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Workplace Professionalism-
Tips for Students and New Grads

1.

Dress for success
Look the part- maintain a professional image for
yourself in the workplace!

. Be punctual

Arriving on time is one of the best ways to
demonstrate your professionalism and build a strong
work ethic.

. Have a positive attitude

Every job will have its ups and downs, but it is
important to stay positive and behave and
communicate in a professional manner.

. Be tactful

No matter the situation, it is important to remain
tactful to avoid saying something you may regret
later.

. Avoid Gossip

Participating in office gossip can damage your
professional reputation. To remain professional, it is
best to avoid participating in workplace gossip.

. Be respectful

Always conduct yourself in a respectful manner.

. Limit use of personal devices

Some companies have a policy regarding the use of
cellphones during work hours- save personal
business and texting to breaks or after hours,
otherwise you will lose productivity by spending too
much time on your personal device.

Source:
Zambas, J. (2018). 15 Essential Tips to Be More Professional at Work.

Retrieved from: https://www.careeraddict.com/workplace-professionalism

Job highlights
Applause

UNIVERSITY COLLEGE
OF THENORTH

Discover youf emﬁloy. ability,

EMPLOYERS
WANTED

Want to promote your company/business/organization?
Looking to hire and want to connect with prospective graduates?

Connect with UCN’s Top Talent,
Recruit for FREE on Campus Today!

The Office of Co-operative Education and Work-Integrated Learning is
seeking Employers to Sign-Up for our New CAREER CONNECT Program.

Customize your time on Campus to meet your needs:
Host alunch and learn session
- Deliver Information Sessions to classes or groups
- Information booth in main lobby
- Interview prospective hires
- Share your expertise, Host a workshop

Students will learn more about future job prospects and
the career opportunities that await them!!

BOOK your spot today!
Check-out the CAREER CONNECT calendar for available dates-
to schedule at your convenience!

For more information contact: Krystle Paskaruk, Cooperative Education Coordinator

(204) 627-8557 or kpaskarukiGucn.ca



https://www.careeraddict.com/workplace-professionalism

CAREER VIEWPOINT

THE COMING SKILLS REVOLUTION

Humans Wanted

How Canadian youth can thrive in the age of disruption

RBC

Over the past year, RBC
conducted a major study of the
Canadian workforce. We
discovered a quiet crisis—of
recent graduates who are
overqualified for the jobs
they're in, of unemployed
youth who weren't trained for
the jobs that are out there, and
young Canadians everywhere
who feel they aren’t ready for
the future of work.

To read the full report:

https://discover.rbcroyalbank.com/
humans-wanted-canadian-youth-
can-thrive-age-disruption/

Learn more about
RBC Future Launch:

https://www.rbc.com/dms/enterpri
se/futurelaunch/index.html?utm_s
ource=Discover-
Learn&utm_medium=referral&ut
m_campaign=dl-164740

Have you tried the
RBC Upskill Tool?

Click the link below to discover
new career possibilities:

https://www.rbcupskill.ca/

What We Found

Learnings from our cross-country research project
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1. At least 75% of Canadian jobs will require a significant change to the skills needed to do

them. More than 25% will be heavily disrupted by technology.

2. An assessment of 20,000 skills rankings across 300 occupations and 2.4 million expected
job openings showis an increasing demand for foundational skills such as critical thinking,

co-ordination, social perceptiveness, active listening and complex problem solving.

3. Despite projected heavy job displacement in many sectors and occupations, the
Canadian economy is expected to add 2.4 million jobs over the next four years, all of
which will require this new mix of skills.

4. Canada’s education system, training programs and labour market initiatives are

inadequately designed to help Canadian youth navigate this new skills economy.

5. Canadian employers are generally not prepared, through hiring, training or retraining, to
recruit and develop the skills needed to make their organizations more competitive in a
digital economy.

6. Our researchers identified a new way of grouping jobs into six “clusters,” based on
essential skills by occupation rather than by industry.

7. By focusing on the foundational skills required within each of these clusters, a high

degree of mobility is possible between jobs.

8. Digital fluency will be essential to all new jobs. This does not mean we need a nation of

coders, but a nation that is digitally literate.

9. Global competencies like cultural awareness, language, and adaptability will be in demand.

10. Virtually all job openings will place significant importance on judgment and decision
making and mare than two thirds will value an ability to manage people and resources.
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CAMPUS CAREER HAPPENINGS

ARE YOU A STUDENT IN NEED OF PROFESSIONAL
ATTIRE FOR PRACTICUM PLACEMENTS, JOB
RELATED INTERVIEW OR A NETWORKING EVENT?

STOP N' SHOP

UCN CAREER CLOSET

WEDNESDAY OCTOBER
9:00-3:00PM
THE PAS CAMPUS STUDENT RESOURCE FAIR

23,2019

VISIT THE CAREER CLOSET AND
CHOOSE UP TO 5 APPAREL ITEMS!

Centre for Career e Work-integrated Learning
For more information contact:

Krystle Paskaruk

Co-operative Education Coordinator

204.627.8557
kpaskaruk@ucn.ca
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OF THE NORTH

Discover your employ, ability,

EMPLOYER INFORMATION SESSION

Employer: Royal Canadian Mounted Police
Date: Tuesday November 5, 2019
Time: 6:00-7:30pm

Location:

UCN Thompson Campus Room 409 - Boardroom

Get Hired

m
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For more information contact: Krystle Paskarik, Cooperative Education Coordinator
(204) 627-8557 or kpaskaruki@ucn.ca

Facalty corner |

Did you know the Professional
Development Series is available for in-class
delivery?

Ask us HOW!

Have you heard about the “NEW” kid on the block

“Don’t Cancel that Class”?

To maintain the energy and motivation of your students, we can
deliver a career seminar so you do not have to cancel your class if you
need to be away from class due to a professional or personal conflict.
Faculty can choose from a variety of career topics or we can tailor a
career seminar based on your student’s needs.

Contact us to learn more!

Have you created your Program Career Profile yet?
Let us help you build yours today!

Would you like help to plan a program-specific career
event?

The Centre for Career & WIL is available to assist you, contact
us today!

- Tier
MONDAY November 4, 2019 -
5:00 - 7:00 PM

OF THE NORTH

Join us for our Social Networking Eveni

Main Foyer, UCN The Pas Campus
e ‘—‘\_:J\?c/rcsh/nmm will be provided
) g ":a,..zf) * Network with employers and industry Reps
* Explore the possibilities.

ENGAGEMENT * Lleam about trends in today's workplace.

* Connect with today's workforce.

N IG H I ’ To Register, please contact:

Krystle Paskaruk,
Cooperative Education Coordinator
204-627-8557 or kpaskaruk@ucn.ca

g!
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WEDNESDAY NOVEMBER 6, 2019 » -
P S-M _7-w m k (‘)‘F THE N()‘R.Y H
Join us for our Social Networking Evening!
Main Foyer, UCN Thompson Campus
o — \——,\%?L'fw,\hﬂwms will be provided
= Network with employers and industry Reps
$ * Explore the possibilities.

= Learn about trends in today’s workplace.
* Connect with today’s workforce.

ENGAGEMENT s e e s+ S
o NIGHT & ...

Krystle Paskaruk,
Cooperative Education Coordinator

204-627-8557 or kpaskaruk@ucn.ca



PROFESSIONAL DEVELOPMENT SERIES ~ 2019-2020

2Py
Month at a Glance
OCTOBER 2019 OFFERINGS

COVER LETTERS
Tuesday October 1 12:00-1:00pm The Pas Campus—Rm#174 Thompson Campus- Rm#204
Do you know how to effectively write a targeted cover letter? Learn how to write a cover letter that will work with vour resume!
INTERVIEWING
Thursday O ctober 3 12:00-1:00pm The Pas Campus—Rm#174 Thompson Campus- Rm#204

So you got the job interview, but are vou readyv? Do you know how to communicate yvour skills, and knowledge to get hrired? Learn how to
prepare for different types of interviews and communicate vour personal brand in a professional way!

NETWORKING
Monday October 7 4:30-5:30pm ThePas Campus—Rm#174 Thompson Campus—Rm#204
Do vou know how to network to advan ce vour career? Learn networking strategies and how it will help vou access the hidden job market!

SUCCESSIN THE WORKPLACE
Tuesday October 8 12:00-1:00pm The Pas Campus—Rm#174 Thompson Campus- Rm#2 04
What doyvou need to be successful in today’s workplace? Do vou have the skills and knowledge vou need to firtu re-ready
and experience success? Leqrn what skills vou need to be successful in the workplace.

EMPLOYMENT LEGISLATION & YOU
Tuesday October 15 12:00-1:00pm The Pas Campus—Rm#174 Thompson Campus- Rm#204
Are vou familiar with employment standards that govern both unpaid and paid emplover-employvee relations in matters of employee health,
sa fety and well-being? Come fearn how this pertains to students participating in work experience!

LINKEDIN 101
Thursday October 17 12:00-1:00pm The Pas Campus—Rm#174 Thompson Campus- Rm#204
How effective is vour social media profile, will it get you hired or fired?!
Learn how to build vour career profile on LinkedIn, make connections, foin groups, follow companies, and search for jobs as well as strategies
to leverage this social networking platform to connect to your professional community !

PERSONAL BRANDING
Thursday October 17 4:30-5:30pm The Pas Campus— Rm#174 Thompson Campus—Rm#204
Wiy is having a personal brand is important to every aspect of the job search? What are yvour unique selling points?
Learn flow to communicate and market yourself in your resume, cover fetter, interviews and networking.

INFORMATIONAL INTERVIEWS
Tuesday October22 12:00-1:00pm The Pas Campus— Rm#174 Thompson Campus—Rm#204
Want to prepare forvour career but not sure how?
Learn how to conduct an informational interview to become informed about your career choices!
PRESENTATION SKILLS
Thursday October 24 12:00-1:00pm The Pas Campus—Rm#174 Thompson Campus—Rm#204
What do yvour presentation skills say about vou?! How will vou communicate vour ideas clearly and deliver vour message effectivelv?
This session will give vou tips on organizing vour information, using visual aids, and practicing presentation delivery.

JOB SEARCH 101
Thursday October24 4:30-5:30pm The Pas Campus—Rm#174 Thompson Campus—Rm#204
Where are vou in the job seqrch process? Do you know the value of identifving vour job target?
Learn how to maximize the job seqa rch process

PORTFOLIO DEVELOPMENT PT 1 & 2 (THE PAS CAMPUS ONLY)
October29& 12:00-1:00pm The Pas Campus—Rm#174
So vou've got the skills and knowledge for the job? Prove it! Build vour professional portfelio to showcoase vour competen cies — come learn
what a portfoliois, the benefits of having one, how touse it in an interview and get started on yvou rs!

TO REGISTER CONTACT:
Krystle Paskaruk

University College of the North UK IVER

ERS TY COLLEG

OF THE NORTH s About Your Tomarrow

Co-operative Education Coordinator
{204)627.8557
kpaskaruk@ucn.ca




FRONTIER

SCHOOL DIVISION

Excellence and Experience in Education

Frontier School Division is committed to success for all learners through Academics, Indigenous Way of Life and
Wellness. We work to achieve this through community-based direction for schools, and a partnership approach

amongst staff, parents, and the community.

Tell us about your company. Describe your workplace
culture. What can new hires expect the first few weeks in
the workplace?

Our Division is culturally diverse and Language and
Culture are important elements of school and
community life. As the largest geographical school
division in Manitoba, spanning 75% of the province’s
land mass, our schools are located in some of the
province’s most picturesque settings (a nature lover’s
paradise) and provide for an abundance of outdoor
recreational activities.

What types of roles have you hired UCN graduates for?

Teachers, Educational Assistants, Secretaries, Area
Administrative Officers.

What specific qualities do you look for when hiring
new grads?

Hard workers, people who can connect with youth,
people willing to share their time on extra curricular
activities and get involved in the community they are
living and working in.

Since you started hiring UCN graduates, how has Frontier
School Division supported new employees in their
professional growth and development within the
company?

The Division provides numerous professional
development opportunities and additional training
outside the Division is supported as well as mentoring.

How can individuals learn more about and apply to
career opportunities with your company?

All vacant positions are posted on the Careers page
of the Division Website.

https://www.fsdnet.ca/Careers/Pages/default.aspx#/=

What interview tips can you offer prospective hires?

Be real. Be specific. We want to know how you
handle situations with children effectively. Be
knowledgeable - know rules around confidentiality,
be excited - we want staff that are excited to work
with our students.

Tell us why your company should be considered as an
employer of choice for new UCN grads?

We strive for excellence in our communities. UCN
graduates are considered to be valuable assets as
they know our communities. You would be working
with dedicated professionals committed to working
together to benefit student success. There are also
great opportunities for advancement within the
organization along with a comprehensive benefits
program, competitive salary and Division subsidized
housing (teacherages) or housing allowance.


https://www.fsdnet.ca/Careers/Pages/default.aspx#/=

ALUMNI
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Labourer,
AP Carpentry, The Pas Manitoba

Working alongside Red Seal
Carpenters, performing a variety
of tasks such as repair and
maintenance of flood damaged
properties; installation projects
such as siding, roofing, windows
and doors and drywall.

Once | have completed my Level
1 Apprenticeship hours, | plan to
return to Red River College in
Winnipeg Manitoba to complete
my Apprenticeship training and
become a Red Seal Carpenter.

The Carpentry/Woodworking
Program offers a work
practicum. During the two weeks
of experience of on the job
training under a local company, |
was able to show the employer
my work ethic and skills from
school.

Sam
Jamieson

This was very advantageous
as they were able to see
what | could do first hand,
and not just read about it
on something like a resume.

As a result of successfully complete
the Carpentry/Woodworking Program,
I am able to determine if something is
square with only a tape measure
(using the 3, 4, 5 method) which is
used a great amount on job sites. | can
also competently use tools with
precisions and maneuver them to do
whatever is required. The program
also taught me responsibility with
arriving early for class and giving
notice for days off just like you would
while at work.

My advice is cliché—you get what you
put in it!! So, really pay attention in
class and take notes because the
things that you will learn really are
used every day on the job whether it
be reading fractions, doing math
without a calculator, or tilting a mitre
saw to a 45 degree angle.

Also, take advantage of everything
UCN has to offer; the private study
rooms in the library, the workout
rooms, and the activities in the gym—
they are all a great way to meet new
people and just have fun!



JOB HIGRLIGHTS

External Publication CO56431372-02 I ! CanadaBorder  Agence des services.

Servicas Agency frontaliers du Canaca

fl\ﬂﬁggoba Employment Opportunity

Generating bright futures

Cilosing Date: 2019/09/17

DISTRICT SERVICE WORKER
The Pas

Manitoba Hydro has been consistently recognized as one of Manitoba's Top Employers!
Why? Great Benefits
Three weeks of accrued paid vacation after the first year, working toward a maximum of seven weeks paid vacation
Competitive salary and benefits package
Pension and working conditions that provide for a balanced approach to work, family life and community
Nine day work cycle which normally provides every other Monday off
Manitoba Hydro is a leader among enargy companies in North America, recognized for providing highly reliable service and
exceptional customer satisfaction. Join our team of Manitoba's best as we continue to build a company that supports innovation,
commitment and customer service.

We are seeking a District Service Worker for permanent positions in The Pas, Manitoba. You will be required to perform a
variety of duties associated with Customer Accounts and Collections.

Responsibilities:

Will be required to perform eleetrical inspections on residential class i ioNs in with the Electrical
Code

Provide underground locations on electrical and gas facilities and issue clearances in accordance with Corparate Policy.
Perform safety watches for excavations near underground distribution.

Change defective and retest energy meters and maintain related records on a personal computer,

Perform collection activities associated to delinquent acoounts,

Resolve customer complaints related to low voltage equipment and address high bill inquiries.

Perform accurate readings of gas and electric meters including 3 phase demand meters

Perform surveys.

Assist with construction and maintenance of distribution facilities.

Qualifications: 1 L] Y . -
RN T NovEMBER 25

Grade 12 education and 2 years of directly related experience

Electrical Inspection certification and achieve a satisfactory level of competence

Line Locating certification and achieve a satisfactory level of competence

Safety Watch certification and achieve a satisfactory level of competence

Must have working knowledge of Banner’DMPS/MWM, EGIS, Lotus Notes and Microsoft Outlook and other computer

applications that are required in the operation of the Customer Service Centre

Competent with reading and interpreting plant construction drawings and Manitoba Hydre standards manuals

Effectively communicates information to others, written and oral

Ability to work independently under limited supervision, demonstrate initiative, good sense of judgment, and willingness to

-assume respansibility

Have a mechanical aptitude to perform all duties of the position

Physically capable to perform all duties of the position

Familiar with Corporate policies i and Safety & O ional Health Rules, traffic control, WHMIS and 0 101

handling and storage of dangerous goods C lﬂad'l

Possess a Manitoba Hydro approved set of personal hand tools 0 C

May be required to obtain vehicle operator certification for various classes of equipment

Possess a valid Province of Manitoba Driver's Licence with appropriate classification

May be required to work in other Customer Service Centres

MANY I‘“ ——— i Find the Federal Student Work Expnrame
- Program (FSWEP) poster at

Apply Now!

MANITOBA HYDRO 1S COMMITTED TO DIVERSITY AND EMPLOYMENT EQUITY

Student Peer Tutor
Opaskwayak Health Authority CIaéZ:t::lt?:s:itclLer:k 2

Beatrice Wilson Health Centre September 23, 2019 to December 13, 2019
Thompson, Manitoba

University College of the North (UCN) is itted to building a of the lions we serve.
are invited from individuals who have a demonstrated interest and ability !o work with Indigenous learners and mature students.

Opaskwayak Health Autho rlty is seeki ng qual ified individuals to fill the fol |0W|ng posmons: The Position: The UCN Writing Centre atthe Thompson Campus is seeking to hire a UCN student for a part-time (4 hours per week)
position as a Peer Tutor. In addition to administrative duties, the Peer Tutor will guide students in learning proper writing skills. Focus
will also include assisting students with the completion of written assignments. The position would begin the week of September 23,

Home Care Nurse 2019 and continue for 12 weeks, ending mid-December.
Midwife Qualifications:
Van Driver - Opioid Replacement Therapy {Part-Time) 90 percent average in a post-secondary writing/communication course
. , Y. . Previous experience working directly with individuals on a one to one basis
Dispatcher — Jordan’s Principle {Term) o Strong verbal and written communication skills
= - - . Effective organizational skills
Quality & Safety Coordinator — HR (Term} b= lomsital orsbniy
RN Case Coordinator - Home Care (Term) . Ability to work |ndependently and manage multiple lasks
. Personal and/or and of Indi cultures

it i Fi Assets:
All pOSItIOI’]S are open until filled. . The ability to speak an Indigenous language

Please contact us to obtain a complete job posting prior to applying.
Conditions of Employment:

. Candidates must be legally entitied to work in Canada

Carol A. Buchberger, Human Resource Manager . S::/ilfi.tze; :vi:‘work primarily on Wednesday or a combination of Tuesdays and Fridays between the hours of 12-5 p.m.

Opaskwayak Health Authority

Applicants must provide a cover letter, resume, references and copies of their transcipts with their application.

Box 10280, 245 Waller Road, Opaskwayak, MB ROB 2J0 Applicants must demonstrate on their resume how they meet the qualifications.
Email: carol.buchberger@ocnhealth.com R : (formerty employment equity) is a factor in the selection process. Preference will be given to
Please mark all co rrespondence “CONFIDENTIAL" candidates. Applicants are invited to indicate in their covering letter or résumé if they are from any of the following groups: Indigenous
. . . people, persons with disabilities, visible minorities, or women and men in non-traditional roles. All qualified candidates are encouraged
Please note that only those selected for an interview will be contacted. o apply, however, Canadians and permanent residents will be given priority.
Competition Number: 19-072
Closing Date: September 26, 2019
Salary Range: $18.74 to $21.21 plus remoteness allowance
Apply to: University College of the North, Attention: Human Resources
0. Box 3000

The Pas MB R9A 1M7

Check-out these links for more information:
https://www.thepascdc.com/careers Emal: hrinto@ucn.cn preferred format)
https : //WWW . i (0] b ban k . q C. Ca/h ome We thank all applicants for their interest, but only those selected for an interview will be contacted.

Application materials, including letters of reference, will be handled in accordance with the
Freedom of Information and Protection of Privacy Legislation (Manitoba)

httDS://WWW.q|aSSdOOI‘.Ca/ind6X.htm Human R willwork with applicants who require fation during the tion or the inferview process.
. Formore and other Visit www,ugn.ca.
https://www.indeed.ca/ 7
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https://www.indeed.ca/

APPLAUSE

Have a great story to share about
the career & work-integrated
learning your students are

engaged in? CAREER
CHATS

Another Community Project, . I
Career Exploration & Advising

UCN Carpentry Class in Swan River ,
The UCN Carpentry program x5 4 M Career Self— Assessments
completed another warm up ; ¥ Resume & Cover Letter Support
shelter for the Spruce Products — L
Duck Mountain Forest
Interpretive Centre. This warm up . T Work-placement Assistance
shelter has now been placed . S = P Portfolio Development
along the cross country ski trails . B :
for all to enjoy!!

Job Search Assistance

Interview Preparation

Ready To Chat?

WA N T E D Book you Appointment

TODAY!
We will help you with
any career-related
questions!

UCN CAREER CLOSET Centre for Career &

Work-Integrated Learning
WE ARE SEEKING DONATIONS FOR FALL 2019

THE UCN CAREER CLOSET PROVIDES PROFESSIONAL
UNIVERSITY COLLEGE
ATTIRE FOR STUDENTS AT NO COST. & OF THE NORTH

IN PREPARATION FOR THE 2019-2020 WORK-PLACEMENT

e A A AP T A A T Al To Book your Appointment:
SEASON AND INDUSTRY ENGAGEMENT EVENT, .

WE ARE SEERING GENTLY USED, CLEAN PROFESSIONAL Krystle Paskaruk, Coordinator

ATTIRE IN ALL SIZES. (204) 627-8557

kpaskaruk@ucn.ca

Centre for Career & Work-Integrated Learning
To donate contact:

Krystle Paskaruk 204.627.8557
Co-operative Education Coordinator kpaskaruk@ucn.ca o
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