
Your Guide to Using
Career Directions

Show them the Way ...

For teachers, counsellors and facilitators. It’s easy to

use, full of ideas and loaded with activities, worksheets

and overheads!



Copyright – Canada Career Consortium

Cat. No. CCC-CD-G-99

ISBN 1-895813-55-7

Your Guide to Using Career Directions is a publication of the Canada Career Consortium (CCC) – an alliance

to help Canadians better access the information they need to make sound decisions for the future. For more 

information about the CCC, visit www.careerccc.org on the Internet.

Contributing writers: Dave Redekopp, Life-Role Development Group; Elaine O’Reilly, Canadian Career

Development Foundation; Duane Herperger, Canada Career Consortium.



Table of Contents

About this Guide 2

What is Career Directions 4

Using Career Directions 7

Suggested Activities 9

Activities 10

Career Directions and the Blueprint for Life/Work Designs 14

Glossary 14

Worksheets 15

Overheads 24

Parents brochure 34

Career Directions, the Career Directions Parents’ Brochure and Your Guide to Using 
Career Directions are on-line. Check them out at the Canada Career Consortium Web site at:
www.careerccc.org/careerdirections



About this Guide

We have designed this guide to suit your needs as a teacher, counsellor or facilitator by making 

it easy to use, adaptable to your environment, and full of ideas. We have developed activities,

worksheets, overheads and a comprehensive Parents brochure, all to save you time and to help

your students or clients effectively explore the abundance of opportunities available to them.

The Parents’ Brochure located at the end of this guide is to be photocopied and sent home

with students to inform parents about the career exploration their children are undertaking and 

to encourage the active involvement of the parent. 



Career Directions Order Request

Career Directions and this Guide are designed as resource materials to be shared by teachers,
counsellors, and facilitators within a school or organization. Limited copies of the package are
made available to schools, government departments and not-for-profit agencies working in the
career development and planning fields free of charge.

If you wish to order your own personal copy complete the order form below and send it along
with a money order or cheque for the total amount of your purchase plus applicable taxes and
shipping charges to:

CAREER DIRECTiONS ORDER REQUEST
c/o Canada Career Consortium
280 Albert Street, Suite 903
Ottawa, ON K1P 58G

You may also order on-line at www.careerccc.org/careerdirections.  Please note that your order
will not be processed until your cheque or money order is received.

Please note that the goods and services tax, provincial/territorial sales tax and shipping are extra.

Product Catalogue Unit
Quantity Total

Number
Price Requested

Career Directions Package (includes CCC-CD-99E $15.00 ________ $_________
Your Guide to Using Career Directions
and Parents’ Brochure)

Info-carrières Package (includes CCC-IC-99F $15.00 ________ $_________
Your Guide to Using Career Directions
and Parents’ Brochure)

Sub-total $_________

Taxes $_________

Shipping
& Handling
($5 per copy) $_________

Grand Total $_________

Name: ____________________________________________________________________________

Organization:________________________________________________________________________

City/Town: __________________________________________________________________________

Province/Territory: __________________________________________________________________

Telephone: ______________________________ E-mail: __________________________________
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What is Career Directions?

Career Directions provides information on 186
occupations that do not require a university
education. Each occupational profile provides
a brief description, the day-to-day activities,
work conditions, training, skill sets and
salary ranges. 

The occupational profiles included in
Career Directions are merely samples of occu-
pations. Readers should be encouraged to
use the descriptions as starting points for
further exploration into these and other
career possibilities. 

Occupations in Career Directions are
grouped into nine different categories called
“fields of work.” Each field includes 15 to 
33 sample occupations from closely related
industries. Each occupational profile is
matched to the National Occupational
Classification (NOC) by a three- or four-digit
code. Occupational profiles can be found 
by field of work or alphabetically. 

The nine fields of work found in Career 
Directions include:

1) Agribusiness, Natural Resources 
& Environment

2) Arts, Culture & Communication

3) Business & Administration

4) Computers & Technology

5) Health

6) Manufacturing

7) Sales & Service

8) Tourism, Recreation & Sports

9) Trades & Construction

What’s new in Career Directions
• 85 new occupations

• 101 of the previous 158 occupations
retained and updated

• fields of work increased from six to nine

• expanded introduction

• terms better defined

• interest checklists for each field of work

• skills inventories for each field of work

• career tips providing advice and quick facts
to help in decision making

• quotes from young workers included for
every occupation

• sources for additional information include 
e-mail and Web site addresses

• salary ranges instead of overall average

• occupational forecasts omitted to promote
investigation of all occupations

Career Directions is available as a coil-bound
book and also in electronic format on the
Internet at www.careerccc.org/careerdirections.
Activities in this guide can be used with either
resource. Be sure to check the Web site for
updated information.

If you are using a

resource copy of

Career Directions with 

a group, you may photocopy the

checklists and skills inventories 

for each participant or print

them off using the PDF file

found on the Web site version at

www.careerccc.org/careerdirections.
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What’s in Career Directions
Career Directions includes: interest checklists,
a general overview of the nine fields of work,
skills inventories and occupational profiles.
These will act as a starting point for your
students’ and clients’ career search. 

Occupational Profiles

The following example illustrates the 
layout of an occupational profile found 
in Career Directions. 

A A quote from a young worker in the field

B Description of the work – typical work
tasks, equipment used on the job, etc.

C Work conditions and training – work
environment, means of getting paid, 
safety issues, and any training, 
education, certificates needed

D Who’s the right person? – 
employability skills, personal 
qualities, physical attributes 
and aptitudes

E What does it take? – a list of 
qualifications needed such as 
education, language, training, 
certificates and exams

F Next steps? – suggestions/examples
of career paths and opportunities 

G Relevant high school subjects – a
sampling of subjects considered to
be assets in preparing for this type 
of work

H Want more information? Try …
a list of additional sources of 
information 

I What are some related 
occupations? – a list of 
similar occupations

J Average salary – provides the average
salary, the average of the lowest 10% of
earnings and the average of the highest
10% of earnings for the occupation

K Short tips – career building tips are scat-
tered throughout Career Directions and
appear on some occupational profiles 

Y O U R G U I D E T O U S I N G C A R E E R D I R E C T I O N S
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The figures include the earningsof self-employed people who mayhave lost money, which may lowerthe average salaries significantly.

CAREER DIRECTIONS

O ffice managers, also called officeadministrators or officeco-ordinators, manage thegeneral administrative and office servicesof a department, division, regional orbranch office. You set up, manage andco-ordinate office procedures. You setwork priorities and assign work tosupport staff. You ensure that deadlinesare met and procedures are followed.  Aswell, you may research and preparereports, manuals and correspondence.An important part of your job is toestimate space, equipment and suppliesneeded. You may keep an inventory ofsupplies and order them as needed. Youmost likely use a computer to prepareyour budget and keep track of expenses.
Work conditions and training
You work in an office setting in any of awide variety of institutions, public orprivate. Your hours are standard officehours, weekdays, although you mighthave to put in overtime when needed.You will earn an annual salary.In addition to your formal educationat the college or university level, trainingis largely on the job. Any trainingregarding management, supervision ordealing with people will enhance youropportunities for advancement. You mayalso have the opportunity to work in asetting that involves international trade.Training for those operating in theinternational market is available throughthe Forum for International TradeTraining. See “Want more Information.”

Who’s the right person?
You have excellent communication,organizational and negotiation skills.  Youare decisive, self-motivated andindependent. With your staff, you areable to set goals and create and carry outaction plans. You like problem solvingand can work well under pressure. Youare flexible and think clearly andlogically. You have strong leadership skillsand are able to motivate people. You are

open to feedback and new ways of doingthings. You have effective writing skills, aswell as the ability to use a computer.
What does it take?

a high school diplomaa two-year college diploma in officeadministration, or a university degreein commerce, business, or publicadministration are definite assets andmay be required for more seniorpositions
some experience in a senior clerical,executive secretarial or other officeadministrative positiongeneral office experience can begained through co-operative educationprograms and is an asset

Next steps?

senior supervisory positionsspecialization such as accountingskills developed as an office managerare highly transferable and allowmovement in a variety of directions

Office Manager

“The best is the variety.
In some way, everything
that goes on in the office
will funnel through you.”
Bev S.

Relevant high schoolsubjects
English, Mathematics,Business

Want more
information?  Try…Canadian Institute ofManagement NationalCouncil
Tel. Toll Free
1-800-387-5774
Email:  office@cim.ca.(Please allow 24-48 hours fora response by Email. Be sureto mention CIM in yoursubject line. Please includeyour mailing address forinformation package.)

Forum for InternationalTrade Training (FITT)Ph. Toll Free:
1-800-561-FITT
www.fitt.ca

What are some relatedoccupations?
property administratorspecial events co-ordinator

Average salary $38,570low average $19,996high average $60,029

Short
TIPS
Some Stress Busting Tips: cut backon coffee; breathe four times slowlyto a count of four; never say ‘I’mstressed,’ say ‘This is difficult - I’lldo what I can.’

A

B

C

D

E

F

G

H

I

K

J



Interest Checklists 

An interest checklist for each field of 
work is found at the beginning of Career
Directions following the introduction. Each
checklist includes some of the interests,
skills and qualities typically found or
needed for the occupations within a par-
ticular field of work. Not all interests,
skills or qualities necessarily apply to
every occupation within a field of work.

The checklists are designed to help
the reader select two or three fields of
work that may be of particular interest
to them. The checklists are not intend-
ed to narrow the user’s exploration
but rather to serve as a starting point
for exploration. 

Field of Work Introductory Page

Each section begins with a brief overview and
a list of the occupations found within. General
career tips can also be found on this introduc-
tory page. 

Skills Inventories 

Following the introduction to each field of work
you will find a skills inventory. The skills cover
many occupations within that field but do not
necessarily apply to every occupation within
the field. This tool is designed to allow users to
identify skills they have and those skills they
would like to develop. Users are encouraged to
document where these skills can be acquired. 

If a comprehensive

career development

program is in place, it may be 

beneficial to: 

•  complete a unit or lesson on

self-awareness before using 

the checklists found in Career

Directions

•  complete a lesson on

skills prior to using the

skills inventories found

in Career Directions

Y O U R G U I D E T O U S I N G C A R E E R D I R E C T I O N S
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Interest Checklist
These are some of the interests, skills, and qualities that frequently apply to occupations in:

Computers & TechnologyINTERESTS:  Check the things you like:computer games
puzzles/challenges

reading technical reports and manuals

installing and fixing graphics/animation helping people with their computer problems

troubleshooting
working with electronicsscience
learning about new technologiesSKILLS:  Check the things you can do and would like to be able to do:

interview to identify problems
apply mathematical principles use computer software

apply scientific principles
manage projects

work independently

handle difficult situations
brainstorm to problem solve conduct research

apply technical and electronic knowledgeQUALITIES:  Check below if you are:trustworthy flexible
patient able to take the initiative

responsible persistent
observant able to work to a deadline

systematic
detail-oriented precise able to concentrate in any environment

TOTAL CHECKMARKS  

If you have a lot of checkmarks in this category, you may want to explore some of the occupations listed below.

These occupations may interest you:

N.O.C. Pg #

Air Traffic Controller

2272 91

Applied Chemical Technologist

2211 92

Civil Engineering Technician/Technologist

2230 93

Computer Animator

5241 94

Computer Programmer

2163 95

Computer Systems Technician/Technologist

2163 96

Draftsperson

2253 97

Electrical Engineering Technician/Technologist

2241 98

Electronic Engineering Technician/Technologist

2241 99

Food Processing Technician

2211 100

Industrial Engineering Technician/Technologist

2233 101

Industrial Instrumentation Technician/Technologist

2243 102

Network Security Specialist

2162 103

Scientific Equipment Sales Representative

6221 104

Survey Technician/Technologist

2254 105

Telecommunications Equipment Technician

7246 106

Web Designer

2163 107

2 5

Agribusiness, Natural Resources & EnvironmentIf you get cabin fever after being inside for 10 minutes, then this is the
field for you!

Please Note:
Salaries in each profile represent: the average of all workers in the occupation or occupational

group; the average of the top 10% of workers in the occupation or occupational group; and the

average of the bottom 10% of workers in the occupation or occupational group. The figures can

include earnings of self-employed people who may have lost money.  This may lower the average

salaries significantly.
SOURCE OF SALARIES: Statistics Canada, Census, 1996.

OCCUPATION N.O.C. PG #
Agricultural Technician 2221 27
Aquaculture Technician 2221 28
Conservation Officer 2224 29
Fish and Fish ProductsInspector

2222 30
Forest Technician 2223 31
Geological Technician/Technologist 2212 32

Hazardous WasteManagement Technologist 221 33
Horticulturist 2225 34
Occupational Healthand Safety Co-ordinator 2263 35

Petroleum EngineeringTechnologist 2212 36
Swine Technician 8253 37
Veterinary Technician 3213 38
Water ResourcesTechnician/Technologist 223 39

Water Treatment PlantOperator
9424 40

Wildlife Technician 2221 41

Interested in the environment? Always examining things and performing

experiments to find out the why and the what? Like being outside and working with

plants and animals? You may find some interesting work in the Field of Agribusiness,

Natural Resources and Environment.
In many of these occupations the work also involves using mathematical knowledge,

using computers to organize data, and solving problems related to science and

nature.  If these types of occupations attract your attention, you need to do some

serious investigating to find out how to get the work you want and where you may

have to go to get it.

TIP: Sell your product: Yourself!In order to get hired by an employer or by a client (if you are in business for yourself)

you have to sell yourself just like a company sells its product.  You have to let the

employer or customer know not only what you can do - but how you can do it!
What do you tell a future employer as a newly graduated horticulturist, for example,

or a wildlife technician?
From a big list of any skills, qualities and knowledge you have from school,

volunteer work, recreation activities, or part-time work - pick out those that would

apply to the work you want.
Examples are:

work-specific skills you have - use spreadsheet, analyze data, handle snakes and

birds safely, etc.
people skills you have - make wildlife presentations to the public, explain park

rules to visitors, handle complaints, etc.results of your activities to prove you do them well - asked to take presentations

into schools by a teacher, less park rules broken after your explanations, supervisor

praised your work with animals, etc.
qualities that will help in getting the work done - accurate, persistent, notice

details, etc.
Don’t forget that almost every job needs good communication skills and your

marketing tools (résumé, flyer, portfolio, phone and personal interview) are good

ways of showing off some of your skills in this area.

2 6

Place a  ✔   beside the skills you already have.  Place a  ★   beside the skills you would like to develop to prepare

yourself for work in this field.

1. Thinking:

Be logical, scientific
Be inquisitive

Be critical, use judgement

Solve problems
Make decisions

Be detailed

Find information
Use memory

Plan and organize job tasks

2. Oral Communication:

Listen to concerns
Provide information to customers Present evidence in court

Interact with co-workers Communicate highly complicated concepts in easily understandable language

3. Technical and Computer Use:

Operate agricultural machinery
Be familiar with electronic lab equipment

Use computerized treatment and protection systems Use specialized computer software

Use word processing, database, and spreadsheet software Use measurement instruments

4. Numeracy:

Perform calculations
Use ratios

Use budgeting and scheduling math

Make numerical estimations Use statistics Analyze data (compare, contrast, predict; averages,

summaries, rates)

5. Working with Others:

Be respectful of others
Give presentations Make suggestions for improvements

Work on a team
Participate in discussions

Be able to work independently Take direction and/or assign tasks to others

6. Writing:

Write reports
Use statistics

Transcribe data
Take notes

Draw maps
Develop procedures Make sketches/diagrams

7. Reading:

Read: Maps
Cross-sections Letters

Graphs

Journals Memos
Reports

Charts

These subjects can help me develop

some of the skills I need:

These types of volunteer work can help

me develop some of the skills I need:
These leisure and recreation activities

and hobbies can help me develop

some of the skills I need:Think about the skills you need. Use the spaces below to figure out where you can get them.

Skills Inventory

These are some of the skills that frequently apply to occupations in:

Agribusiness, Natural Resources & Environment

CAREER DIRECTIONS



Using Career Directions

Before leafing through Career Directions
Students tend to jump at answers to the ques-
tion, “What job can I get after I finish school?”
They want to know what they “should be,”
and they often expect that someone (or some
book or computer software) has the answer for
them. It is important that your students or
clients understand the context in which work
occurs before they leaf through Career
Directions or similar resources, expecting to
find answers to their future. They must also be
aware that this publication is a starting point
only. Career Directions is a sampling of career
possibilities and further research is necessary.

Preparing for Discussions and Activities
Here is a brief overview of how recent factors
in the labour market have influenced two
issues facing youth: career decision making
and the need to take responsibility for their
own learning. The information that follows on
these issues may be of value to you in prepar-
ing for discussions and activities. 

Emerging Work Alternatives

• The world of work is constantly changing.

• Occupations are created, altered and
replaced quickly.

• Many occupations exist with no title. They
take their form from tasks required of the
project (e.g. consulting and contracting). 

Sectors of the Economy

• Sectors change less quickly than specific
occupations and therefore they may 
be better targets than occupations. 

• For career choices to be manageable,
searchers need to have some way to 
filter out the many unlikely options 
and focus on the likely ones.

• Trying to find the one occupation that 
is perfect for an individual can prove 
disappointing. Direction can come from
thinking about sectors, industries of 
the economy or fields of work rather than
occupations. 

For example, encourage:

• would-be doctors to consider the
“health care” sector

• would-be truck drivers to consider
the “logistics” sector

Usually, hundreds of doors open for individuals
when they move away from occupational titles
and move toward a career path within an
economic sector. This is why Career Directions
is organized by fields of work, and why sample
occupations are shown within each field.

Change and Learning in the
Work Environment

• In a world of constant change, learning
must remain constant.

• Developments in the labour market demand
ongoing learning. The following explains
how change increasingly pushes the
responsibility for learning on the individual.

Flattened Organizations – The flattening of
North America’s organizations has resulted in
fewer supervisors and managers. Individuals
can no longer rely on their supervisors to
identify their learning needs, plan appropriate
training and deliver it when needed.
Supervisors generally do not have the time or
the resources to properly execute these tasks.

Team Management – To reduce management
costs, many organizations have moved to 
self-managed teams. Team members supervise
themselves and provide assistance to each
other. Again, individuals cannot rely 
on others to assess and fulfil their
learning needs.

Work Alternatives – The greatest growth
in work has been and will continue to be in
small business, self-employment, consulting
and contracting. Individuals choosing these
alternatives must rely solely on themselves to
ensure that learning needs and strategies are
appropriately implemented.

Y O U R G U I D E T O U S I N G C A R E E R D I R E C T I O N S
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Rapid Change – In many work environments,
change occurs so quickly that there is little
time to develop and deliver formal training
programs. They are often obsolete before
they are delivered. Individuals must remain
up to date without relying on traditional
training systems.

Smaller Budgets – Global competition has
forced many employers to be increasingly
concerned about the bottom line. Training
budgets may be eliminated when employers
seek ways to cut costs. Again, individuals
must be responsible for their own learning.

Increased Specialization – The age of the
“knowledge worker” creates a situation in
which workers are often more specialized than
their supervisors. Supervisors are therefore
unable to determine, predict or meet the
learning needs of their workers.

Added Value – Due to many of the above 
conditions, employees are increasingly being
asked to determine for themselves how they
contribute to their organization. Employers
expect their employees to add value through
increasing sales, decreasing costs, increasing
customers or retaining customers. In today’s
competitive market, this is achieved through
the ongoing learning of the employee. 

How to Make the Most of
Career Directions
Connecting this occupational information 
to everyday learning in school, volunteering, 
part-time work and leisure activities will help
your students and clients understand the
importance of implementing their own 
learning throughout their career.

Introduce Career Directions after participants
have been exposed to broader information
about trends affecting the world of work. 

For example:
• a summary of labour market trends

• global, national and provincial/territorial
forces of change that will drive the economy
and society over the next decade

• identification of how these major trends 
are already changing the workplace, the
workplace of the future and the qualities 
a worker will need to be a part of that 
workplace

Encourage your peers to teach labour market
trends. The integration of dynamic labour
market information into the educational system
is very important to youth in the “transition
from school.” For example, information high-
lighting the political, economic, social and
demographic forces of change are very appli-
cable to the social studies curriculum at a
number of levels.

Highlight the importance of research. No mat-
ter how carefully produced, printed material
is limiting and often slightly behind. A search
for career information should include multiple
resources, such as the Internet, the public
library, personal contacts and newspapers,
to mention a few.

Y O U R G U I D E T O U S I N G C A R E E R D I R E C T I O N S
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The activities in this guide are designed to
help your students or clients incorporate 
the following themes into their career 
decision-making process; how to

• further explore their options

• examine the changing labour market 
conditions

• understand their values and interests
• assess their skills and abilities
• understand their options and choices
• begin their research

Use the activities in this guide to support
these themes. You may wish to use the
activities as they appear or modify them
to suit your students’ or clients’ needs. 

Remember that Career Directions is only one
source of information. You may wish to review
various concepts (e.g. self assessment and
skills identification) prior to using Career
Directions. Canada Prospects, a career infor-
mation tabloid produced by the Canada
Career Consortium, may assist you in providing
more general career information to your stu-
dents and clients. Canada Prospects can be
found at www.careerccc.org/canadaprospects.

The activities that follow may be completed as
stand-alone activities, however they are best
completed in the sequence that they appear.
Each activity explores various concepts pro-
gressively in more depth. Activities one
through three serve as a good introduction to
career concepts, terminology, and Career
Directions. Theses activities can be completed
in one lesson period of 60 to 90 minutes.
Activities four through nine explore in increas-
ingly greater depth the fields of work, occupa-
tions within the fields of work and the impor-
tance of considering interests, skills and other
factors when choosing an occupation. These
activities can be completed in two to four one-
hour lesson periods depending on the size of
your group.

Y O U R G U I D E T O U S I N G C A R E E R D I R E C T I O N S
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Purpose: To get individuals thinking about careers 
and the vast array of occupations available. In addition, 
to introduce them to Career Directions.

Expected Outcomes: To generate interest in 
exploring career options and to identify Career 
Directions as an excellent resource.

Suggested Prerequisite(s): N/A

Time Required: 15 minutes

Preparation Time: 5  to 10 minutes to prepare
overheads

Materials Required: Worksheet #1 – 
Start Your Career Search with a Crossword! 
(photocopy for each participant)

Individual Exercise: Each person completes the 
crossword. It could be a timed contest and the winner
receives a small prize. Career Directions will need 
to be on hand to look up some answers. This activity 
will familiarize them with Career Directions. 
Use Overhead #1 Start Your Career Search with a
Crossword to show completed crossword. Depending on
your group’s educational level and/or previous exposure to
career information, you may wish to provide each individ-
ual with a copy of possible answers or use Overhead # 2
Start Your Career Search with a Crossword Possible
Answers to display possible answers.

ACTIVITY #1 – Start your Career Search with a Crossword!

ACTIVITY #2 – Explore your Options! Mix ’n’ Match

Purpose: To learn about occupation titles and 
definitions, and to develop a better understanding 
of the nine fields of work.

Expected Outcomes: A better understanding of the
variety of occupations available and show that focusing on
the different sectors of the economy or fields of work is
more advantageous than focusing on a single occupation.

Suggested Prerequisite(s): A basic understanding
of the nine fields of work

Time Required: 30 minutes

Preparation Time: 5 to 10 minutes to photocopy
worksheet and prepare overhead

Materials Required: Worksheet #2 – Explore Your
Options! Mix ’n Match (photocopy for each participant)
Overhead #3 – Explore Your Options! Mix ’n Match

Individual Exercise: Each participant completes
Worksheet #2 individually. This exercise asks participants
to match occupation titles to brief career descriptions.
After completing the Mix ’n Match exercise, the 
participants then identify the appropriate field of 
work that corresponds to that occupation. 

Group Discussion: Use Overhead #3 to provide the
answers to the participants. Ask the participants why they
think certain occupations fall into certain fields of work. A
discussion on the advantages of focusing on one field of
work over a single occupation should be included. Fields
of work change less quickly than specific occupations and
therefore may be better targets than occupations. 

ACTIVITY #3 – There’s More to your Job than a Paycheque

Purpose: To discuss the reasons for working other than
a paycheque.

Expected Outcomes: A better understanding of the
many benefits associated with a career choice. 

Suggested Prerequisite(s): N/A

Time Required: 10 minutes

Preparation Time: N/A

Materials Required: N/A

Group Discussion: Have the group volunteer 
reasons for having an occupation other than a paycheque 
(e.g. gratification, flexibility, travel, relocation, passion,
social, experience, learning, self-discovery, work 
environment, prerequisite for another job, etc). 
Encourage them to follow their passions.
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Purpose: Understanding fields of work and the 
interests, skills and qualities associated with each.

Expected Outcomes: A better understanding of the
interests, skills and qualities that frequently apply to a field
of work. 

Suggested Prerequisite(s): N/A

Time Required: 25 minutes

Preparation Time: 15 to 20 minutes to photocopy
worksheets and prepare overheads

Materials Required: Worksheets #3, 4 and 5 – 
What’s of Interest to You? (photocopy for each participant)
Overheads #4, 5 and 6 – What’s of Interest to You?

Group Discussion: Distribute Worksheets #3, 4 and 
5 to all participants. Each individual completes the work-
sheets according to their own interests, skills and quali-
ties. After completing the exercise, use Overheads #3, 4
and 5 to reveal the fields of work that correspond to each
interest checklist. Review some of the listed occupations. 
A discussion about the importance of interests, skills and
qualities should follow. Understanding your own interests,
skills and qualities are important when choosing the
appropriate career and following your passion is how to
achieve work satisfaction. Refer to page 14 of Career
Directions to begin a discussion about passion. 

Instructor should encourage the individual to build

on this list. When seeking a career they should refer

to this list to see if they have the interests, skills and

qualities suggested to satisfy the requirements of an occupation. 

ACTIVITY #4 – What’s of Interest to You?

ACTIVITY #5 – Surveying the Skills

Purpose: An examination of skills needed for apparently
different fields of work. 

Expected Outcomes: An understanding of required
skills and how to develop them. 

Suggested Prerequisite(s): A brief understanding
of the nine fields of work.

Time Required: 30 minutes

Preparation Time: 10 to 15 minutes to photocopy the
worksheet and prepare the overheads

Materials Required: Blackboard, Overheads #7 and 8,
Surveying the Skills and Worksheet #6, My Skills Inventory 
(photocopy for each participant)

Group Exercise: On the blackboard write the title
“Health” and ask the participants to volunteer their

thoughts on what skills are required for this field of work.
Repeat the exercise with “Computers & Technology.” Put
up Overhead #7 and compare the skills given in Career
Directions to those given by the participants. Repeat with
Overhead #8.

After completing this activity, compare the skill similarities
between each field of work. For example both fields of
work frequently require skills such as being logical, solving
problems, using computer networks, analyzing data, etc.
Then examine the differences. 

Begin a discussion about how some skills are applicable
to many different fields of work and that developing these
transferable skills can be very beneficial when career
searching.

Distribute Worksheet #6 to each participant. Have them
complete and build on it as they acquire more skills or 
see the need to obtain new skills. 
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ACTIVITY #6 – Time to Dig a Little Deeper

Purpose: To understand how to research an occupation.

Expected Outcomes: An understanding of the
division among occupations and the experience and
knowledge of how to conduct research in an effective
and timely manner. 

Suggested Prerequisite(s): Activity #4, 
What’s of Interest to You?

Time Required: Homework assignment

Preparation Time: 5 minutes to prepare overhead

Materials Required: Overhead #9, Time to Dig a
Little Deeper

Research Exercise: Have each individual select 
an occupation based on the assessment of their interests,
skills and qualities as well as the field of work that best
matches the individual. Give them an idea of resources
they could use to obtain information (e.g. Career

Directions, library, Internet, businesses, talking 
to people, career centres, etc.). 
Have each individual write a report about their research
techniques and what they found. The report could include
the following: 
• description of the work
• interests and skills required
• education and training opportunities available
• a list of companies who might employ someone 

in this occupation
• description of how they conducted the research 
• identification of whether or not they are still interested 

in the occupation.

Presentation/Group Discussion: After completing
the research, have selected individuals present their
findings to the group explaining how and where they
conducted their research and what they learned. 

A Variation of ACTIVITY #6 – Exploring a Field of Work

Purpose: Understanding occupations within a field of
work and doing research.

Expected Outcomes: A greater understanding of the
different fields of work and the occupations found within
each.

Suggested Prerequisite(s): Activity #4, What’s
of Interest to You?

Time Required: 25 minutes + homework assignment

Preparation Time: N/A

Materials Required: N/A

Discussion – Small Groups: After the interest
checklists have been completed, group individuals with
similar interests. Each group will discuss their field of work
and why they think they ended up in that group. Each
group will then research a few occupations within that
field and present them to the class. Suggest Career
Directions, library, Internet, talking to people, calling 
businesses, etc. as resources to use.
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ACTIVITY #7 – Understanding What’s Right for You!

Purpose: To provide participants with first hand infor-
mation on fields of work and the opportunity to have ques-
tions answered. 

Expected Outcomes: A better understanding of what
the different fields of work are and some of the occupa-
tions found within. As well, identification of the interests,
skills and qualities frequently used in certain fields of work. 

Suggested Prerequisite(s): Basic understanding
of the nine fields of work

Time Required: 1-2 hours depending on the number
of speakers

Preparation Time: 1 to 2 days depending on the
number of speakers

Materials Required: N/A

Group Discussion: The facilitator arranges for guest
speakers from a variety of fields of work. Guest speakers
could speak about their field of work, occupations avail-
able within that field and the transferability of their skills to
other occupations. They could also explain the skills they
have acquired, previous occupations held, volunteer expe-
rience and education they have received to get them
where they are today. In addition, they could discuss
where they see their career paths leading them in the
future. A two-way conversation is encouraged between
the speaker and the group.

Encourage group to prepare questions in advance.

Purpose: To illustrate how to reach your career goals.

Expected Outcomes: An understanding of 
personal likes and dislikes.

Suggested Prerequisite(s): N/A

Time Required: 25 minutes

Preparation Time: 10 to 15 minutes to photocopy
worksheet and prepare overhead

Materials Required: Worksheet #7, Understanding
What’s Right for You! (photocopy for each participant),
Overhead #10, Understanding What’s Right for You!

Individual Exercise: Each individual receives
Worksheet #7, a dialogue between two co-workers.
Participants then answers questions from Overhead #10. 

Group Discussion: The whole group discusses the
situation between Nafia and James, and reviews their
answers from Overhead #10. 

ACTIVITY #8 – Hear it from the Source

ACTIVITY #9 – Information Interview

Purpose: To learn more about an occupation the 
participants have chosen based on their interests.

Expected Outcomes: Learn how to conduct an 
interview and to have a better understanding about
a career path.

Suggested Prerequisite(s): N/A

Time Required: 45 minutes + homework + 
presentation time

Preparation Time: 10 to 15 minutes to photocopy
worksheets and prepare overheads

Materials Required: Worksheets #8, Interview
Information, and # 9, Report to Group (photocopy for
each participant), Overhead #11, Interview Questions

Group Discussion: Introduce the activity and begin 
a discussion about the types of questions that can be
asked in an interview. This will stimulate thinking.

Individual Exercise: Have the group fill out
Worksheet #8 individually.

Group Discussion: Put up Overhead #11 and 
discuss what is listed on the overhead as well as any 
other suggestions put forward.

Individual Exercise: Each person fills out Worksheet
#9 and presents it to the group after they have completed
their interview.

The information on the worksheets can be written
on a blackboard to save paper.
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Career Directions and the
Blueprint for Life/Work
Designs

The Blueprint for Life/Work Designs contains
a listing of career development competencies
needed by Canadians at various levels. To
download a copy, visit the National Life/Work
Centre’s Web site at http://lifework.ca/.

Career Directions contributes to the
development of the Blueprint for Life/Work
Designs competencies listed below. 

Competency 4: Participate in life-long 
learning support of life/work goals.

Level Two 4.2: Link learning to one’s 
life/work scenarios, both present and future.

Level Three 4.3: Link learning to one’s 
career building process.

Level Four 4.4: Participate in 
continuous learning support of life/work goals.

Competency 5: Locate and effectively use
life/work information.

Level One 5.1: Discover and understand
life/work information.

Level Two 5.2: Locate, understand and use
life/work information.

Level Three 5.3: Locate, interpret, evaluate
and use life/work information.

Level Four 5.4: Locate, interpret, evaluate 
and use life/work information.

Glossary

The following is an explanation of how terms
are used in Career Directions. The meaning of
these terms may be slightly different in other
resources.

Occupation – what a person does 
(e.g. accountant)

Industry – where a person performs the 
occupational work (e.g. an accountant 
in the shoe manufacturing industry, 
or in the health care industry)

Occupational Profile – description of an
occupation

Field of Work – name for a group of closely
related industries (e.g. the Agribusiness,
Environment and Natural Resources field 
of work includes occupations in the forestry
industry, fishing industry and the agriculture
industry among others) 

Sector – industry (for our purposes – 
may differ in other resources)

Sector Council – an association responsible
for providing human resource information
about a field of work, an industry or a 
group of similar occupations (e.g. National
Seafood Sector Council or the Software
Human Resources Council) 

The councils may be a very good resource 
for anyone interested in a certain industry 
or occupation within that industry. Contact
information can be found in the profiles, or
visit The Alliance of Sector Councils’ web site
at www.councils.org for a listing of sector
councils.



Across
1. What must remain constant throughout your whole

life? (1)

2. A _______ placement allows you to receive on-the-
job experience while still in school. (1)

5. In this occupation you would be creating pages for
intranets, extranets and the Internet. (2)

6. To become a home support worker, ________ 
certification may be required. (1)

7. On your way to becoming a private chauffeur, you
may spend a lot of time in one of these. (1)

8. A love for nature and activity may propel you 
to be a _________. (2)

10. As a dental technician you will spend a lot of time
in a _________. (1)

13. This local medium lists job availability. (1)

14. As a _________ inspector, you are considered
Canada’s first line of defence. (1)

15. For this occupation, you must be mechanically
inclined, conscientious and safety-minded 
because you deal with highly flammable and 
toxic substances. (3)

16. An _______ deals with wiring, fixtures and 
control devices. (1)

Down
1. If you want to be a Court Officer, your studies

should focus on ________. (1)

2. A job as a cook is an excellent step toward being 
a __________. (1)

3. A horticulturist works with _________. (1)

4. In this occupation you investigate insurance 
claims. (2)

6. Refrigeration and Air Conditioning Mechanics have
a _______ job. (1)

9. This occupation deals with sharp materials. (2)

11. As a _________ you process
many deposits and withdrawals.
(2)

12. To be a conservation officer, 
you should have courses in
_________. (1)

(Numbers in brackets refer to the number of words.)

A C T I V I T Y # 1  –  W O R K S H E E T # 1

Start your Career Search with a Crossword!

For answers see Activity #1 - Overhead #1
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Nine Fields of Work:

1) Agribusiness, Natural Resources & Environment

2) Health

3) Business & Administration

4) Arts, Culture & Communication 

5) Computers & Technology

6) Manufacturing

7) Tourism, Recreation & Sports 

8) Trades & Construction

9) Sales & Service 

Explore Your Options! Mix ’n’ Match

Match the following occupations to their descriptions and identify the field of work to which they belong.

Field of Work Occupation Definition

1) Foundry Worker #______ Mixes chemicals and searches for colour variations  

2) Aquaculture Technician #______ Creates technical drawings 

3) Ironworker #______ Evaluates insurance applications 

4) Midwife #______ Makes metal castings 

5) Purchasing Officer #______ Works with plants, people and the environment 

6) Heritage Interpreter #______ Co-ordinates parties and administers staff payroll 

7) Textile Dyer #______ Builds bridges and water systems 

8) Editorial Assistant #______ Involved in hog production 

9) Reflexologist #______ Maintains order and is constantly alert 

10) Customs Broker #______ Helps get a publication to market 

11) Boiler Operator #______ Conducts natural deliveries 

12) Swine Technician #______ Researches and chooses suppliers

13) Civil Engineering Technician #______ Raises and harvests fish 

14) Maître d’hotel #______ Master of cultural or natural history 

15) Correctional Services Officer #______ Helps put up buildings and bridges

16) Insurance Underwriter #______ Relieves stress and balances body functions

17) Special Events Co-ordinator #______ Supplies steam to heat and cool buildings

18) Draftsperson #______ Intermediary between clients and Revenue Canada

19) Horticulturist #______ Co-ordinates conventions and trade shows 
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INTERESTS:  Check the things you like:

meeting new people sports and sporting events being outdoors co-ordinating events

educating people physical fitness and activities speaking to groups entertaining people

challenges and adventure helping people answering questions travelling

SKILLS:  Check the things you can do and would like to be able to do:

co-ordinate and organize events develop marketing strategies listen to understand

deal with customers, including difficult ones analyze data provide instructions

manage equipment and supplies lists respond and adjust to feedback

apply knowledge of first aid and safety assume leadership when appropriate

use computer software for schedules, records and billing

QUALITIES:  Check below if you are:

friendly and outgoing a person with a sense of humour courteous

a person with strength and stamina adaptable to many situations able to cope well with stress

conscientious able to pay attention to detail able to motivate self and others

positive in attitude determined competitive

TOTAL CHECKMARKS  

1)

INTERESTS:  Check the things you like:

computer games puzzles/challenges reading technical reports and manuals

installing and fixing graphics/animation helping people with their computer problems

troubleshooting working with electronics

science learning about new technologies

SKILLS:  Check the things you can do and would like to be able to do:

interview to identify problems apply mathematical principles use computer software

apply scientific principles manage projects work independently

handle difficult situations brainstorm to problem solve conduct research

apply technical and electronic knowledge

QUALITIES:  Check below if you are:

trustworthy flexible patient able to take the initiative

responsible persistent observant able to work to a deadline

systematic detail-oriented precise able to concentrate in any environment

TOTAL CHECKMARKS  

2)

INTERESTS:  Check the things you like:

building or constructing things inventing working with your hands

methodical or careful work designing and drawing engineering and computers

disassembling and assembling things machines

SKILLS:  Check the things you can do and would like to be able to do:

assess mechanical problems use computerized settings on machines fix machines

assess for quality in production work individually or in a team record data on quotas

read schematics and diagrams apply knowledge of safety regulations

listen to follow instructions monitor measurement instruments

QUALITIES:  Check below if you are:

able to meet deadlines a person with good hand-eye co-ordination able to use good judgement

punctual a person who doesn’t mind getting dirty able to do physical labour

precise able to concentrate even with distractions

detail-oriented able to remain alert for repetitive tasks or long shifts

TOTAL CHECKMARKS  

3)

What’s of Interest to You?
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What’s of Interest to You? (continued)

INTERESTS:  Check the things you like:

working outside the environment performing experiments

biology plants and animals working with your hands

examining things travelling

working with equipment and computers chemistry

SKILLS:  Check the things you can do and would like to be able to do:

use computers apply mathematical knowledge keep detailed records

investigate collect and assess data analyze

communicate (oral and written) find solutions to problems

work independently or as a team member apply knowledge of safety

QUALITIES:  Check below if you are:

inquisitive patient able to work long hours

precise able to use good judgement able to work under pressure

able to pay attention to detail able to do hard, physical labour

able to see a job through to completion conscientious

TOTAL CHECKMARKS  

4)

INTERESTS:  Check the things you like:

selling things helping people find what they need learning about new cultures

persuading people meeting and greeting new people providing good public service

negotiating promoting products and services explaining things

travelling being creative in providing people with what they want

SKILLS:  Check the things you can do and would like to be able to do:

listen to understand prepare and submit invoices give presentations and do demonstrations

write reports find solutions to problems quickly research new product/service information

set goals and priorities use word processing programs deal diplomatically with difficult people

negotiate organize consumer databases use electronic inventory programs

QUALITIES:  Check below if you are:

persuasive competitive able to be decisive and firm able to act in a confident manne

energetic courteous observant of non-verbal cues a person with integrity

honest persistent able to work well under pressure a good judge of character

TOTAL CHECKMARKS  

5)

INTERESTS:  Check the things you like:

working with your hands learning new techniques working outside or in workshops

working alone routine activity working with tools and machines

solving problems building or constructing things

physics fixing and repairing things

SKILLS:  Check the things you can do and would like to be able to do:

use electric and hand tools apply knowledge of safety

operate heavy equipment work independently

follow instructions - verbal or written sketch plans and solutions

read equipment and regulations manuals measure and estimate

think in three dimensions prepare and submit invoices

apply technical and mechanical knowledge use computer-assisted design programs

read blueprints and job specifications

QUALITIES:  Check below if you are:

patient reliable able to work long hours

accountable for your actions physically fit adaptable to change

able to keep cool in critical situations able to do physical labour consistent in quality of work

a person with good hand-eye co-ordination able to notice detail

TOTAL CHECKMARKS  

6)
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What’s of Interest to You? (continued)

INTERESTS:  Check the things you like:

new challenges routine or repetitive work money and banking interacting with people

persuading others working with numbers sales and  marketing

business new products and services planning or conducting meetings

SKILLS:  Check the things you can do and would like to be able to do:

use computers make decisions communicate (oral and written)

plan and organize negotiate deal with difficult people

use numbers manage projects conduct marketing research

analyze use logical thinking skills compile and assess data

QUALITIES:  Check below if you are:

competitive confident honest able to use good judgement

able to act professionally self-disciplined tactful adaptable to change

efficient and accurate able to meet deadlines

TOTAL CHECKMARKS  

7)

INTERESTS:  Check the things you like:

current events music promoting ideas or artforms

arts and crafts entertaining/performing variety/the unpredictable

different cultures writing/telling stories communicating experiences to others

promoting yourself interacting with people working with video and audio equipment

SKILLS:  Check the things you can do and would like to be able to do:

think creatively handle constructive criticism memorize large amounts of material

depict ideas respect others’ likes and dislikes think visually and in three dimensions

express yourself well organize - set goals and priorities

think critically work independently or as a member of a team

QUALITIES:  Check below if you are:

able to notice detail able to cope with pressure able to meet deadlines

able to work long, irregular hours able to think on your feet enthusiastic

a person with broad general knowledge dramatic confident

self-motivated a person with a flair for design self-disciplined

TOTAL CHECKMARKS  

8)

INTERESTS:  Check the things you like:

interacting with people healthy living working with technical equipment

research science helping people

investigating the human body reading about health issues working in a laboratory

SKILLS:  Check the things you can do and would like to be able to do:

gather and assess patient data act quickly and accurately in emergencies

reassure people apply knowledge of ethics

apply knowledge of first aid deal with difficult or delicate situations

use laboratory equipment analyze problems and find solutions

use health-care related software programs use medical/technical equipment

communicate accurately (oral, written, reading) organize - set goals and priorities

QUALITIES:  Check below if you are:

caring/compassionate able to use good judgement precise

sensitive to other cultures accountable for your actions able to remain calm under pressure

decisive willing to keep learning about new things

TOTAL CHECKMARKS  

9)



These are the skills I have.
–
–
–
–
–
–
–
–
–
–
–
–
–
–
–
–

These are the skills I need.
–
–
–
–
–
–
–
–
–
–
–
–
–
–
–
–

A C T I V I T Y # 5  –  W O R K S H E E T # 6

My Skills Inventory

Subjects Volunteer Work Leisure, Recreational Activities 
and Hobbies

Focusing on these areas will help me develop and obtain the skills I need.
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Dialogue

James: I am so tired of filling out inventory forms. 

I sometimes feel mad when I’m looking at that

screen just staring me in the face, waiting for 

me to feed it numbers. They installed this new

program that I can’t figure out. I can’t make it 

do what the old one did. 

Nafia: I could probably figure it out for you. I love 

figuring out software programs. I spend most 

of my money on computer software.

James: Well, it doesn’t come easy to me. What a break it

was to have to be at the front counter last week

to fill in for Sarah. I got to talk to so many people

and help them find what they wanted. I really

made a customer’s day too – found something in

the warehouse that no one else could find.

Nafia: You just had one day of front counter work. 

I have to smile all day long no matter what 

the customers say or how they treat me. You 

wouldn’t be so thrilled if you had to do what 

I have to do. 

In my former job I didn’t have to deal with cus-

tomers at all. I kept the books. Too bad I had no

certificates for what I learned on the job because

when we moved here every place I applied to

wanted to see a certificate.

James: I think I would be fine with customers all day

long. I used to be an associate on the floor at 

a big department store and I loved helping 

customers. I even liked the challenge of trying 

to calm down customers when they were upset. 

Nafia: Why did you take this job?

James: Well, I just love sports equipment and I go

camping with friends all the time. Not only 

could I work in a store filled with things I really

like but it seemed like a step up and it pays

more. But I don’t know whether it is worth it –

hating to come in every day.

Nafia: I don’t think I’d hate to come to work if 

I had your job. Sometimes the long lines 

of noisy people make me crazy. I think 

of you back in your quiet office filling in the

inventory numbers in orderly tables. [sighs]

James: Hey, look at the time. We have to get back.

[laughs] Want to trade places?

Understanding What’s Right for You!
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Planning the Interview

Example:

I want to find out more about these points in my interview:

1. Qualifications needed for this job.

Questions I can ask to try and find out this information:

1. What education and previous work experience were required to obtain your position? 

The occupation I have chosen is 

I want to find out more about these points in my interview:

1. 

2.

3.

4.

5.

6.

Questions I can ask to try and find out this information:

1. 

2.

3.

4.

5.

6.

Information Interview
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Fill in the following using your interview notes to present to the group.

I interviewed (name of person): 

from (name of company): 

He/she is a(n) (name of occupation): 

He/she does this kind of work (describe): 

I found out these interesting things. [e.g. how he/she got to this position, where he/she works, salary range
for this work, what training was required, some positive and negative points about the occupation, etc.]:

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Report to Group
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Start Your Career Search with a Crossword



Start Your Career Search with a Crossword – Possible Answers

A C T I V I T Y # 1  –  O V E R H E A D # 2

Electrician

Learning

Biology

Claims Adjuster

Customs

Glass Cutter

Taxi

Plants

Gas Plant Operator

Cool

CPR

Laboratory

Web Designer

Law

Bank Teller

Chef

Outdoor Guide

Newspaper

Co-op
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Nine Fields of Work:

1) Agribusiness, Natural Resources & Environment

2) Health

3) Business & Administration

4) Arts, Culture & Communication 

5) Computers & Technology

6) Manufacturing

7) Tourism, Recreation & Sports 

8) Trades & Construction

9) Sales & Service 

Match the following occupations to their definitions & identify the field of work to which they belong.

Field of Work Occupation Definition

1) Foundry Worker #______ Mixes chemicals and searches for colour variations  

2) Aquaculture Technician #______ Creates technical drawings 

3) Ironworker #______ Evaluates insurance applications 

4) Midwife #______ Makes metal castings 

5) Purchasing Officer #______ Works with plants, people and the environment 

6) Heritage Interpreter #______ Co-ordinates parties and administers staff payroll 

7) Textile Dyer #______ Builds bridges and water systems 

8) Editorial Assistant #______ Involved in hog production 

9) Reflexologist #______ Maintains order and is constantly alert 

10) Customs Broker #______ Helps get a publication to market 

11) Boiler Operator #______ Conducts natural deliveries 

12) Swine Technician #______ Researches and chooses suppliers

13) Civil Engineering Technician #______ Raises and harvests fish 

14) Maître d’hotel #______ Master of cultural or natural history 

15) Correctional Services Officer #______ Helps put up buildings and bridges

16) Insurance Underwriter #______ Relieves stress and balances body functions

17) Special Events Co-ordinator #______ Supplies steam to heat and cool buildings

18) Draftsperson #______ Intermediary between clients and Revenue Canada

19) Horticulturist #______ Co-ordinates conventions and trade shows 

Manufacturing

Agribusiness

7

18

16

1

19

14

13

12

15

8

4

5

2

6

3

9

11

10

17

Trades

Health

Business

Arts, Culture

Manufacturing

Arts, Culture

Health

Sales & Service

Trades

Agribusiness

Computers

Tourism

Sales & Service

Business

Tourism

Computers

Agribusiness

Explore Your Options! Mix ‘n’ Match
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Tourism, Recreation and Sport
Fitness Instructor
Food and Beverage Supervisor
Hockey Player
Recreation Leader
Travel Counsellor

What’s of Interest to You?

Interest Checklist
These are some of the interests, skills, and qualities that frequently apply to occupations in:

Tourism, Recreation & Sports

INTERESTS:  Check the things you like:

meeting new people sports and sporting events being outdoors co-ordinating events

educating people physical fitness and activities speaking to groups entertaining people

challenges and adventure helping people answering questions travelling

SKILLS:  Check the things you can do and would like to be able to do:

co-ordinate and organize events develop marketing strategies listen to understand

deal with customers, including difficult ones analyze data provide instructions

manage equipment and supplies lists respond and adjust to feedback

apply knowledge of first aid and safety assume leadership when appropriate

use computer software for schedules, records and billing

QUALITIES:  Check below if you are:

friendly and outgoing a person with a sense of humour courteous

a person with strength and stamina adaptable to many situations able to cope well with stress

conscientious able to pay attention to detail able to motivate self and others

positive in attitude determined competitive

TOTAL CHECKMARKS  

If you have a lot of checkmarks in this category, you may want to explore some of the occupations listed below.

These occupations may interest you: N.O.C. Pg #

Bartender 6452 193
Chef 6241 194
Cook 6242 195
Executive Housekeeper 6471 196
Fitness Instructor 5254 197
Flight Attendant 6432 198
Food and Beverage Server 6453 199
Food and Beverage Supervisor 6212 200
Front Desk Agent 6435 201
Hockey Player 5251 202
Maitre d’Hotel 6451 203
Outdoor Guide 6442 204
Recreation Leader 5254 205
Ski Lift Operator 6670 206
Special Events Co-ordinator 1226 207
Taxi Driver 7413 208
Tourism Small Business Owner/Operator 0632 209
Tourism Visitor Information Counsellor 1453 210
Travel Counsellor 6431 211
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Agribusiness, Natural Resources & Environment
Conservation Officer
Forest Technician
Occupational Health and Safety Co-ordinator
Veterinary Technician
Water Treatment Plant Operator

INTERESTS:  Check the things you like:

working outside the environment performing experiments

biology plants and animals working with your hands

examining things travelling

working with equipment and computers chemistry

SKILLS:  Check the things you can do and would like to be able to do:

use computers apply mathematical knowledge keep detailed records

investigate collect and assess data analyze

communicate (oral and written) find solutions to problems

work independently or as a team member apply knowledge of safety

QUALITIES:  Check below if you are:

inquisitive patient able to work long hours

precise able to use good judgement able to work under pressure

able to pay attention to detail able to do hard, physical labour

able to see a job through to completion conscientious

TOTAL CHECKMARKS  

If you have a lot of checkmarks in this category, you may want to explore some of the occupations listed below.

Interest Checklist
These are some of the interests, skills, and qualities that frequently apply to occupations in:

Agribusiness, Natural Resources & Environment

These occupations may interest you: N.O.C. Pg #

Agricultural Technician 2221 27
Aquaculture Technician 2221 28
Conservation Officer 2224 29
Fish and Fish Products Inspector 2222 30
Forest Technician 2223 31
Geological Technician/Technologist 2212 32
Hazardous Waste Management Technologist 221 33
Horticulturist 2225 34
Occupational Health and Safety Co-ordinator 2263 35
Petroleum Engineering Technologist 2212 36
Swine Technician 8253 37
Veterinary Technician 3213 38
Water Resources Technician/Technologist 223 39
Water Treatment Plant Operator 9424 40
Wildlife Technician 2221 41

What’s of Interest to You?
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Business & Administration
Fashion Buyer
Legal Assistant
Promotion Assistant
Publicist
Shipper/Receiver

What’s of Interest to You? 

Interest Checklist
These are some of the interests, skills, and qualities that frequently apply to occupations in:

Business & Administration

INTERESTS:  Check the things you like:

new challenges routine or repetitive work money and banking interacting with people

persuading others working with numbers sales and  marketing

business new products and services planning or conducting meetings

SKILLS:  Check the things you can do and would like to be able to do:

use computers make decisions communicate (oral and written)

plan and organize negotiate deal with difficult people

use numbers manage projects conduct marketing research

analyze use logical thinking skills compile and assess data

QUALITIES:  Check below if you are:

competitive confident honest able to use good judgement

able to act professionally self-disciplined tactful adaptable to change

efficient and accurate able to meet deadlines

TOTAL CHECKMARKS  

If you have a lot of checkmarks in this category, you may want to explore some of the occupations listed below.

These occupations may interest you: N.O.C. Pg #

Accounting Clerk 1431 65
Advertising Sales Representative 6411 66
Bank Teller 1433 67
Claims Adjuster 1233 68
Court Officer 1227 69
Executive Assistant 1222 70
Fashion Buyer 6233 71
Food Products Sales Representative 6411 72
General Office Clerk 1411 73
Insurance Underwriter 1234 74
Inventory Control Clerk 1474 75
Legal Assistant 4211 76
Office Manager 1221 77
Payroll Clerk 1432 78
Personal Banking Representative 1232 79
Promotions Assistant 1122 80
Property Manager 1224 81
Publicist 5124 82
Purchasing Officer 1225 83
Receptionist 1414 84
Sales Manager 0611 85
Secretary 1241 86
Shipper/Receiver 1471 87
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Place a  ✔   beside the skills you already have.  Place a  ★   beside the skills you would like to develop to prepare
yourself for work in this field.

1. Thinking:

Be logical, scientific Be ethical Plan and organize job tasks Solve problems

Make decisions Find information Use memory

2. Oral Communication:

Listen to and reassure patients Discuss conditions and treatments Interact with co-workers

Receive instructions from supervisors Talk with patients’ family and friends Use specialized terminology

Inform staff Explain procedures Discuss schedules

3. Technical and Computer Use:

Perform data entry Use word processing programs Use a database and spreadsheet

Use specialized medical software Retrieve information Use computer networks

Use computerized monitoring Use bookkeeping, accounting
and other equipment and billing software

4. Numeracy:

Measure and calculate Analyze data (compare, contrast, predict; averages, summaries, rates)

Make numerical estimations Prepare schedules

5. Working with Others:

Assign routine tasks to other workers Participate in formal discussions and meetings

Understand and exhibit confidentiality Make suggestions for change or improvements

Identify training that is required or useful Monitor work performance of others

Be respectful of others Deal with difficult or delicate situations

6. Writing:

Write: Accurate medical reports Logs Charts Sketches

Forms Letters Prescriptions Referrals

7. Reading:

Read: Charts Labels Notices Logs Safety regulations and procedures

Symbols X-rays Brochures Journals Equipment manuals

Reports Schedules Profiles Reference books

These subjects can help me develop
some of the skills I need:

These types of volunteer work can help
me develop some of the skills I need:

These leisure and recreation activities
and hobbies can help me develop
some of the skills I need:

Think about the skills you need. Use the spaces below to figure out where you can get them.

Skills Inventory
These are some of the skills that frequently apply to occupations in:

Health

CAREER DIRECTIONS

Surveying the Skills
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Surveying the Skills

90

Place a  ✔   beside the skills you already have.  Place a  ★   beside the skills you would like to develop to prepare
yourself for work in this field.

1. Thinking:

Be logical, scientific Be critical, use judgement Make decisions Solve problems

Find information Plan and organize job tasks Use memory

2. Oral Communication:

Confer with clients/provide technical advice Promote information

Listen to understand problems and clearly communicate solutions Consult with others

3. Technical and Computer Use:

Use electric/electronic systems Create and/or learn from computerized systems training programs

Create computer programs Use computer languages, schematics or diagrams

Implement, upgrade and monitor systems Inspect and test control devices, applications

Calibrate and maintain Understand and use technical specifications

Repair computers and their components Use/manage computer networks

Use software features Diagnose and correct problems in equipment and software

4. Numeracy:

Perform calculations Analyze data (compare, contrast, predict; averages, summaries, rates)

Represent data analysis graphically Use specialized measurement equipment

Apply mathematical principles Prepare budgets and schedules for projects

5. Working with Others:

Participate in meetings and seminars Have self discipline to work independently

Assign tasks to other workers Exercise give and take to achieve group results

Plan and make decisions with others Make suggestions that contribute to the goals of the project

6. Writing:

Write: Programs Memos Exacting and detailed documentation

Reports User Manuals

7. Reading:

Read: Instruction Manuals Memos Computer and technology magazines Computer and

Journals Websites Updates on the latest technology literature network literature

These subjects can help me develop
some of the skills I need:

These types of volunteer work can help
me develop some of the skills I need:

These leisure and recreation activities
and hobbies can help me develop
some of the skills I need:

Think about the skills you need. Use the spaces below to figure out where you can get them.

Skills Inventory
These are some of the skills that frequently apply to occupations in:

Computers & Technology

CAREER DIRECTIONS



A C T I V I T Y # 6  – O V E R H E A D # 9

The report should include the following:

1) description of the work

2) interests and skills required

3) education and training opportunities available

4) a list of companies who might employ someone in this occupation

5) an explanation of how your research was conducted and which vehicles used

6) an indication of whether or not you are still interested in the occupation

Time to Dig a Little Deeper
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After reading the dialogue, answer these questions:

1) What interests James?

2) What are his skills and talents?

3) What interests Nafia?

4) What are her skills and talents?

If you were the personnel or the human resources manager and they each came to

you for help, what would you suggest to these workers to help them move into work

they really enjoy?

Understanding What’s Right for You!
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1) What does your occupation require of you on a daily basis?

2) In your opinion, what are the top three skills and interests required of someone

in this field of work?

3) Are there any high school subjects that you would recommend for someone

interested in this field of work?

4) What kind of training/education/preparation would you recommend? 

5) Describe how you got to where you are today.

6) In which direction do you see your career path going in the future?

7) Could you recommend any additional resources to use or contacts to talk to for

more information about this field of work?

Interview Questions
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