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. Training Objectives
Provides participants with tips, tools and techniques essential to effectively 
prepare for the appointment process, in particular within the federal government. 
The workshop will address key areas to focus on when applying to an 
appointment process and preparing for the interview.

Course Content
Overview of  the new Public Service Employment  Act (PSEA)– 1 January, 2006
Overview of  the Statement of  Merit (S of  M)
Key Elements
Knowing Yourself
 -  Myers Briggs
 - CHOICES – Canadian Heuristic Occupational Inventory Career            
  Exploration System
Knowing the Organization
Letter of  Introduction
The Resume
 - Types  - Length
 - Format  - Alignment with the Statement of  Merit
 - Critical Elements
Follow-up
Preparing for the Interview
Understanding Attitude
Types of  Interviews
The Role of  Competencies and Behavioural Descriptors
Aligning Competencies to the Rated Factors (Knowledge, Abilities and   
Personal Suitability)
How Rated Factors are Assessed (Verbal/Written)
Communication Skills
Types of  Questions
 - Open  - Hypothetical 
 - Closed  - Situational
 - In-Basket  - Behavioural Based Interview (BBI)
Answering the Questions
Closing
Follow-up and Post-Board Interview

The workshop can be customized to meet specific client needs and is offered in 
one day and 3 hour sessions.

Language:
English & French

Course Length:
1 day

Maximum Students:
15 participants

Target Audience:
General
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