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SECTION I: INTRODUCTION

An introduction to Work Ready, the Canadian Language Benchmarks (CLB) and general
information for counsellors and human resource professionals

What is Work Ready?

Work Ready: CLB Resources for Counselling, Hiring and Working with Internationally
Trained Individuals (ITIs) (also referred to as simply Work Ready) is a collection of
language-based tips and resources for employment counsellors and human resource
(HR) professionals, to facilitate the successful employment of internationally trained
individuals (ITIs).*

Work Ready is divided into five sections:

= Section | contains general information about Work Ready, the Canadian Language
Benchmarks, language assessment and Essential Skills.

= Section Il contains information relevant to counsellors as they work with ITIs in the
pre-employment stage.

= Section Ill contains information for HR professionals and employers on hiring and
retaining ITIs.

= Section IV contains case studies of employment-based projects where ITls have
received training to help them work successfully in Canada.

= Section V contains additional resources.

Employment counsellors and human resource professionals are encouraged to read all
the sections of the kit, and not just the ones identified as being directly relevant, as
there is a wealth of information that applies to both groups in all five sections.

Statistics Canada? has identified language as a significant factor in I1TIs having difficulty
finding employment in Canada. This kit provides resources to help break down the
language barrier when counselling, hiring and working with ITls. The CCLB has tested
the kit and the materials with HR personnel, counsellors and employers. We
interviewed many ITIs to better understand their employment and language needs.
Relevant comments from the ITls interviewed can be found on the online version of
Work Ready.

In Work Ready, we refer to the Canada Language Benchmarks (CLB) when we talk
about the language levels of ITIs and the levels of language needed in, and for, the
workplace. Resources related to les Niveaux de compétence linguistique canadiens can
be found on language.ca.

" The term ITI is used extensively in this document; however, terms such as immigrant, second-language
learner, internationally educated professional and others are also used on occasion.

? Statistics Canada. Longitudinal Survey of Immigrants to Canada, Progress and Challenges of New
Immigrants in the Workforce. (2003).

Work Ready * Centre for Canadian Language Benchmarks 1
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Work Ready has been developed by the Centre for Canadian Language Benchmarks
(CCLB), which supports the use of the Canadian Language Benchmarks—national
standards of English as a Second Language (ESL) and French as a Second Language
(FSL)—in Canada. CCLB worked with sector councils, employers, training organizations
and ITls to find and develop the resources in this Kit.

Do You Know?

= In the 1990s, Canada's population grew by 1.4 million, with 70% of
the growth made up of immigrants.*

= In 2001, 46% of new immigrants over 15 years of age had university
degrees and 14% held other diplomas or trade papers.?

= It can “take up to 10 years for the earnings of university-education
immigrants to catch up to those of their Canadian counterparts.”®

=  Only 44% of immigrants found jobs within six months of arriving in
Canada. Of these:
60% worked in occupational areas that differed from their pre-
immigration occupations.
52% were looking for another job.*

= Between 2000 and 2002, 71% of immigration applicants claimed
ability in at least one official language (with 29% having no ability in
either language) and 10% of the 71% said they spoke both English
and French.®

= Language fluency is one of seven “key determinants for successful
integration of immigrants ... "®

= The Canadian population grew more rapidly between 2001 and 2006
(+5.4%) than in the previous inter-census period (+4.0%). This
acceleration was due to an increase in international migration. Two-
thirds of Canada's population growth was attributable to net
international migration.”

' The Canadian Labour & Business Centre. Towards Understanding Business, Labour, and Sector Council
Needs and Challenges Related to Enhanced Language Training. (June 2004.)

? Citizenship and Immigration Canada. Facts & Figures 2006: Immigration Overview.

> HRSDC Report. Knowledge Matters: Skills and Learning for Canadians. Page 51.
www.hrsdc.gc.ca/eng/cs/sp/collaboratives/9999-000106/knowledge.shtml

* Statistics Canada: Longitudinal Survey of Immigrants to Canada: Process, Progress, and Prospects. 89-
611-XIE.

> Statistics Canada: Longitudinal Survey of Immigrants to Canada: Process, Progress, and Prospects. 89-
611-XIE.

S HRSDC Report. Knowledge Matters: Skills and Learning for Canadians. Pages 52—53.
www.hrsdc.gc.ca/eng/cs/sp/collaboratives/9999-000106/knowledge.shtml

7 Statistics Canada. Population and Dwelling Counts. The Daily (Tuesday, March 13, 2007).
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SECTION I: INTRODUCTION

What is the Canadian Language Benchmarks Standard?

The Canadian Language Benchmarks (CLB) standard is a
vital tool to help counsellors and HR professionals
understand the language levels of adult ITIs whose first
language is neither English nor French. In 1996, a Canadian
standard for English as a Second Language was developed;
it was called the Canadian Language Benchmarks, and was
revised in 2000.* The French version was developed later.?2
The CLB standard is used to measure adult ITIs’ language
skills to assist with their education, training and settlement
needs.

The CLB 2000 covers four skill areas: reading, writing,

Language is the key.

speaking and listening, and uses real-life language tasks. There are three stages and

twelve levels in the CLB 2000.
The Canadian Language Benchmarks standard:

= Indicates language level

= Lets everyone use the same words when talking about language skills

= Helps employers and HR professionals understand the levels of language needed

for success in the workplace

= Helps workplace trainers develop relevant workplace training programs

= Gives trainers clear information about learners’ language skills and needs

= Provides colleges and other training programs with information on how well a

learner might do in a program

= Gives learners information about their language skills and how they meet training

or employment requirements

You may find CLB scores used:

= On assessment reports

= As an entry point for training programs

How will | know what benchmark an ITI is?

The ITI may have been assessed using a tool such as the Canadian Language
Benchmark Assessment (CLBA) or the Canadian Language Benchmark Placement Test

(CLBPT), and may show you an assessment result form.

The chart on the next page illustrates the three stages and twelve benchmarks that are

the foundation of the CLB.

' Find out more about the CLB at www.language.ca.

? The French benchmarks are called les Niveaux des compétence linguistique canadien or NCLC.

Work Ready * Centre for Canadian Language Benchmarks 3
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SECTION I: INTRODUCTION

CLB Stages and Benchmarks
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CLB 2000: Chart Overview

The shaded square indicates that a speaker is at CLB level 1 (or CLB 1) in speaking. A
newcomer can be CLB 1 in all four skills or may have different levels in each skill.
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SECTION I: INTRODUCTION

CLB Competencies and Sample Tasks

The following chart shows what reading and writing tasks an ITI can do at each of the
three CLB stages. The chart describes the skill that is being demonstrated, the tasks
used to demonstrate competency and how a learner at each of the three stages should
be able to address a task.

CLB Competency
and Sample Tasks

Competency:

Reading
Instructional Texts

Sample Task:

Competency:

Writing and
Recording
Information

Sample Task:

At Stage I/
Benchmark 1,
an ITI can:

Read very simple,
short everyday
instructions.

Read one-step
instructions in forms
(e.g. print, copy,
circle, underline, fill
in, check, draw).

Copy words and

phrases to record
short information
for personal use.

Copy information
from a schedule
(e.g. name,
address, time) into
a timesheet.

At Stage II/
Benchmark 6,
an ITI can:

Read short common
instructions and
instructional texts.

Explain/give
warnings and
instructions (e.g.
explain chemical
product labels on
dishwasher
detergent
containers).

Reproduce and
record simple- to
medium-complexity
information for
various purposes
(e.g. take notes,
make summaries,
and identify main
points).

Take point-form
notes from a one-
page written text or
from a 10-15
minute oral
presentation on a
practical topic.

At Stage III/
Benchmark 12,
an ITI can:

Read extensive,
very complex
and/or specialized
instructions

and instructional
texts.

Read selected
personnel policy
regulations and
instructions (e.g. a
health and safety
manual), and apply
the information to a
specific situation.

Select and
reproduce very
complex information
from multiple
sources in a variety
of formats.

Write an article or
paper for a public
forum, presenting a
synthesis or an
overview, based on
multiple pieces of
research or other
publications.

Work Ready * Centre for Canadian Language Benchmarks 5
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Frequently Asked Questions about the Canadian Language
Benchmarks Standard

Question: Is the CLB standard equivalent to a grade level?
Answer:

No, the CLB standard is not equivalent to a grade level. It is a standard that describes
the communication skills of adult immigrants who have a first language other than
English in terms of twelve levels or benchmarks. The CLB uses specific everyday
communication tasks to demonstrate a person’s language ability. The CLB is a measure
of an individual’s language proficiency, not intelligence.

Question: Is the CLB standard well researched and documented?
Answer:

The CLB standard is extremely well researched and documented. It is based on a
sound theoretical framework. To find out more, read the Theoretical Framework
document at language.ca.

Question: Is the CLB standard a curriculum?
Answer:

The CLB standard is not a curriculum; however, the CLB standard can provide a
framework for curriculum materials. The steps involved in applying the CLB as a basis
for curriculum and course design are outlined in Chapter Six of Canadian Language
Benchmarks 2000: A Guide to Implementation (available at language.ca). Using the
CLB, curriculum materials have been successfully developed for federally-funded
language-training programs as well as for school boards, colleges and private service
providers across Canada.

Question: Is the CLB standard a language test?
Answer:

No, the CLB standard is not a language test. It is a framework for describing,
measuring and recognizing the language proficiency of adult immigrants who speak a
first language other than English. Assessments that test language proficiency against
the CLB include the Canadian Language Benchmark Assessment (CLBA) and the
Canadian Language Benchmarks Placement Test (CLBPT).

Question: How does the CLB standard relate to learning levels?
Answer:

The CLB standard provides descriptions of twelve communicative proficiency levels in
four skills: speaking, listening, reading and writing. The twelve levels are divided into
three stages:

6 Work Ready « Centre for Canadian Language Benchmarks
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SECTION I: INTRODUCTION

Basic Proficiency (Stage | — CLB Levels 1-4): The ITls can communicate in common
and predictable settings to meet basic language needs and to carry out everyday
activities.

Intermediate Proficiency (Stage Il — CLB Levels 5-8): The ITls can participate
more fully in social, educational and work-related settings. They can use English more
independently in situations that are less familiar and predictable.

Advanced Proficiency (Stage IIl — CLB Levels 9-12): The ITls can communicate
effectively, appropriately, accurately and fluently in most settings. At this stage, they
can demonstrate a sense of audience and can communicate using appropriate style,
tone and formality.

Question: How quickly can someone learn English?
Answer:

This depends on the individual. Adult learners progress at different speeds when
learning English or other languages. Some factors that may affect language learning
progress include:

= Exposure to the new language and the opportunities to practice

= Motivation for learning the language (e.g. for academic or work purposes)

= The teaching method used (e.g. if a lecture method is used, a learner may
develop good listening, reading and writing skills but may have poor
speaking skills)

= Literacy level in the first language

= Age (i.e. the older the learner, the longer it usually takes to learn a language)

Question: What are Essential Skills?
Answer:

Essential Skills are a set of nine skills that were selected by Human Resources and
Skills Development Canada (HRSDC) as being closely connected to life and work. The
nine skills are: Reading Text, Document Use, Numeracy, Writing, Oral Communication,
Thinking Skills, Working with Others, Continuous Learning and Computer Use. Many of
the skills have complexity ratings (which are different from CLB levels). The skills are
used in Essential Skills Profiles, which describe common job tasks done in specific
occupations.

Question: What are the CanDo checklists?

Answer:

CCLB CanDo checklists give a general idea of a learner's English skills at each
benchmark. They are meant for the learner's general information only. If a specific
benchmark is required for placement, training or other situations, then a formal
language assessment should be done by a certified language assessor. The checklists
are useful for counsellors to get a general idea of the language tasks that ITIs can do
at each benchmark.

Work Ready * Centre for Canadian Language Benchmarks 7
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Question: What is the purpose of the CLB?

Answer:

The purpose of the CLB is to provide a common standard that:

Describes the language proficiency of adult ESL learners in Canada

Provides coordination and consistency in measuring learners' progress in ESL
programs throughout Canada

Recognizes learners' progress in language learning programs throughout
Canada

Assists in developing programs, curriculum and teaching materials for ESL
adults

Allows learners to see where they are in their language learning

Facilitates movement among ESL programs within and across regions

Permits greater portability of ESL credentials throughout Canada

Question: Where is the CLB being used?

Answer:

Since the CLB was introduced in 1996, increasing numbers of language training
programs have begun applying it when assessing and instructing ESL learners. Existing
curricula and classes have been benchmarked and new materials have been developed
to assist teachers in applying the CLB. Across Canada, the CLB is used in the following:

Language Instruction for Newcomers to Canada (LINC) programs in the
Maritime Region, Ontario, Alberta and Saskatchewan

All federal/provincial language training programs in British Columbia [English
Language Services for Adults (ELSA)] and Manitoba [Manitoba Immigrant
Integration Program (MIIP)]

Several provincially-funded ESL programs in post-secondary and private
institutions

Enhanced Language Training (ELT) programs

Many Teaching English as a Second Language (TESL) and Teachers of English to
Speakers of Other Languages (TESOL) teacher-training programs

Employment and training programs to set standards for access to numerous
professional and trade programs

Colleges and universities to determine the language proficiencies needed for
admission

Over 70 federally-funded national assessment centres

Question: Who developed the CLB standard?

Answer:

The CLB standard was developed by the Government of Canada. In 1993, a National
Working Group on Language Benchmarks was set up to guide the design and
development of a language proficiency standard. The National Working Group was
made up of ESL teachers, learners and academics, along with representatives from
federal, provincial and territorial governments.

Work Ready « Centre for Canadian Language Benchmarks
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Language Assessment

This section provides information on where to refer ITls or employees for a language
assessment or to have their educational or training credentials assessed for
equivalencies.

Where can a client receive a language assessment?

Assessments may be carried out at assessment centres or through school boards,
settlement agencies and colleges depending on the program for which the client is
applying. Look on provincial and territorial web sites for a list of assessment centres.

Assessment centres usually use one of the following tools:

= The Canadian Language Benchmarks Assessment (CLBA)
= The Canadian Language Benchmarks Placement Test (CLBPT)
= The Canadian Language Benchmarks Literacy Assessment (CLBLA)

Who qualifies for free language assessments?

Eligibility for free language assessment varies across Canada. Consult your provincial
or territorial website for ESL or language assessment information.

Most immigrant service organizations and school boards offering ESL classes can help
in finding a Language Assessment Centre or they will carry out the assessment
themselves. In some provinces, these are called LINC Assessment Centres. LINC
stands for Language Instruction for Newcomers to Canada. In BC, the equivalent is
English Language Services for Adults (ELSA). In Manitoba, the program is referred to
as English as an Additional Language (EAL).

The Canadian Language Benchmarks Placement Test (CLBPT) _
can be used to evaluate whether a learner has the required CA N A D IAN
benchmark levels to enter into a bridge-to-employment or _
workplace-preparation program. I-A N G U AG E
= CLBPT is a streamlined assessment tool that can be B E N CH MA R KS
used by trained assessors to place adult learners in
ESL programs. PLACEMENT

= A workplace version of CLBPT that has an employment
focus is used for assessing clients for placement into
ESL employment preparation programs.

CLBPT can be administered at assessment centres or by
trained assessors. A list of fee-for-service providers is
available at language.ca.

What is the WLA pre-screening tool?

A new Workplace Language Assessment (WLA) Pre-Screening Tool is available to help
counsellors direct clients to appropriate pathways. Contact CCLB to determine if this
tool is appropriate for you.
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What are the CanDo checklists?

CCLB has developed a series of CanDo checklists, which were originally intended for
learners to use as a quick self-assessment of what they can do with language from
benchmarks 1-10. These checklists can also help counsellors identify the language
competencies of learners at each of these benchmarks. They can help HR professionals
identify some of the language requirements of jobs for which they are trying to find
employees.

The CanDo checklists can be downloaded free of charge at language.ca.

Literacy and English as a Second Language (ESL)

There is often confusion between literacy and the ability to speak a second language
well. Generally, ESL literacy learners are people who are not functionally literate in
their own language, for a variety of reasons. An exception may be ITIs who have come
from a country with a non-Roman alphabet; they may be literate in their first language
but may need literacy support in English. The table below provides some examples of
immigrants who may or may not have literacy issues.!

The learners may:

Examples:

Be speakers of a language that lacks
a written code.

Some people who immigrated to Canada from
conflict zones in the late 1970s and early
1980s.

Have had very little education
(maybe one or two years) in their
home countries. This could be
someone who is illiterate but who
lives in a literate society.

An individual from an agricultural country who
has farmed all his life and has never needed to
read and write until coming to Canada.

Have gone to school for up to eight
years but with irregular attendance
due to family responsibilities, ill
health, war, etc. Often these learners
lack skills associated with studying.

This could describe an older person who grew
up in Europe after the Second World War and
reached grade four before quitting school to
work. Another example could be a person from
a war-torn country who learned to read and
write but whose education was continually
interrupted by conflict.

Have come from a country with a
non-Roman alphabet. They will have
difficulties learning to read English,
and adjusting to new sounds and
structure, but often have developed
study skills, which can transfer to a
second language situation.

People who come from a country with a non-
Roman alphabet may be split into two sub-
sections:

i) Those who are literate in their own
languages but the language uses a non-Roman
script, e.g. Russian, Greek, Chinese and
Punjabi. These learners can usually learn fairly
quickly but need to learn the English writing
system.

iil) Those who are able to write in their first
languages could be anywhere along the
literacy continuum.

' Adapted from Canadian Language Benchmarks, 2000: ESL for Literacy Learners. L. Johansson et al.
Note: this publication is available in English and French.
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If you believe a client or employee has literacy needs, it may be necessary to consult
an experienced, literacy language trainer who will carry out a thorough language and
literacy needs assessment.

Literacy and ESL Assessments

Deciding whether an ITI has the language skills for employment is often difficult. There
are immigrants who, for a variety of reasons, have few or nonexistent literacy skills.

= The CCLB has developed an assessment for basic literacy, called the Literacy
Placement Test (LPT), based on the Canadian Language Benchmarks 2000: ESL
Literacy Benchmarks.

= Some assessment centres also use the Canadian Language Benchmark Literacy
Assessment (CLBLA). Contact your local assessment centre for more information on
either the LPT or the CLBLA.

CLB and Essential Skills (ES)

Canadian Language | Niveaux de compétence
Benchmarks/ linguistique canadiens/
Essential Skills Compétences essentielles

Together, the Canadian Language Benchmarks and Essential Skills support the
successful integration of adult newcomers and immigrants into the workforce:

= Workplace trainers and career counsellors can use the Canadian Language
Benchmarks to understand the language skills needed to perform tasks related to a
specific job, and can create appropriate workplace training and development
programs

= Employers, governments and sector councils can identify and understand the
language skills required for success in the workplace

= Internationally trained individuals can access Essential Skills resources to see
job-specific competencies and requirements, and understand the language levels
needed to meet those requirements

Work Ready * Centre for Canadian Language Benchmarks 11
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The CLB standard describes second
language proficiency and the ability to
communicate in the workplace and in
the community. It uses language tasks
to demonstrate competencies in
listening, speaking, reading and writing
skills.

HRSDC's Essential Skills for the
workplace are enabling skills, such as
reading and oral communication, which
help users participate fully in the
workplace and the community. Most of
the nine Essential Skills have a scale
that describes levels of task
complexity.

Essential Skills Profiles describe how
specific skills are used in given
occupations.

Information on Essential Skills

To find out more about Essential Skills, check the www.itsessential.ca website or
search Human Resources and Skills Development Canada's website.

Overview of initial ES/CLB comparisons

CLB LISTENING Essential Sidlls Canadian Language Benchmarks

Essential Skills CLB SPEAKING
Level | CLB5 &6 CIB56&7 Level | CLB4&5
Level 2 CLB 6,7 &8 CLB7 &8 Level 2 CLB6&7
Level 3 CLBE9& 10 CLB9&I10 Level 3 CLB 8
Level 4 CLB Il &2 CLEII & I2 Level 4 CLB 9
; Level 5 CLBI10.11,& 12
Essential Skills Canadian Langiiage Benchmarks Document Use
Level 2 cLes Level | CLB3,4&5
Level 3 CLB7.8&9 B ) CLBS & &
CLB 10 Level 3 CLB7 &8
Level 5 7. CLB Il &12 Level 4 CLE9 & 10
Level 5 CLB Il &I12
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Table: CLB and Essential Skills Fast Facts

Canadian Language Benchmarks Essential Skills

The CLB standard was developed for people Essential Skills were developed for people
who have English or French as their second who have English or French as their first

(or possibly third or fourth) language. language.

The CLB standard describes the speaking, Essential Skills describe workplace tasks in
listening, reading and writing language tasks | terms found in Essential Skills profiles or in
that a person might perform at home, at the national occupational standards

work or in the community. developed by sector councils.

The CLB standard describes specific Essential Skills describe speaking and
language tasks separately for speaking and listening skills as Oral Communication.
listening.

The CLB standard describes language task Essential Skills have nine skill areas:
competencies in four skill areas: speaking, Reading Text, Document Use, Numeracy,
listening, reading and writing. The Writing, Oral Communication, Working
competencies are described over three with Others, Thinking Skills, Computer Use
stages and 12 levels. and Continuous Learning.

Some Essential Skills have assigned
complexity levels to four or five levels (i.e.

ES1-ES4/5).
CLB /NCLC are the national standards for Essential Skills are a national standard;
English and French proficiency for they are a framework of skills for life, work
immigrants in Canada. and learning.
See language.ca for more information on See www.itsessential.ca for more
CLB/NCLC. information on Essential Skills.

Some newcomers may have skills that fall below the range of equivalency. See
www.itsessential.ca for more information on how to relate CLB to Essential Skills using
the Comparative Framework.
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Occupational Language Analysis (OLA)

The CCLB has developed a series of Occupational Language Analyses (OLAs). Each OLA
provides a description of specific language and occupation-specific tasks based on
standardized occupational standards. OLAs are available in English and French.

To find out more about how to use OLAs, watch the OLA Orientation on the Work
Ready online site. You can also view one of the OLAs from either the online database
or from the www.itsessential.ca website in the Language Analyses section.

Twenty OLAs have been developed as of autumn, 2009. The following 14 OLAS,
developed for tourism-sector occupations, are available at www.itsessential.ca:

= Bartender

= Cook

= Event Coordinator

= Food and Beverage Server
= Food Service Counter Attendant
= Freshwater Angling Guide
= Golf Club Manager

= Guest Services Attendant
= Hotel Front Desk Agent

= Kitchen Helper

= Line Cook

= Taxicab Driver

= Tour Guide

= Travel Counsellor

The following page shows the first page of an eight-page analysis of the language and
Essential Skills required to work as a hotel front desk agent. The complete OLA (and all
other OLASs) can be found at www.itsessential.ca.
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Occupational Language | Analyse linguistique
Analysis des professions

HOTEL FRONT DESK AGENT (NOC # 6435)
Job Definition’:

Hotel Front Desk Clerks make room reservations, provide information and services to guests and receive
payment for services. Hotel Front Desk Agents typically perform guest functions such as selling rooms;
taking, modifying and cancelling reservations; and processing guest arrivals and departures. In addition,
Hotel front desk agents are required to manage financial transactions, use technology, communicate well,
and oversee areas of guest security and safety. They are employed by hotels, motels and resorts.

Additional Occupational Information?:

Hotel front desk agents are at the centre of property operations. They are often the first and last contact
with guests; therefore, hotel front desk agents should be outgoing, flexible and able to deal with the public,
maintaining their professional composure when resolving problems. They are required to develop guest
loyalty by not only meeting but by exceeding guest expectations.

Overview:

This Occupational Language Analysis (OLA) presents Canadian Language Benchmarks (CLB) competencies and
typical listening, speaking, reading and writing tasks performed at a competent level by hotel front desk
agents. The tasks are illustrative only, and do not provide a complete sample of what a hotel front desk
agent does on the job. Other essential skills such as numeracy and computer skills are beyond the scope of
the OLA. The OLA was validated by a panel of people employed in the occupation and by CLB experts. It was
developed by CLB experts using three key resources:

¢ the Canadian Language Benchmarks 2000, Centre for Canadian Language Benchmarks and
Citizenship and Immigration Canada

« the National Occupational Standards for Front Desk Agent (2" Edition); Canadian Tourism
Human Resource Council

e the Essential Skills Profile for Hotel Front Desk Clerks (NOC 6435), Human Resources and Skills
Development Canada

For a more complete picture of the competencies that are needed to perform this occupation, refer to the
source documents.

1 Essential Skills Profile for Hotel Front Desk Clerks (NOC 6435), Human Resources and Skills Development Canada, and National Occupational
Standards for the Canadian Tourism Industry: Front Desk Agent (2" Edition)
2 National Occupational Standards for the Canadian Tourism Industry: Front Desk Agent (2nd Edition)

Centre for Canadian Language Benchmarks © August 2005 1 OLA: Hotel Front Desk Agent
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SECTION II: INFORMATION
AND RESOURCES FOR COUNSELLORS

Helping ITIs Prepare for Job Interviews

Preparing ITIs for interviews can be challenging. In some countries, job interviews are
not usual, so for many newcomers, learning how to respond to interview questions is a
new skill that has to be learned. Some of the information that interviewees are
typically asked to provide may be considered inappropriate in certain cultures. For
example, in some cultures, identifying personality traits or promoting oneself may be
seen as impolite, even as bragging. Likewise, identifying a weakness could be seen as
losing face.

The following is a list of common interview questions,

when helping ITls prepare for an interview.

and tips for rephrasing them,

Question or

What the interviewer

How the interviewer might

major
weaknesses?

statement wants to hear rephrase the question
la. Can you tell me One good skill or quality and | can you tell me your best
your greatest supporting evidence. quality as a worker?
strength?
Note: The word strength may .
cause confusion in this ng\:’g;ﬁu:i Zﬁueiesglzg)
context. Yy ployee?
Some people find it "
uncomfortable to talk about What do you do best at work?
themselves in flattering terms
for cultural reasons.
1b. What are your Self-recognition of any What do you find most difficult

problem areas that the
applicant may have.

Note: Responding to this
question may lead to a loss
of face.

to do at work?

Are there any work-related
skills that you want to
improve?
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Question or

What the interviewer

How the interviewer might

statement wants to hear rephrase the question
2. Why should we Why the applicant is special. | 1|l me why 1 should hire you
hire you? for this job and not one of the
Characteristics and qualities | other candidates.
that the applicant brings to
the position. What skills or experiences can
you bring to this position that
Note: This is a hard question other candidates cannot?
for many people from other
cultures because it is not
considered polite to talk about
themselves in flattering terms
or to appear to be providing
negative comments about
others.
3a. Are you That the applicant can carry | are you able to talk easily on
comfortable: out that part of the job fairly | ¢he telephone?
easily.
Talking on the Do you understand most of
telephone? Note: Some ESL speakers what is said on the telephone?
may take this literally and
or simply answer no.
3b Part of the work The implied question is
’ involves: sometimes confusing for an
ESL speaker.
Talking on the
telephone.
4. What prompted The reasons for applying for | \what interests you about this
you to apply for the job. job?
this job?
Note: Encourage the . S
applicant to talk about Wh){) does this position interest
career goals as well as you:
practical circumstances (e.g.
the need to support a Why do you want to work here?
family).
5. Where do you see | Some sense of duration: What are your future work
yourself five years | permanence and possibly plans?
from now? ambition.
Are you interested in advancing
in this company?
What are your long-term
ambitions?
What kind of position would you
eventually like to have?
18 Work Ready « Centre for Canadian Language Benchmarks
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Question or
statement

What the interviewer
wants to hear

How the interviewer might
rephrase the question

Tell me about
yourself.

Work experience
Education

Aspirations

Please tell me briefly a little bit
about yourself.

Can you tell me a few
interesting facts about yourself?

Are you a team
player?

Whether the applicant
prefers to work alone or as
part of the group.

Note: Being a team player is
not a familiar concept in
some cultures. Be prepared
to rephrase the question.
This question needs a strong
introduction to set the context
for the candidate.

We value people that can work
well with other people ... .

In this job, you will be expected
to share ideas and work on
projects with others ... .

Can you give me some
examples of when you worked
as part of a (e.g.
engineering) team?

Do you prefer to work alone or
with others?

What
qualifications do
you have that will
help you to be
successful in this
position?

The strengths and personal
traits that indicate that the
applicant is right for the job.

Note: This is very difficult
for some cultures. It is
unacceptable to boast.
Conversely, individuals from
other cultures may not want
to lose face so may over-
exaggerate abilities.

How will your experience and
education help you to be
successful in this position?

What personal qualities or
experience will help you to be
successful in this position?

What special qualities do you
have that will make you
successful in this job?

Tell me about
your mo