour Labor 

Licence (a certificate) License 

Manoeuvre Maneuver 

Minimize Minimise 

Modelled Modeled 

Organization Organisation 

Paycheque Paycheck 
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Quick guide to mentoring activities 

Together you can:  

• Share information about your work culture and your current or 

former workplace. Talk about how work culture varies from one place 

to another and from one country to another.  

• Ensure that cover letters and resumes meet industry standards.  

• Role-play both informational interviews and actual job interviews.  

• Practice telephone screening interviews by reviewing typical 

interview questions. Talk about how telephone interviews tend to be 

structured and how best to prepare for them including how to leave 

an effective voicemail.  

• Discuss “what if” scenarios of challenges people may face in the 

workplace and develop solutions.  

• Find opportunities for job shadowing, volunteering and professional 

consultancy.    

 

 

Mentors can:  
 

• Invite mentees to meetings, briefings or training sessions at your 

workplace to observe how your organization functions and as an 

opportunity to learn about Canadian workplace culture, if this 

is appropriate.  

• Invite mentees to industry 

events or lectures and discuss 

the topics presented.  

• Help mentees build an 

effective network: introduce 

them to your industry 

contacts; help them to set up 

informational interviews with 

your colleagues.  

How can 

I help? 
Here’s  
how… 
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• Review the mentee’s job search activities and set weekly targets.  

• Find a way for mentees to showcase their work; for example, invite 

them to speak at a “lunch and learn” session in your department to 

share insights about workplace culture and the way in which business 

operates in other countries. 

 

Take the time to identify  

• Top priorities  

• Whether additional training is required  

• Challenges and barriers 

Once you have assessed job search areas to focus on, revisit the 

mentee’s goals  

• Is the goal realistic?  

• Is it achievable in the given time frame?  

• Is it necessary to identify more manageable interim goals instead?  

• Does the mentor have the resources to help address these gaps? 

Your Last Meeting and Beyond 

Closures are important moments in our lives: take the time to 

acknowledge and celebrate your journey together. 

• Review your work of the last few months: What was your most 

memorable experience and why? What have each of you learned?  

• Talk a bit about the future: What will the mentee’s next steps be? 

Any parting words of advice from the mentor?  

• Thank each other and acknowledge your partner’s contribution. 

 

Your last meeting may take different forms; for example, your mentoring 

relationship may not last the full three months because the mentee may 
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Appendix B    Action Plan Template 

CAREER GOAL 

 

PLAN PROCESS 

OBJECTIVE OUTCOME / RESULT 

1.  •  

2.  •  

3.  •  

 

STRATEGY 

Short Term (2-3 months): 

 

Medium Term (3-12 months): 

 

Long term (12-36 months): 

 

PLAN 

OBJECTIVE LEAD TARGET  STATUS 

1.0  Labour Market Research 

1.1          

2.0   Information Meetings 

2.1          

3.0   Skills Upgrading 

3.1          

4.0   Professional Networks 

4.1         

5.0   Job Applications 

5.1        

(Above are sample categories which can be changed or added to as needed. 

Add additional rows as needed. Plan may end up being several pages long.) 

 

LOGISTICS 

 

1. Weekly meetings (time, date, location) 

2. Work the plan outside of meetings ……… 
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Appendix  A    Career Mentorship Initial Assessment (Cont’d) 
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have already found a job. In this case, it is important to at least follow up 

with a phone call to signal the end of your formal relationship.  

 

Your last meeting is not the end of your involvement in the program.  

• Mentees have the option to stay in touch with the mentor, if the 

mentor is agreeable, and get further support in their job search.  

 

• Mentors have the option to volunteer to be matched again, attend 

workshops and networking events and offer their services in other 

aspects of program delivery. �Whether you will stay in touch with each other is up to you. You may 

want to maintain your relationship; however, remember there is no 

ongoing obligation to offer or receive support after your formal 

mentoring relationship is over.  
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A truly rewarding experience where both parties gain so much! 
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Appendix  A    Career Mentorship Initial Assessment (Cont’d) 
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Appendix  A    Career Mentorship Initial Assessment (Cont’d) 
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                          ��������������������������������������������������������������������������������������������������������� 

�����������������
�����������������
�����������������
�����������������
�����������������
�����������������
���
Employment Research and 

Preferences 
 

Mentees come with an understanding of their chosen field as it is 

practiced in at least one country. Knowing the ins and outs of their 

profession in Canada will lead to more effective job search preparation.    

  

Mentees will have already received some general job search training and 

support before participating in the mentoring program and should know 

the basics of how to research their field. 
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The mentoring partnership offers the mentee the added benefit of 

having mentors in their field share insights about the sector and point 

mentees in the right direction for more information is invaluable.  

  

Mentors can help mentees learn about their field in the following areas:  

 

• industry trends, market trends, types of employers, major 

employers  

• What job titles imply – duties, expectations, level of experience 

required, type of qualifications   required, where they fit in the 

organizational structure  

• access to the profession – credentials and their value, 

certification, licensing, formal codes of practice, major 

professional associations or regulatory bodies  

• career paths and career progression  

• practices, tools and methods used on the job  

• “culture” of the profession, including unwritten practices that 

come with experience e.g. industry-specific jargon, sector-

specific terminology, how to organize a particular task,  how to 

present data, etc.  

• how to negotiate a contract: an insight into salary levels and 

benefits or resources to obtain more information 

 

This discussion can be beneficial for both sides. It is an opportunity for 

mentors to: 

 

• learn about how the profession may be similar or differ abroad 

and  how the industry operates globally.  

• hear about good practices and innovative approaches.  

• get insight into some of the adaptation difficulties faced by 

newcomers.  

• improve interaction and collaboration with skilled immigrant 

employees/peers.  

• brush up on their own knowledge about professional 

associations, news and events. 
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Appendix  A    Career Mentorship Initial Assessment  

Purpose: To assess the mentee’s job search and employment readiness. 

Instructions: Together, put a check mark under the number that most 

closely reflects the mentees readiness in the following areas: 
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Key players and stakeholders in the Canadian Ocean Energy Industry: 

For a detailed listing of firms involved in the Canadian ocean energy 

sector, please refer to the Ocean Renewable Energy Group’s members 

listing (http://oreg.ca/members.html). 
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In order for the mentees to find the best fit, they need to do some self-

research and ask themselves: 

 

• What positions appeal to me? 

• Where do my skills fit within this industry? 

• Do I have the hard skills required? 

• Do I have the necessary credentials? 

• Do I need more education/training? 

• Do I have the soft skills required? 

• Do I have the experience required? 

 

The more defined your mentee’s job search goals, the easier it will be to 

apply their time to pursuing positions that will be a good fit for them. 

Therefore, determining their preferences regarding the following will 

help them. 

1. Type of company — They can consider company size, industry, public 

or private, profit or not-for-profit, and anything else that is important to 

them. 

2. Position responsibility — Do they mentee want to manage? Are they 

a specialist or a generalist at heart? Is there an area where they would 

like to see greater focus? 

3. Growth opportunity — They can explore where they would like to be 

in five years (consider it interview prep) and determine the path to that 

role. 

4. Company culture —They can consider things like company 

philosophy, training investment, flexible scheduling, performance 

compensation, level of bureaucracy, team atmosphere, recognition… all 

those “intangibles” that affect how they feel about their potential 

organization. 
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5. Management style—Your mentee needs to make sure they are 

comfortable with their prospective managers’ management style. 

6. Location— For local jobs, they can consider two zones: the distance 

they would like to commute and the distance they are willing to 

consider. If they are willing to relocate, they need to figure out where 

and under what conditions. 

7. Salary and benefits —They can do some research around the salary 

level for the position they are targeting and determine the salary that 

they are targeting and the salary they will consider.  

Once your mentee has got the above defined, they can quickly evaluate 

job opportunities and determine whether or not to pursue them. When 

they do get that job offer, they will already have a checklist that will let 

them know if this is their ideal next step, or if it is better to pass it by. 

Networking and 

Information Interviews 
 

Networking 

In most countries, people who know and trust you are the ones who 

open doors for you. The way in which trust is established and 

connections are made may differ from culture to culture. In Canada, 

networking means developing a broad list of contacts and relationships 

and leveraging them for mutual benefit, for career development and 

advancement. People you meet may offer you job leads, advice or 

information and can introduce you to other influential people.  
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become a world leader in the development of biomass fast pyrolysis and 

advanced anaerobic digestion (biogas) technologies, especially for large 

scale applications of such technologies. Companies involved in these 

fields are aggressively marketing their technologies to the US and 

European markets. Canadian firms are also becoming increasingly active 

in the large scale production of biodiesel. The key area of projected 

growth includes heat and power applications from biomass/forestry 

residues and most significantly, new non-transportation related 

applications for bio-oil and biogas applications. 

Key players and stakeholders in the Canadian Bioenergy Industry: 

For a detailed listing of firms involved in the Canadian bioenergy sub-

sector please refer to the Government of Canada’s Clean Energy Portal 

biomass company listing 

(http://www.cleanenergy.gc.ca/tech_dict/index_e.asp?ac=100&sc=186&sc 

i=0&ac i=5) 

 

Ocean Energy: Canadian industry is making significant strides in the 

ocean energy field and is positioning itself well to take advantage of this 

potentially large future market through: 

• Canadian national wave and tidal resource mapping initiatives 

undertaken by the National Research Council and Triton 

Consultants; 

• Establishment of  tidal energy demonstration projects; and  

• Development of several small scale novel wave and tidal 

electricity generation technologies. 

The design, engineering, project development, implementation and 

operating capabilities needed for ocean energy are ready in many 

existing Canadian companies working with the port, marine, fabrication 

and shipbuilding, shipping, offshore oil, ocean technology and power 

industries. For them, ocean energy could represent a significant new 

market opportunity that could provide new jobs and opportunities for 

the maritime industries that have been experiencing declining growth 

rates.  
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Small Hydropower: In Canada small hydroelectric facilities are typically 

defined as those sites with a capacity of 30 MW or less (this defers 

somewhat from the international definition of small hydropower which 

is <50 MW). In Canada, there are more than 300 of these facilities which 

account for approximately 3% (or 2,000 MW) of the country’s total 

69,000 MW of hydroelectric facilities. According to Natural Resources 

Canada, an additional capacity of 2000 MW of small hydropower is 

economically viable.  

The labour force for this sector is expected to grow but, not at the same 

rate as the market. This is mainly due to the increasing levels of 

automation used in plant operation. There is also a trend within the 

industry to outsource a lot of the maintenance work in an attempt to 

minimize overhead. Nonetheless, a significant shortage of experienced 

labour is foreseeable in the next 5-10 years as the majority of the 

workforce in hydropower approaches retirement age.  

Key players and stakeholders in the Canadian Small Hydropower: 

For a detailed listing of the Canadian small scale hydropower industry’s 

main stakeholders, please refer to the Government of Canada’s Clean 

Energy Portal small hydropower company listing 

(http://www.cleanenergy.gc.ca/tech_dict/index_e.asp?ac=100&sc=195&sc 

i=4&ac i=5) 

 

Bioenergy: With more biomass resources per capita than any other 

nation, Canada has a diverse treasure house of crops, trees, animals, 

marine life, microorganisms, and industrial and municipal organic 

residues. Annual biomass residues are equivalent in energy content to 

about a quarter of the fossil fuel used in Canada. Consequently, 

Canadian companies are exceptionally well positioned to capture strong 

financial and economic returns from these materials.  

Presently, Canada produces roughly 3 percent of its electricity needs 

from biomass sources. In fact, bioenergy is Canada’s second-largest 

renewable energy source after hydro. In recent years, Canada has 
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When we are immersed in our own culture, we may be unaware of the 

invisible threads that connect us to other people and support each step 

we take. It takes time, effort and persistence for newcomers to find the 

inroads and build the connections that will establish them in Canada. 

 

One of the most valuable contributions of The Career Mentoring 

Program is that it opens doors to newcomers through the mentors’ 

understanding of the social norms of networking, and through their 

own professional and personal networks.  

 

This section will give you some ideas on how to work together during 

your mentoring relationship on expanding the mentee’s network. 

 

Together you can:   

• Discuss how professional connections get established and 

nurtured in each of your countries.  

• Discuss the importance of networking, its benefits and 

limitations.  

• Review some do’s and don’ts of networking; for example, ask a 

contact for advice and information, but not for a job; think of 

networking as a two-way street and consider what the mentee 

may have to offer now or in the future. 

Networking is:  
 

People Talking to People to Gain: 

Ideas 

Information 

Opinions 

Resources 

Referrals 

For A Desired Purpose 

 

• It is people talking to people for ideas, information, advice, 

feedback, and suggestions.  
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• It produces information ─ and information is power.  

 

• It is the most valuable method for helping you achieve your 

objectives and goals in every part of your life.  

 

• It is making others feel good about themselves and about you.  

 

• It moves you forward.  

 

• It gives you the power to act, rather than waiting for others.  

 

 

 

 

 

What Networking is Not:  
 

• It is NOT ASKING FOR A JOB!  

 

• It is not just asking for favours.  

 

• It is not just collecting a big list of names.  

 

• It is not small talk or idle chitchat.  

 

• It does not always bring immediate results.  

 

• It is not just using a contact once ─ it is developing contacts for a 

lifetime.  

 

• It is not, ever, a waste of time or effort.  

 
 Together you can  
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People with solar design and systems experience are difficult to find in 

Canada and some firms have had to look abroad to fill these needs. In 

efforts to import skills, immigration issues were cited as a major burden 

by some industry players. International business development and sales 

roles are also a challenge to fill.  

Key Players and Stakeholders in the Canadian Photovoltaic Industry: 

For a detailed listing of the Canadian Photovoltaic industry’s main 

stakeholders please refer to the Canadian Solar Industries Association 

member directory (http://www.cansia.ca/directory). 

 

GeoExchange/Earth Energy: GeoExchange is the industry term for the 

technology also known as “earth energy”, “ground source” or 

“geothermal heat pump” technology. GeoExchange applications 

specifically include a ground source heat pump, but may also involve 

other technologies such as solar thermal, thermal storage, thermal 

balancing, etc.  

The Canadian market for geoexchange/earth energy technology is 

currently underdeveloped, but many key factors are in place which will 

contribute to its growth. These include regulatory support, 

efficiency/emission pressure, budding consumer interest, and increasing 

costs of traditional fuels.  

A 20-40% annual growth rate is expected in the five year period from 

2007-2012. Growth is mainly expected in distributed commercial, 

municipal and residential applications. It is predicted that the labour 

force growth will be less than the sales growth. Labour force growth rate 

projections range from 10-30% over the five year period from 2007 to 

2012.. It is expected that this demand will be for engineers, plumbers, 

pipe fitters, and drillers.  

Key Players and Stakeholders in the Canadian GeoExchange/Earth 

Energy Industry: 

For a detailed listing of the Canadian GeoExchange industry’s main 

stakeholders please refer to the Canadian GeoExchange Coalition’s 

member directory (http://www.geo-exchange.ca/en/about/members.htm). 
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For a detailed listing of the Canadian active solar thermal industry’s main 

stakeholders please refer to the Canadian Solar Industries Association 

member directory (http://www/cansia.ca/directory). 

 

Wind Energy: Wind energy is the fastest growing energy source on the 

planet in terms of annual installed capacity.  

 A study conducted in 2005 for Industry Canada by SYNOVA on the future 

human resources needs in the Canadian wind industry estimated that a 

domestic labour force equivalent to more than 13,000 jobs will be 

required by 2012. Some industry leaders have expressed concern 

regarding immigration and the ability to import desired skills that are not 

available within Canada. The ability to import these skills is essential to 

meet recruiting requirements for domestic operation.  

Key Players and Stakeholders in the Canadian Wind Industry: 

For a detailed listing of the Canadian wind industry’s main stakeholders, 

please refer to the Canadian Wind Energy Association’s member 

directory. (http://www.canwea.ca/members_directory.cfm) 

 Photovoltaics: The global solar electricity industry is now worth more 

than $4.5 billion annually. Consequently, competition among major 

manufacturers has become increasingly intense, and new major players 

continue to enter the market as the potential for photovoltaic 

technology continues to expand.  

It is expected that the domestic market for PV sales and installations will 

grow at a rate of 20-25% in a five year period from 2007 to 2012. 

On the marketing side, specifically, there will be a need for people with 

experience in international sales to allow manufacturers to continue to 

penetrate European and Asian markets.  
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• consider setting networking goals for each of the months of your 

mentoring relationship  

• set aside time during most of your meetings to discuss 

networking and check on the mentee’s progress  

 

Tips for mentees  

 

• Prepare to discuss the following at each meeting:  

1) your professional interests  

2) your research on groups and people to network with so 

you can discuss the value of contacting them and how  

3) your challenges and successes so you can get feedback 

on your efforts and plan next steps together  

4) follow-up correspondence so you can get feedback on 

your business writing and discuss follow-up strategies  

 

Tips for mentors  

 

• List articles, publications and Web sites which may be of interest 

to your mentee.  

• Provide information about networking events and see if there’s 

a way the mentee could either attend or get a copy of 

proceedings.  

• Share anecdotes about what you observed during the week that 

is relevant to networking.  

• Consider inviting the mentee to an office or social event such as 

a lunch-time speaker series, in-house training or after-hours get-

together of your team.  

 

Building Networking Skills:  
 

One of the advantages of mentoring is that it allows the mentee to hone 

his or her social skills in a professional setting. Here are some skills that 

you may want to work on together:  
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Making contact and introductions  

• Practise mentee’s “30-second infomercial” or “elevator speech” 

together.  

• Discuss grooming, attire, exchange of business cards.  

• Make some small talk in your first few minutes.  

• Discuss topics which often come up during small talk or in social 

interaction in professional circles. What’s current, taboo, 

acceptable, unacceptable?  

• Discuss how to approach strangers in a networking setting such 

as a conference or a cocktail.  

 

Keeping the conversation alive  

• Discuss and practise “ice-breakers.”  

• Discuss appropriate questions to ask to establish contact and 

build a relationship.  

• Generate a list of topics that the mentee might be interested in 

discussing; then brainstorm who it might be appropriate to 

discuss them with.  

• Cover appropriate ways to join or leave a conversation while 

mingling.  

 

Follow-up  

• Discuss the importance of follow-up after a new contact has 

been established.  

• Brainstorm productive ways to keep a new connection alive.  

 

 

Expanding Professional Networks:  
 

Why not start with setting a goal together for the number of new 

professional contacts the mentee will make during your mentoring 

relationship? The following tips will help you handle this topic.  
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 The following is shared from: Situational Analysis of the Canadian 

Renewable Energy Sector with a Focus on Human Resource Issues: The 

Delphi Group, 2007.  

The renewable energy sector in Canada is comprised of the following: 

Solar Thermal: 70% of the energy used in the residential and 

commercial/institutional buildings sector is used for heating. Canada 

also has a very large potential for solar energy use and it has excellent 

solar resources. Since 2007, there are an estimated 544,000 m
2
 of solar 

collectors operating in Canada. They are primarily unglazed plastic 

collectors for pool heating (71%) and unglazed perforated solar air 

collectors for commercial building air heating (26%), delivering about 

627,000 GJ of energy and displacing 38,000 tonnes of CO2 annually. It is 

expected that labour requirements will  grow proportionally with sales 

for most manufacturers but to a lesser extent for technology licensing 

and project developers/installers.6 

The 2008 Solar Industry Labour Force Survey Report shows the highest 

growth rates by the end of 2012 are expected to fall into four job 

functions: project management (178%), installation (146%), sales (120%) 

and manufacturing (107%). The complete report is available at: 

www.brightfutures.ca or at www.cansia.ca.7  Additional Labour market 

information can be found at: 

http://www.brightfutures.ca/lmi/en/additional.html. 

 

Key players and stakeholders in the Canadian Active Solar Thermal 

Industry: 

                                                           

 
6 Situational Analysis of the Canadian Renewable Energy Sector with a 

Focus on Human Resource Issues: The Delphi Group, 2007.  

7
 2009 Labour Force Survey of the Solar Industry: Electricity Sector Council, 2009 
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Employment within the 

Renewable Energy Sector 
 

 Canada, with its large landmass and diversified geography, has 

substantial renewable resources that can be used to produce energy; 

these include moving water, biomass, wind, solar, geothermal and ocean 

energy.  

  

 Canada is a world leader in the production and use of energy from 

renewable resources. Renewable energy sources currently provide 

about 16% of Canada’s total primary energy supply.  

 Moving water is the most important renewable energy source in Canada, 

providing about 59 percent of Canada’s electricity. In fact, Canada is the 

second largest producer of hydroelectricity in the world.  

 Biomass is the second most important renewable energy source in 

Canada. The primary types of bio energy include electricity and 

industrial heat from wood waste, space heating from firewood, and bio 

fuels from agricultural crops. While they are emerging sources, wind and 

solar energy are experiencing high growth rates.5 

 

                                                           
5
 www.nrcan.gc.ca › Energy Sector › Renewable Energy 
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Do research  

• Mentees can research professional journals and publications, 

directories and the Internet in order to generate a list of 

networking opportunities.  

• Mentors can provide guidance and insight to keep the research 

focused and efficient.  

 

Keep an open mind  

• Determine appropriate networks for the mentee: with other 

professionals, with potential employers, and with social groups.  

 

Strategize  

• Determine the amount of time and money the mentee has 

available for networking.  

• Set priorities for information and networking events.  

• Discuss some cost-effective ways to benefit from industry 

events; for example, volunteering and saving on entrance fees.  

 

Be clear on boundaries and expectations  

• Mentors must feel comfortable opening their professional 

networks to mentees. Always discuss expectations and 

boundaries.  
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Information Interviews 

 

The purpose of an informational interview is to get information about a 

field of work from someone who has some firsthand knowledge. Your 

mentee should not ask for a job during an information interview. This is 

not to say that an informational interview cannot lead to a job. In 

addition to helping your mentee learn about a particular career, the 

informational interview is a way to start building a network. The person, 

who is the subject of their informational interview today, may be the 

first person in their network in the future. Here's another way an 

informational interview can benefit your mentee: it can be good practice 

for the real interview.  

 

Tips for Information Interviews 
 

Your mentee should: 

 

• Dress appropriately. (Jacket and tie for men, suit or skirt for 

women)  

• Take a folder with the following:  

list of questions  

information you have already gathered  

copy of resume and/or business card  

paper and pen  

• Arrive ahead of the scheduled meeting time (10 minutes is 

preferred).  

• Introduce themselves and establish a rapport — make one or 

two comments to break the ice. Thank the person for his/her 

time and state that 10-15 minutes is all they expect.  

• Re-state the purpose of the meeting — information, advice, no 

expectation of a job.  
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their strengths for the position and practice telling about their specific 

job-related achievements and skills. Rehearsal may be done either 

mentally or through practising with you or participating in OCISO’s mock 

interview sessions.   

 

 

 

Relax  

 

It is helpful to have some level of stress/excitement to prepare your 

mentee for the interview, but too much can be overwhelming and may 

impede their effectiveness. Prior to the interview, it helps to do 

relaxation exercises and deep breathing. It is important to have a good 

night’s sleep, if possible and eat a nutritious meal. Eating sweets or 

drinking coffee right before the interview may increase their 

nervousness.  

 

Review  

 

Your mentee needs to go over the interview immediately afterwards and 

write down:  

• Successful responses  

• Surprise questions  

• Alternate responses to difficult questions  

• Any other thoughts/feelings that may be helpful  

 

Holding a debrief session with you will help prepare better for the next 

interview. 4 

 

                                                           
4
 Developed by Newcomer Employment Services, JVS Toronto as part of 

the WSSW Manual  

Shared with permission. 
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The Follow-Up  

 

Your mentee should remember that they did their best, and any 

mistakes are good lessons for subsequent interviews. They should write 

a thank-you letter to the interviewer. This is a chance for them to tell the 

interviewer any additional information that might increase their chance 

of being selected for the position (something they may have omitted 

during the stress of the actual interview). Also, they should mark a day in 

their calendar approximately one week to 10 days from the date of the 

interview to call the interviewer to find out if a decision has been made. 

This will demonstrate to the interviewer their interest and enthusiasm. 

Your mentee should keep in mind that even if the job goes to someone 

else, the interviewer may know of openings elsewhere. Your mentee 

needs to try to maintain the contact with the interviewer and ask for 

his/her feedback about areas they may need to strengthen.  

 

The Four R’s of Interview Preparation:  
 

Research  

 

Your mentee should learn what they can about the workplace prior to 

the interview; ask friends, ask network contacts — professional 

organizations, Chamber of Commerce, research it in the library, ask the 

receptionist/employer for any company literature or a job description 

that they can give them. Particularly important are management style of 

company/agency, dress style and general climate, company philosophy, 

reporting structure and of course, anything they can determine about 

the particular job opening. They need to ask the secretary/employer 

who will be interviewing them and what their position is. They should 

know the exact location and how to get there.  

 

Rehearse  

 

Your mentee needs to rehearse the interview, preparing answers to 

difficult questions they expect to be asked. Also, they need to assess 
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• Describe their background, experience, skills, interests, and 

objective.  

• Bring the person up to date on their research so far — concisely, 

so the new information will be added.  

• Ask permission to ask the questions you have prepared and take 

notes. Ask for suggestions for other areas to be explored.  

• Be aware of time and take responsibility to stay within the time 

frame you requested (10-15 minutes).  

• Ask for referrals to other people in specific occupations and in 

the other areas suggested; ask about their background. (Ask 

permission to use your contact’s name as a referral).  

• Thank the person and show your appreciation. Arrange to stay in 

touch with an update on your progress, either by another 

meeting, a holiday card, a note, etc.  

•  Send a thank you letter — make reference to one point of 

interest from your discussion and inform him/her of your next 

step.  

 

Sample Information Interview Questions 

 

1. Given my background and experience, what kind of occupational 

areas/titles should I be researching for?  

 

2. Could you think of any particular job titles that might be a good fit?  

 

3. What gaps/obstacles are there in my background that I need to be 

aware of?  

 

4. How would you recommend I fill these gaps?  

 

5. Given my skills and experience, what salary ranges could I expect?  

 

6. What professional publications in this field should I read? Are there 

professional societies or associations I should consider joining?  

 

7. What are the most up-to-date skills for this job?  
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8. Is there any chance of on-the-job-training in this field?  

 

9. Given what I’ve told you about my background, if you put yourself in 

my shoes, what would your advice to me be?  

 

10. Can you give me feedback on this draft copy of my resume.  

 

11. Where do you see this industry going in the future -> trends?  

 

12. XXXX sounds most appealing to me and your information is most 

valuable to me. Who else do you think I should talk to who could give 

me additional information and opinions? Are there any other areas 

besides XXXX that I should look into? Who could you suggest I speak to 

in those areas?  

 

13. Can I keep in contact with you in the future (i.e. in preparation for an 

interview)?  

 

Information Interview Report Sheet (Complete after each information 

interview) 

 

Date:  

Contact Person: Phone:  

Title: Organization:  

Referred by: Occupational Area:  

Address:  

What did you learn about the person you met with?  

What did you learn about this occupations area? (Facts).  

What opinion did this person have? (Regarding this occupation)  

What suggestions were made?  

Some of my POSITIVE IMPRESSIONS Some of my NEGATIVE 

IMPRESSIONS 
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• Your mentee’s smile should be friendly and confident, your handshake                

firm  

• Your mentee’s attitude should be positive and enthusiastic  

• Your mentee’s appearance should be business-like.  

 

The Review  

 

Your mentee’s background, interests and abilities will be probed with 

questions of WHY, HOW, WHEN, WHERE. They should provide clear, 

concise and complete answers willingly and with enthusiasm. They 

should not volunteer any negative information, try to emphasize the 

positives.  

 

The Discussion - (Also known as the “sell”)  

 

This is the match-up phase of your mentee’s background with the 

position — the employer’s opportunities and how your mentee could fit 

in, both currently and in the future. This is your mentee’s opportunity to 

sell their abilities. They should describe a situation or action and the 

results. They should keep the employer’s needs and concerns in mind 

when answering and show what they can do for the company. This is 

also their opportunity to find out enough about the company to make an 

intelligent career decision. Listening carefully is just as important as 

providing good answers.  

 

The Conclusion  

 

Points on both sides are strengthened and clarified. When your mentee 

is asked if they have any questions, they should ask job-related 

questions, not about salary or benefits. They should ask if there is 

anything more the employer needs to know,  when a decision will be 

made or whether there will be a second interview. They should express a 

final statement of interest, then thank the employer for the interview.  
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• discuss and analyze actual job interviews the mentee may have during 

the mentoring relationship. 

Tips 

We expect that you may choose to address this topic early in your 

mentoring relationship. Here are a few tips to get you started.  

• Consult your HR department or hiring manager on current interviewing 

practices, especially for your field.  

• Before a mock interview, ask for a copy of a job ad or job description, 

resume and cover letter so that you can prepare a realistic interview.  

• Listen for the quality of responses and appropriate, accurate use of 

professional terminology and jargon.  

• Comment on all aspects of the interview, including dress and 

grooming.  

• Be honest and constructive in feedback. 

OCISO’s Mentorship Program, also holds mock interview sessions, which 

your mentees can benefit from. 

The Interview Structure  
 

The format generally followed in an interview is Introduction, Review, 

Discussion, Conclusion and Follow-up. However, the personality of the 

employer and philosophy of the company will also influence how the 

interview will unfold.  

 

The Introduction  

 

With the initial greeting, a rapport between your mentee and the 

interviewer is established. Your mentee’s “image” is seen first and is 

based on the following:  
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Referrals — name, function, and background. 2 

 

 

Use LinkedIn for Networking and Research 

 “LinkedIn is the world’s largest professional network with over 100 

million members and growing rapidly. LinkedIn connects you to your 

trusted contacts and helps you exchange knowledge, ideas, and 

opportunities with a broader network of professionals.” (LinkedIn.com) 

The 2010 Social Recruiting Survey Results by Jobvite indicate that: “social 

networks lead all other recruiting channels for planned investment by 

employers as the economy recovers. The results of the 2010 social 

survey show that social recruiting has become a mainstream channel for 

companies who are hiring, with 83% now using or planning to use social 

media for recruiting.” (Jobvite, 2010)3 

Of all the social media channels, LinkedIn is most likely to be used by 

companies for recruiting (78.3%). (Jobvite, 2010) 

Your mentee should have a presence on LinkedIn. This will not only be 

beneficial for researching companies, but also for growing their 

professional network. One way to do this is by joining LinkedIn Groups. 

With over 220,000 groups on the site, your mentee will find a few that 

                                                           
2
 Shared with permission from: “The Mentoring Handbook” by TRIEC’s The 

Mentoring Partnership Program. 

3
 “The jobvite Social Recruiting Survey 2010 was conducted online between May 

and June 2010; over 600 people participated in the survey. The survey was 

completed by individuals responding to an online invitation or to an email 

invitation sent to a registered list of human resources and recruiting 

professionals. “ 
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will be on interest and professional relevance to them. Once they join a 

few groups, they will find many potential new connections among their 

members.  (Schepp, 2010) 

 

Resumes and Cover Letters 
 

Resumes 

Resumes and cover letters are essential job search documents that can 

always use extra attention and review. The ways in which people look 

for work and present their skills and qualifications differ greatly from 

one culture to the next, even from one profession to another.  

 

As you work together, you will be able to support your mentee to fine-

tune their resume and cover letter, so that they are customized for each 

job application. This is an invaluable benefit of your relationship.  

 

The “basics” of writing resumes and cover letters during have been 

addressed already in the general job search training and support 

mentees receive prior to being referred to this program. The mentor and 

mentee can focus instead on business writing and the appropriateness 

of the resume to a specific job and profession.  

 

Together you can: 

 

decide on which aspects of the mentee’s resume and cover letter need 

revising.  

talk about how to handle revisions and the importance of an effective 

resume.  
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Interview Preparation 
 

Successful interviewing requires self-confidence, in-depth knowledge of 

the field, a good understanding of the questions and the ability to 

describe succinctly and effectively how your work experience relates to 

the job you are applying for. Developing strong interview skills is a lot of 

work and requires hours of preparation. Candidates need to have a solid 

grasp of what employers are really looking for.   

 

Mentoring is an invaluable opportunity for the two of you to practice 

mock interviews. This is often a very important aspect of the mentoring 

relationship. It allows the mentee to develop a solid grasp of what 

employers expect in an interview and to learn to showcase the relevance 

of his or her experience to the Canadian context. 

 

You should not have to cover the “basics” of interview preparation 

during your mentoring relationship. These should have been addressed 

through the employment preparation and job search training support 

mentees receive prior to being referred to the mentoring program.  

Instead, focus on building the mentee’s confidence and fine-tuning their 

interview skills for both informational interviews and actual job 

interviews.   

 

Together you can 

• decide on the best way to approach strengthening the mentee’s 

interview skills and create opportunities to practice.  

• talk about how to handle suggestions for improvement.  

• brainstorm difficult or important interview questions.  

• discuss interview strategies, “right” and “wrong” ways of answering 

typical interview questions.  

• decide how many mock interviews you have time for.  

• practice mock interviews face-to-face and over the phone.  
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Cover Letter Salutation 

It is important to include an appropriate salutation at the beginning of 

the cover letter or message. If you have a contact person for your letter, 

be sure to include their name in your letter.  

Body of Cover Letter 

The body of your cover letter lets the employer know what position you 

are applying for, why  they should select you for an interview and how 

you will follow-up. This section of your cover letter should include: 

• First Paragraph - Why you are writing  

• Middle Paragraphs - What you have to offer the employer (be 

specific)  

• Final Paragraph - How you will follow-up  

Cover Letter Closure 

When you're writing a cover letter or sending an email message to apply 

for a job it's important to close your letter in a professional manner. 

Please note that there are many resources available on the Internet or 

the public library on résumé and cover letter formats. 
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work on customizing and targeting resumes and cover letters to specific 

job applications. 

With permission from materials used by Graham Management Group: 

info@GrahamManagement.com → www.GrahamManagement.com 

  

With permission from materials used by Career Professionals of Canada: 

info@careerprocanada.ca → www.careerprocanada.ca 

 

The Resume – The Marketing Component  

A key part of your mandate is to support your mentee’s to ensure that 

their résumé passes through the following four stages. 
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Capture the Reader’s Attention 

When your mentee’s résumé has no elimination 

factors,  

the reader may give it a 1-3 second cursory review. 

 

Invoke Interest 

After the first cursory review, if the reader perceives that 

there are still no elimination factors, he/she may spend 

another minute or two reading it. 

 

Stir Desire 

If there are still no elimination factors, the reader may want to 

phone your mentee for pre-screening. 

 

Generate Action 

If desire remains, the reader will generate action to meet  

your mentee for a face-to-face interview. 

 

 

 

In order for your mentee’s résumé to pass these four stages, you need to 

think strategically. 

Strategy helps the job seeker, to do the following when developing their 

résumé. 

• Build a solid foundation by defining an objective and clear target 
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your one opportunity to make a good impression and make it to the next 

round.  

Targeted Cover Letters  

It's certainly easier to write generic or blanket cover letters than it is to 

write a cover letter specifically targeted to each position you apply for. 

However, if you don't invest the time in writing cover letters you're 

probably not going to get the interview, regardless of your qualifications. 

Parts of a Cover Letter 

Contact Information 

The first section of a written or uploaded cover letter should include 

your mentee’s contact information: 

• Your mentee’s Name  

• Your mentee’s Address  

• Your mentee’s City, State, Zip Code  

• Your mentee’s Phone Number  

• Your mentee’s Cell Phone Number  

• Your mentee’s Email Address  

Employer Contact Information 

If you have contact information for the employer, list it below your 

contact information. If not, leave this section off your cover letter. 

Email Cover Letter Contact Section 

When you send an email cover letter, instead of listing your contact 

information at the top of the message, include your contact information 

in your signature.  
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Cover Letters 

A cover letter typically accompanies each resume you send out. Your 

cover letter may make the difference between obtaining a job interview 

and having your resume ignored so, it makes good sense to devote the 

necessary time and effort to writing effective cover letters. 

Cover letters typically provide detailed information on why are you are 

qualified for the job you are applying for. Effective cover letters explain 

the reasons for your interest in the specific organization and identify 

your most relevant skills or experiences.  Cover letters are sent or 

uploaded with a resume when applying for jobs.  

Your cover letters should follow the basic format of a typical business 

letter and should address three general issues including why you are 

writing, what you have to offer and how you will follow up. 

When you are writing a cover letter, there is specific information that 

needs to be included. Your cover letter will include a contact section, a 

salutation, and information on why you are qualified for the job, a 

closing, and your signature. 

Employers do manage to reduce the pool of cover letters and resumes to 

a manageable number. How they do it can give you some insight in to 

how to write cover letters that will make the cut. Keep in mind that if 

your cover letter doesn't pass muster, your résumé won't even get a 

look.  

If your cover letter and résumé aren't perfect they most likely will end 

up in the reject pile. And perfect means perfect - there should not be 

any typos or grammatical errors.  

Employers typically won't even consider a candidate that they cannot 

see is qualified at first glance. That first glance at your cover letter is 
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• Clarify what that target is to others 

• Take systematic steps to learning as much as they can about that 

target 

• Prepare a unique set of documents that speak to the target 

• Use this foundation building process to position themselves in 

front of decision makers 

• Using the research and information used to covey value will help 

to build confidence 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Value Proposition 

 

The Value Proposition is a business principle that, when applied 

effectively to job search and more importantly one’s career, will help to 

convey the value that a candidate offers to a potential employer. An 

individual’s value proposition should be reflected in the résumé. 
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Value Proposition 

 

The Value Proposition answers the employer’s question: “Why Should I 

Hire You?” 

 

 

Buying Motivators 

 

What value does your mentee bring to the employer? 

 

Supporting Qualifications 

What skills, abilities, and/or credentials does your mentee offer? 

 

 

Added Value 

 

How can your mentee show that they bring more to the job than 

expected? 

 

 

 

 

 

The “T-Chart” 

 

You can use the “T-Chart” to determine what value your mentee brings 

to the employer and then use this information to build the résumé. 
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Is the company in a turnaround situation, is it on a high-growth track or 

is it an entrepreneurial start-up venture? Any resulting impact on your 

accounting functions because of the company’s situation? 

What are your specific accounting responsibilities? Accounts payable 

(AP)? Accounts receivable (AR)? General Ledger (GL?) Reporting & 

documentation? 

Are you involved in corporate banking? Do you prepare bank 

reconciliations? How many accounts?  

Are you also responsible for managing related accounting functions for 

corporate insurance? Employee insurance? Any other employee-related 

benefit programs? 

Is your environment fully automated? What type of computer systems 

and software do you use? How proficient are you? 

Have you been involved in selecting and/or implementing any new 

software or applications? Why was this done? What was your role? Did 

the project yield any positive results? 

Do you have responsibility for internal auditing and annual audit 

reporting? Any significant audit engagements you’ve worked on? Any 

notable audit findings or results? 

Are you also involved in coordinating external audits? What are your 

specific activities? 

Do you prepare financial reports and analyses? Balance sheets? Income 

statements? For what specific operations or for the entire company? Do 

you support the corporation’s strategic planning functions? 

Do you prepare financial forecasts and projections? For what – 

revenues, costs and/or profits? 
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� IN EACH ANSWER, INCLUDE:  

� Company (the location) 

� Situation (the challenge or issue you addressed) 

� Actions (the things that you did) 

� Results (the measurable outcomes/financial numbers/other 

quantifiable benefits you produced) 

 

SAMPLE: 

 

The Company: ABC Company 

The Situation: There was a vision but most people had no idea what it 

really meant. Staff in finance and accounting believed many 

improvements were needed in all areas but felt no one listened to their 

ideas.  

The Action: For 18 months, I led teams in defining the corporate vision 

and in implementing a number of process re-engineering initiatives that 

fit the corporate goals.  

The Result: Within a year, the company was showing 20% increase in 

productivity, 15% improvement in revenue, and an internal survey 

indicated that morale was up 42%.  

 

 

Sample Questions (Accounting sector)  

 

Ask your mentees the questions below, to determine the Situation, 

Action, Result to be used in their résumé.  

Tell me about the organization you work for including products and/or 

services, revenue size, number of locations, and any other interesting 

facts and figures.  
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The National Occupational Classification (NOC) might be a good starting 

point, as it provides all the necessary qualifications for each job title.   

 

Then, based on your mentees’ personal assessment for these items, they 

can gage where they think they stand in relation to industry 

requirements using the scale provided (NI=Needs Improvement; 

ME=Meets Expectations; EE=Exceeds Expectations). All the necessary 

qualifications for a job are placed in the left column. In the comments 

section, write a brief description about why they rank high in certain 

areas and a note about how to enhance those that need improvement. 

This exercise will strengthen their ability to address skill specific 

requirements for the position that they seek. It can be used to improve 

their cover letters, résumés, interviews and can also help them in 

various networking events.  

 

 

 

 

 

 

 

 

 

 

 

COMPLETE THIS SECTION FOR EACH POSITION AND ORGNAIZATION  

YOUR MENTEE IS TARGETING.  

NI=Needs Improvement; ME=Meets Expectations; EE=Exceeds 

Expectations 

 

Position Target:  
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Industry or Sector:  

Evaluation Date:  

Competencies & 

Qualifications Required 
Evaluation Comments 

EXAMPLE: Leadership   

EXAMPLE: MBA   

   

   

   

   

   

   

   

   

   

   

   

   

   

 

 

 

 

 

Accomplishment Stories 

 

Now, your mentee can create accomplishment stories. For each of  the 

identified competencies, they can create a few stories to demonstrate 
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exactly how they possesses that competency. With the Situation-Action-

Result model, they can identify what the situation was, what action   

they took and what  the result was? In other words, how did it benefit 

their previous employer? 

 

Mentee’s Job Title 

Employer’s Buying Motivators (from Value Proposition) 

Competenc

y 1 

  

Competenc

y 2 

  

Competenc

y 3 

 

Competenc

y 4 

 

Competenc

y 5 

 

Story 1-1 

 

Story 2-1 

 

Story 3-1 

 

Story 4-1 

 

Story 5-1 

 

Story 1-2 

 

Story 2-2 

 

Story 3-2 

 

Story 4-2 

 

Story 5-2 

 

 

 

 

 

 

 

 

 

 

Your Mentee’s Powerful Accomplishments  

 

This exercise is a tool to help your mentees to uncover powerful 

accomplishments. Only go back as far as ten years. Have them answer as 

many questions as are pertinent and necessary. Quantify responses (use 

amounts, percentages, dollars, and other tangible values).  


