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CONGRATULATIONS
SUCCESSFUL APPLICANT

Date:

Student Name:

School:

We have received word that you are the successful candidate for the New Brunswick
Youth Career Connections Program position with
As a participant of this program you will
gain invaluable paid work experience, professional employability skills training, new
friendships and insight into making your post-secondary decisions.

As mentioned at your school presentation, you have two commitments to fulfill in June.
Please read the following carefully and mark these dates in your calendar.

1. Information Evening for you, your parent(s) or guardian(s), and your
employer. (Provide Date, Time and Location). At this workshop you will receive
information about the NBYCCP workshops, expectations of your workplace,
transportation information, etc.  You, your parent(s) and the employer will be
asked to complete the necessary forms to complete this partnership. IT IS
IMPORTANT THAT YOU CALL (provide telephone number) TO
CONFIRM YOUR ATTENDANCE, This phone line is available at any time of the

day or evening. Please give your name, your place of employment, and the
number of people attending (including yourself) from your family.

2. NB Youth Career Connections Employment Readiness
Workshop will take place (Provide Date, Time and Location). This workshop is
mandatory and all students MUST ATTEND!

If you have any questions about the above | would be happy to speak with you.

Coordinator’s Name:
Phone Number:
e-mail:

Fax:
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CONGRATULATIONS
EXPRESSION OF INTEREST APPLICANT

Date: School: Student:

You have been accepted into the New Brunswick Youth Career
Connections Program through your EXxpression of Interest
Application Process. As a participant of this program you will gain
invaluable paid work experience through vyour current employer,
professional employability skills training, new friendships and insight into
making your post-secondary decisions.

As mentioned at your school presentation, you have two commitments to fulfill in June. Please
read the following carefully and mark these dates in your calendar.

1. Information Evening for you, your parent(s) or guardian(s), and your
employer. (Provide Date, Time and Location). At this workshop you will receive
information about the NBYCCP workshops, expectations of your workplace,
transportation information, etc.  You, your parent(s) and the employer will be
asked to complete the necessary forms to complete this partnership. IT IS
IMPORTANT THAT YOU CALL (provide telephone number) TO
CONFIRM YOUR ATTENDANCE, This phone line is available at any time of the

day or evening. Please give your name, your place of employment, and the
number of people attending (including yourself) from your family. Please
let your employer know you have been selected to this program and invite him or
her to this workshop. This will be the only time we will ask them to attend
anything however we would like them to know about the program and your
commitment.

2. NB Youth Career Connections Employment Readiness
Workshop will take place (Provide Date, Time and Location). This workshop is
mandatory and all students MUST ATTEND!

If you have any questions about the above | would be happy to speak with you.

Coordinator’s Name:
Phone Number:
e-mail:

Fax:
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LETTER TO UNSUCCESSFUL APPLICANT

(Sample Format)

Date:
Student’s Name:
Address:

Dear:

| would like to take this opportunity to thank you for making application to the New Brunswick
Youth Career Connections Program. Although you were not a successful applicant for one of
the job postings, you took a very important step in preparing for your future. The process of
creating a well-presented résumé and cover letter is the start of good employability skill
development. It required you to think about your skill sets and personal attributes. | hope you
will agree the process was worth your time and effort and that you will continue to build on your
strengths. | applaud your efforts.

Additional School to Career resources and programs are available in your community and at
your school. Your guidance office would be happy to discuss career counseling with you and
provide you with information on other programs and volunteer activities. | would encourage you
to give serious consideration to any opportunity that will better prepare you for your post-
secondary choices and employment readiness skills.

Please find attached a copy of the Conference Board of Canada Employability Skills Profile.
The skill set outlined in this document is applicable to all forms of employment.

Thank you again for your consideration of NBYCCP and | wish you every success as you
continue your education.

Sincerely,

(Name of Coordinator)

Enc.
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Fundamental Skills

The skills needed as a base for fur ther development
You will be better pr epared to pr ogress in the
world of work when you can:

Communicate

* read and understand infor mation presented in a variety of for ms
(e.g., wor ds, graphs, char ts, diagrams)

* write and speak so others pay attention and understand

¢ listen and ask questions to understand and appr eciate the
points of view of others

* share infor mation using a range of infor mation and communi-
cations technologies (e.g., voice, e-mail, computers)

¢ use relevant scientific, technological and mathematical knowledge
and skills to explain or clarify ideas

Manage Information

¢ locate, gather and or ganize infor mation using appr opriate
technology and infor mation systems

* access, analyze and apply knowledge and skills fr om various
disciplines (e.g., the ar ts, languages, science, technology |,
mathematics, social sciences and the humanities)

Use Numbers

* decide what needs to be measur ed or calculated

* observe and r ecord data using appr opriate methods, tools and
technology

* make estimates and verify calculations

Think and Solve Problems

* assess situations and identify pr oblems

* seek dif ferent points of view and evaluate them based on facts

* recoghize the human, interpersonal, technical, scientific and
mathematical dimensions of a pr oblem

* identify the r oot cause of a pr oblem

* be creative and innovative in exploring possible solutions

* readily use science, technology and mathematics as ways to think,
gain and shar e knowledge, solve pr oblems and make decisions

* evaluate solutions to make r ecommendations or decisions

* implement solutions

* check to see if a solution works, and act on oppor  tunities for
improvement

The skills you need to enter , stay in, and pr ogress in the world of work -

whether you work on your own or as par t of a team.

Personal Management Skills

The personal skills, attitudes and behaviours that drive one s potential for gr owth
You will be able to of fer yourself gr eater
possibilities for achievement when you can:

Demonstrate Positive Attitudes & Behaviours
feel good about yourself and be confident
deal with people, pr oblems and situations with honesty , integrity and
personal ethics
recognize your own and other people ’s good ef forts
take car e of your personal health
show inter est, initiative and ef fort

Be Responsible
* set goals and priorities balancing work and personal life
plan and manage time, money and other r esources to achieve goals
assess, weigh and manage risk
be accountable for your actions and the actions of your gr oup
be socially r esponsible and contribute to your community

e Adaptable

work independently or as a par tof ateam

carry out multiple tasks or pr ojects

be innovative and r esourceful; identify and suggest alter native ways
to achieve goals and get the job done

be open and r espond constr uctively to change

learn from your mistakes and accept feedback

cope with uncer tainty

Learn Continuously
be willing to continuously lear n and gr ow
assess personal str engths and ar eas for development
set your own lear ning goals
identify and access lear ning sour ces and oppor tunities
plan for and achieve your lear ning goals

Work Safely
* be aware of personal and gr oup health and safety practices and
procedures, and act in accor dance with these

Teamwork Skills

The skills and attributes needed to contribute pr oductively
You will be better pr epared to add value to the
outcomes of a task, pr oject or team when you can:

Work with Others

* understand and work within the dynamics of a gr oup

e ensure that a team ’s purpose and objectives ar e clear

* be flexible: r espect, be open to and suppor tive of the thoughts,
opinions and contributions of othersina gr oup

* recognize and r espect people ’s diversity, individual dif ferences
and perspectives

* accept and pr ovide feedback in a constr uctive and considerate
manner

* contribute to a team by sharing infor mation and exper tise

* lead or suppor t when appr opriate, motivating a gr oup for high
performance

» understand the r ole of conflict in a gr oup to r each solutions

* manage and r esolve conflict when appr opriate

Participate in Projects & Tasks

* plan, design or car ry out a pr oject or task fr om star t to finish with
well-defined objectives and outcomes

* develop a plan, seek feedback, test, r evise and implement

» work to agr eed quality standar ds and specifications

* select and use appr opriate tools and technology for a task or
project

* adapt to changing r equirements and infor mation

 continuously monitor the success of a pr oject or task and identify
ways to impr ove

O

The Conference Board of Canada




Vers
quelle
destination
postsecondaire
vous
dirigez-vous?

Appreptissage

College
communautaire

Directement au
travail

Militaire

\%v,

Formation privée

G -

Universite

Capacité de
travailler en
équipe

Compétences
de base

COMPETENCES RELATIVES A L’EMPLOYABILITE 2000+

Compétences
en gestion
personnelle

Compétences de base

Les comp étences essentielles a votre développement
Vous ser ez davantage en mesur e d’évoluer
dans le monde du travail lorsque vous pouvez:

Communiquer

e Lire et compr endre I’'information sous diverses for mes
(c.- a- d. textes, graphiques, tableaux, sch émas)

* Ecrire et parler afin de favoriser | ’écoute et la compr éhension
d’autres personnes

* Ecouter et poser des questions  a fin de compr endre le sens et la
valeur du point de vue des autr es personnes

* Partager |’information par | "utilisation de diverses technologies de
I’information et de communications (verbalement, cour rier
électronique, or dinateurs)

« Utiliser les connaissances et comp étences scientifiques,
technologiques et math ématiques appr opriées pour expliquer
ou préciser des id ées

Gerer l'information

e Repérer, recueillir et or ganiser |'information en utilisant les
systémes de technologie et d ’information appropriés

 Consulter, analyser et appliquer les connaissances et comp étences
de diverses disciplines (p. ex. : lesar ts, les langues, la science, la
technologie, les math ématiques, les sciences sociales et humaines)

Utiliser les chiffres

e Décider ce qui doit étre mesur é ou calcul é

e Obser ver et sauvegar der |'information en utilisant les m éthodes,
les outils et les technologies appr opriés

* Faire des estimations et v érifier les calculs

Reéfléchir et résoudre des problemes

« Evaluer des situations et cer ner les pr oblémes

* Rechercher divers points de vue et les  évaluer objectivement

¢ Reconnaitre les dimensions humaines, interpersonnelles,
techniques, scientifiques et math ématiques d 'un probléme

e Déterminer la sour ce d’un probléme

» Etre créatif et novateur dans la r echerche de solutions

« Utiliser d "’emblée la science, la technologie et les math  ématiques
pour réfléchir, acqu érir et par tager le savoir , résoudre des
problémes et pr endre des d écisions

* Evaluer des solutions pour fair e des r ecommandations ou ar river a
des d écisions

* Adopter des solutions

 Confir mer |’ efficacité d’une solution et | "améliorer

Les comp étences dont vous avez besoin pour entr er, demeur er et pr ogresser dans le monde du travail —

que vous travailliez a votre propre compte ou en équipe.

Compeétences personnelles en gestion

Les comp étences, attitudes et compor tements qui favorisent le potentiel de cr oissance

Vous pourrez accr oitre vos chances de r éussite
lorsque vous pouvez:

Démontrer des attitudes et des comportements positifs

* Bien vous sentir dans votr e peau et étre confiant

¢ Aborder les personnes, les pr oblémes et les situations de fa ¢on honnéte et

morale
¢ Reconnaitre la valeur de votr e travail ainsi que les ef forts des autr es
e Prioriser votr e sant é
¢ Manifester de | 'intérét, fair e preuve d’initiative et four nir des ef forts

Etre responsable

* Fixer des buts et des priorit és tout en maintenant un équilibre entre le
travail et la vie personnelle

* Planifier et g érer votre temps, votr e argent et d 'autres r essour ces afin
d’atteindre vos buts

« Evaluer et g érer le risque

« Etre responsable de vos actions et celles de votr e groupe

* Contribuer au bien- étre de la communaut € et de la soci été

Etre souple

« Travailler de fa con autonome ou en équipe

e Effectuer des t aches ou des pr ojets multiples

* Etre novateur et ing énieux : r echercher et pr oposer plusieurs fa gons pour
atteindre des objectifs et accomplir le travail

« Etre ouvert et r éagir de fa con positive au changement

e Tirer profit de vos er reurs et accepter la r étroaction

* Composer avec | 'incertitude

Apprendre constamment

« Etre dispos é a apprendre et & croitre

« Evaluer vos for ces personnelles et d éterminer les points & améliorer
* Fixer vos pr opres objectifs d "apprentissage

* Identifier et r ecourir aux sour ces et occasions d ’apprentissage

e Fixer et atteindr e vos objectifs

Travailler en séecurité
¢ Connaitre les pratiques et pr océdures de sant é personnelle et
collective et agir en cons équence

Compeétences pour le travail d 'equipe

Les comp étences et les qualit és nécessair es pour contribuer de fa ¢on productive
Vous ser ez plus apte a améliorer les r ésultats
d’un travail, d 'un projet ou de la per formance

d’une équipe lorsque vous pour rez:

Travailler avec d’autres

e Comprendre et composer avec la dynamique d ’un groupe

* Veiller a ce que les buts et objectifs de | ’équipe soient clairs

* Etre souple : r especter, accueillir et appuyer les id ées, les
opinions et la contribution des autr es membr es du gr oupe

e Reconnaftre et r especter la diversit é des perspectives dans un
groupe

¢ Recevoir et donner de la r étroaction de fa con constr uctive et
respectueuse

e Contribuer au succ és de | ‘équipe en par tageant | ’information et
son exper tise

« Diriger, appuyer ou motiver | ’équipe pour une per formance
maximale

e Comprendre le r 6le du conflit dans un gr oupe pour par venir a des
solutions

e Gérer et r ésoudre les conflits

Participer aux projets et aux taches

e Planifier, concevoir ou mettr e en oeuvr e un projet ou une t ache,
du début a la fin, en maintenant le cap sur des objectifs et des
résultats

« Planifier et r echercher la r étroaction, tester , réviser et mettr e en
oeuvre

¢ Travailler selon les nor mes de qualit € établies

* Choisir et utiliser les outils et la technologie qui conviennent
une tache ou a un projet

* Vous adapter aux exigences et a I'information changeantes

» Super viser des pr ojets ou des t aches et identifier des moyens
de les am éliorer

O
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