How to Apply to the Joint Fire Recruitment Process Using Workopolis

This year, all applications must be received electronically during the recruitment campaign. To apply, you
must access our posting via any one of our City websites, or through Workopolis.com. We have created
this “how to” brochure to guide you through the process.

Please note that if you encounter technical issues while you apply, please contact the technical support staff
at Workopolis by email:

comments@support.workopolis.com

The following screenshots have been taken from our Joint Fire Recruitment site available on any one of
the 4 municipalities” employment website under Firefighter Recruitment. This site will provide all relevant
information pertaining to minimum requirements, timelines for the recruitment process and other useful
links. You can also access the Frequently Asked Questions (FAQ) page of our website if you would like
more details.

Step 1: Preparing yourself to apply:

e C(lick on the “Apply Now” link when you are ready to apply. We encourage you to submit your
resume, cover letter and questionnaire in a timely fashion and to do so prior to the closing date.
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Step 2: Accessing the application

e To access the application system, please click on the “Apply for this job” icon found on the left side
of the job posting screen or at the bottom of this page.

Home | Minimum Reguirements | Application Guide | FAQ | Apply Now | My Eesumes | My Profile | Logout

b

Job Posting

Probationary Firefighters (8649668)

apply for this ioh Job Type: Full Time
£oply TOr This 100 Location: Guelph, ON, CANADA; Kitchener, ON, CANADA, Cambridge, ON,

@ Prntit Click for & capapa; waterlon, ON, CAMADA;
printer friendly Job Category: Emergency Services
version. Industry: Government
Email This Job: Date Posted: MNov 1, 2006

From | Joint Firefighter Recruitment Initiative

To I Cambndge * Guelph * Eitchener * Waterloo

Text ©  HTML &
Sand | We are currently seeling applicants fo esfablish a pool of gualified candidales for considerafion
in the hiring of firefighters over the nexf year. To be considered, pou musi meef the following

minirmn qualifications:

+  Cwer18vyears of age and legally entitled to wark in Canada
+  Ahle to understand and communicate clearly in oral and written Enalish
+  Atleast 20030 corrected binocular vision and satisfactory colour and peripheral
vision
+  Have a secondary school graduation cerificate or equivalent
+  Successtul completion of an Ontario Pre Service Firefighter cerificate ar
Certified Firefighter or Certified Career Firefighter through the Ontario Fire
Marshal (completion of Components 1,2,3), ar equivalent
Enuivalents may include full-time, hands-an programs such as:
o Firefighter Training Program Cedificate from fire etc. {a division of
Lakeland college, Wermilion, Alberta)
o Career Firefighter Pre-Employment Cedificate from the Justice
Institute of British Columbia
o Basic Fire Suppression MFPA 1001 Firefighter | & 1 cerification
fram Texas AEM University, ar another institution accredited by the
International Fire Service Accreditation Congress (FSAC) or the
Pro Board
» Have a valid First Aid cedificate and a valid CPR Basic Rescuer Cedificate
(Level C)
+  Have avalid Class DZ Driver's Licence in good standing

Om'y apptcants who comgiete the attached guestonnare wi be considensd.
Applicants who meet the minimum requirements will be invited to attend the
CP5 testing taking place on February 11, 2007, Invitations for this event wi be
sent out electronica’y by February 2, 2007 1o the e-mail address that you used when
you regestered on this site.

The closing date for receipt of applications is December 17, 2006.

The Cites of Cambrdge. Guelph, Kichensr and Waterloo are egual opportunity
employers.



Step 3: Creating A User Name and Password:

e If you are a new applicant to our Joint Recruitment Program, you will be required to register as a
member with Workopolis.

e If you have applied to Kitchener, Cambridge, Guelph or Waterloo in the past 2 years, you can use your
existing “user name” and “password”. However, if you have applied to other Fire departments, using a
similar online application tool within Workopolis or CorporateWorks, you will be required to create a
unique “user name” and “password” specific to our Joint Recruitment.

¢ You will need to record your user name and password for future reference. You will also need to
provide an email address when you join. The invitation to attend our aptitude test and other important
correspondence will be sent to this email address provided in the months to come.

Member Login

If you are already a registered user of this site, apply to this
job by submitting either one of your existing saved resumés
or by creating a new one. To do so0, enter your username

and passwaord in the fields below and click the Login button,

Mon-registered candidates are invited to sign in by clicking
the Join Mow! link provided below.

Member Login

Please login if you are already registered.
Mot vet registerad? Join nowy!

i]_lsernarne Ipasgwn ri

Lost vour username or password?

Step 4: Submitting Your Resume and Cover Letter

e Once you login to Workopolis, you will be prompted to provide your resume. You will be provided
with two options as to how to create an online resume.

e Although you can choose either Resume Expert or Resume Basic, for ease of use, we recommend
cutting and pasting your resume into the Resume Basic tool.

e To do so, click on Resume Basic, you will be taken to a screen which will ask you to fill in your name,
address and relevant information. You will then be provided with an option to copy and paste from an
existing resume.

e Please note, you may find the formatting of your resume may change, keep in mind it is your skills and
experience we are assessing, not the format.



Create Resumé

Creating a resume has never been easier - we have the
tools to help! Chedk out our "how to write" tutonials on
subjects like writing a fargeted resumeé, key power
and catch phrases that are sure to get you nokiced.

[2] Take sur onine sl Llick here and learn how to
create a resume with
ResumeéExpert.

ResuméExpert™

Your resumé is your ticket to the
future.

ResuméExpert optimizes your resumé
for our NEW powerful ResuméRanking
search engine. What does it mean for

YOu?

« If you are the most qualified

candidate for a great new job, your
resumé goes to the top of the list!

ResumaExpart™ = I

ResuméBasic™

Click on ResurméBasic to upload or cut and paste your
resume here =o you can quickly and easily apply for any
job, and choose to be seen by thousands of employers.

The major difference? ResuméBasic will mot have the sarme

ranking capabilities as ResuméExpert, and you won't be
able to make your resumé confidential.

ResuméBasic® = |

e Once you have completed the resume portion, the next screen will allow you to create a cover page to
accompany your resume.

Apply for the Job JOINT FIREFIGHTER
RECRUITMENT INITIATIVE /Probationary
Firefighters

Cover Letter

Step 3 of 3

J ResuméBasic™ || Prewview | Cowver Leiter

Thils Is your apportunity to make a geed first impression on @ pebential employer, &
cover letter s eften helpful. Cover ketters are limited to 4000 characters.,

our contact infanmation will be sent with the message, 5o there Is no need to
repeat it

Ciovar beiter contant

1 |

e Although your resume and cover letter is a critical step to completing your application, please ensure
that you click on the “Next:” box to complete the questionnaire.



Step 5: Completing the Questionnaire

The questionnaire has been designed to capture a snapshot of your qualifications and will allow us to
compare your qualifications to our minimum requirements. Please note that any false information
given during the application process, either on your resume or on the questionnaire, will be grounds for
suspending your application from further consideration. Also, you will want to ensure you complete
the questionnaire within 20 minutes as the system may time out. Below is an example of what to
expect in the questionnaire portion.

Questionnaire

Thank you for submitting your resume. You are now reguired to complete the following
guestionnaire. There are 29 gquestions in total. Flease answer carefully. Arnswers cannat be changed
onoe the completed questionnaire is submitbed, To ensure your guestionnaire is submitbed properly,

pleass use the "Previous” and "Next™ buttons to navigate through the guestionnaire, and avoid
using your browser's "Back" butbon,

1. What class driver's licence do you currently possess? {Check all that apply)
M a
e
Mec
Mo
[ out of Province - Eguivalent ta D or higher

2. If you answered "Out of Province - Equivalent to D or higher™ , please indicate here what
type of driver’s licence you currently possess and from what province/state.

3. Do you have a valid air brake (Z) endorsement?
7 Yes
T No

4. Are you over 18 years of age and legally entitled to work in Canada?
T Yes
" Ma

=

Upon completion of the first page of questions, click the next button and complete all of the questions.
Many of the questions are mandatory and the system will not let you complete the survey until these
questions are answered. There are also a few optional questions, such as open text fields to provide
more detail if applicable. When finished all questions, click “Done”

Questionnairea

29. Please sign the above declaration (electronically, by typing in your name and date) in
the following free format text booc:

This is a frae format text answer:

A
=l

Thank you for completing this questionnaire. We wish you success in your endeavours to become
a Firefighter.

Previous Done I




Step 6: Confirmation that Your Application has been received:

e Once you have completed the questionnaire, the next screen will confirm that your application has
been submitted.
Application Complete
Your Application
has been submitted to
Company JOINT FIREFIGHTER RECRUITMENT INITIATIVE
Position Probationary Firefighters
Date 2007-10-22 12:27:45
¢ You should also receive an email acknowledgment as illustrated below confirming your application to
Workopolis. Please print and keep a copy of this email as proof of your submission to the Joint Fire
Recruitment.
i Inbox o Mew g Reply (4 Reply all (g Forward K Delete @ Junk Q%a &+ 4 Im |fzr Options @
?Junk Your application
& Drafts firefightercareers@hr.ca (firefightercareers@hr.ca)
| Sent
ol Deleted

]
Manage folders
1) Today

= Mail

L] Contacts
|5 calendar

S0, what do
you think?

Dear Ross

Tharnk you for your application for the position of Probationary Firefighters for the Joint Firefighter Recruitment Initiative with
the cities of Cambridge, Guelph, Kitchener and Waterloo. Please note, your application should include wour resume and

completion of the online questionnaire of 29 questions. Please keep this email as proof that your application was received
during the recruitiment period,

Please be advised that only applicants who meet the minimum requirements will be contacted further and invited to attend
the CPS aptitude testing on February 10, 2008, Invitations for this event will be sent out electronically by February 1, 2008
to the email address that you provided on this site,

Thank you for your interest,

*Please do not respond to this email. It has been sent from an address that can only process outgoing messages.



Step 7: Updating Your Resume and Cover Letter In the Future

e Although your questionnaire cannot be updated once submitted, you can revise your resume or
cover letter to add new information or qualifications. Here are the steps to do so:

e Access the Joint Firefighter Recruitment Page - Click on the “My Resumes” option
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e The next screen will walk you through the steps to access your existing resume & cover letter

My Resumaés
In this section you can create and manage different resumes and cover letters,

Need to update a submitted resumé? No problem! Click on the name of the resumé you
would like to modify, edit your information and click Save. Your changes will automatically
be reflected to the employer.

Rasunvbs

Some of your resumés are still in ResuméBasic format -- to take advantage of our
ResuméRanking search engine dick the "Upgrade™ button and we'll walk you through
the five easy steps.

ResuméRanking means that if you are the most qualified for a great new job, vour
resumé goes to the top of the listl

o If you want to target your resumé to highlight what an employer is looking for,
create an alternate resums here, You can create up to 10 Resumés -- simply
make a copy of your regular Resumé and format it using our Expenenca, Skills, or
Education template.

[] Take cur orine horis Click here and learn how to edit a resumeé or cover letter with
ResumeExpert

ResuméBasic™ [haa et L] E

Recruiter Man-
Resumé Name Modified Slavs Searchable - toble
Ross Fire Resume [s2FR] Oct 22, 2007 2 times » ¥

Create New Resumé | Update |

If you have further questions, please refer to our Frequently Asked Questions (FAQ) page on our web.

If experience any technical issues, please email your questions to:

comments@support.workopolis.com



