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The Work Central AB Job Seeker Toolkit
A condensed, quick-reference companion to our full Career Resources and Job Search guide series - use

this as your at-a-glance action plan, then dig into the linked full guides for detail.

1. Application Materials Quick Reference
● Use a combination resume format leading with a skills summary, then chronological work history (see

Resume Writing Guide).
● Tailor your cover letter to each posting using one of our three templates: traditional, career change, or

entry-level (see Cover Letter Templates).
● Keep your LinkedIn headline focused on value, not just job title (see LinkedIn Profile Tips).

2. Interview Quick Reference

Before Every Interview

• Research the employer and review the job posting again.

• Prepare 3-5 STAR-method stories covering teamwork, problem-solving, and leadership.

• Prepare 3-5 thoughtful questions to ask the interviewer.

• Send a thank-you email within 24 hours afterward.

• See our Interview Preparation guide for the full process.

3. Job Search Channels Quick Reference
● Work Central AB job board, general and industry-specific job boards, company career pages.
● The hidden job market - direct outreach and informational interviews (see Hidden Job Market).
● Staffing agencies for temporary, contract, and permanent roles (see Employment Agencies).
● Your own network - let people know specifically what role you're looking for.

4. Negotiation Quick Reference
● Research typical salary ranges for the role in Central Alberta specifically before negotiating.
● Decide your ideal, target, and minimum acceptable salary before the conversation.
● If salary is fixed, ask about other areas: signing bonus, vacation time, or an earlier review.

5. Sector-Specific Quick Reference
● Skilled trades - see Apprenticeships and Skilled Trades Careers for how to enter a designated trade.
● Seasonal work - see Seasonal Employment for hiring timelines by season.
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● Remote work - see Remote Work Opportunities for industries with strong remote options.

6. Newcomer & Career-Change Quick Reference
● Newcomers: check whether your occupation requires credential recognition before applying broadly (see

Credential Recognition).
● Career changers: use a combination resume leading with transferable skills, not chronological history alone

(see Career Change Guide).
● Both: consider a micro-credential or short course to fill a specific, identified skills gap (see

Micro-Credentials).

7. Frequently Asked Questions

Common Questions

Where should I start if I'm overwhelmed? Begin with your resume and one job search channel -

small, consistent progress beats trying to do everything at once.

How long should a job search typically take? It varies widely by field and market conditions, but

a broad, multi-channel approach (job boards, networking, direct outreach) tends to move faster than

relying on one method alone.

Should I apply even if I don't meet every qualification? Often yes - many postings list a mix of

required and preferred qualifications, and strong candidates frequently apply without checking

every box.

7. Financial Prep Quick Reference
● Budget for a realistic job search timeline, especially if relocating (see Budgeting Tips).
● Look into Financial Assistance Programs if you need support during a search or transition.
● If pursuing training to strengthen your application, check Government Training Programs for funding

options.

Job Seeker Toolkit Checklist

✓ Resume, cover letter, and LinkedIn profile are current and tailored

✓ Prepared STAR-method stories for common interview questions

✓ Registered on the Work Central AB job board and set up alerts

✓ Identified 2-3 additional job search channels to use beyond job boards
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Explore More at Work Central AB

This toolkit summarizes our full Career Resources and Job Search series. Explore current openings at

workcentralab.ca/jobs.

https://workcentralab.ca/jobs

