CAPP11 – Career Planning08

 – What Employers are Looking For

What Employers are Looking For

The Business Council of British Columbia was founded in 1966 and is an association that represents a large number of large and medium size business in British Columbia.  Members are drawn form all major sectors of the provincial economy and are responsible for over one-quarter of all jobs in British Columbia.

The Business Council of British Columbia recently asked its members to fill out a survey that asked these employers what they look for in an employee.  The results can help you realize what you need to focus on in order for you to be a successful employee in British Columbia.

1. Communication Skills  - 
Speak, read, write, listen (hear what is said) 
Use appropriate body language 
Includes team work and interpersonal skills 

2. Positive Attitude - A given - give support, constructive feedback 


3. Flexible and adaptable - #1 ten years ago, still rated high 


4. Sets High Performance Standards - Performance higher than average


5. Good Work Ethic - Work hard - produce useful outcomes 


6. Accepts Responsibility - Take responsibility for assigned work, actions 


7. Productive - Quality and Quantity - Give good value for pay 


8. Honest and Reliable - In the top 5 since our survey began-Loyalty, trustworthy 


9. Willingness To Keep On Learning - Concept of life-long learning 


10. Ability To Analyze And Evaluate - Identifying and solving problems 

Five additional characteristics were also identified:

11. Demonstrate Common Sense - Self explanatory 
12. Creative/Innovator - Finding New Ways 
13. Intelligent - Mental Capacity 
14. Well Educated - Higher levels of education 
15. High Energy/Stamina - Self explanatory

This survey provides the potential employee with an insight into what the employers in B.C. want and need.  The survey found that employers believe that a basic foundation in math, science and language skills is still critical in virtually every occupation.  They also believe that basic computer skills (word processing, manipulating data using a spreadsheet or data base program and accessing information from networks) is essential in today’s modern job market.  Employers feel strongly that an entrepreneurial personality is essential, even if you're looking for work in established companies. Economists consistently forecast that most job growth will be in self employment, contract work and work in small companies, which means that most workers will need some business management and marketing skills.  Essentially, for today's economy, new employees require a balance of broad transferable skills along with job specific skills.

What Employers Look For Assignment

Directions: Using the proper business letter format, create a cover letter that could be attached to your resume that will explain to a potential employer that you possess some of the skills and attributes that are outlined by the Business Council of British Columbia.

Your cover letter can be directed specifically to one particular job, however a more generalized statement of your abilities and attitude will be easier and more appropriate for this assignment.

You will receive 5 marks for you use of the proper business letter format and 5 marks for your ability to convince the reader of your 

positive skills and attitudes that relate to those outlined by the 

Business Council of British Columbia.

Total Marks: ___/10

Example of a formal cover letter…











January 8, 2003





Mr. B Trickey


C/o A.L. Fortune Sec. School


500 Bass Ave


Enderby, B.C.


V0E 1V2








Mr. Glenn Plake


President of Glenn Plake Productions


7205 Extreme Mountain Way


Denver, Colorado


USA


90210





RE: Application for Ski Video Salesman





Dear Mr. Plake;





I recently noticed your advertisement in the October issue of Ski Canada magazine, looking for salesmen for your line of extreme ski and snowboard videos.  Not only am I an avid “two-planker”  and recent snowboard addict, I am a huge fan of ski videos.  I am personable and enjoy talking to people.  I have strong math skills and I enjoy travelling.  All of these skills would make me an excellent salesman or promotional organizer for your company.





Please accept my resume and feel free to contact me for a personal interview.  I can be reached at the above address or at (250) 555-5555.  





Yours truly,











Mr. B. Trickey





Your full address goes first





Always put the date at the top 





Full Address of the person you are sending it to goes second





It is sometimes good to put a “Regarding” sentence, telling the reader what the letter is about





Address the letter to the person personally or use “Dear Sir” or “Dear Ma’am”. Don’t forget the “;”





Keep all of your text on the left hand side margin. DO NOT INDENT





ALWAYS use at least TWO paragraphs in a formal letter.  The last paragraph must refer the reader to your return address and offer some sort of alternate contact (such as  a phone number).





Give yourself 4 or 5 spaces for your signature








