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Final Checklist
[bookmark: _Toc201047334]Before You Apply: Review for Impact & Fit
1. Did you tailor your resume to the job?
· I included keywords from the job posting.
· I reordered my resume to highlight the most relevant experience.
· I showed results or achievements (not just duties.)
· I removed anything not relevant to this job.
2. Did you write a strong cover letter?
· I explained why I’m interested in the company.
· I matched my experience to 1–2 key needs in the job ad.
· I gave an example of a time I solved a problem or made a difference.
· If I had a gap in work, I briefly and positively explained it (optional.)
3. Did you review tone and accessibility?
· I used clear, respectful language.
· I formatted my resume for screen readers or online systems (no text boxes or columns.)
· My file names are clear (e.g., “Jane_Doe_Resume.pdf.”)
· I used strong, confident verbs ("organized," "led," "managed," not "just helped.")
4. Have you confirmed everything is accurate?
· My contact info is correct.
· My dates and job titles are right.
· My references (if included) are up to date and approved.
· My documents are free of spelling or grammar errors.
5. Have you matched the submission instructions?
· I used the file type they asked for (PDF, DOC, etc.)
· I named my file professionally.
· I sent both resume and cover letter (if asked.)
· I submitted it before the deadline.
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Resources for Job Seekers with Disabilities
[bookmark: _Toc201046656][bookmark: _Toc201047336]Job Search & Career Matching
1. UntappedTalent.ca – Advanced Filtering and Inclusive Roles
· Focuses on skilled, inclusive job placements
· Includes roles suitable for applicants with education or strong experience
· Partners with Canada Job Bank for up-to-date listings
2. Canada Job Bank – Career Planning Tool
Explore Careers by Education
· Shows job options based on your degree, diploma, or certificate
· Offers job outlook, salary, and requirements
Great for: Career changers, people with credentials
3. WorkinNonProfits.ca
· Focuses on jobs in the non-profit and community sectors
· Good for experienced applicants looking for purpose-driven roles
Inclusive employers often listed; filter by region and category
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1. Future Skills Centre (Canada-wide)
 www.fsc-ccf.ca
· Research-backed, inclusive training projects (often free or subsidized)
· Includes pilot programs for equity-seeking groups like persons with disabilities
2. ALiGN – Magnet Canada
www.magnet.today
· Matches your skills (not job titles) to current openings
· Great for career pivoters or people with mixed experience
· Includes options for inclusive employers
3. LinkedIn Learning (Free via libraries or CCRW programming)
· Advanced training on business, technology, communication, etc.
· Supports users with hearing, vision, and learning disabilities with subtitles, transcripts, etc.
[bookmark: _Toc201046658][bookmark: _Toc201047338]Coaching, Mentorship & Return-to-Work Programs
1. MentorAbility Canada
 www.mentorability.ca
· Free, short-term mentorship matching for job seekers with disabilities
· Connects with experienced professionals in fields of interest
· Perfect for people re-entering work or shifting careers
2. Canadian Apprenticeship Forum – Supporting Inclusive Trades
caf-fca.org
· Promotes skilled trades for underrepresented groups, including people with disabilities
· Offers mentoring and employer connections
3. Ready, Willing & Able (RWA)
 readywillingable.ca
· Matches experienced job seekers with inclusive employers
· Especially strong in skilled and semi-skilled roles
[bookmark: _Toc201046659][bookmark: _Toc201047339]Credential Recognition & Career Change
4. WES Canada (World Education Services)
www.wes.org/ca 
· Helps internationally trained professionals validate their education
· Important for newcomers with disabilities seeking career alignment
[bookmark: _Toc201046660]

[bookmark: _Toc201047340]Summary: What Sets These Apart?
	Resource
	Best For
	Key Feature

	UntappedTalent.ca
	Inclusive, skilled roles
	Linked with inclusive employer filter

	Magnet/ALiGN
	Career transitioners
	Skills-based job matching

	MentorAbility
	Returning workers
	Disability-informed mentoring

	Future Skills Centre
	Upgrading skills
	Inclusive, free training pilots

	WorkinNonProfits.ca
	Mid-career non-profit roles
	Sector-specific board

	LinkedIn Learning (via library)
	Expanding credentials
	Free advanced learning
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For experienced job seekers, career returners, or those with post-secondary training
[bookmark: _Toc201046662][bookmark: _Toc201047342]Office, Administration, and Customer Support
Transferable Skills
· Organized and detail-oriented
· Professional communication with clients and staff
· Able to prioritize tasks and meet deadlines
· Experience supporting inclusive environments
Technical Skills
· Proficient in MS Word, Excel, Outlook, and Zoom
· Managed calendars and scheduled meetings
· Created accessible PDF and Word documents
· Used screen reader software to complete administrative tasks
Employment Experience Phrases
· Provided administrative support to a team of 8 staff
· Maintained accurate records and tracked client data
· Responded to 50+ phone calls and emails daily
Qualifications
· Diploma – Office Administration, 2021
· AODA Accessibility Training – 2023
· Google Workspace Certified
[bookmark: _Toc201046663]

[bookmark: _Toc201047343]Trades, Facilities, and Logistics
Transferable Skills
· Reliable and safety-focused
· Problem-solver and hands-on learner
· Comfortable working with tools and equipment
· Experience training or mentoring others
Technical Skills
· Operated forklifts, pallet jacks, and power tools
· Read blueprints and followed maintenance plans
· Loaded/unloaded materials, followed safety protocols
Employment Experience Phrases
· Completed daily safety inspections and repairs
· Trained new staff on equipment and processes
· Supported inclusive team in a warehouse setting
Qualifications
· Forklift Certification – 2022
· WHMIS + Working at Heights – 2023
· Apprenticeship – Electrical, Year 2
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Transferable Skills
· Empathetic and skilled listener
· Worked with diverse clients including seniors and people with disabilities
· Strong documentation and reporting skills
· Able to support behaviour strategies or de-escalation

Technical Skills
· Created care plans and daily progress notes
· Used client management software
· Participated in case conferences and staff training
Employment Experience Phrases
· Supported up to 12 clients with life skills and advocacy
· Assisted with community-based employment placements
· Organized events and fundraisers in a fast-paced non-profit
Qualifications
· Diploma – Social Services Worker, 2019
· CPI Nonviolent Crisis Intervention – 2023
· Accessibility and Inclusion Workshop – CCRW
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Transferable Skills
· Strong public speaking and facilitation
· Patient, organized, and creative
· Able to modify content for different needs
· Collaborated with other educators and support staff
Technical Skills
· Used Google Classroom, Zoom, Kahoot!, Canva
· Created visuals and handouts for accessibility
· Monitored attendance, tracked progress


Employment Experience Phrases
· Led workshops for youth aged 13–19
· Adapted lessons for learners with different abilities
· Coordinated outreach for 5 local schools
Qualifications
· B.Ed. – Inclusive Education Focus
· ASL Level 2 – 2022
· Trauma-Informed Education Certificate
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These verbs help describe leadership, independent work, technical skills, and impact. 
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· Resolved
· Supported
· Greeted
· Communicated
· Responded
· Advised
· Answered
· Guided
· Presented
· Informed
[bookmark: _Toc201046668][bookmark: _Toc201047348]Leadership & Responsibility
· Led
· Supervised
· Trained
· Mentored
· Coached
· Delegated
· Oversaw
· Coordinated
· Facilitated
· Directed
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· Scheduled
· Managed
· Organized
· Maintained
· Filed
· Recorded
· Updated
· Entered (data)
· Processed
· Drafted
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· Solved
· Improved
· Prevented
· Reduced
· Streamlined
· Researched
· Analyzed
· Designed
· Planned
· Evaluated
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· Operated
· Installed
· Repaired
· Tested
· Built
· Programmed
· Loaded
· Measured
· Assembled
· Inspected
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· Collaborated
· Contributed
· Participated
· Supported
· Assisted
· Partnered
· Engaged
· Shared
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· Created
· Designed
· Produced
· Edited
· Wrote
· Developed
· Customized
· Launched
[bookmark: _Toc201046674][bookmark: _Toc201047354]Learning & Training
· Completed
· Attended
· Certified in
· Studied
· Upgraded
· Practiced
· Demonstrated
· Applied
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