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PREFACE

Every few weeks we fill a Calgary downtown boardroom to 
deliver a session on job search tactics. We have approximate-
ly two hours to work with 15 to 20 eager participants from all 
walks of life.  Some just starting out. Some seasoned veter-
ans with decades of know-how. Many new to Calgary. Most 
with little to no oil and gas experience. Despite their differ-
ences, these individuals have one thing in common: they 
all want to land their next great job in Calgary’s booming 
oil and gas industry. And who can blame them. Oil and gas 
jobs are bountiful here and provide a myriad of challenging 
and rewarding positions. 

During these afternoon sessions, we cover a full range of tips 
on resume and letter writing, networking and interviewing.  
Time and again we have been asked by local and interna-
tional candidates to write down our advice. Taking those 
requests to heart, we are thrilled to bring you our newest 
offspring, Want to Work in Oil and Gas?  

This book is intended for people who want to break into or 
make a move inside the oil and gas (O&G) industry. Our 
advice comes directly from our experiences with hundreds 
of job search clients and dozens of client companies. While 
the tactics we discuss are readily transferable to all indus-
tries, our focus is concentrated on O&G and the Calgary 
market. 



As you will soon discover, the O&G industry has a unique 
personality, especially in Calgary. It’s a city with heart and 
an industry comprised of philanthropists and volunteers. 
It’s also a science-based business run by those who must get 
oil and gas out of the ground at the most reasonable price 
and using the best technologies. 

Throughout this book we will teach you, our reader, how 
to present yourself and your resume in a way that appeals 
to all types of O&G professionals – with specific, measured 
results. When connecting with industry people, being able 
to prove your contribution to a company’s bottom line will 
be one of your most critical tools.

In large part, we believe your success will be realized by the 
connections you make. Indeed, resumes are important, and 
we do cover some excellent strategies for creating resumes 
that get read.  But neither of us has ever been hired because 
of our stellar resume. Instead, we connected with people 
through networking and volunteering and were then led to 
the right jobs. This book will help you create opportunities 
to be in the right place at the right time, and then to know 
what to do and say when you get there. 

Read on and enjoy! Those who do follow our suggestions 
have had great success in breaking into O&G and then 
moving forward to lead exciting O&G careers. We hope 
you, too, will soon join this tight-knit family. 

Blessings,
Catherine Brownlee and Heather Johnson
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CHAPTER 1 
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INDUSTRY?



13 SO  YOU WANT TO WORK IN CALGARY’S OIL & GAS INDUSTRY?  

So you want to work in Calgary’s oil and gas industry?  
Excellent – we’re ready for you! 
Calgary is consistently Canada’s 
top economic performer boasting a 
diversified economy and an enthusi-
astic, entrepreneurial and well-edu-
cated workforce. There is just one 
problem: there aren’t enough skilled 
people to fill all the exciting employ-
ment opportunities being created in 
this thriving city. As was recently 
reported in the Calgary and Area 
Labour Market News1 , “Calgary and 
Alberta remain the bright lights in 
the Canadian economy. New jobs in 
the province and city are soaking up 
all the labour the rest of the country 
can throw our way.” What is more, 
the city’s job market is expected to 
create 90,000 new positions over the 
next four years. And those jobs pay 
well: the average per-capita income in 

A city to be 
 proud of

“Calgary is the most dynamic 
city in the country…Energy is 
the commodity of the 21st 
century, making Calgary 
a destination and career-
maker. Calgary is in a current 
state of robust job creation, 
despite a global shortage of 
talent. For three out of four 
of our businesses, the labour 
shortage is the number one 
issue. With so much corporate 
change in Calgary, this huge 
churn makes for new oppor-
tunities. Companies here will 
continue	 to	 scramble	 to	 fill	
spaces well into the future.”  

Heather Douglas,
President and CEO
The Calgary Chamber of 
Commerce

____________________ 

1Labour Market News, Calgary and Area, December 2006, Alberta Human 
Resources and Employment, www.employment.gov.ab.ca/Calgary-Enews
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Calgary for 2004 was $39,150 per year. That’s significantly 
higher than the national average of $30,560 and is over $5,000 
higher than Toronto’s income average2.

HigH EnERgy gROwTH

Calgary’s prosperity is indeed driven by the energy industry. 
Known as Canada’s “Oil Patch,” the city is home to most 
of the country’s oil and natural gas producers. Major firms, 
like EnCana, TransCanada Pipelines Ltd., Canadian Pacific 
Ltd., Amoco Canada Petroleum Ltd., Petro-Canada, Suncor 
Inc. and Shell Canada Ltd. have established head offices in 
our city, and more are coming. As a result, Calgary has a 
large concentration of expertise in oil and gas (O&G) tech-
nologies, petrochemical engineering, construction, natural 
gas compression and heavy oil development and engineer-
ing. Calgary is also home to a large portion of Canada’s 
energy service industry. This includes engineering, geologi-
cal and data processing.

If you already have O&G experience, and want to make a 
shift within the industry, this book will help you brush up 
on your networking and resume-writing skills. 

If you have not yet worked in O&G but would like to, or 
if you are from another country and want to break into the 
Calgary market, then this book is a must read. Whatever 
your experience, in whatever industry, you very likely have 

____________________ 

2Labour Market News, Calgary and Area, December 2006, Alberta Human 
Resources and Employment, www.employment.gov.ab.ca/Calgary-Enews
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valuable skills that will transfer to O&G. We can help you 
identify those skills, choose companies to approach, and rec-
ommend some practical, and even a few unorthodox, ways 
to meet the right people and break into Calgary’s close-knit 
O&G community. Read on!

nEw yORk, lOndOn, TOkyO 
… And nOw CAlgARy

Calgary is currently experiencing 
one of its cyclical “boom” economic 
periods largely due to high oil and gas 
prices and the ramp-up phase of de-
veloping a number of unconventional 
energy sources, including the oil sands 
in northern Alberta. Downtown, con-
struction cranes are flying high. 

Canada’s leading national newspaper, the Globe and Mail, 
recently reported that Calgary’s downtown has joined the 
world’s elite – at least when it comes to renting office space. 
“The vacancy rate in the best downtown towers has dropped 
to a nearly imperceptible 0.2 per cent, making it one of the 
toughest places on earth to rent an office.”3  Developers are 
building towers as fast as they can, with four towers ex-
pected to come on stream in 2007. EnCana’s billion-dollar, 
59-storey tower, “The Bow”, targeted for completion in 
2010, will fill two city blocks. The new floor space should 

Bursting at the 
seams

Not too long ago, we got 
together with engineering 
employees in a downtown 
pub	 near	 their	 office.	 One	
colleague joked that he had 
a solution to the company’s 
shortage	 of	 office	 space:	
“Start piling desks on top of 
each other!”

____________________ 

3Employer Labour Market News, Calgary and Area, July 2006, Alberta Human 
Resources and Employment, www.employment.gov.ab.ca/Calgary-Enews
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bring the vacancy rate up to a more manageable level. In the 
meantime, Calgary downtown office rental rates are easily 
the highest in Canada.

OH givE mE A HOmE…
The city is crackling with energy that can be felt when 
simply walking downtown. Parking lots are jammed by 7:30 
a.m., and all those who arrived for work between 6 and 7 hit 
the nearest Starbucks for their 8:30 a.m. coffee break, the 
time when the rest of the country usually starts work. Young 
people are buying jets and private islands with the proceeds 
from oil revenue, but may not be able to buy a house; com-
petition for new house listings is fierce.  The influx of people 
into the city is revving up the residential real estate market 
as well. The Calgary Real Estate Board recently reported 
that the average sale price of a home in Calgary (single-
family, condominium and mobile home) rose by 38.17% to 
$345,673 from 2005’s average of $250,906.4Prospective buyers 
line up outside the night before condominium buildings are 
open for sale. These buildings often sell out by noon. 

OPEn PEOPlE, OPEn dOORS

Calgary is a great place to live. It’s one of the easiest places 
in the world to meet new people (largely because many other 
people are new to the city, too). Very seldom will you run 
into someone actually born in Calgary. Most of the popula-
tion hale from Saskatchewan, Ontario, the Maritimes, Asia 

____________________ 

4Calgary Herald, January 23, 2007.
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and Africa. Calgary was a small city when we were growing  
up here, with a population of 250,000 in the ‘60s. It has re-
cently grown to over a million people, most who have come 

from somewhere else.

Most Calgarians came here from 
elsewhere and have had to start from 
scratch with making friends and creat-
ing community. This cultural approach 
continues today and creates a climate 
of openness to newcomers. People in 
Calgary are more likely to make time 
for you than would be the case in older 
established communities. 

Old money in Calgary was made 
from farming and ranching. Most 
of the wealthy people we know in 
Calgary grew up working on farms 
and ranches, and while they under-

stand the value of hard work, they remain very laidback. 
There is little pretension in this city. Calgary is famous for 
its “White Hat Hospitality.” When visitors come, we give 
them a white hat as a symbol of the Calgary Stampede and 
to demonstrate our warm welcome. We are a city of people 
who roll up our sleeves and make pancakes on 8th Avenue 
during Stampede and ride around in ATVs and snowmo-
biles simply for fun. 

Heather’s view of 
old versus new

“I lived on the Westside of 
Vancouver	 for	 five	 years	
where the old established 
families reside. These are the 
Canadian Old Money fami-
lies with traditions of certain 
ways of doing things, clubs 
to belong to, churches to go 
to and old established re-
lationships. That is a much 
more	difficult	social	milieu	to	
engage in.”

In Calgary the door is open; 
you just have to knock.
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In an authentic environment like this, the more you are 
yourself, the greater your hope for success. There is little 
judging going on because Calgary doesn’t have an estab-
lished rulebook. It is easy to meet people in a city where 
people pride themselves on their friendliness and on being 
down-to-earth. 

Calgary boasts the highest Internet use, library use, and the 
highest degree of education in Canada. The majority of deci-
sion makers in Calgary are educated and enlightened people 
who have traveled the world and are highly cultured. While 
they do, at first, trust people who are similar to them, they 
are also open-minded to other cultures and contributions. 

vOlUnTEERiSm iS THE HEART OF THiS CiTy

Volunteerism has become an important part of the Calgary 
culture, resulting in the highest volunteer rate in the 
country. Take W. Brett Wilson, chairman of FirstEnergy 
Capital Corp and recipient of numerous honours over the 
years, including Avenue Magazine’s 2006 and first annual 
“Person of the Year” award. Brett financially supports and 
works closely with a number of charities. A few years ago, 
for example, Brett climbed to the top of Mount Kilimanjaro 
in support of Alzheimer’s disease. (Brett had completed ra-
diation treatment for cancer recently himself.) He claims 
the trek was a celebration of life for him; a life that involves 
a generous giving back to the community.  

Calgary is a city renown for those who donate their time and 
money for worthy causes: people can be counted on to pitch 
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in. Most of the people we know who worked hard making 
millions are now working hard to give it away! Heather at-
tended the Woodrow Wilson Awards Dinner in October 
2006 and saw Harley Hotchkiss win the “Community 
Service Award.” In addition to directing the Board of the 
NHL, Harley donated millions to the Calgary Neurological 
Centre. Harley was brought up on a farm in Saskatchewan. 
He came to Calgary after he graduated as a geologist, did 
very well financially, and is now spending much of his time 
serving his community.

Volunteers have also been at the heart of the Calgary Ex-
hibition & Stampede since its inception in 1912. Over 2000 
volunteers – a great many from the O&G sector – work 
year-round to organize the events and activities that take 
place during the Stampede and throughout the year.  

We will talk more about volunteerism in later chapters. The 
Calgary volunteer frenzy is a trusted door opener for the 
job seeker. In fact, Catherine landed her first several jobs 
in sales and O&G precisely because of her volunteer and 
charity efforts.

wORk HARd, PlAy HARd 
Calgary’s proximity to the spectacular Rocky Mountains 
provides tremendous opportunities for outdoor activities 
including hiking, skiing, fishing and camping. If you are 
from a warmer climate, you’ll be happy to learn that while 
Calgary does, indeed, experience a Canadian winter, it also 
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enjoys warm breaks, thanks to the warm Chinook winds 
that blow down from the mountains.

The city itself is bisected by two rivers (the Bow and the 
Elbow). There are plenty of parks and over 400 kilometers 
of paved bike paths. As the city has grown (its population 
passed the one million mark in 2006), it has also experienced 
a tremendous growth in cultural, artistic, ethnic and religious 
centres. Calgary remains proud of its legacy of world-class 
facilities from the 1988 Winter Olympics and continues to 
build recreation and entertainment complexes to keep pace 
with its burgeoning growth.

A recent study from Geneva, Switzerland, placed Calgary 
among the top 15 cities with the best quality of life in the 
world. There’s no better time than now to find out why.



CHAPTER 2 

PREPARING FOR 

BREAKTHROUGH: WHAT 

DO YOU WANT? WHAT 

CAN YOU OFFER?
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Before you begin putting yourself out there, you must 
know what you want. What is it that you believe in? What 
do you stand for? What gets you jazzed at work? What in-
terests you the most? What are you willing to do – and not 
do? What can you offer?

Self-discovery is where you begin. This is the time to assess 
your skills and interests and all the other factors important 
to your career. Through your experiences with work, school, 
hobbies, social activities, volunteer work and leisure activi-
ties, you have already developed hundreds of skills and pref-
erences. Now is the time to mine your past and choose the 
skills, interests and values you want to take forward.

Remaining centred in the midst of  
a job market feeding frenzy

It seems like a job hunter’s dream: employers tripping over 
each	other	to	fulfill	your	every	want	and	need	in	frantic	attempts	
to entice you to join their team. But, as an applicant in today’s 
frenzied job market, it remains critical to ensure that the needs 
being addressed are long term and core to your career goals. 
Jumping for the jelly beans – an immediate increase in salary or 
apparent promotion in status – may feel good in the short term 
but could prove to have been a Faustian “deal with the devil” 
later in your career.
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In recent years professionals within the career management 
and	 executive	 search	 fields	 have	 consistently	 witnessed	 the	
phenomenon of Baby Boomers who, in mid-career, confess that 
they have never liked their jobs. The typical story is of having 
passively fallen into inappropriate careers, enticed by employ-
ers’ incentives or the simplicity of not having to make an active 
decision. As I watch the decision making of many Gen X and 
Gen Y job seekers in the current boom scenario, I worry that 
today’s “golden opportunities” for these generations may also 
take a Faustian turn down the road.

There is no doubt that exceptional career opportunities are out 
there for the alert and diligent job seeker of whatever genera-
tional group. But the need for self-management of one’s career 
has not diminished one iota and, in fact, may have increased 
in the current situation. Taking the time to assess and explicitly 
inventory your career values, interests and goals will provide a 
decision framework within which you can critically assess op-
portunities and offers. This will also help to ensure you actively 
choose	career	directions	which	will	prove	satisfying	and	fulfilling	
for you in the long term.

And the good news: in this economy, the opportunities will wait for 
you. You can take the time to centre yourself and ensure you chart 
your own course to meet your career needs for today and the future. 

Murray Vines 
Murray is a registered psychologist and a seasoned career con-
sultant.  He currently serves as Program Director, Business & 
Professional Programs with the University of Calgary Continuing 
Education
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diSCOvERing wHAT yOU wAnT

Someone once said that when intention comes from a pure 
place, bearing fruit will be natural. We couldn’t agree more. 
Catherine likes to tell a story in our seminars about how 
her intentions have netted powerful results. Her dad was a 
tool push and from the time she was a little girl, she always 
wanted to work for the yellow trucks. When she got older, 
she learned the company was called Fracmaster Ltd, one 
of the world’s leading providers of high- pressure oilfield 
service equipment. Step by step, contact by contact, she did 
indeed end up at Fracmaster in the sales job of her dreams. 
Today she is leading one of the successful search firms in 
Calgary. 

THE lAw OF ATTRACTiOn

There is a “Law of Attraction” at work here, and it will work 
for you if you know how to use it. We believe that every-
thing that comes into your life you are attracting by virtue 
of your thoughts and the images you hold in your mind. 

Like attracts like, so if you hold onto the thoughts of what 
you want – let’s say working in O&G – those thoughts will 
help put you in the right place at the right time.

Try imagining yourself already in the O&G industry, 
working at the perfect job. Are you in downtown Calgary 
or out in the field? Are you with a large or small team? A 
producer, service or manufacturing company? Public or 
private? What type of work are you doing – sales, admin-
istration, accounting, production testing, roughneck? What 
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type of people surround you – aggressive, assertive, spon-
taneous, fun, passive, steady? What kind of hours are you 
working? 

Attract the job, the industry and the 
people that you want in your life by 
imagining it all in advance. Keep your 
dream job top of mind and talk about it 
as though you already possess it. You 
will be amazed at what is possible. 

Thinking about what you want and focusing on it with in-
tention is the first step in making dreams a reality. From 
here, you must be open to everything that comes your way. 
This is precisely how you attract possibilities and opportu-
nities to grow, learn and advance.  

STORyBOOking yOUR dREAm JOB

Catherine has certainly experienced this Law of Attraction 
first hand. When she was just 18 she put together a story-
book of what she wanted her life to look like. Using a picture 
collage and snippets of writing, she described living in a log 
home with a mountain view, owning her own business, 
traveling, writing a book, experiencing great relationships, 
and having an open door for anyone who needs it. Piece by 
piece, it has all come true.  

The more tools you use to articulate and visualize the type 
of job you want, the better able you will be to attract that job 
into your life. Cut out images from magazines and books 

It all starts with 
you

		Focus	on	what	you	want
				Believe	in	the	power	of	

intention
		Be	open	to	possibility
		Work	hard,	stay	positive	
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that align with your wants, dreams and desires. Write down 
ideas about a perfect day on the job. Share details with others 
about what you are looking for. (For free inspiration, check 
out Barbara Sher’s Wishcraft online at www.wishcraft.
com.)

ClimBing THE TREE

When Heather moved back to Calgary from Vancouver in 
the spring of 2005, she had $3000 and no home. Each day 
she felt like she climbed up a tree and then went far out on 
a branch, making offers to different people and companies. 
Many of these offers did not pan out. Each rejection felt like 
a branch had broken and down she crashed. The irony is 
that the further out one goes on the branch, opening oneself 
to making vulnerable offers, the better the reward. 

Heather actually found that once she had crashed down 
from a few branches, it actually became easier to shimmy up 
the tree again. The more connections she made, the stronger 
the tree, the more plentiful each branch. She did everything 
she could to hold the thoughts and images of a new life in 
Calgary. And it worked. Her business is thriving. 

ARTiCUlATing yOUR POTEnTiAl: yOUR SUCCESS 
STORiES ARE kEy!
We are strong advocates of Success Stories, or “PAR 
Stories” as they are sometimes called. Success stories are 
short stories that capture results you have achieved in the 
past. Stories need to be specific enough that they can be told 
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with a “Problem/ Action/ Result” (PAR) format. 

Successes include those times when you feel proud of your 
accomplishment. They are times when you feel you’ve 
made a difference or contributed something of value. We 
suggest that before connecting with employers you spend 
time writing out as many stories as you can to refresh your 
memory and make recall easier.  

Your stories can be dramatic or ordinary. What’s impor-
tant is that you feel proud of these experiences and feel good 

Be open to opportunity
Last	December,	a	client	dropped	by	our	office	in	the	late	after-
noon. He had broken into O&G by working through a tempo-
rary	personnel	firm	that	had	placed	him	at	an	independent	oil	
company. When Heather asked him how things were going he 
said, “Good for everyone who is full-time in the company -- they 
all just got a bonus today. The lowest bonus was $9000 for the 
mail room staff.” 

Heather asked why he wasn’t at work and he replied that the 
whole staff was at a Christmas party.  Then she asked him if 
his manager knew he was interested in full time work. When he 
said	no,	Heather	pounded	her	fist	on	the	table	and	told	him	to	
get himself over to the party and talk to his manager about his 
ambitions.

Off he went, and he got that full-time job. This story illustrates 
the amazing opportunities to make money in this city. More 
importantly, it shows how people fail to see the open door in 
front of them and how to go through it. That’s what this book 
will show you!
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about your involvement. For each story, start by describing 
a particular problem or situation you encountered. Then de-
scribe the action you took. Then describe the result. Give 
each story a title so that you will remember it easily.  

This may seem an onerous task, but it’s time well spent. 
Once you have your stories documented, you will begin to 
see patterns of skill sets emerge. Beyond your training, edu-
cation or work history, these stories provide concrete evi-
dence of your unique value to an employer. 

You will use these stories repeatedly when you begin to 
network.  They will help guide you to companies where you 
can add value. You will include them – in condensed ver-
sions – within your cover letters and resumes. And you will 
not succeed in a behavioural descriptive interview without 
a story lineup that proves you have the skills you say you 
have.  

Why document success stories?
Several good reasons. Success stories can:  
•	 	Energize	us	and	boost	our	confidence,	particularly	when	

making a career change
• Help us to see our skills and values more clearly
•  Point us in the right direction when searching for new 

opportunities
• Provide employers with evidence of our skills and abilities
•  Set us apart from other candidates with similar 

qualifications
• Help solidify connections 
• Help us excel in interview situations
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gET SPECiFiC 
Remember, your stories need to be specific enough so they 
can be told in just a few minutes with a PAR format. 

“Working in Engineering”, for example, is not a story in 
and of itself. Instead, it involves hundreds of specific stories 
where you project manage, trouble shoot, coach, mentor, 
assist, solve problems, etc. We recommend you scale down 
your story to a more specific incident or series of incidents. 

gET STARTEd

Don’t know where to start? Look for your stories in:
• Situations when you turned a negative into a positive 
• Things that you built, fixed or improved 
•  Projects that you implemented, participated in, or 

completed 
•  Procedures that you developed or used to save time or 

headaches 
•  Risks that you took in order to undertake new 

challenges
•  Your travel, volunteer work, community work, course 

work, hobbies 
•  New skills or key learnings you initiated through work 

or key leisure pursuits
•  Times when you resolved conflict between colleagues, 

peers, or clients
•  Times when you helped someone else with a problem or 

challenge 
• Ideas you had for improving the way things were done  
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You may surprise yourself at how many you have.

 
SUCCESS STORy ExAmPlE

Story Title: Training Track e-Newsletter

Problem:
When my last company went through a major reorganization, 
the mandate of our corporate sales division changed drastically. 
Within the new structure, sales personnel were required to con-
centrate their sales efforts on end-to-end training solutions for 
major energy clients. This caused dissention among the ranks, 
and a number of sales consultants chose to resign. Our clients 
felt	abandoned	and	confused	during	the	flux.	They	were	unclear	
what we could offer going forward and didn’t know who to turn 
to with their training requests.  

Action:
My business development support team implemented a cam-
paign to connect with valued clients and raise awareness of our 
energy training products and services. Working with a third-party 
software company, we created a subscription-based monthly e-
newsletter complete with articles, tips and tools related to train-
ing needs. In the early days, I was responsible for writing and 
sourcing all content. Over time, the content team grew to four 
internal writers and two external columnists. 

Result
The e-newsletter met and exceeded our goals, reaching over 
1000 subscribers in 16 months. This resulted in numerous new 
leads and direct sales totaling over $350,000.  Our e-newsletter 
client satisfaction surveys were overwhelmingly positive – over 
95% of respondents found the content of high quality, timely 
and relevant. In 2004, our team received the Alberta e-Busi-
ness Leadership Award, e-Learning Category, for our innovative 
approach to customer service. 
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Skills demonstrated:

Leadership & Team Skills Results-oriented, team 
player, deadline driven, 
client-focused, relationship 
building, trouble shooting, 
multi-tasking

Functional Skills Researching, writing, editing/
proofing,	technology	usage,	
data management

Summarized version of story:
(which can be used in cover letters and resumes)

•  Designed concept and produced monthly content for award 
winning client e-newsletter, resulting in a strong sub-
scriber base, lead generation and direct sales totaling over 
$350,000.



CHAPTER 3 

DEMYSTIFYING THE O&G 

JOB MARKET
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If companies are so desperate for people, why are so many 
O&G job seekers not being hired? We meet many people 
who are angry that they have not landed a job. One woman 
we know, for example, came to Calgary with an MBA from 
Harvard. The Harvard School of Business had actually 
contacted O&G presidents on her behalf and yet she still 
didn’t have a job. (She did not follow our suggestions by the 
way.) 

It feels like a modern day gold rush, where some gain fortune 
prospecting and others miss the mark. So what’s the secret 
to breaking into the O&G market? We think the answer is 
threefold. First, you must believe in the power of intention. 
Second, you must be open to possibility. And third, this 
province is built on a huge work ethic, so your willingness 
to work hard, combined with your winning attitude, will 
open doors. It’s that simple!

wHO dO yOU knOw?
It is important to remember how almost everybody in every 
industry ended up in his or her current role. Basically, the  
stories sound like this, “I knew someone who knew someone 
who introduced me at their volunteer function at the local 
community hall.”  
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Here is one of Catherine’s stories: 

“Early in my career, I was doing everything I could think 
of to land an O&G sales job. Basically, this just meant I 
was applying madly to blind ads. On the weekends, I also 
volunteered at the downtown YMCA for a preschool swim 
and gym program. I quickly bonded with a little guy named 
Curtis, and we would run towards each other every Satur-
day morning, oblivious to his parents. Finally, I managed 
to get an interview and low and behold, who should come 
around the corner – Curtis’ dad. I was hired quickly without 
any previous oil and gas experience.” 

Variations of Catherine’s story are repeated again and again 
in this city. It seems that when you get involved, you often 
end up emerging in the lifestyle that you want to start living. 
Our advice is to join the gym, the local community asso-
ciation, special interest groups and associations. Volunteer. 
Get involved and go to all of their functions.  

Remember, there are six degrees of separation (at least) and 
everyone you meet will get an impression of you that will 
transfer to who they know as well.  Why not be gracious 
and interested in everyone? Then when your name comes 
up with decision makers for your industry, it will be favor-
able for you personally and professionally.

O&g CUlTURE And in THE BOx HiRing

O&G is an industry run by engineers, geologists, accoun-
tants, human resources personnel and great administrators. 
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These people are by nature conservative. They trust the 
status quo, what they know and can measure. Their first 
question is usually, “Do you have oil and gas experience?” 

If you have been looking for a Calgary-based O&G job, that 
question must sound like a broken record. O&G profes-
sionals trust hiring people who have been down their path 
– people who look like them, talk like them, think like them. 
Anything outside that mold is unproven and risky.  

But rules are made to be broken. Even if you have no direct 
O&G experience, your chances of breaking into the indus-
try are better than ever. Possibly for the first time in O&G 
history, exceptions win out more often than they lose. With 
companies facing such huge labour shortages, they can no 
longer so easily discard candidates who do not fit the mold. 
Companies, and the professionals that staff them, are now 
being forced to think outside the box.

Remember, companies are looking for people who can do 
the job and who fit with their corporate culture. That is why 
so much of our book is focused on networking and making 
connections. To break into O&G, you absolutely must 
know people who can go to bat for you. Without previous 
O&G experience, it is highly unlikely that you will open up 
opportunities by applying to postings. Your resume will be 
scanned and once your lack of O&G experience is exposed, 
you will be notified that you are not a fit.

Take a young man we will call Tom. He arrived here from 
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South America with a certificate in accounting and a few 
years experience. Tom was able to get a job with a small 
manufacturing company, which soon moved its operations 
to Manila. Out of work, he decided to talk to his best friend’s 
father, who was a vice president with one of the major oil 
companies. The father contacted accounting and put in a 
good word for Tom. Tom had an interview, the father fol-
lowed up after and put in another word for Tom, and presto, 
Tom is working at one of the best companies in the city 
with no prior O&G experience. If Tom had applied to a 
posting on the Internet or in the newspaper, he would not 
have made the first cut. He got his foot in the door because 
of who he knew.

Or then there’s Henry, one of our favourite clients. Henry 
wanted to break into the O&G industry with a background 
in telecommunications. When he was asked, “Do you have 
oil and gas experience?” he responded by saying, “I bring 
a fresh perspective to challenges that will create new solu-
tions.” Then he launched into his success stories. You will 
learn how to do this as well.

Catherine’s View: “The Family”
This industry works like a close-knit family. In this city, everyone 
in O&G is protective of everyone else. Once you are in – which 
is	by	far	the	most	difficult	task	–	you	are	in	for	life.	The	more	
people you get to know in O&G, the better your chances of se-
curing a great opportunity and joining “The Family”.
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RESEARCH yOUR wAy TO THE RigHT 
COnnECTiOnS

An important part of any job search is hunting for informa-
tion and making connections. Given Calgary’s overheated 
job market – where employers are desperate to find people 
– you are doing employers a favour by researching opportu-
nities and taking steps to open doors. 

Basically, looking for a job is like looking for a vegetarian 
lasagna recipe. You are just seeking information. In other 
words, you are following your recipe for success.

HOw TO UnCOvER THE HiddEn JOB mARkET

Statistics indicate that 75% of jobs filled have never been 
posted. These jobs comprise the hidden job market. The re-
maining 25% of jobs are posted, either advertised in news-
papers or websites or through search firms and placement 
agencies. Ten years ago, we encouraged people to mini-
mize their time looking for posted jobs and maximize their 
time by uncovering the hidden job market. However, the 
Calgary labour market is so active today that time spent on 
the exposed job market is also time well spent.

Many O&G companies use every means available to find 
new hires. They might have recruiters on staff, work with 
a search firm, or use a combination of approaches. Some 
give their employees a bonus when they help to hire a new 
employee. The priority item on the agenda at many execu-
tive level meetings is how to get the personnel they need to 
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complete major projects. At some companies, for example, 
the recruiters report directly to the president because the 
priority associated with hiring is so high.

Because companies are now using multiple means to hire 
new staff, job seekers must too. The first step of an effective 
job search is to do your homework. Educate yourself about 
the O&G industry, the companies and the players. Here’s 
how. 

STEP 1: START wiTH PREliminARy RESEARCH

The more information you have about the O&G industry 
and the people you connect with inside companies, the 
better impression you will make. When you meet with 
people, always try to use their time to gain information that 
you can’t find elsewhere.  This shows that you respect their 
valuable time, and helps ensure their respect of you as well. 

Perusing posted ads can give you a snapshot of the job 
market, as well as the kinds of skills and experience em-
ployers are looking for. When it comes to volume of ads, 
traditional newspapers win out in Calgary. According 
to a 2006 Calgary Labour Market News “Job Ad Analy-
sis”, 5071 ads were posted in the Calgary Herald and 
Calgary Sun papers over a three-month time period. The 
ads in the Calgary Herald Careers section “tend to be 
targeted at well-educated, high wage bracket job search-
ers with a particular emphasis on the oil and gas sector.”5  

____________________
5Employer Labour Market News, Calgary and Area, Aug. 2006, Alberta Human 
Resources and Employment website, www.employment.gov.ab.ca/Calgary-
Enews 
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Monster.ca and Workopolis.com are national job search 
websites and good resources for finding out where the op-
portunities are. Both are important sources of jobs for high 
tech positions6.  CalgaryJobShop.ca, as the name implies, 
is a local job search website. We have heard of many inter-
views generated through this site.  

But you can’t just study job ads and assume you are getting 
the whole picture. Other sources of great information 
include company websites and, if you live in Calgary, the 
fourth floor of the downtown branch of the Calgary Public 
Library. The librarians there will help you find detailed and 
hard-to-find information. When a job ad is posted in the 
Calgary Herald, for example, the library will have created a 
file with information about the company placing the ad. This 
can include the company’s annual report as well as relevant 
articles from local and national newspapers and magazines 
such as the Globe and Mail, Macleans, the Calgary Herald 
and others. Taking advantage of this valuable resource can 
save you valuable hours.

There are also websites that categorize companies and types 
of services.  For example, there is a public company website 
found at www.sedar.com that will give you access to the latest 
information companies publicize to their shareholders. 

____________________
6Employer Labour Market News, Calgary and Area, Aug. 2006, Alberta Human 
Resources and Employment website, www.employment.gov.ab.ca/Calgary-
Enews 
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The Petroleum Services Association of Canada, (PSAC), 
www.psac.ca, is another valuable website. This national 
trade association represents the 
service, supply and manufacturing 
sectors within the upstream petroleum 
industry. PSAC member companies 
represent over 80% of the business 
volume generated in the petroleum 
services industry, so it’s a great place 
to start. 

The Canadian Oilfield Service and 
Supply Directory, (COSSD), www.
cossd.com, is provided by JuneWarren 
Publishing, Canada’s largest publisher 
in the energy industry. The company 
provides a varied range of informa-
tion products serving the upstream and downstream O&G 
sectors. It is recognized for providing petroleum industry 
information about Canada through its authoritative directo-
ries, atlas, magazines, newsletter and online resources. 

The Petroleum Technology Alliance Canada, (PTAC), 
www.ptac.org, is also worth checking out. PTAC is well 
connected, offering a variety of services to its members and 
the upstream hydrocarbon energy industry.

The Alberta Government has a wealth of career, labour 
market and industry information as well as qualified staff, 
who can provide career direction and help you access the in-

Extreme research!
Want to take a more inter-
active approach to learning 
about the O&G industry? 

SAIT offers one-day O&G in-
troductory courses that will 
arm you with the right lingo 
and basic terminology. 

Or check out what Enform 
has to offer. This is the train-
ing,	 certification	 and	 health	
and safety services arm of 
the upstream petroleum 
industry. 
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formation you need to make informed career, employment 
and training decisions. You can get more information about 
these resources and services near you by visiting www.alis.
gov.ab.ca.

These resources and more are listed at the back of this 
book. Catherine’s website, www.prominent-personnel.ca, 
has an up-to-date association listing as well and suggested 
seminars.

RESEARCH SEARCH FiRmS EARly On 
Your preliminary research needs to include learning about 
what search firms can offer. Search firms are typically com-
prised of individuals who have huge networks in the spe-
cialty area that they work within. Check out their websites 
to understand which firms best match your area of interest 
in O&G. The Prominent Personnel website posts a compre-
hensive listing, organized by specialty, industry and contact 
information. 

We recommend you email your resume, cover letter and 

Caution: Don’t get lost in cyberspace

One of the greatest errors we see people make is to spend 
too	much	time	surfing	the	net	in	a	passive	way,	becoming	inti-
mate with Workopolis.com and Monster.ca and a spattering of 
websites. If 75% of all jobs are not posted, you need to spend 
only 25% of your time searching the web. The remaining 75% 
of your time is best spent in active contact with others, which 
includes sending emails. The exception to this is people in Infor-
mation Technology who are typically placed through the web.
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business/character references to those firms that match 
your interests. Mark a “read receipt” on your email so that 
you will know when your email is looked at.  Unfortunate-
ly, many search firms have neither the time nor the staff 
to return all the phone calls and emails they receive on a 
daily basis. (Prominent Personnel receives 300 resumes a 
day from all over the world and has hired five assistants 
to make sure each resume at least gets a response.) Many 
firms will keep the candidate’s resume for future-related as-
signments and will contact them only when an opportunity 
becomes available and not before.  It will be important to 
find out what the search firm’s process is in terms of how 
they handle their resumes. Once you know, then follow up 
with a short email once every two months.  

Whether or not you receive a prompt response, it’s impor-
tant to always be professional with a recruiter. If you behave 
unprofessionally, even once, it will change that relationship 
forever, and the recruiter will not be able to “market” you 
in the same way.

STEP 2: PEOPlE RESEARCH COmES nExT

So let’s say you’ve now done your preliminary homework. 
You have checked out websites and learned all you can 
about the O&G situation here in Calgary. Your next step is 
people research. People research, as the name implies, means 
getting out there and talking to people to gain information. 

Your preliminary research has helped you find the compa-
nies that you believe you would like to work for. These are 
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the companies where you will concentrate your people re-
search. For example, you may have researched production-
testing companies and believe there are ten firms to which 
you would like to apply. Your next task will be to try and 
make yourself known to the folks who could potentially 
hire you from inside these companies. Chapter 6 is devoted 
to specific communication strategies for getting connected 
and staying front and centre. For now, we’ll discuss the im-
portance of networking as a way to get started. 

BUilding BRidgES

Networking can take on many forms in this industry. 
Calgary hosts an annual O&G Show at the Stampede 
grounds. Prominent Personnel hosts a Gathering every two 
months for up to 300 people already in O&G, as well as those 
interested in breaking into the industry. Charity events 
abound, as do golf tournaments and/or the local downtown 
pub get-togethers on Friday afternoons (especially in the 
summer). Stampede week has networking opportunities 
peppered throughout the downtown core.

vOlUnTEERing iS TimE wEll SPEnT

As we’ve already emphasized, Calgary is the volunteer 
capital of the world. Volunteer work provides tremendous 
opportunities to work alongside decision makers in O&G or 
the people who know them. 

Not sure where you should volunteer? Do something that 
pulls at your heartstrings; put all your heart and soul into 
it. Approach each of your volunteer tasks with the same 
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positive work ethic as you would a fulltime job. Remember, 
someone is watching you. It could be your future boss or his 
neighbour. 

One of the best places to volunteer is with the associations 
and charities that represent your discipline or specialty (or 
those that you want to belong to once you are established 
in your dream job). Your goal is to get to know members 
in O&G with similar professional experience to you. Find 
out where you can help and get involved. Most associations 
have networking functions, charity fundraisers and news-
letters to be sent out. Take any job available, especially if it 
is visible. This will put you in direct contact with the right 
circle of people who can assist with your career move.

Prominent Personnel has an up-to-date listing of associa-
tions in Calgary so be sure to check out Catherine’s website 
at www.prominent-personnel.ca. There is also a listing of 
associations in the References section at the back of this 
book. 

Not sure you can make the time to volunteer? Try adding 
a volunteer role to activities you already participate in. 
For example, if your son or daughter plays hockey, and 
you attend the games anyway, you might volunteer to be 
Team Manager or Scorekeeper. These are great for boosting 
resumes. Or, if you attend church each week, why not offer 
to become a reader or make the weekly announcements. 
This will enhance your public speaking skills, give you 
some public visibility, and likely warm your heart at the 
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same time. Calgary believes that “Giving is Receiving”.  

TAlk TO EvERyOnE

Take a look at your current network. We commonly hear 
people say that they do not know anyone in O&G. If you 
started with your immediate circle and asked them who 
they know in O&G, we bet people could come up with at 
least one contact each. 

Reaching your target involves a simple formula. Start with 
the people who know you (we call these the people who love 
you). Ask if they can help you connect with people they 
know in the industry. Eventually, you will get in front of 
the people who are in a position to hire you. Take the atti-
tude that everyone you meet will be important, so continue 
to probe until you work out the reason they have come into 
your life. 

Volunteer experience is valued by 
employers

We	know	of	two	Certified	Accountants	who	were	recently	inter-
viewed	for	the	same	CFO	position.	They	had	identical	qualifica-
tions	and	work	experience	in	the	financial	industry.	One	of	these	
men had seven children, the other had lots of volunteer and 
board experience. 

Which one of these individuals landed the position? The CA with 
the volunteer experience.  In this city, the volunteer wins out 
nearly every time. 
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Remember, there is a Law of Attraction at work here. Your 
attitude and openness will open the right doors.  

REACHing yOUR TARgET: A SimPlE FORmUlA 
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Charity Bread 
When I was Marketing Administrator for a small mall in Calgary, 
I was responsible for putting together a Stampede BBQ.  I 
wanted all proceeds to go to a children’s charity and with that 
in mind, I started approaching supply stores to obtain the BBQ 
products for free.  

The general manager at the bread company I approached was 
next to impossible to reach. I left several messages before actu-
ally catching him one day between meetings.  

He was not pleased to hear from me and insisted I be brief.  
Fortunately, I had practiced the spiel so many times that I could 
summarize what I needed inside of two minutes.  He said he 
could sell us product at cost but that he was unable to give 
it away for free.  I insisted that it was for a charity and his 
company	could	benefit	with	signage	and	a	charity	tax	receipt.		
He told me he would think about it and discuss the idea with his 
vice president, but this kind of thing was typically not done at 
his company. He asked that I call him again in two days. 

I phoned back in two days and left a message. In fact, I left mes-
sages every two days for the next two weeks. When the general 
manager	finally	took	my	call,	he	said	he	had	an	update	for	me	
but was in the middle of something. Would I mind holding? I 
held. For 45 minutes in fact. 

When he came back on the line; he said, “Hello; who is this?  
Oh…are you still there?”  He said very well then, I could pick 
up the free product that afternoon at 5:00 p.m. Fabulous. I 
would send a maintenance man with our company truck. “No,” 
he said. “If you want the product, you will have to come pick it 
up yourself”.  

Catherine landed her first job in sales through her charity 
efforts. Here is her story:
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Big	issue	for	me!	I	still	had	so	much	to	finish	before	the	upcom-
ing	function.	But	of	course	I	agreed	and	arrived	at	his	office	with	
our truck at 4:45 p.m.  I waited in his reception area while all 
of his staff left the building for the day – another 45 minutes it 
turned out. 

When	he	finally	stepped	out	of	his	office	to	greet	me,	he	said,	
“You’re still here. Let’s talk.” He wanted to know if I’d ever con-
sidered sales? Coming from the marketing side of the business, 
sales seemed to be too much like “Herb Tarlek” from WKRP.  I 
told him that marketing was more of a love for me and off I 
went, product in hand, to frantically get ready for the BBQ.  

Somewhere	 throughout	 this	 experience,	 the	 tables	 had	 defi-
nitely turned. The general manager wooed me for the next 
two months, and we negotiated our way to my future career in 
sales. I stayed with his company for over a year. The manager 
turned out to be an excellent mentor for me as a professional 
salesperson, so it was a great training ground for everything to 
follow in my life. 



CHAPTER 4 

THE ART OF PITCHING 
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The way you ask for information and present yourself is 
one of the most crucial aspects of your job search. When 
someone asks you what you do, always lead with the infor-
mation or opportunity you are seeking. Have the following 
script ready, which is often referred to as your “90 second 
commercial” or “elevator pitch”.

“90 SECOnd COmmERCiAl” OR “ElEvATOR 
PiTCH”

STEP 1: START wiTH yOUR PURPOSE

What is the information you are looking for?
•  Are you in career exploration and want general infor-

mation? “I am in career exploration and am looking for 
information about a career in the energy field.”

•  Do you want industry information? “I am making a 
career shift, and I am looking for general information 
about oil and gas.”

•  Do you want information about specific companies? “I 
am searching for work as a business analyst in oil and 
gas, and I am looking for information about small to 
medium sized oil and gas companies.” 

•  Are you interviewing and trying to get insider informa-
tion? “I have an interview with Great Oil Company next 
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week, and I am looking for information on their inter-
viewing process.”

•  Have you targeted a few companies you would love to 
work for? “My research has led me to target ABC, XXX 
and YYY and I am looking for information about these 
companies.”

STEP 2: BUild yOUR CREdiBiliTy

If you tell people a bit about yourself here to provide cred-
ibility, they will be much more open to helping you. One of 
our seminar participants told us he was looking for project 

Heather’s Story:

From information interview to offer in one 
fell swoop

A woman once asked me for an information interview. When she 
arrived	at	my	office,	she	already	knew	all	about	the	company	
I	worked	 for	as	well	as	my	specific	career	history.	She	asked	
intelligent questions about how my values were expressed in 
my work. I was completely impressed. 

I found out she was an artist who had attended the Alberta 
College of Art and was making a career change. She had been 
through counseling training for the Crisis Centre and had signed 
up	for	more	courses.	She	knew	a	lot	about	my	field,	the	company	
and me, and it was clear that she was eager to do this kind of 
work. It turned out we were looking to hire more people. So I 
hired her! 

She	worked	in	the	career-counseling	field	for	four	more	years	
and then went to Switzerland to train as a Jungian therapist. 
She now has a thriving private counseling practice in Calgary.
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management work in O&G and was always asked up front, 
“Do you have experience and education?” Once you’ve said 
what you’re looking for, people immediately wonder what 
qualifies you to do that. Here are specific ways to build 
credibility:
•  Provide your career summary. Include the number of 

years you’ve worked, in what industries and what type 
of work. “I’ve worked as a Sales and Marketing Team 
Leader at Koala for over 15 years.”

•  Share one of your best success stories. You may lead 
into it with, “I am proud that during my career…”

•  Have five accomplishments (or condensed success 
stories) ready to pepper throughout the conversation, 
when appropriate. “I broke into a new territory that had 
been dominated by a competitor with a team of five and 
ended increasing our sales by 110% within 6 months.”

STEP 3: TEll THEm HOw THEy CAn HElP

Next, it’s important to tell people exactly how they can 
help you. The vast majority loves an opportunity to be of 
service to others. If you ask an adult a question that can be 
answered with a yes or no, they will usually default to no, 
so make sure your questions are open-ended.
•  “I am looking for information, referrals and advice and/

or opportunities in your company?” This is a wonderful 
opener because most people have advice for you!

•  To conclude, let them know that contacts in the oil and 
gas field would be helpful for you and ask, “Who do you 
recommend I talk to?” 
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•  Avoid asking “Do you know anyone?” or “Do you have 
any openings at your company” Nine times out of ten, 
the answer will be no. 

ExTRA TiPS FOR SUCCESS

nO HiSTORy PlEASE

When people are asked what they do, they typically will tell 
the history of how they arrived where they are today. Do 
not do this! Keep your conversation forward moving and 
positive. 

Sample 90 Second Elevator Pitch

I am looking for a position in marketing, community relations 
or both.

I have eight years experience in marketing, sponsorship and 
sales, most recently as Regional Director responsible for CA, 
AZ, TX, AB and BC. Are you familiar with GPS or H&G? 

•  When I was responsible for the Calgary Home & Garden 
Show,	it	grew	by	20%	and	produced	the	highest	profits	in	
our sector for North America.

•  I initiated and developed a great partnership with the CDIC 
– explain…

•  I am really proud of the fact that all of my staff won company 
awards.

I am looking for info, referrals and advice regarding opportuni-
ties in your company. Who do you recommend I speak to? 
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Imagine you ask someone why he’s at the biker club gather-
ing and he rambles on about how he used to ride a Honda, 
but it got boring, and now he’d really like to find a Harley. 
No! 

It is better to start with the future in a specific way – “I’m 
looking for a 1961 Harley- Davidson,” or “I’m looking for 
a job in human resources in oil and gas,” or “I’m looking 
for information about sales and marketing in oil supply 
companies.” 

STAy POSiTivE

When people adopt baby girls from China, they are coun-
seled to speak positively about China to their daughters, 
which makes sense because it is part of their daughter’s 
identity. We encourage you to keep your entire conversa-
tion with contacts and future employers positive – especially 
when you talk about your previous employment. 

Attribution Theory is a wonderful construct from sociolo-
gists. This theory has shown that whatever you say will be 
attributed to you. For example, if you say your company 
was boring, then the person you are talking to will associate 
you as being boring too. In our seminars we ask people to 
introduce themselves, giving a summary of what they have 
been doing. At least 60 % of participants go on to say they 
find their past or current work boring. Many actually say 
they hate it. We can’t help but associate them as being nega-
tive, unmotivated people. They seem to forget that Cath-
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erine has the opportunity to present them to companies and 
is forming an opinion about them based on what they say. 
Here are some of the best negative lines we’ve heard. Please, 
do not use these:

•  “I work in the post office. If I stay there any longer I 
think I’ll go postal.” We attribute this person as very 
scary. This could be transformed to, “I have loved 
working with the post office. I have honed my interper-
sonal skills and work ethic and am excited about getting 
into oil and gas because…”

•  “I’m a chiropractor. If I crack another bone I’m going 
to scream.” This could be transformed to, “I have dedi-
cated myself to training and wellness for 15 years in my 
profession as a chiropractor. Now I am excited about 
bringing my training abilities into oil and gas.”

•  “I own my own business and spend too much time 
alone.” This could be transformed to, “I have honed by 
business skills and grown my bottom line by 20% each 
year for the past ten years. I would like to bring my sales 
savvy to an oil and gas service company.”

•  Or, people will say they want to get into oil and gas for 
the money. Imagine approaching a wealthy man and 
telling him you want to date him for his money. This 
is not an attractive tactic. It is always better to focus on 
what you bring to the relationship or to the employer.
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THE wOw FACTOR

Imagine you’re at a party and your friend says, “I can intro-
duce you to Joe, the mailroom clerk, or Ted, the company 
CEO.” Which individual would you rather meet? 

People are attracted to success. Let them know about your 
accomplishments and provide them with a reason to join 
your expanding circle!

iT’S All ABOUT THEm

Your elevator pitch is 90 seconds for a good reason. The rest 
of the conversation should be focused on finding out about 
the other person. Where does he work? Does she like her 
role? What are the challenges? What is he proud of? How 
did she get her first job in O&G? 

All people naturally love to talk about themselves. Besides 
filling this need, you are gathering important information 
you can apply in creating your own future. Be genuine and 
view each person you meet as a fascinating resource for 
you. 

Heather’s Story: Pitching run amuck
I was recently at a social event with a VP from a major oil 
company in Calgary. We were talking to a young man who was 
so eager to blow his own horn about selling some kind of new 
pipe to major oil companies that he never found out who he was 
talking to. I tried to intercede to let him know the VP’s role, but 
couldn’t get a word in edgewise. 



CHAPTER 5 

MASTERING SCHMOOZING 

EVENTS
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Strategic networking is where you do your research and 
target contacts. The other kind of networking is where you 
show up at events and fate more or less decides who you 
bump into. This is chaotic networking at its best and can 
yield wonderful results.

A typical event is one like “The Gathering” that Prominent 
Personnel hosts at the downtown Mynt UltraLounge every 
two months. People looking for opportunities in O&G and 
people already in the industry gather there to connect with 
each other. Other schmoozing events include attending the 
Oil and Gas show, the Oxford Stomp, meeting at a down-
town bar on St. Patrick’s Day, a Rotary Club Lunch, and the 
Calgary Stampede.

For the less than gregarious and extroverted, these events 
can be challenging. The following pointers include sugges-
tions to make these gatherings more fruitful and comfort-
able for you.

mAkE EACH COnnECTiOn COUnT

First and foremost, you attend networking events to connect 
with others and to build relationships. You may meet a 
future employer, or someone who knows an employer who 
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is hiring, or someone who works for the company you’d 
like to work for too, or a future mate, or a tennis partner, 
or someone who shares your love for gardening, cooking, 
horseback riding, hockey and so on.

The only way you’ll find out who people are is by asking 
questions and being interested in them. 

ARm yOURSElF wiTH PERSOnAlizEd BUSinESS 
CARdS

Part of always being ready at networking events is having 
a personalized business card that includes your specialty 
or discipline – described in three words or less – and your 
personal coordinates.  This is crucial if you don’t want to 
correspond on your current employer’s email or if you don’t 
have a current employer.  

Create a card that stands out and tells people who you are.  
If you are a graphic designer, you may want to use designs 
and lots of colour.  An accountant – potentially ivory, thick, 
pleasing to touch, with shiny black print. If you like foil, 
add it. Whatever you believe will best present your “first 
impression”, make it so!

Make sure your business cards are not stained brown around 
the edges after hanging out in your wallet. Keep business 
cards protected in a business card holder and stock up before 
you leave home.
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BUddy UP

Take an outgoing friend who enjoys meeting new people. 
This will give you someone to talk to, no matter who you 
might bump up against at the event. And who knows, your 
friend might help you double your connections.

TAkE An inTEnTiOn wiTH yOU 
Have an intention. If you and your buddy agree to a common 
intention, your interactions will be much easier. Make a 
game out of it, have an audacious goal and be content with 
obtaining 10% of your target. Here are a few suggestions:
• I will collect ten cards.
• I will hand out three good leads.
• I will set up three coffee meetings.

SET UP CAmP  
Arrive early and find a comfortable spot to camp. If possi-
ble, find a place where you can sit down and others can join 
you. You can also mingle around from here. Or choose the 
spot where everyone must pass through to enter the room. 
Appoint yourself the unofficial greeter, welcome them, tell 
them where drinks and snacks are, find out about them, say 
you’ll catch up later. Your warm welcome will make an im-
pression and also help them feel comfortable.

FOllOw nAmETAg ETiqUETTE

Ensure that your nametag is on your right shoulder when 
at networking functions. Ladies, do not let it hang on that 
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lanyard.  Think about where people have to look to see your 
name.  

givE yOUR ElEvATOR PiTCH  
When a person asks you what you do, be prepared with your 
elevator pitch. Remember, it is not all about you – 80% of 
the conversation should be focused on the person you are 
talking to. Be clear about the information you are looking 
for and how they can help.

USE OnE-linERS TO HElP SmOOTH OUT THE 
ROUgH SPOTS  
Everyone at a networking event is interested in meeting 
other people. Focus on making it easy for them by introduc-
ing yourself and by having a great one-line question like:
• “How do you know the host/hostess?”
• “What brings you out tonight?”
• “I’m looking for work, what brings you here?”
•  Mention a recent current event (e.g. The Flames latest 

game, the provincial election, the latest merger).
•  “What do you do for fun when you’re not having a drink 

at the Mynt?”

OBTAin OTHERS’ CARdS  
As important as it is to give out your cards, your primary 
goal is to get other people’s business cards so you can follow 
up. Make a game out of collecting as many business cards as 
you can. Follow up with your new contacts within 48 hours 
of the event.
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If people don’t have cards, write their name and contact 
information on the back of your card – using the pen you 
brought with you, of course. Jot down a few details about 
the person. You can use these details to “break the ice” when 
you get in touch with this person after the event. “How is 
your daughter feeling?” for example, creates warmth and 
connection.

gAin kEy inFORmATiOn  
People can eliminate social anxiety when they switch their 
focus to the people around them. There may be some valu-
able information you could potentially learn from each 
person you talk to.
• Where do they work?
 o How long have they been with their company? 
 o What do they enjoy about their work? 
 o  What have been their greatest accomplishments in 

their career?
 o What are their greatest challenges?
•  If you’re at an association or club, how long have they 

been involved? What benefits have they gained from 
joining? 

•  What brings them to the event? What would they like 
to accomplish?

• Where were they born?
• What do they do for fun?
•  What tactics do they have for surviving these kinds of 

events?
•  How many hours a week do they spend chauffeuring 

children around?
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kEEP mOving On 
Unless you have fallen in love at first sight with the person 
you are talking to, both of you need to keep circulating and 
meeting other people. Once you have exchanged cards and 
developed rapport, tell them you see someone else you’d like 
to meet, say how nice it was to meet them and move on. 
Keith Ferrazzi, the author of Never Eat Alone recommends 
being blunt and saying, “There are so many people here 
tonight, I’d feel remiss if I didn’t at least try and get to know 
a few more of them. Would you excuse me for a second?”

AvOid BEing A dREAdEd wAllFlOwER 
When you reach that awkward moment when you are not 
talking to anyone and feeling like you’re 13 years old at a 
dance again, take a deep breath and look around to find 
someone who may be having the same experience. You can 
say something like, “I was standing by myself over there 
and saw you and thought I’d come and introduce myself…”

dOn’T REly On THE SOCiAl lUBRiCAnT 
- AlCOHOl

Many Calgary social events centre around alcohol, bars and 
massive parties. The majority of successful O&G people we 
know either do not drink or drink very lightly. If you have 
trouble stopping after two drinks, it is better to abstain. This 
is not the time to pass out in the lobby’s revolving door. If 
you strike up a conversation with someone who is inebri-
ated, you can just jokingly remind them in your follow up 
call or email, who you are and what you talked about. 
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HAvE FUn 
Relax and have fun. You may be meeting potential friends, 
work associates, even partners. Remember, you’re just 
looking to expand the circle of people who love you! People 
are stunned to learn that eight marriages have come out of 
Prominent Personnel’s quarterly Gatherings at the Mynt. 
We’re not. When people are open to opportunity, anything 
can, and does, happen.  

iT’S UP TO yOU TO COnTROl THE CHAOS

It’s your job to control the information you give and receive. 
Always keep in charge of your contacts. 
•  When someone says, “I know someone at Encana; I’ll 

send him an email about you,” respond with, “Thanks. 
May I have your card so that I can get the contact in-
formation from you and email this individual myself? 
Would it be all right if I used your name as a referral?”

•  When your golf pro says, “I’ll send your resume to my 
cousin at Petro-Canada,” you provide the same response. 
You will have a much quicker and more efficient job 
search (with less nagging) if you get the contact’s email 
and send your resume yourself.

THE FOllOw UP

Do follow up within 48 hours of meeting someone at a net-
working event. You might have to drop a few hints as to 
who you are and what you are contacting them about.  
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Hopefully, you will be able to set up meetings with several 
new contacts. After meeting, always follow up with a thank 
you note, either emailed or hand written.  Let your contacts 
know you appreciate their advice and referrals and will keep 
them informed of your progress. And then do that!  

It’s appropriate to give your network contacts progress 
updates on a monthly or bi-monthly basis. People like to 
know when their assistance has been helpful, so share how 
you have used their advice or if you have met with their re-
ferrals. Keep them posted on how your search is progressing 
and always ask about them.

Follow up has the added bonus of keeping you top of mind. 
Your communications might spark new ideas and/or refer-
rals from these contacts that can eventually lead you through 
the right door. 



CHAPTER 6

GETTING CONNECTED 

AND STAYING FRONT AND 

CENTRE
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Your primary objective is to get face-to-face with the 
people who can hire you. After you have done some net-
working, you will likely have a growing list of contacts. In 
order to get your foot in these doors, you must rely on your 
persuasive skills, both verbal and written. In this chapter, 
we will explore telephone and written communications and 
how they work together. 

When making connections, consider the characteristics of 
the person, as well as the company he or she represents. Are 
they extroverted sales people who do all their work on the 
phone? Are they Reservoir Engineers who deal better with 
emails and minimal human contact until they warm up to 
you? Is the company formal, where management wears 
suits and ties? Or is it an anything-goes company, where 
staff wears flip-flops and t-shirts? 

To the best of your abilities, you want to tailor your pre-
sentation and style to match theirs, while still being true 
to yourself. This doesn’t mean pretending to be someone 
you’re not. Everything about your job search – from your 
resume, to how you dress, to what you say – must reflect 
the real you.  
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Let’s start with telephone communications, since for most 
people making cold calls can feel like the most dreaded part 
of a job search. Following these strategies will help put you 
at ease.

On THE PHOnE

When contacting a company cold, 
first make a call to general reception 
to find out the supervisor’s contact in-
formation, including the correct spell-
ing of their full name, their current 
title and email address.  

When you call back, ask for the 
person by their first name. You’d be 
surprised how easy it is to get through 
to someone when you sound deter-
mined that you know who he is and 
you have something to say.  The re-
ceptionist will feel your energy over 
the phone.  

wHEn lEAving A mESSAgE

If you end up in voicemail – which is 
likely – leave a detailed message. First 
acknowledge that you are aware that 
the person is extremely busy. Then 
immediately mention that you will 
email your documents within a short 
time frame like 10 minutes.  

So should I phone 
or write first? 
It all depends

Catherine is a strong advocate 
of the cold call. She recom-
mends	 calling	 a	 person	 first	
and then following up with 
an email immediately and a 
second call within 48 hours.  

But again, it depends on 
the situation. If you are in 
marketing and sales, public 
relations, investor rela-
tions, or any position where 
your ability to pick up the 
phone and make a cold 
call	 counts,	 do	 phone	 first. 

However, if you are applying 
to an engineer or an accoun-
tant, who tend to be more 
introverted and may prefer 
some time to think before re-
sponding, a letter may be the 
better way to start the process.  

Similarly, if you are intro-
verted (and probably not ap-
plying for sales) and prefer to 
warm up with a letter, this is 
your best starting approach.
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Next, state the reason that you would like to meet with the 
person. For example, you might say you are looking for 
advice about securing a position in the industry, and you 
want to learn about the steps the person took to achieve 
success.   

“How did the person get where he is?” This is the kind of 
information you want to gain.  When you do not have the 
“right experience”, people are going to have to meet you on 
other terms to determine who you really are. They are far 
more likely to view you as a potential candidate for future 
openings if you impress them with your knowledge of their 
company, your awareness of their teamwork, and how they 
deliver to their clients.  The more information you are armed 
with – either about the company in general or the supervisor 
as an individual – the more successful you will be in obtain-
ing a meeting within a month or two.  

Before you hang up, state that you will follow-up within 24 
or 48 hours to ensure receipt of your documents.  Leave your 
coordinates and wish the person a great day! 

diARizE EvERy CAll

It’s very important to diarize your calls and follow up when 
you say you will. People often watch to see if you do what 
you promise, particularly those in sales. If you don’t hear 
back, leave another message acknowledging how busy the 
person must be. Emphasize that you are calling to ensure 
receipt of your documents and to ask if it’s possible to meet 
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within the next few weeks. Let the person know that you 
will follow up again within one week, and then do so.  

If the next time you call you receive voicemail again, leave 
another detailed message, again acknowledging the person’s 
busy schedule. State that you will not contact them again in 
the near future. However, should their schedule open up to 
allow for a short meeting, you will be delighted to meet at 
their convenience. Restate your goal of obtaining informa-
tion about how this individual has achieved standing within 
this industry.  

Always leave your coordinates on your documents and by 
voicemail. Ensure that the answering machine you have 
chosen for messages will sound appropriate and profes-
sional.  Check messages regularly, and call back within one 
business day of leaving a voicemail. 

QUICK TIPS: Leaving a telephone 
message

1. Strive for a friendly, positive tone.
2.  Pronounce your name clearly, both at the beginning and end 

of your message, especially if you don’t know the person 
you’re calling.

3.  Slow down when giving your telephone number and repeat 
it twice.

4.  Stand while talking (this helps you to project your voice and 
exude	confidence).

5.  Smile when speaking (this helps to keep your tone light and 
positive).
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Here’s a sample telephone script that worked brilliantly for 
Henry, our star client. Henry changed the italics sections for 
every call he made.  

SAmPlE TElEPHOnE SCRiPT

Hello John Doe.  My name is Henry Waters.

•  In a recent discussion with Eileen Dover from your “opera-
tions” team, I was so impressed with everything that she/
he had to say about Acme Explosives that I want to learn 
more.                    OR

• I am calling today because I am so impressed that...
  all your major projects are progressing on time, on budget 

and on track. You are associated with a progressive and 
vibrant organization, which makes Acme Explosives very 
appealing to me.

I am looking for information and/or opportunities with your 
company and would like to learn more about your department 
and take any guidance you might offer.

I believe I can bring added value to your project management 
group. Recently, for example, I implemented at GreatCom an 
agile approach to delivering projects that resulted in 70% faster 
delivery and a 39% cost reduction. 

I know that you are extremely busy, but wondered if you might 
be able to spare 30 minutes in the next few weeks so that 
I can buy you a coffee and chat with you about your great 
organization.

In the next few minutes, I will forward you a copy of my resume. 
I will then follow up with you in the next 48 hours to see if there 
is a time slot that we can book. Again, this is Henry Waters 
at 488-8899. Thank you for your consideration. I really look 
forward to meeting with you.
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wHEn yOU dO COnnECT By PHOnE

Here is when you go into your elevator pitch as discussed 
in Chapter 4 and in the sections below. 

After you have introduced yourself, be sure to ask, “Have 
I caught you at a good time?” before you launch into the 
rest of your script. It will be helpful if you have your pitch 
written out, so you can reference your talking points, par-
ticularly if you feel nervous. Your objective is to try and 
get a face-to-face meeting.

wHEn yOU mEET wiTH dECiSiOn mAkERS wHO 
HAvE UnmET nEEdS

If you are blessed with the opportunity to have an informa-
tion interview with a serious decision maker, find out what 
keeps him up at night and respond with a solution in the 
form of a proposal. 

Start the meeting by delivering your elevator pitch and 
sharing about three of your success stories, which we 
discussed in Chapter 2. Throughout the remainder of the 
meeting, your objective is to find out what the company’s 
challenges are, what is working for them and what is not. 
It is certainly appropriate to share your perspective on the 
industry, based on your research, and to ask any questions 
you have prepared. Just don’t “oversell” yourself during this 
first meeting. Once you know what their greatest concerns 
are, and you have gained as much information about the 
challenges as possible, you can then follow up with a pro-
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posal about how you could solve their problem. (There are 
some great tips about proposal letters later in this chapter.)

THE POwER OF wRiTTEn COmmUniCATiOnS

Letters are a powerful vehicle for communicating with 
people. They allow you to:
•  Give people a heads up that you will be contacting 

them.
•  Give introverts receiving your information time to think 

before you actually talk to them.
•  Be clear about what information you are looking for and 

how your reader can help.
•  Track your communications and commitments to 

action.
•  Solidify and make more real your face-to-face 

communications.
• Show off your grammar and perfect spelling.
• Highlight your accomplishments.
•  Attach your resume and any other relevant 

information.

TyPES OF COvER lETTERS

Ah, the dreaded cover letter. Many people are afraid of 
writing this simple document. But once you understand its 
purpose, and have an outline in hand, it becomes more a 
matter of filling in the blanks appropriately than of penning 
the next great prose. Let’s define first the three types of 
cover letters. 
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inFORmATiOn COvER lETTER

Send this type of cover letter when you are requesting in-
formation about a career, an industry and/or a specific job. 
This letter can be sent to a friend or loved one, to a referral, 
or to someone you currently do not know and would like to 
meet.  

“RESPOnSE TO An Ad” COvER lETTER

This letter tells the person opening your correspondence 
(not always the recruiter making the decision) the purpose 
of your writing. Your cover letter, if compelling, can help 
land your resume into the keeper versus reject pile. 

When responding to an ad, it’s important to identify the 
specific position you are applying for. You can certainly use 
a subject or Re line that includes the job posting number and 
where it was posted before you launch into the letter itself. 
Write down the position, company, job number and date as 
your first line. 

SEARCH FiRm COvER lETTER

This letter accompanies your resume and tells the search 
firm the kinds of positions you are applying to. In the olden 
days, before the advent of the Internet, people sent a cover-
ing letter and a resume by post. Back then, those receiving 
the communication likely had more time for reading. The 
covering letter acted as an introduction and a statement of 
intent for the overall communication. 
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Since the advent of the Internet, the cover letter is often 
ignored by recruiters. Nonetheless, you must not skip this 
step. While your cover letter must be as compelling as you 
can make it, be sure that your resume is complete in itself, 
including all the information you want the recruiter to see. 
The resume is the document that will be read for sure. 

QUICK TIPS: Salutation and Closing
Unless you know of a good reason not to, always address women 
as Ms. instead of Mrs. or Miss. Circumstances can change in a 
blink and you don’t want to use the wrong title. 

Never use Dear Sir or Madam or To Whom it May Concern. This 
is antiquated jargon. Do your best to obtain a name and title, 
and if your efforts fail, address the letter to the company and 
use a Subject or Attention line (or both) instead of a salutation. 
Here’s an example: 

January 30, 2007

Company Title
Full Address 

ATTENTION: Sales Department
Subject: Application for Sales Position

Thank you for this opportunity…

And please consider closing your letter with something other 
than Sincerely or Yours truly. This is old school language. We 
suggest “Best regards” or “Warm regards” or “Respectfully” 
instead.



76 SO  YOU WANT TO WORK IN CALGARY’S OIL & GAS INDUSTRY?  

COvER lETTER SAmPlE: 
COnTACTing An individUAl FOR THE FiRST TimE

Date

Name
Title
Company
Address

Dear Mr. Smithers:

I	 am	awed	 at	 how	XYZ	Company	 helps	 organizations	 define,	
build, measure, and expand their Internet strategy and pres-
ence. XYZ has a legacy of creating effective and distinctive in-
teractive solutions for some of the most admired companies 
in the world, and I am impressed that Forrester Research has 
recognized you with the highest score for its current offering for 
the second year in a row. This is most inspiring and makes XYZ 
very appealing to me.

It is my understanding that there may be some exciting oppor-
tunities at XYZ that are in keeping with my current goals, and it 
is with great enthusiasm that I am sending you my resume for 
consideration.

My experience and achievements, which are detailed in the en-
closed resume, include:

•  Six years of management responsibilities with GreatCom’s 
PMO.

•  Implementation of an agile method of delivering projects 
with focus on delivering superior business value by acceler-
ating project delivery, reducing costs and increasing quality 
through application of several rapid delivery practices.

•	 	A	 Personal	 Leadership	 Certificate	 from	 Royal	 Roads	
University.
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•  Recipient of a GreatCom national innovation award for com-
pleting a complex, $2.2m project on time, within scope and 
to a budget balanced to within $600.

•  Thirteen years of experience in marketing/sales and project 
management in the telecommunications industry.

•  Track record of developing creative strategic solutions with 
diverse partners in dynamic domestic and international 
marketing relationships.

I understand the big picture as well as the bottom line and take 
great	pride	in	a	job	well	done.	I	am	flexible	and	able	to	move	
between roles while handling multiple tasks. 

I look forward to speaking with you about XYZ opportunities and 
will follow up this communication within the next few business 
days.

Best regards,

Henry Waters
Enc.
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COvER lETTER SAmPlE: 
RESPOnSE TO An AdvERTiSEd POSiTiOn

Date

Company
Address

Attention: Human Resources 
Subject: Senior Marketing Specialist Application, Reference No. 
2007-221

I am writing in response to the posting on your website for a Senior 
Marketing Specialist (Reference No. 2007-221). As a highly motivated 
individual, the challenges and rewards of this position appeal greatly to 
me, and I look forward to bringing my proven marketing, community 
relations and leadership success to ABC Oil & Gas Company Limited.  

Highlights of my accomplishments developed during my tenure as Di-
rector and Manager at SAS Media include: 
•  Proven history of successfully managing multiple projects simulta-

neously	resulting	in	financial	expectations	and	event	goals	met	or	
exceeded

•  Successfully implemented market development strategies resulting 
in 10% year-on-year growth in a developing market 

•  Successfully fostering community relations by initiating and devel-
oping	 relationships	with	 strategic	non-profit	and	 charitable	orga-
nizations	resulting	in	higher	profiles	and	increased	sales	for	their	
projects as well as increased visibility and good will for SAS Media 

•  Strong team building, coaching and leadership skills resulting in all 
direct reports winning company awards and recognition  

My resume is attached. I look forward to meeting with you soon to 
discuss	my	qualifications.		

Best regards,

Anne Smith
Enc.
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inFORmATiOn COvER lETTER OUTlinE: 
inTROdUCTiOn EmAil wiTH ATTACHEd RESUmE

The outline we suggest for this introduction email is merely 
an expanded form of your elevator pitch and includes the 
essential elements to get you a meeting or an interview. 

Start by writing out your elevator pitch, adding a few para-
graphs as follows:

PARAgRAPH 1: STATE yOUR PURPOSE FOR 
wRiTing

The first paragraph tells them why you are writing. This 
paragraph should be focused on the receiver and will include 
two parts. 

 SUPPly yOUR REFEREnCE FiRST

 If you have a reference, start off the letter with some-
thing like: “Joe Smith,  Manager of Operations at Telus Mo-
bility, suggested I write to you because of your knowledge 
of Project Management in the oil and gas industry.”

Henry’s Tactics
When Henry gleaned tremendous in-depth information about 
the oil company’s IT department from reading and talking to 
people, he summarized the highlights in his cover letter. After 
reading Henry’s letter, the CIO called him in for an interview the 
next day. Henry is now the Manager of Information Technology 
Solutions	at	one	of	the	top	five	oil	producers.	He	had	no	prior	oil	
and gas experience before he secured this position.
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 THEn Add gEmS FROm yOUR RESEARCH

 Next, provide information about the individual 
and/or their company. This will show that you have done 
your research. Has their company won an award for their 
Annual Report? Did they develop a state-of-the-art track-
ing system for Project Management? Are they building or 
currently researching upgraders? Do they sit on the Board 
of Directors for an Energy Trust and a production company 
and therefore have great insight into the industry?

PARAgRAPH 2: STATE THE inFORmATiOn yOU 
ARE lOOking FOR

In the second paragraph, state the information you’re looking 
for. Are you looking for general information on community 
relations in O&G? Perhaps you are looking for work as a 
human resources generalist.  Be specific. 

 Add CREdiBiliTy And SPARklE

 Now give them motivation to want to help you. You 
have already impressed them by the in depth information 
you have about their company. Start off with a summary 
statement and then list three accomplishment bullets. 
Choose bullets that will make them interested and im-
pressed enough to want to see you.

 BE SPECiFiC ABOUT HOw THEy CAn HElP

 Now be specific about what they can do for you. 
Usually it boils down to information, referrals, advice and/
or opportunities in the company. It’s important to be clear 
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in your communications from the beginning, so there will 
be no surprises later. 

PARAgRAPH 3: CAll TO ACTiOn

Your next step is to request a meeting. Honour how busy 
they are and suggest a meeting at their convenience, some-
time in the next three weeks. Offer to bring a coffee to their 
office. If the weather is good, ask if they’d prefer to meet 
while walking. 

Then take responsibility for the next action step. Say you 
will follow up with them within two business days unless 
you hear from them first. Close your letter by stating that 
your resume is attached. 

If you have a strong reference and have presented compel-
ling research about the company, there is a good chance the 
person will either hit reply and state a meeting time, or refer 
you to an appropriate person within the company. Heath-
er’s clients use this format and their emails are responded to 
80% of the time. 

CHOOSing A gREAT EmAil SUBJECT HEAding

When you email an introduction letter, remember that if 
the receiver doesn’t recognize your name, your letter could 
be deleted before it’s even read. 

Some ways to make sure your email is opened include:
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•  Stating the name of the person referring you in the 
subject heading, e.g. Referred by John Dunsworth, ABC 
Oil Company.

•  Researching the person you’re sending the letter to 
and adding something pertinent to them in the subject 
heading. For example, one candidate found out that the 
man she wanted a meeting with had climbed Mt. Kili-
manjaro to raise money for cancer research. She used the 
subject heading: Kilimanjaro in the office.

wHEn FOllOwing UP, wHEn iS EnOUgH, 
EnOUgH

We recommend you try reaching an individual three times. 
If you haven’t heard back by then, leave a phone or email 
message saying you imagine they are very busy and you will 
not contact them again, although you would enjoy meeting 
with them in the future should their calendar open up. It is 
important to provide this closure so your communication is 
not left dangling.

Consider sending this email letter to 
people who love you

It’s amazing how many mothers have no real idea about what 
their adult children actually do. Sending a letter to your parents, 
siblings and dearest and oldest friends is a great strategy and 
great practice. This gives you a chance to pass on your resume to 
folks who will undoubtedly be wowed by your accomplishments! 
It also prepares you – and them – for the steps to follow.

Sometimes when you are networking with people who love you, 
it	 can	 be	 difficult	 to	 stick	 to	 your	 agenda.	 You	might	 get	 to-
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THAnk yOU lETTERS 
Expressing appreciation is important during all phases of 
your job search. Thank you letters or cards can be sent after 
meetings, interviews or even useful phone conversations. 

Your thank you will be remembered and will help you to 
stand out and be noticed. One important tip here. Be specific 
in your thanks and express what it was the person said or 
did that has been of particular benefit. 

FOllOw-UP lETTERS

When following up with a new contact in writing, be sure 
to review your connection and briefly summarize your 
communication thus far. Express appreciation, highlighting 
anything you want to expand upon based on your last com-
munication. Then outline how you will follow through on 
the contact’s suggestions and advice. Try to think of ways 

Heather’s view on thank yous
“I love receiving thank you letters by post. My realtor, Sano 
Stante,	 sends	 thank	you	 cards	with	 a	gift	 certificate	 to	Earls	
restaurant when we make referrals to him. It keeps him in my 
mind	when	I	receive	the	letter,	when	I	use	the	certificate,	and	
every time I make another referral!” 

gether for lunch, for example, and end up talking about their 
cat’s latest dose of Prozac for the entire hour. Starting with a 
letter is a smart way to clarify that you would like to meet for 
the	specific	purpose	of	discussing	your	career.
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to give back to this person. If you run across an interesting 
article, for example, enclose it alongside your letter.

FOllOw-UP lETTER SAmPlE

PROPOSAl lETTERS 
A proposal letter can be written only after you have a clear 
understanding of the employer’s situation and needs, or in 
other words, when you know exactly what is keeping him 
up at night.  

Dear Robert:

Thank you for meeting with me last Friday and for providing 
such an interesting perspective regarding Calgary’s booming oil 
and gas sector. I’m attaching a recent Maclean’s article that 
echoes your views.  

As we discussed, I am interested in securing a middle manage-
ment costing or accounting position. With my depth of experi-
ence, I believe I can make a positive contribution to an O&G 
company in need of a professional with my skills.

Following your suggestion, I plan to contact Walter White and 
Tanya Hicks this week, and I will advise you of the outcome of 
my discussions with both. I would appreciate your keeping me
apprised of other contacts that may come to mind, and I will 
keep you updated on my progress.

Again, thank you for sharing your valuable time and expertise. 

Best wishes,

Rodney Brown
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Start off by referencing your past meeting(s). Then move on 
to define the company’s business problem or challenge that 
you discussed when you met and studied further through 
additional research on the topic. To write this type of letter 
effectively, you must step into the decision maker’s shoes. 
If you get this “problem definition” part right, the decision 
maker will be convinced you understand his situation and 
will want to read further. 

In the next paragraphs, describe yourself as the solution 
to the problem, showing how your skills and expertise can 
help address the company’s needs. Go into as much detail as 
you need to show you are well matched to meeting this chal-
lenge and you are confident the solution you propose cannot 
fail. Describe the specific actions you will take, showing you 
have a definite plan and a firm foundation of knowledge 
and expertise, backed up with past successes with similar 
challenges. 

A recommended approach is to propose your services with a 
specific and definable project. This will give you an opportu-
nity to demonstrate your high quality work, with minimal 
risk to the company. 

Be sure your letter clearly states the benefit to the decision 
maker in considering your offer. When he or she asks, “So 
what’s in it for me or for my company?”, the answer should 
jump off the page. 
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lAST wORd: STAy On TOP OF CHAngE And kEEP 
yOUR FACTS STRAigHT

Calgary is in a constant state of flux, particularly in the 
O&G sector. Never assume that yesterday’s news is still 
applicable today. Departments, divisions, players and titles 
– everything can change in an instant.  

Catherine learned this truth the hard way when she attended 
a function at her landlord’s old- time saloon in the mountains. 
She was innocently chatting with a woman about the beauti-
ful scenery surrounding them and about the woman’s social 
work. When the conversation turned to Catherine’s busi-
ness, the woman mentioned that her husband also worked 

Don’t forget to end your letter with a call to action. Offer to 
give a presentation to key stakeholders and take responsibil-
ity for follow up. 

General tips on letter writing
• Keep the letter brief, using small easy to read paragraphs.
•  Stick to one page for cover letters and up to three pages 

maximum for proposal letters.
• Use bullets whenever possible to capture accomplishments.
•  Have a few people read your letter to ensure perfect 

grammar and spelling.
• Read the letter out loud to make sure it makes sense.
•  Use an easily readable font and font size (most of your audi-

ence are boomers).
•  Use the same letterhead on your cover letter as you do on 

your resume.
• If the letter is being mailed, use heavy linen paper.
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in the O&G industry. Catherine introduced herself to the 
woman’s husband, who told her the name of the company 
he worked for.  When Catherine asked what his role was, he 
said he was the president. Disbelievingly, Catherine practi-
cally shouted, “No, you’re not!” (She had met the president 
a few weeks earlier, and this was definitely not that man!)  
“Well yes, actually, I am,” he replied. It turned out, he had 
accepted the president’s position just days earlier.  

The new president graciously overlooked Catherine’s 
blunder, and they shared a good laugh. But Catherine has 
never made that mistake again. Nor should you. 

Before sending out correspondence or meeting with new 
contacts, be sure you have your facts straight.  



CHAPTER 7 

RESUMES THAT GET READ
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How vital is a good resume? Your resume is your intro-
duction, your calling card, your marketing document. You 
simply cannot make a resume too well written or well 
designed. 

dESign PRinCiPlES

The design of your resume is every bit as important as its 
content. Many recruiters will tell you that they have prob-
ably missed good candidates because the resume was too 
difficult to read. There are two things to remember: keep 
the look clean, and don’t be afraid of white space. 

TExT FORmATTing 
You can certainly create a reader-friendly resume by at-
tending to visual appeal. Be sure to keep a consistent style 
throughout for titles, size and font, bullets, numbering, 
spacing and so on. 

But don’t go too far with your text formatting, which ends up 
confusing the eye. When too much is emphasized, nothing 
stands out. Try to keep the amount of italics and underlines 
to a minimum. And please, avoid ALL CAPS at all costs. 
The human eye identifies words by their shape more than by 
the letters. Using all caps makes each word the same rectan-
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gular shape, thus making it harder to read quickly. Research 
shows that words in all caps take far longer to comprehend, 
bogging down your resume, and thus, your reader. And if 
that hasn’t convinced you, remember that in the lexicon of 
this digital age, ALL CAPS EQUATE WITH SCREAM-
ING, which is not likely the impression you want to leave 
with potential hirers. 

FOnT 
Depending on the font you use, the font size should be 11 pt 
or 12 pt. This font, for example, is 12 pt. Whether you use a 
Mac or PC, choose a font that is common to most platforms 
and easy to read. There are two major subdivisions in font 
type: serif and sans serif. The main feature of a serif font 
(as is this High Tower font) is the little tails on many of the 
letters. Serif fonts are considered easier to read. We suggest 
you choose a common serif font like Times Roman for the 
body of your resume and a sans serif font like Arial for your 
headings.  

Do avoid less common fonts, even if they seem more in-
teresting. If your resume is sent electronically or being 
scanned, you can’t be sure that your readers will have any-
thing on their system but standard fonts. If not, your font 
will be substituted for another, which will likely throw all 
your careful spacing and pagination out of whack. Better to 
appear a bit boring and clean than exciting and difficult to 
read. 
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TOP mATTER 
It is important to create a letterhead that will be transferred 
to the top of all your job search correspondence, including 
your resumes, letters and reference lists. 

Your letterhead will identify your name – big and bold to 
show healthy ego – followed by your telephone and email 
coordinates in smaller font. Letterhead material can be left- 
or right-justified, or centred at the top of the page. We like 
the centred look, but that’s just our personal preference. 
Only include coordinates where you want to receive com-
munications regarding your job search. If your preschoolers 
are picking up your home phone, or if you can’t field calls 
at your current employer’s, by all means consider using a 
private cell phone number with a professional sounding 
message.    

While you can certainly include your city of residence as 
part of your letterhead, it’s not necessary to give your com-
plete mailing address, and given privacy and safety con-
cerns, we do not recommend it.  

The pages following your resume’s first page should also 
have a header, which includes, at minimum, your full name 
on the left and the page number on the right.   

Never include a picture or personal information such as date 
of birth, marital status or Social Insurance Number.
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BUllETS 
Bulleted lists on resumes are much loved by recruiters and 
candidates alike. Bullets serve to:
• Increase readability and flow
• Make your information easier to understand
•  Make it possible to use a lead-in phrase, thus avoiding 

repetition
• Make your accomplishments stand out

In the list above, each bullet starts with a capital letter 
and uses no punctuation at the end. You can choose what-
ever format you like for your resume as long as you are 
consistent. 

Be sure that every bulleted item within a list relies on the 
same grammatical construction. Here’s where many resumes 
fall short, making them confusing to read (and ridiculous 
sounding if read aloud.) Fortunately, this problem is easy 
to remedy. To ensure correct bullet usage, read the line that 
introduces the bulleted items with each bullet.  Does each 
bullet read properly with the introductory statement? If not, 
fix each bullet separately.  

wHEn SEnding yOUR RESUmE ElECTROniCAlly 
There are two main software programs to use when sending 
an electronic (or emailed) copy of your resume: Microsoft 
Word (.doc) and Adobe Acrobat (.pdf). Acrobat is the safest 
medium, as it ensures your formatting stays intact and that 
your resume looks exactly as you want it. Some companies 



93 SO  YOU WANT TO WORK IN CALGARY’S OIL & GAS INDUSTRY?  

will ask for Word, however. It’s a good idea to have your 
resume saved in both formats, and when given the choice, 
attach within an email as a pdf document. 

RESUmE COnTEnT: PUTTing iT All TOgETHER 
Resume rules have changed, particularly if you are apply-
ing to busy O&G recruiters. Yes, resumes must still be pol-
ished, accurate and highly readable. But gone are the days 

of functional or combination resume 
styles, which are much too dense and 
text heavy for today’s market. Why? 
Consider a day in the life of Cathe-
rine’s firm, Prominent Personnel, 
where we receive an average of 300 
resumes before closing time. When 
we come across resumes with lots of 
white space and clear, short, succinct 
bullets of information, we breathe a 
sigh of relief. We can quickly scan 
these resumes to determine their 
match with current and upcoming op-
portunities. It’s a win-win for recruit-
ers and candidates alike.  

So how do you create a resume that breathes? In addition to 
relying on good design principles, your content must include 
all of what’s needed and none of what’s not. To get there, 
we recommend you include the following key parts: 

QUICK TIP: Avoid 
first person

Avoid the words “I” and “my” 
within your resume. First 
person is assumed and there-
fore redundant. Addition-
ally, “I” and “my” words can 
sound arrogant when used 
too often. 
Instead of this:
•  I served on multidisci-

plinary teams..

Use this:
•  Served on multidisci-

plinary teams… 
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1. A clearly stated Objective
2.  Career Summary or Highlighted Qualifications, offered 

as a summary statement followed by a bulleted list of 
accomplishments, quantified with dollars, percentages, 
or numbers when possible

3.  Career or Professional Experience*, including job titles, 
company names and dates of employment, listed in 
reverse chronological order. Bullet points will be includ-
ed under neath the jobs of most relevance

4.  Education & Professional Development*, including a 
listing of degrees, diplomas and certificates as well as 
relevant courses and seminars

5.  Community/Volunteer Activity, including church 
work if relevant 

6.  Computer Experience, including your proficiency with 
a range of software programs 

7.  Additional relevant highlights such as Professional 
Affiliations & Activities, Accomplishments, Accredi-
tations or Awards, Hobbies & Other Interests, and 
Publications.

*Note: Switch order of 3 and 4, depending on which is most 
recent.

Let’s explore these content parts individually. 

PART 1: STATE yOUR OBJECTivE 
Stating a job objective at the top of your resume is a wise 
strategy for everyone, but particularly so for those transi-
tioning from another industry into O&G. Including an 
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objective shows that you know what you want and helps 
position the reader’s take on the information that follows. 

The job objective should be customized for every job you 
apply for. If you are responding to an advertised position, 
the objective is the job title itself. Otherwise, your objective 
should be specific and conveyed in only one sentence. 

Your objective will include three elements:
• The job you want to be considered for
• What you bring to the position
• What you want from the right employer  

Here’s an example of an objective statement that helped a 
candidate land a position: 

•  To obtain a technical sales position in a Calgary oil and 
gas service company that allows for personal and profes-
sional development while delivering high touch client 
service. 

PART 2: STATE yOUR CAREER SUmmARy OR 
HigHligHTEd qUAliFiCATiOnS 
Simply put, this next section of your resume summarizes 
what you are good at.  And we don’t mean motherhood 
statements like “hard worker” or “good attention to detail”. 
These are called soft skills and everyone uses them. Give 
recruiters what they need to send your resume to the next 
step. 
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 Are you a sales and marketing 
professional? Then outline your ex-
pertise in market research, identify-
ing client needs and developing sales 
solutions. 

 Do you have experience in 
leading teams? Then state that. 

 Experience in managing 
budgets? Then indicate the size of 
budget you have managed. 

You can give this section any number of titles including 
Career Summary, Highlights of Qualifications, Areas of 
Expertise, Professional Achievements, or Career Synopsis 
to name a few. This section is particularly important if you 
are making a career change or if some of your best highlights 
are from jobs from years ago. The purpose is to make a case 
that your achievements and career are directly relevant to 
the position you are applying for. 

QUICK TIP: Use 
past tense only

To avoid confusion and tense 
mix-ups, write every point 
as though it happened in the 
past, even if you are currently 
serving in a position.
Change this
•  Responsibilities include…
To this
•  Responsibilities included

Catherine’s “First 4 Inches” Rule
“I	can’t	stress	enough	how	important	the	first	half	page	of	your	
resume is. Recruiters open your resume to see if you have any-
thing applicable for the positions they currently have available. 
Most have neither the time nor the patience to scroll through 
page	after	page	to	find	out	if	your	skills	and	experience	are	ap-
plicable or not. Your resume must convince recruiters in those 
first	4	inches,	or	you’ve	likely	lost	your	chance.”	
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CAREER SUmmARy HOw TO:
Start by providing a statement of your years of experience 
and areas of expertise. Be sure to include any O&G expe-
rience you have had, even if it was twenty years ago, or 
even if you worked with O&G customers. Here’s a sample 
summary statement: “Over 20 years progressively respon-
sible experience in sales and marketing in the transportation 
and utility industry, culminating in promotion to Regional 
Manager.”

Next, add a few bulleted points giving evidence of your 
skills. Here are a few ideas of what you might include in 
bullet form.  

•  Your best achievements in summary form.  For example, 
a sales person might say, consistently exceeded quotas. A 
trainer could say consistently received excellent ratings 
from participants. Since this is a summary statement, 
present cumulative information. Do the math for your 
reader:

 • Promoted three times within five years
 •  Promoted from Shipper/Receiver to Production 

Manager over ten year career span
•  Additional training or special skills. If you have a 

Masters degree or PhD, add the title to your name at the 
top of the resume. However, if you have special train-
ing like project management, production accounting or 
leadership from the Banff School and it is applicable to 
what you’re applying for, add it here. If you had a great 
GPA, add it here as well.
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•  Any special recognition. Recognitions such as Calgary 
Volunteer of the Year or Woman of Distinction would 
go here as well. If you received a bonus every year 
because of performance, this is where you can include 
this detail. 

•  A particularly glowing sentence from a performance 
review. For example, “Manager wrote on Performance 
Review that, ‘Tom’s powerful vision and team leading 
skills catapulted the team to the highest rank in the 
country’.” (2005)

•  A personal touch can also be added here. For example, an 
administrative assistant included the phrase “Known as 
the ray of sunshine in the office” in her career summary 
and was offered an interview with each resume she sent 
out. 

This Career Summary section is where keywords are vital. 
It’s often the first section recruiters really read and you may 
lose them if you do not use terminology applicable to their 
team or needs.  This tactic is called echoing the reader and 
allows you to fit your message to specific needs. 

How do you echo your reader? Research, research and re-
search! Ensure that you have the “pulse” on the company’s 
corporate identity and mission statement. There are a few 
words that each company will use that should speak to who 
you are. Use these same words, peppering them throughout 
your resume. Decision makers will read your resume, and 
think, “This person speaks our language.” Likewise, if your 
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resume is being scanned, key words will help identify you 
as a match for the position. 

Compare the following two examples for the bulleted points 
of the Career Summary:

 

Candidate 1

 

Candidate 2

Career Summary
•  Strong sales and 

marketing skills 
•  Excellent man-

agement skills 
•  Skilled at building 

relationships 
•  Demonstrated 

ability to build 
teams

•	 	Strong	financial	
management 
skills

Career Summary
•  Managed sales and marketing 

portfolios of $1.5M plus in the IT, 
real estate, pharmaceutical, and 
oil and gas sectors  

•  Managed a core team of 12 
specialized engineering and 
technical functions and advised 
executive management commit-
tees on overall strategy 

•  Developed key strategic alliances 
and managed approximately 50 
supplier/vendor relationships 
with partners and competitors 
including ABC, XXX, YYY 

•  Coordinated professional, techni-
cal, support and management 
teams to meet the challenges of 
re-organization and high growth 
business development

•	 	Set	up	financial	management	
program and managed $8M 
budget 

If you were a recruiter 
and had only this section 
of the resume to go on, 
which candidate do you 
have a better sense of? 
Which candidate would 
you choose to meet first?  
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Here is another Career Summary example that helped land 
this client her job:

High energy, creative and versatile executive with 11 years 
cross-functional success in leadership, marketing/community 
relations, project management and team development.   Knack 
for relationship marketing, media relations and employee 
morale. Strong performance in market share and revenue/ROI 
growth.
•  Progressively promoted to director level as a result of con-

sistently	 exceeding	 financial	 goals	 and	 exhibiting	 strong	
team-building and leadership abilities. 

•  Successfully designed and implemented market develop-
ment strategies resulting in 15% year-on-year growth.

•  Proven history of successfully managing multiple projects 
simultaneously	resulting	in	financial	expectations.	All	event	
goals met or exceeded. 

•  Coordinated and implemented national sponsorship part-
nerships resulting in 25% increased revenues for involved 
projects.

•  All direct reports have won company awards such as Sales 
Leadership, Customer Service, Manager of the Year, and 
Salesperson of the Year.   

“Anne is a focused, motivated manager who sets high stan-
dards and achieves her goals.”

Russ Jones, Western V.P., ABC media 2004 
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PART 3: CAREER ExPERiEnCE

(OR PROFESSiOnAl ExPERiEnCE) 
Now you can talk about what you’ve been doing all these 
years, in reverse chronological order. 

It is important to include the details 
of what you have been doing through-
out your entire career. Account for 
each year since you completed your 
education. Any gaps may lead the 
recruiter to assume you are trying 
to hide something. There is nothing 
wrong with stating you were on 
maternity leave or caring for a sick 
parent. If you traveled the world, 
indicate the countries you visited. 
Present yourself openly and hon-
estly from the very beginning. This 
type of energy and honesty will help 
you attract the right position and the 
right company. 

Show everything – even summer ex-
periences. Decision makers might know people in the com-
panies where you have worked, and this is precisely what 
may help get your foot in the door. 

The layout of your text is important. Many resume books 
will tell you to format your text as follows:

Good news for 
baby boomers

Embrace your age and ex-
perience and go all the way 
back on your resume.  

With the labor shortage 
worldwide, as well as the lack 
of skilled and professional 
workers in all disciplines, 
employers have started wel-
coming candidates with more 
experience. 

The gap is so large between 
the experienced and the in-
experienced, older workers 
with vast experience will be 
preferred for a number of po-
sitions, especially in leader-
ship areas.
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Big Oil and Gas Company, Calgary, AB       1990 to present
Sales Representative
   
Then text is added here

Here are a few extra tips for laying out your career 
experience:
•  If you were promoted several times inside the same 

company, you need only state the name of the company 
and the total years worked once. Make it look like one 
natural progression. 

•  If the reader is unlikely to recognize your former em-
ployer or type of company from its name, describe the 



Please don’t do this. Are career dates more important than 
job titles? Absolutely not. It’s an enormous waste of page 
space and highlights the wrong information. Look at the 
example above. What information does your eye light on 
first? It’s the date that stands out, followed by the company 
and its location, and straggling in at last place, the job title. 

When introducing your Career Experience section, consider 
this sequencing and layout instead: 

1990 to present Big Oil & Gas Company, Calgary, AB  
   Sales Representative
    
   Then text is added here 
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nature of the business briefly in a bracketed phrase un-
derneath the company name.

•  Add more bulleted points under the jobs most applicable 
to the position you are applying for (5 bullets maximum). 
Expand by showing measured results.

Remember, it is your job to take the reader’s work out of 
interpreting your resume. 

PART 4: EdUCATiOn & PROFESSiOnAl 
dEvElOPmEnT 
(NOTE: Recent graduates typically list education before 
their Career Experience.)
Education includes a listing of degrees, diplomas and certifi-
cates. Professional development includes a listing of courses 
and seminars. If you are a professional requiring numerous 
courses annually and have pages of ongoing development, 
put the most notable courses under the Professional Devel-
opment heading and then include a full list as a separate 
document. Be sure to include where you studied and the 
year you graduated, particularly in the Education section. 

PART 5: COmmUniTy OR vOlUnTEER ACTiviTy 
Because more and more recruiters are looking for commu-
nity or volunteer activity, everything in this area is criti-
cal. Calgary O&G in particular, is highly philanthropic. 
You want to point to where your volunteer experience has 
been focused. Even if it’s just canvassing, community activ-
ity shows you care about the world and provides a point of 
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interest. Should you add your volunteer church work? By 
all means. By letting your personality shine through, you 
will be better positioned to make valuable connections and 
attract the right opportunity. 

When formatting this section, use the same structure as you 
used for your Career Experience section.  For example:

If there have been measured results, be sure to include those 
too.

PART 6: COmPUTER ExPERiEnCE

It’s important to point out your proficiency with software 
programs. This becomes absolutely essential for scanned 
resumes. If recruiters or employers are looking for a specific 
skill not listed on your resume, you might lose your oppor-
tunity. Whether you are an executive or a frontline worker, 
list software expertise such as Outlook, Word, PowerPoint, 
database management software, etc. If you have experi-
ence working with a customized system, list the software 
program’s title, followed by a brief explanation in brack-
ets. Differentiate your experience according to “Proficient 
with,” and “Working Knowledge of”.  

Children’s Miracle Network, Lethbridge, AB   1999 to 2006
Telethon Volunteer      
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PART 7: PROFESSiOnAl AFFiliATiOnS And 
ACTiviTiES 
Do you belong to a professional association? If so, include 
the association and how long you have been a member. You 
may also include past memberships. If you have served on 
any committees or task forces, display the description of 
your activities in the same way you portrayed your job de-
scriptions in the Career Experience section. For instance:

If you find your association listing is too large, shave off 
the ones that are no longer applicable to where you want 
to be next. But we suggest that you do include as many as 
you can; there’s a chance the hirer knows of the association 
and may be passionate about it, which will increase your 
chances of being granted an interview.

PART 8: ACCOmPliSHmEnTS, ACCREdiTATiOnS 
OR AwARdS 
This section may actually include accomplishments that 
you would not normally think important. They are your 
“moments of glory” and can bring to light your drive and 
determination, qualities important to the majority of em-
ployers. Winning a Gold Medal in the Small Garden cat-

Edmonton Association of Continuing Education    2004 
and Recreation Director 
 
This organization distributed more than $1.2 million in provin-
cial education funding annually. 
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egory of the Calgary Horticultural Society Garden Contest 
might be precisely what sets you apart from otherwise 
similar candidates. 

If you are unsure which awards, achievements or accom-
plishments should be included, be sure to get a second 
opinion. 

PART 9: HOBBiES And OTHER inTERESTS

Why are hobbies and other interests important for the O&G 
industry? Again, this is another way to set you apart and 
show who you really are. Everything counts. If you play 
hockey, for instance, put it down – especially if you are a 
goalie. You might get called just because the company needs 
at extra player at Friday’s league game. If you are a golfer, 
mention this. Common interests and hobbies are a great 
way to connect with those doing the hiring. 

PART 10: PUBliCATiOnS

List those publications that relate directly to your career goal. 
Employers most interested in publications will be research 
organizations, consulting, and international organizations. 
If you have a long list of publications, we recommend you 
create a separate list.
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It all counts
Catherine never wrote a full resume until she started at Frac-
Master.	When	she	was	asked	to	provide	a	resume	for	their	file,	
she put together a simple resume, including only her career 
experience and contact coordinates. Having known Catherine 
for many years, her manager looked at her resume and asked, 
“Where is your bodybuilding experience? Why haven’t you in-
cluded this?” When Catherine asked how bodybuilding could pos-
sibly be relevant, he answered by saying, “ It shows your power 
of focus and drive to completion. Of course it’s relevant.” 
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    Tel:  (403) 202-6888
HENRY WATERS  Cellular:  (403) 488-8899
   email:  henry.waters@pathway.ca
    Calgary, Alberta
__________________________________________________

OBJECTIVE
To contribute strong business analysis and development skills 
in a management capacity within a dynamic, high-growth 
organization

CAREER SUMMARY
An achievement-oriented manager experienced at develop-
ing effective program strategies that meet both customer and 
organizational goals. Highlights include:
•  Implementation of an agile approach to delivering projects 

at GreatCom.
•  Recipient of a GreatCom National Innovation Award for 

completing a complex, $2.2m project on time, within 
scope and a budget balanced to $600.

•  Driving and leading a product transformation activity for 
Integration Group that led to increased sales average over 
three years of 87%.

•	 	Obtained	Personal	Leadership	Certificate	from	Royal	Roads	
University.

PROFESSIONAL EXPERIENCE

GREATCOM, Calgary Alberta   2000 - 2006
Portfolio Manager,  2004 - 2006
 Reporting to the Vice President, IT

A Senior Project Manager, accountable for the total “health” of 
a portfolio representing a group of related projects. Responsi-
ble for GreatCom’s integrated execution strategy and acted as

RESUmE SAmPlE
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Resume Sample Continued

HENRY WATERS     Page 2
__________________________________________________

the primary interface between Portfolio Leaders, Governance 
Committee and Project teams. Performed a liaison role to 
ensure the programs and projects delivered to strategic busi-
ness priorities.    
•  Successfully implemented an agile delivery and iterative 

development approach to project management to drive 
low-cost product growth in a rapid delivery environment 
resulting in a 35% reduction in costs. 

•  Managed several complex projects including a national 
new technology initiative with a cost of $2.2m that was 
delivered on time, within scope and to a budget balanced 
to within $600.

•  Project Managed the IT component for audit compliance, 
eliminated 26 areas of non-compliance.

•  Managed the day-to-day contract implementation, oversaw 
the technical functions and managed the overall business 
risk.

Acting Manager, Corporate PMO,      2000 - 2003
 Reporting to the Director, IT

Responsible for directing and managing all cross-functional 
corporate projects that touched GreatCom’s internal custom-
ers. Provider of strong leadership to ensure all projects suc-
cessfully designed and maintained in a way that met the needs 
of GreatCom and its customers. 
•  Developed and implemented a new business assessment 

and project development process that aligned project 
delivery framework across divisions.

•  Led a team of nine with careful attention paid to Great-
Com’s Leadership Attributes while meeting stakeholder 
expectations and balancing competing demands.
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HENRY WATERS     Page 3
__________________________________________________

•  Reduced attrition to zero by conducting quarterly team 
building, mentoring & coaching sessions to accelerate 
team development for high performance and to inspire 
extraordinary results.

INTEGRATION GROUP, Calgary AB                  1996 - 2000
Project Manager / Business Analyst 
 Reporting to the Vice President and Chief Information  
	 Officer

Responsible for identifying opportunities for business process 
improvements and technology solutions that achieved business 
goals by working closely with customers, vendors and senior 
management to ensure projects were managed on budget and 
on schedule.

•  Co-managed the assessment, procurement and implemen-
tation of a $400K national transportation system project 
that was delivered on budget, on time and within scope. 

•  Served as internal business consultant by working closely 
with various functional groups in assessing, developing 
and executing projects relating to their departments.

•  Developed key strategic alliances and managed approxi-
mately 50 supplier/ vendor relationships with partners and 
competitors.

•  Conducted market studies in several international markets 
for new product lines.

•  Developed a project prioritization, ranking and governance 
model to ensure that the right projects were executed to 
meet Integration Group’s short- and medium-term strate-
gic objectives.

Resume Sample Continued



111 SO  YOU WANT TO WORK IN CALGARY’S OIL & GAS INDUSTRY?  

HENRY WATERS     Page 4
__________________________________________________

WESTERN COMMUNICATIONS, Vancouver, BC 1990 - 1995
Project Manager / Business Analyst
 Reporting to the Associate Director 
 of Information Services

Responsible for contributing to the objectives of the Informa-
tion Services Department by coordinating, monitoring and di-
recting customer and technical requests, ensuring appropriate 
action taken in resolving client issues, assisting senior man-
agement in operational issues, and acting as liaison between 
various technical and user groups.
•	 	Supported	external	consultants	by	providing	issue	identifi-

cation,	system	clarification	and	data	gathering	in	order	to	
integrate three marketing systems.

•  Coordinated professional, technical, support and manage-
ment teams to meet the challenges of re-organization and 
high growth business development.

•  Consistently achieved 95%+ in customer satisfaction 
surveys.

EDUCATION
Bachelor of Arts in Economics, University of Calgary,       1987 
Calgary, AB                 

PROFESSIONAL DEVELOPMENT
Project Management Professional (PMP)               In progress
Personal	Leadership	Certificate,	Royal	Roads																			2004 
 University, Victoria, BC

Resume Sample Continued
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HENRY WATERS     Page 5
__________________________________________________

VOLUNTEER ACTIVITIES

Canyon Meadows Community Association,
Board positions
Canadian Diabetes Association Canvasser
Canadian Cancer Society Canvasser
Heart and Stroke Foundation of
Canada Canvasser

2006 - present

1998 - present
2003 - present
1998 - present

COMPUTER SKILLS
Proficient	with:	
• MS Word, MS Excel, MS Access, MS Project
• PEAK (data management software)
• Powerpoint

Working knowledge of:
• Frontpage
• MS Publisher

INTERESTS
Running,	golfing,	theatre,	hockey	and	travel

Resume Sample Continued
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REFEREnCES 
Many resume books will tell you to wait until the inter-
view stage to supply your reference list. We disagree. If you 
are transitioning into a new industry or campaigning for a 
specific job, it is always a good idea to include references 
along with your resume – especially character references. 
Including your references shows you are willing to put your 
money where your mouth is. The same principle holds true 
for Letters of Reference. 

Your references should be a separate document with 
the same letterhead you created for your cover letter and 
resume. Always ask references in advance before including 
their names on your list. Likewise, obtain appropriate phone 
numbers and/or email addresses to list as contact informa-
tion. Home phone numbers should never be given, (unless 
granted by your reference for this use), and mailing address-
es are not necessary. 

You might want to sit down with a few of your references 
and share the kinds of questions they could potentially be 

A strong reference must:
• Consent (in advance)
•  Be available to accept reference requests
• Want you to succeed
•  Be able to articulate your strengths 

References	have	additional	influence	if	they	know	the	industry	
and/or the company and its players



114 SO  YOU WANT TO WORK IN CALGARY’S OIL & GAS INDUSTRY?  

asked by recruiters. Preparing for a reference check is a good 
idea, particularly if it has been a few years since you have 
worked together. 

Here is a list of the questions Prominent Personnel asks all 
referees: 

•  Position Held/Work Performed: What type of work 
did the person do for your company? 

•  Strengths and Technical Abilities: How would you rate 
the person’s technical knowledge as it related to the po-
sition?  Did the person know what was required and did 
he/she learn inside of a reasonable time frame?

•  Flexibility: In terms of scheduling, adapting to change, 
etc. have you encountered any problems with this person 
in these areas?  If yes, please elaborate on the situation.

•  Pace and Deadlines: Please comment on the person’s 
effectiveness performing in a highly dynamic environ-
ment.  Describe to me what “dynamic” is; that is, give 
me some words around what fast-paced looks like.  

•  Organizational and Time Management Skills: Please 
comment on the person’s ability to plan, organize, and 
prioritize work, especially in multi-task situations. 

•  Interpersonal Skills: Please comment on this person’s 
ability to relate to and communicate with people.  What 
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do/did others in your company like most about this 
person?   

•  Problem Solving and Learning: How would you evaluate 
the person’s ability to grasp concepts, learn new things, 
question, solve problems and analyze information, etc?  

•  Trustworthiness/Reliability: Please comment in areas 
of trustworthiness, dependability and reliability, etc.  

•  Conflict Resolution: Have you ever seen this person in 
a situation of conflict or heated emotions?  If you have, 
please unfold the situation for me. How did the person 
behave?  Was the person’s behaviour effective? What 
was the end result?  

•  Area for Improvement: We all have them. In what 
area(s) do you feel this person should improve? In terms 
of self- improvement, what steps has this person taken?

•  Reason for Departure: Would you happen to know 
why this person is considering leaving his/her current 
position or why this person left the position when you 
worked together?

•  Candidate for rehire/continued association: Given an 
opportunity, would you rehire or work with this person 
again? If so, in what capacity?
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•  Additional Information: Is there anything that I have 
not asked, but that I should be aware of that would help 
us with the decision to hire?  

It’s fair for you to know in advance the kinds of things 
your references will say about you during a reference check. 
Whatever you can do to jog their memories and help them 
remember detailed information about you and your work 
will serve to your advantage. Likewise, the more they know 
about the positions you are applying for, the better. 

This is particularly important if you feel there may be a 
“bad” reference on your list. By discussing potential ques-
tions and responses in advance, you will be able to grow 
from the opportunity to learn the good and not-so-good 
about how you performed your job responsibilities. And if 
required, you can remove some references from your list 
and choose others instead.

BUSinESS REFEREnCES

Business references include people you have worked with. 
Put another way, if you have had money exchange hands 
through your association with an individual, he or she is 
considered a business reference. 

Have no fewer than three and no more than five business 
references. If possible, include at least one past or current 
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supervisor, one past or current co-worker, and if you have 
been a manager, at least one past subordinate or mentee.  If 
you have not been a manager, include a second past supervi-
sor or co-worker.  

You will include your reference’s full name, business title, 
current company, and contact coordinates, including work 
telephone and email. Also include a short phrase outlining 
the relationship that you had with that person, as well as the 
name of the company you worked at during the time of your 
business association. 

Here is how your reference information can be formatted: 

CHARACTER REFEREnCES

If you do not have enough experience in a certain area, a 
character reference may be the person that gets you the 
initial interview.  It is all about “who you know” in any 
industry. Therefore, include only character references of 
those already in the industry that you are applying for. 

Who should be on your list? Include all your O&G con-
tacts that know you well enough to comment on whether 
you would fit inside a particular O&G company. The bigger 

Catherine Shelby, President 
 Great Big Oil Company
 Telephone: 403 555 1212
 Email: c. Shelby@gbo.ca 
 Former supervisor at Shell Canada 
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this list the better, even if it covers two full pages. If you 
can actually show that you have a large network, recruiters 
and decision makers will know that you are committed to 
joining this industry.  In addition, if they happen to know at 
least one or more of your references, they will likely phone 
those on your list they have connections to. 

Character references in O&G will know the “way of doing 
things in this industry” and their comments are a reflection 
of who they are as well. Because their reputation is at stake, 
they will be very honest as to whether or not they see you 
as a fit in a particular company. This makes their opinions 
particularly valued. 

As with business references, your character reference section 
should include their full name, title, company and appropri-
ate coordinates. 



CHAPTER 8

FROM MEDIOCRE TO GREAT 

INTERVIEWS!
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“Yahoo!” as we say here in Calgary. 

The leading company in the industry has called you in to in-
terview for the job of your dreams. The primary purpose of 
the interview is to determine your suitability for the position 
and how well you would fit within the existing corporate 
structure. Now is your chance to shine! Are you ready?

inTERviEw PREPARATiOn

Once you have been granted an inter-
view with a decision maker and/or 
human resources person, you must 
research in earnest. 

When you are phoned and invited to 
the interview, find out who is doing 
the interview and what their position 
is. Then Google them. If the inter-
viewer is on the Board of the Calgary 
Zoo or gave a presentation on “Diver-
sity in the Workplace”, these gems 
will likely be exposed in an online 

Your research will 
help position you 

at the top 
We had two clients this year 
who were applying for IT 
positions in O&G. Both were 
asked, “Do you know where 
we are drilling?” 

Fortunately they had done 
their homework and knew 
the	 specific	 details	 so	 they	
didn’t end up sputtering, “Up 
north? Somewhere near Fort 
McMurray I guess?”
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search. Go to the company website and find out as much as 
possible about the company.

You can also go to the downtown Calgary Public Library 
- fourth floor – and explain to the librarians what you are 
being interviewed for. If you ask nicely, they will pull up 
information for you.

Next, use your network to find out what the personality 
of the decision maker is, the culture of the company and 
any other juicy details you can get your hands on. Are they 
conservative or out-of-the box thinkers? Old school or new 
school?  Formal or laid back? 

One of our clients had an interview with a senior human 
resource professional at a major oil and gas producer. We 
happen to know that the woman detests formality and mostly 
wears jeans and t-shirts to work. Had our client turned up 
in a dress suit, she would not even have been considered. 
The HR woman is also extremely casual in her speech and 
demeanor and finds formal people stifling. It was crucial to 
have this information before the meeting.

Heather’s Story: You can meet the “Who 
You Know” in a hurry

When	 I	 finished	 my	 undergraduate	 degree	 from	 Carleton,	 I	
applied for the Young Professional Program offered through Ex-
ternal Affairs. This was a program set up for people who had 
completed a graduate degree to work in their area of special-
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ization in Mexico. I didn’t yet have a Masters Degree, and only 
a smattering of Spanish, but I applied anyway. My boyfriend’s 
mother worked for Employment and Immigration, and she made 
sure my application was at the top of the screening pile. I was 
back in Calgary for the summer and received a letter stating 
that I was selected for an interview (strictly because of whom I 
knew of course!)

I	got	on	the	phone,	trying	to	find	someone	who	knew	the	man	
who	was	flying	in	to	Calgary	to	interview	me.	I	was	applying	to	
go to Mexico as a sociologist so I called the Sociology Depart-
ments at both the University of Calgary and Carleton to see if 
they knew of anyone who knew about this program. The secre-
tary in Calgary suggested I try the Department of Anthropology 
and the secretary there said she thought one of the professors 
knew about this program. I went to see him immediately. He was 
definitely	the	right	contact	because	he	had	dinner	with	the	man	
doing the interviewing every time he came through Calgary! 
From the professor I got the best piece of insider news. Even 
though	we	would	be	working	in	the	field,	the	man	expected	us	
to wear a formal suit to the interview and selected people who 
demonstrated	how	their	participation	would	benefit	Canada.	

Off I ran to buy a suit and write up how much of a better country 
Canada would be if I went to Mexico on this work scholarship. 
I signed up for a Spanish course and lo and behold it worked. I 
was one of twelve students selected out of 1200 applicants! 

The point of this story is to highlight the importance of gaining 
information about the people and company who are interview-
ing you in order to truly excel in the meeting.

ASking gOOd qUESTiOnS nETS gOOd RESUlTS

As part of your research, prepare some intelligent ques-
tions to ask during the interview. These questions should 
be focused on the company and the position. At no time do 
you ask about vacations, breaks, benefits or compensation. 
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These are negotiable items that will be discussed just before 
an offer is made. Please see the next chapter on negotiating 
for more information. 

For now, you need questions that illustrate your knowledge 
about their operations and challenges and reflect an interest 
in increasing their bottom line. You might choose to ask 
questions about:
• The latest technologies in use
• Your duties and responsibilities
• The chain of command (to whom are you responsible?)
• Career path and potential

Whenever possible, prepare open-ended consultation-type 
questions that show that you have done your research. For 
example: “Can you explain what other (applications, con-
siderations, individuals) would influence this position?”

Remember, the kinds of questions you ask are almost as 
important as the responses you give during an interview. 
Think of it this way. Imagine you are renting out a base-
ment suite. One of the potential tenants tells you his wife 
is quite a seamstress and would love to make new curtains 
for the windows, and that by the way, he is a carpenter and 
would be happy to build window seats. Another potential 
tenant just wants to know when rent day is and if he is re-
quired to write postdated cheques.  Who would you be most 
likely to rent the suite to?
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Write your questions down on a cheat sheet along with your 
PAR story titles (which we discuss in depth later in this 
chapter). Cheat sheets are important. Otherwise, by the end 
of the interview when you are asked the typical, “Do you 
have any questions?” you may be too burnt out to remember 
what they are.

diFFEREnT TyPES OF inTERviEwS

There are as many types of interviews as there are interview-
ers. Interviews can be structured or unstructured, formal or 
informal. Some interviewers wing it, while others have a 
set of questions they ask every candidate. You may be asked 
to participate in a series of sequential interviews within a 
company, one person at a time, while others conduct panel 
interviews of two to nine people. The panel could include 
representatives from HR as well as the team members from 
the department doing the hiring. 

In any case, your job is to make a good impression and show 
how you will add value. Here are a few tips for excelling at 
special types of interviews:

The Lunch Interview:   Brush up on your etiquette and make 
this kind of interview – and your meal – go smoothly. 

Do: 
• Arrive at the restaurant earlier than the interviewer 
• Turn off your cell phone
• Order water, juice, pop or milk
• Stand to greet the interviewer once he or she arrives
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• Use a web-to-web handshake
•  Sit down at the table at the same time as the 

interviewer
• Suggest the interviewer orders first
•  Choose an entrée that costs less than the interviewer’s 

order
• Begin to eat at the same time as the interviewer 
•  Finish your meal (or stop eating) within a few bites of 

the interviewer
•  Order coffee or tea after the meal if the interviewer does 

also
•  After the meal is paid for, and before getting up to leave, 

graciously thank the interviewer for the meal and for 
taking the time to meet with you

Do Not
•  Order alcohol (With one exception: If this is your third 

interview, you can join the interviewer for one drink 
if you feel it will help him/her feel more comfortable.  
Never have more than one alcoholic beverage.)

• Order dessert
•  Order coffee or tea refills (unless you know the inter-

view will continue for several more minutes)
•  Offer to pay for the meal. (This is the interviewer’s 

responsibility.)

In order not to snag your future supervisor’s dinner roll, 
remember “BMW”.  B is for bread, which is always to the 
left of your plate.  M is for meal, your dinner plate.  And W 
is for water, on your right side of your plate. 
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You must be prepared to wrap up promptly, so watch for the 
signs that your meeting is about to adjourn.  

The Telephone Interview: Many companies now do a 
pre-screen over the telephone in order to save costs. If in-
terviewed by this method, find a quiet room in order to 
eliminate background noises. We suggest you do not use 
a speakerphone even if the interviewer chooses to. Answer 
the phone professionally, as you would in an office environ-
ment. Be sure that you have all information laid out in front 
of you.  It can help you to sound confident if you stand while 
you talk. And remember to smile. Smiling helps to lighten 
and relax the situation. Salespeople do this all the time; they 
know simply a smile can change the outcome. 

The Panel Interview: If interviewed by two or more people, 
make sure to maintain eye contact with everyone in the 
room. Focus on the person asking the question. When an-
swering, look at that person initially, then look around the 
room to see if anyone needs further clarification. Treat all 
interviewers with respect, regardless of gender or status. 
You never know who will have the greatest influence in 
making the hiring decision. 

THE BEHAviORAl dESCRiPTivE inTERviEw

This type of interview deserves its own section. Many com-
panies today use the behavioural interview to screen can-
didates. Behavioral Descriptive Interviewing, also known 
as “Target Selection Interviewing,” is based on discovering 
how the candidate acts in specific employment-related situ-
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ations. The logic is that how you behaved in the past will 
predict how you will behave in the future. This type of in-
terviewing requires you to be confident and on your toes. 
The best way to achieve this is with practice.

lining UP yOUR SUCCESS STORiES

Try to anticipate possible questions and rehearse your 
answers. Start by studying the job description or posting. 
What skills is the company looking for? What strengths? 
Typically these might include organizational abilities, 
problem solving, working well under stress, administra-
tive/supervisory capabilities, attention to detail, enjoyment 
of certain tasks, etc. This is where your success stories are 
valuable.

As we discussed in Chapter 2, success stories are short stories 
that capture results you have achieved in the past. Stories 
need to be specific enough that they can be told in less than 
a minute or two with a “problem/action/result” format. 

Coming up with success stories is one of the most onerous 
tasks in job search: we are taught that it is poor manners 
to brag about ourselves. Sharing success stories is not brag-
ging. Quite the opposite! You do not need to state, “I am an 
incredible salesperson,” or “I am an extraordinary leader.” 
Instead, you let the success story say it for you. “I was 
awarded Top Salesperson three years in a row at Xerox,” or 
“Two out of my five-person team won top performer awards 
and two were promoted to senior positions.” 
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Sharing success stories allows you to articulate your strengths 
with specific measured results. Having your success stories 
prepared and ready can give you the confidence that moves 
an interview from humdrum to outstanding.

iT’S All in THE TElling

When answering an interview request like, “Describe a de-
cision you made that was unpopular and how you handled 
its implementation,” it is human nature to focus on the 
problem. But which is more important, the problem itself 
or the solution you came up with to remedy the problem? 
When giving your examples in the form of PAR stories, be 
sure to concentrate most of your time on the actions you 
took. 

THE mORE SPECiFiC THE 
BETTER

The whole point of Behavioural De-
scriptive Interviewing is to force you 
to be specific. It gives you a chance to 
provide examples of when you com-
pleted a project, on time and under 
budget, or how your team achieved its 
goals despite demanding pressure and 
limited resources. If you are a leader, 
it is your chance to speak out about 
how someone you mentored went on 

to do great things, or how from your team of 12, three were 
promoted to executive positions within one year. 

QUICK TIP: Telling 
your PAR Story 

In one to two minutes, spend 
your storytelling time as 
follows:

20% Problem/Situation
+

60% Action
+

20% Result
=

Complete PAR story
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Your examples will come alive if you use specific dates and 
names. Open each PAR story by stating when the situation 
occurred. “In the third quarter… in the spring of 2005… last 
March.”  Likewise, if telling a story about a work associate 
or manager, use their first name. This helps to ground your 
response and make it seem plausible.

JOgging yOUR STORy RECAll wHEn UndER FiRE

You are probably thinking, “How will I ever remember my 
stories when being grilled by interviewers?” 

Here’s a quick tip. Give each of your stories a title. The title 
will be meaningful to you only and will not be shared during 
the interview. Instead, titling is a great way of helping you 
categorize each story in your mind so that when you are 
asked to provide examples of “A time when….”, you can 
easily call up your most appropriate story. So, for example, 
when you scan your cheat sheet in the interview and see 
your title, “ I’m OK, You’re OK,” you will instantly recall 
your story about helping a client solve a problem. We rec-
ommend you come up with between 25-30 stories and that 
you bring your list of titles to the interview for reference.

ExAmPlES OF BEHAviOURAl dESCRiPTivE 
qUESTiOnS

Here are some predictable examples of interview questions 
in search of your specific competencies:
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Troubleshooting: “Give us an example of when you had to 
deal with a particular (technical, personnel, client, supervi-
sor) problem and how you handled it.” 

Decision-making: “Describe a time when you had to subvert 
a company policy or procedure, or make an important deci-
sion on your own, and why you did what you did.”

Goal setting: “Give an example of a goal you reached and 
tell us how you achieved it.”

Team leadership: “Have you had to convince a team to 
work on a project they weren’t thrilled about? How did you 
do it?”

In addition to specific examples, you may also be asked to 
give a general example of a particular success or failure in 
your personal or occupational life, why you regard this inci-
dent as such, and what experience you gained from it. 

Remember that every one of your responses may generate 
five to six additional interviewer questions. For example: 
Who was involved? What changes ensued? How did that 
impact your career path? Be as thorough as possible in your 
PAR story preparation and rehearse your stories out loud. 
This way, you will be ready for anything.
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PROminEnT PERSOnnEl’S BEHAviOURAl inTER-
viEw SCRiPT

Catherine’s Prominent Personnel firm uses a standard script 
when interviewing potential engineering candidates. We’ve 
provided this script below to give you an idea of what might 
be asked during a Behavioural Descriptive Interview. With 
a bit of tweaking, these questions are transferable to a range 
of positions and roles. 

1.  Let’s begin by having you review your duties and re-
sponsibilities at your most recent job. Thinking back on 
this role, pick out your finest hour; that is, describe the 
assignment or project that you feel best demonstrated 
your skills. 

 a.  Where did the idea for this project or assignment 
originate?

 b.  What was your role in developing the project 
concept?

 c.  What did you do to promote the concept within the 
company?

 d.  How did you keep the project moving as things 
progressed?

2.  Staying with your most recent work experience, please 
explain how you documented your project. Start with the 
initial design and take me through handing the project 
over to another department or through to completion.

 a.  When did you complete the documentation for each 
phase of the project?
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 b.  Did you receive any comments about your 
documentation?

 c.  What were the comments?

3.  It is often difficult to keep track of all the new techni-
cal developments.  Can you think of some work you re-
cently completed that best reflects how you apply new 
techniques to solve practical problems?

 a.  What was the problem?
 b.  What was the new technology and how did you learn 

of it?
 c.  How did your solution work out in practice?
 d.  Did your boss or peers comment on this work? What 

was said?

4.  Working with individuals can at times be frustrating. 
Tell me about the most frustrating time you had ex-
plaining your viewpoint to someone else.

 a.  What was it that you said that they seemed to have 
a hard time picking up on?

 b.  How did you eventually get your message across?
 c.  What steps did you take to avoid this kind of 

difficulty?
 d.  How often has this type of problem come up?

5.  We can all recall a time when we had to make a pre-
sentation or attend a meeting on short notice when we 
weren’t very well prepared. Tell me about the presenta-
tion or meeting you would most like to forget.
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 a.  What was the topic or objectives of the meeting or 
presentation?

 b. When did you first learn about it?
 c.  What were you able to prepare prior to the meeting 

or presentation?
 d.  Did anyone comment on your participation? What 

was said?
 e.  Was anything decided at the meeting? Were there 

long-term consequences?
 f. Is this a common occurrence at your workplace?

6.  I would like now to change gears a bit and discuss how 
you interact with people. Could you begin by sketching 
out two or three key strengths you have in dealing with 
people?

 a.  Can you illustrate the first strength with a recent 
example?

 b.  What possible negative outcomes were avoided by 
the way you handled the situation?

 c. How often has this type of situation arisen?
 d. What happened the next time this came up?

7.  Now let’s look back at a recent major project that you 
were part of. Try to recall the details of the project 
meeting with your peers when you communicated what 
your thoughts and impressions were for that project. 
Tell me how you did that?

 a. When did this meeting take place?
 b.  How was it determined who was responsible for 

each task?
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 c. How was progress for the project monitored?
 d.  If there were problems, who was responsible for re-

solving them?

8.  Handling conflicts between yourself and your colleagues 
is a part of everyone’s job. I would like to hear about the 
most challenging conflict situation you have faced and 
how you handled it.

 a. Who was involved in the conflict?
 b.  What was the source of the conflict?
 c. What did you do to help resolve the conflict?
 d.  Looking back, what do you think you would have 

done differently?

9.  Sometimes we are involved in situations where we don’t 
agree with corporate policies.  Tell me about a time when 
you didn’t agree with the policy.

 a. What was the policy and why did you object?
 b. How did you make your objections known?
 c.  Were you successful in promoting your view? How 

do you measure that success?
 d. How often do you make this kind of argument?

AnSwERing THOSE TOUgH qUESTiOnS

There are a few tough questions worth specifically prepar-
ing for so that they don’t become a noose that you hang 
yourself with. 
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TEll mE ABOUT yOURSElF

The best way to answer this question is to use your “eleva-
tor pitch”, maybe adding something about education and a 
more thorough summary and one interest, hobby or sport 
you enjoy. Interviewers don’t want to know about your early 
years on the farm in a dysfunctional family. Honestly.

wHy did yOU lEAvE?
Be honest in your response to the inevitable question of 
why you are looking for a new job (e.g. career ceiling in 
present position, opportunities for personal growth and ad-
vancement, etc.). Avoid purely monetary considerations 
unless you are applying for a commissioned sales position. 
And never, never denigrate your current or past positions 
or bosses. 

wHAT iS yOUR gREATEST wEAknESS?
Almost every interview includes a question that goes some-
thing like this: “Tell us about your weaknesses?” 

There are two strategies for answering this question. The 
first is to tell the interviewer about a weakness that is really 
a strength. For example:
•  I am a perfectionist. I take care of all the details in each 

task I perform. The downside is that I work long hours 
to achieve results and sometimes get too involved in too 
many projects. I’ve learned a lot about delegating these 
past few years. Finding the positive in other people’s 
efforts has helped me let go of perfection.
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•  I have a hard time saying no. When people ask me to do 
something I typically say yes and then work overtime 
to get it all done. I’ve been working on this specifically, 
and I feel I have learned to share my priorities with 
the people on my team and engage them in delegating 
tasks.

Your second strategy is to choose a 
weakness that you have overcome. 
For example:
•   I was very shy and hated public 

speaking. I decided to overcome 
my fear so I joined Toastmasters 
and took a public speaking course 
through continuing education. Last 
year I was the MC at my cousin’s 
wedding, in front of 200 guests! And 
my past company sent me to an in-
vestor-relations meeting where I 
presented our department’s results.

•   My natural personality type is dis-
organized. I have taken four courses 
on time management through 
Mount Royal College and U. of C. 
and have read numerous books on 
the topic. On my last performance 
review, my manager praised my 
organization not only in my work-
space but in the way I complete 

Heather’s 
Thoughts: Weak-

ness can be a 
double-edged 

sword
When I was teaching inter-
viewing to an intact work 
team, one team member said 
his weakness was working 
too quickly and not attend-
ing to details. Another team 
member piped up that her 
weakness was being too cau-
tious and too slow. 

They both laughed, real-
izing that over the years 
their different approaches 
had created tension. They 
had since been able to work 
through their differences and 
had become extremely pro-
ductive together. 

So remember, one person’s 
strength is another person’s 
weakness. It just depends 
how you look at it. 
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projects. I have a copy of the review 
here if you would like to see it.

wEAknESS TiPS

•    Do not brush over this question with a glib response. 
Provide an honest answer, using a true weakness and 
providing examples to support it.

•  Review your weakness with your references to make 
sure they would agree. Coach them on how you plan to 
respond to this question so you will be in alignment.

•  Don’t discuss more than one weakness and never choose 
one that would directly affect the position. 

•  Be willing to be vulnerable. It is disarming to hear a per-
son’s true weakness and will draw the interviewer closer 
to you.

•  Have specific examples of how you’ve overcome the 
weakness and what the results have been.

wHO dO yOU AdmiRE? OR wHAT BOOk ARE yOU 
REAding? 
Interviewers will sometimes ask you to discuss someone you 
admire or what book you are reading. These questions help 
to round out their perspective of your interests and values. 
It’s best to have thought these through in advance. A good 
choice of someone you admire is always someone who has 
had a positive influence on your life. 

Your book choice can be as varied as a library’s bookshelves. 
If you are reading a current, well-known author or article, 
this might get the interviewer’s attention.
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wHAT ABOUT mOnEy?
Be prepared for a question or two about your current salary 
or total compensation package. The verdict is still out on 
how you should respond. Many recruiters and hirers suggest 
this question must be specifically answered before a second 
meeting can be set. Others believe that candidates have the 
right to not divulge their current salary.
If queried in your first interview about your monetary ex-
pectations, try not to give specific dollar or range figures. 
You could handle this question by stating that while re-
muneration is important, you are primarily interested in 
this particular opportunity. Then give several reasons why 
you are seeking this particular position with this particular 
company (even if you have stated this earlier in the inter-
view). If pushed further, mention your current salary range, 
and add that you would expect to be reimbursed commen-
surate with your qualifications, background and experience 
and the existing marketplace for such skills.

AvOiding THE nERvOUS BREAkdOwn

Being well prepared will definitely help you with nerves. 
As will practice. Try to have as many meetings as possible 
leading up to an interview so that the give and take of infor-
mation sharing becomes comfortable. Even interviewers are 
nervous until they have had plenty of experience.

It’s true, being interviewed can still make you break into 
a cold sweat. A great way to combat nerves is to tell the 
interviewer right off the bat, “This is my first interview in 
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15 years and I’m nervous.” Saying it out loud will dissipate 
some of the stress.

One man we worked with experienced close to a panic attack 
each time he was interviewed. We coached him to bring 
his fear into the open. At his next interview, he introduced 
himself by saying, “How I interview is not a reflection on 
how I work. I find interviewing extremely stressful since 
I’m introverted and like to focus on my work.” He stumbled 
through the interview, highlighting his accomplishments 
through PAR stories and got the job.

THE dAy OF

An interview can seem to have an unequal balance of power. 
After all, interviewers have the authority to hire or reject you. 
You can choose to feel inferior. But there is another way of 
looking at the interview situation that will make you more 
comfortable with the process. Think of it as dating. You and 
the interviewer are both trying to decide who would be the 
best mate. Remember, you are two (or more) adults trying 
to determine if your joining the company is a fit. If they 
don’t hire you, they are doing you a favor because they have 
determined you won’t be happy and/or productive inside 
their company. Similarly, you need to decide before accept-
ing their offer if the company culture is the right place for 
you. It is much easier to decline before taking the job than 
after you have made a definite commitment. 
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dRESS APPROPRiATEly

First impressions count! Research the typical dress at the 
company’s office and then dress similarly but just a little bit 
“better”. It’s a general belief that when people dress too ca-
sually, they tend to behave too casually. You want to avoid 
generating this impression. For men this means a suit and 
tie, or sports coat and dress pants (no tie). For women, a 
skirt (and nylons) with jacket, or a pantsuit with sleeves 
or jacket.  Always ensure that the colors are coordinated, 
that your clothes are clean and freshly pressed. If you are 
being interviewed on Casual Friday, do not wear jeans even 
though the dress code allows it.  But do not overdress either 
– no suits or ties on casual days. 

Men should avoid white socks. Shoes should complement 
the attire chosen as well and be darker than the rest of the 
outfit. Both men and women should polish their shoes, wear 
minimal jewelry and remove any facial piercings. If you 
require glasses, be sure to have the frames updated: do not 
wear sunglasses. If you have long hair, tie it back or pull it 
away from your face. Women, make sure your makeup is 
conservative and your nail polish is not chipped.  We rec-
ommend a polish that is either clear, a light color or french 
manicured. 

Note the outfit you wear to the first interview. Wear some-
thing different to the second.

We are not suggesting that you will not get the job if you 
wear red nails, heavy makeup and piercings on your tongue.  
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But we do know Calgary. More employers here prefer to in-
terview candidates who are conservative and professional in 
their approach. Avoiding distractions will ensure the inter-
viewer focuses on your skills and abilities rather than your 
outfit and accessories.

PRACTiCE mEnTAl imAgERy

Before the interview, and as far ahead as possible, start 
imagining how the interview will go. Imagine how you 
will be received. Visualize a positive exchange and great 
conversation that allows you to really connect with your 
interviewers. 

Interviewers are real people, just like you. They might have 
had a recent fight with their spouse, or their teenager is 
acting out, or their dog just passed away.  Imagine you are 
being interviewed by a future friend who is genuinely inter-
ested in knowing all about you and is open to sharing about 
the company and team. 

This mental imagery practice can have amazing results.  
Not only will you feel more confident, your connections 
with the interviewer can be stronger. 

Try it. You have nothing to lose and everything to gain. 
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wAiTing in THE liOn’S dEn

 TURn OFF yOUR CEll PHOnE

 We know, we know. We shouldn’t have to mention 
this. But you would be astonished at how many people forget 
to turn their cell phone off before they enter the interview 
room. By then, it’s often too late. It is rude and annoying 
when the ring tone is left on and interrupts a meeting. So 
please, turn off your cell phone.

 BREATHE

 Be sure to arrive 10 minutes early so you are relaxed 
and have a chance to acclimatize yourself and check out the 
surroundings. 

To calm yourself, you simply need to breathe. People who 
suffer from panic attacks and anxiety can turn their symp-
toms around merely by breathing. The proper technique 
is to breathe in slowly through your nose deep into your 
diaphragm, count your breaths and then try to exhale for 
longer than you inhale. When people are afraid, they tend 
to breathe shallowly in their lungs, which sets off the whole 
flight or fight syndrome. Once the body experiences shallow 
breathing it will begin to tremble, shake, the heart rate ac-
celerates, and vision becomes blurred and tunnel like – all 
not good for making an ideal impression. 

If you have a few minutes to sit in the waiting area, push 
both your feet firmly into the ground and breathe. You will 
find yourself much more relaxed. 
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The same rule applies if you get nervous during the inter-
view. Don’t hesitate to stop and take a deep breath.

 gET THE lAy OF THE lAnd

 In the unlikely event that you haven’t done your 
homework prior to arriving at the interview, you can glean 
important information while you’re waiting. 

If there is a receptionist, chat with her. Get to know her in 
a genuine way. Be interested in her. Lots of hiring managers 
will ask the receptionist about his or her impression of the 
candidate. 

If the company’s annual report or a recent promotional 
article is resting on the coffee table, take a minute to skim 
the highlights. Some companies even have their mission 
statement mounted on a plaque. 

The waiting period between your arrival and the interview 
itself provides you a chance to come up with an icebreaker. 
In one company, Heather had a long walk down the hall 
with clients. She would discuss the weather on the way 
down to her office or ask the client whether he was able to 
easily find parking. Heather admits she would have been 
impressed if any of her clients had said something intelli-
gent and informed about her or her company. (It never hap-
pened by the way.)
 

wHAT TO TAkE

Bring a leather portfolio with the following items:
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• Your personalized business cards
•  The nicest pen you own and blank paper for 

note-taking
•  At least two copies of your resume and references. The 

interviewer(s) may not have a copy of your documents. 
Some interviewers will test you to see how organized 
you are.  A list of references, presented at the end of 
the first interview, illustrates your level of confidence 
in your suitability for that perfect position. You may 
want to refer to your resume as well during the inter-
view, to ensure the accuracy of dates, so bring a copy for 
yourself

•  Copies of your performance evaluations, awards, letters 
of reference, neatly copied and stapled in case your 
interviewer(s) request copies. These should provide 
backup for points stated in your resume

•  Your cheat sheet, which will include your list of ques-
tions, plus the titles of your 25 to 30 success stories in the 
following categories:

 o Job related
 o Getting along with others
 o Time demands
 o  Special to your area (NOTE: Plant people need to 

have safety stories)

If you know the names of your interviewer(s) in advance 
(which we highly recommend you take the time to find out), 
you may want to have written their names and titles on a 
piece of paper. This will help you to remember who’s who 
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and will allow you to more easily respond to interviewers 
by their first name throughout the interview.

FiRST imPRESSiOnS ARE EvERyTHing

There is great debate over whether or not the decision to 
hire is made during the first three minutes of meeting. If 
this is true, then you need to make the most of this time. 

 wHAT lAngUAgE ARE yOU USing?
 The moment you enter the interview room, your 
body language clearly depicts your mental attitude. If you 
walk with your head down, stooping shoulders and heavy 
steps, you will give off a vibe that you lack confidence and 
energy. On the other hand, a straight head, erect shoulders, 
quick steps and straight posture will give the impression 
that you are confident, open and warm. 

 limP FiSH OR POTEnTiAl COllEAgUE? 
 Your handshake, too, can convey much about you. A 
weak, limp, dead-fish handshake can make you appear cold 
and lacking in enthusiasm. A finger/hand crushing shake 
can leave an equally poor impression, as can grabbing the 
interviewer’s hand with both of yours and then pumping 
frantically. 

If you’re out of practice, be sure to rehearse a firm-gripped, 
vertical handshake in the days leading up to the interview. 
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 HERE’S lOOking AT yOU

 Of all the ways we communicate with people, eye 
contact is one of the most powerful. People judge sincerity, 
honesty and confidence through eye contact.
If you are particularly shy and it feels uncomfortable to look 
directly into the interviewer’s eyes, then gaze generally at 
the eyebrow area or the bridge of the nose. It can also help if 
you let your vision go slightly out of focus. 

We’re not suggesting you stare unblinking at the inter-
viewer through a 45 minute interview. Research shows that 
a gaze that lasts longer than seven to 10 seconds can cause 
discomfort or anxiety. It’s certainly appropriate to look 
away as you collect your thoughts or prepare for each of 
your answers. But when you first meet the interviewer, and 
then throughout the interview, you need to show with your 
eyes that you are both sincere and interested.  

QUICK TIP: Get business cards or jot 
down interviewer(s) names

In	the	unlikely	event	that	you	didn’t	find	out	the	interviewers’	
names and titles prior to the interview, wait until you have been 
seated and introduced to everyone, and then ask if you could 
have one of their business cards. 

If cards are unavailable, jot down their names on the blank 
paper from your portfolio and ensure you have the proper spell-
ing. (This will come in handy as you refer to the interviewers by 
name throughout the interview and when you write your thank 
you letters after the interview.) 
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gEnERAl RUlES OF THUmB

 ClARiFy

 When the interviewer asks you a question, make sure 
you understand what is being asked. You have every right 
to ask for clarification if you’re not sure. When in doubt, 
paraphrase what you thought they said. 

PREPARE An OPEnER

Your plan when you meet the interviewer is to stand straight 
and make good eye contact as you shake his or her hand, or 
several hands – firmly. But what should you be saying while 
everyone gets settled? 

A good interviewer will put you at ease by talking about 
your interests or something pleasant on your resume. The 
problem is that there are not too many good interviewers, 
and those that are may have had little time to prepare. 

So take charge and prepare your opener in advance.  Of 
course you can always say the empty, “I’ve heard so much 
about you,” or “What an honour to meet you.” How about 
something more meaningful? “I’m so glad you had the time 
to meet with me, especially since you must be so busy with 
the Stampede expansion right now…or since it is budget 
season right now…or as the gas price is so low, or as you 
must  be busy figuring out different strategies…or coaching 
women’s hockey.”
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 PAUSE. RESPOnd. gET SPECiFiC

 Once you’ve heard the question, take a little pause 
to think before answering. Refer to your cheat sheet of PAR 
story titles to find the one most appropriate to the question. 
You only need one example for each question.

You are looking for an example with a result. Each answer 
to a question will involve one story or example. Remember 
back in grade school when the English teacher said that each 
sentence is one idea? The same rule applies to your inter-
view responses. Think of each example as an expansion of 
one bullet from your resume. 

 iF yOU BlAnk OUT

 Don’t panic. This can happen to anyone. If you go 
completely blank, state that you are having trouble thinking 
of an answer. Ask the interviewer if it is all right for you 
to get back to the question later and then write it down on 
your paper. You must take responsibility for bringing the 
question up again before the end of the interview.

 STAy HOnEST

 One plant manager we worked with said that he had 
people interviewed three times by three different people and 
that the answers were later compared to see if there were 
any discrepancies. Your best bet is to be honest. When we 
are interviewing and get the feeling the respondent is not 
being honest, we’re like dogs on the bone, asking and asking 
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until we get the truth. Not a pleasant experience we can 
assure you.

 BE yOURSElF

 You may get the feeling in an interview that you are 
encased in ice or that you’ve suddenly become a robot. The 
whole interview process seems a bit bizarre. Here you are 
expected to make a decision about joining a company after 
one or more meetings. Imagine if marriages were arranged 
that quickly. 

The interviewer wants to know if you have the qualifica-
tions they are looking for and if you fit. Even though it is a 
contrived situation, do everything you can to let your true 
self shine through. Crack a joke if that is what you usually 
do; talk about an interest you’re very passionate about. Let 
them know who you really are so you can both decide if this 
is truly the right fit.

 AvOid THE nEgATivE

 If you speak negatively during the interview, the in-
terviewers will see you as a negative person. Remember the 
Attribution Theory we discussed in Chapter 4. Keep your 
responses positive. If you have to talk about a problem, keep 
your description fewer than six words “I was let go due to 
restructuring.” 

Heather interviewed one man who responded horridly to 
the question, “Tell me about a conflict you had with a supe-
rior.” He said, “My supervisor was fat and smoked a pack 
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of cigarettes a day. He was lazy and we argued over break 
times.” As he spoke, it seemed like he too was putting on 
weight and becoming more sluggish. He could have said, 
“My manager and I had a different orientation to time.” 

One of the greatest errors people make in interviews is to 
talk for too long about the problem. Remember, keep the 
problem under six words. The action and result are the bulk 
of what you want to talk about.

 iF THE inTERviEwER BECOmES A zOmBiE

 If you are responding to a question and the inter-
viewer is staring into space with that deer-in-the-headlights 
expression and probably thinking, “Milk, eggs, bread, then 
I’ll fill up with gas…I wonder if I’ll have time to go to the 
drycleaners…Mary looked a little under the weather,” stop 
talking! Ask them the magic interview phrase; “Was that 
enough information?”  Nine out of ten times, they will say, 
“Yes it is,” and you can move on. 

 gET FEEdBACk

 Don’t be afraid to ask for feedback at any stage of the 
interview. When providing your own examples, you might 
ask if a similar situation has arisen within their company 
and if your solution would be applicable. This gives you 
the opportunity to identify and address major concerns 
that the company has. Maintain the attitude that all prob-
lems can be resolved and that you are quite serious in your 
expectations.
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BEFORE yOU gO

There are a few things that you must determine before the 
interview is terminated. 

First, ask how the interviewer regards your suitability for 
their team and your potential place within it. Ask if they 
have any particular concerns; this will be your final chance 
to deal with any problems.

Second, ask about the next step in the selection process. It is 
perfectly appropriate to ask how many candidates are being 
interviewed for the position. Show interest in the process 
and in the company. 

Third, ask if there is anyone else they would like you to meet 
right away. In a final interview situation, you may ask if it 
is possible to meet with other members of the company. 

If time allows, request a tour of the workplace. Companies 
often prefer eager candidates to those who are better quali-
fied but indifferent.

FOllOwing UP

As soon as you finish the interview, go and buy a coffee 
or something stronger. Write down your notes about the 
interview. Pay attention to any shortcomings they thought 
you had, anything you forgot to say that was important, 
and any challenges they are facing that you can think of 
solutions for. Use your notes to create a tailored thank you 
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letter, which should be sent to all interviewers, the same day 
if possible.

If you are working with a recruiter and they presented you 
to the company, then call or email the recruiter after the 
interview and confirm whether or not you are interested in 
going to the next level. The recruiter will then have the op-
portunity to request feedback from their client and pass this 
information back to you.

TiPS FOR THAnk yOU lETTERS AFTER inTERviEwS

If you definitely want the job, start your letter off by stating 
this, expressing appreciation for the interview. The body 
of the letter will then go on to emphasize the highlights of 
the interview and the reasons you are a good fit with the 
company. Feel free to use bullets to highlight the top three 
reasons why you are the ideal candidate for the job or why 
you would love the challenge of joining their team.

Here is where you can also address any shortcomings that 
were raised. Was there something they had an issue with? 
For example: 

•  “We like you, but you’re over qualified.” Reiterate that 
you are at the time of your career where you would love 
a challenge like they’re offering and have no desire for 
advancement. 

•  “We like you, but we wanted someone more senior.” 
Provide them examples of how quickly you’ve been 
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promoted in each previous job you’ve had. Even in high 
school you ended up managing the Grandma Lees you 
were working at.

•  “You would need training in SAP to work with us.” Go 
through your PAR stories and find examples of a time 
you were trained quickly on a new system. 

Acknowledge clearly what they perceived as the shortcom-
ing and then address, with examples from your past, why 
that is not a roadblock at all.

So many times people say, “I can’t believe I forgot to tell 
them about this or that”. Look on the bright side. You have 
something fresh to put into your thank you letter. Don’t 
say you forgot to mention a particular strength or experi-
ence. Instead, just state that you wanted to highlight that 
you…and give the PAR story.

AFTER An inTERviEw, AlwAyS kEEP yOUR  
ACTiviTy lEvEl HigH

We have a superstition about keeping the activity level high. 
Once you’ve had that great interview, there is a tendency to 
want to rest on your laurels and wait by the phone like a 
lovesick high school student. 

Now is when you need to get three completely new activi-
ties started. Meet a new contact, take a course, research a 
new company and send off a letter. 
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The more energy you have going, the more energy you will 
attract. And you will also be less disappointed if you don’t 
get the phone call because other fabulous activities are in 
the works.

in THE EvEnT THAT yOU ARE nOT HiREd

If the interview went well and for some crazy reason you 
are not hired, try not to be too disheartened. Allow the in-
terviewer to enter the circle of people who love you. Feel 
free to ask for an information interview, from which you 
might gain information, referrals and advice. Request this 
interview within the next six weeks, explaining that you 
would like to include them as a networking resource. Then 
keep the 6x6x6 rule of keeping in touch with them – “six 
times over the next six months in six different ways.”

If you want to use the person as an information source, avoid 
asking for interview feedback or a list of reasons why you 
did not get the job. When a person feels a future meeting 
is likely to be negative or highly-charged, your chances of 
continuing the connection decrease.



CHAPTER 9 

EVALUATING AND 

NEGOTIATING OFFERS
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Right now negotiating an offer may seem very far off. 
Yet, preparing for the job offer is where your whole job 
search begins. While you are researching the industry in 
general, and companies specifically, it is vital that you re-
search salaries and working conditions. You wouldn’t buy 
a Harley-Davidson without researching prices. The same 
principle applies when searching for work. You need to 
educate yourself about how Calgary O&G companies com-
pensate employees. 

idEnTiFy yOUR TOP THREE CRiTERiA

In Chapter 2, we discussed the important role of self-evalu-
ation in job search. Here is where your needs and wants 
really come into play. 

Before you start contacting potential employers, you should 
determine your top three criteria or your three most impor-
tant deciding factors. Because job criteria will vary through-
out your career, they need to be revisited often. People come 
up with all sorts of top criteria, each one valid for the situa-
tion they are in. We have hundreds of examples from clients 
we have worked with. 
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For example, one man took early retirement after working 
at the same company for 25 years. While financially secure, 
he still wanted to work. He had always loved graphic design 
and had completed several courses over the years. He had 
even dabbled in graphic design at his past job, though it 
was certainly not his major area of responsibility. Going 
forward, he decided his top three criteria were as follows:
• Graphic design would be a major job responsibility
•  Training and/or opportunity to continue training would 

be encouraged
• A friendly, collegial atmosphere would be present

Obviously, compensation, security, or fast-track advance-
ment opportunities were not important to this man. Follow-
ing his passion, he landed an entry-level graphic design job 
in a medium size company. With ongoing opportunities to 
be mentored by another employee, while continuing with 
night classes, this job fit his needs and wants perfectly. 

One woman we worked with had an administrative assis-
tant background with some human resource experience. She 
cared only that her title was human resource advisor and 
that the majority of her responsibilities were HR related.  
Another woman with downtown O&G experience wanted 
to work in southeast Calgary and only applied for jobs in 
that area. She ended up accepting a position that was five 
minutes from her home.

Of course, money is a major issue for many. Heather as-
sisted with a plant closure and three of the participants indi-
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cated they had only one criterion – great compensation. As 
long as the money was good, they weren’t particular about 
where they worked or how much overtime was involved. 
All three ended up moving to a Canadian munitions factory 
in Iran and were thrilled with the opportunity because it 
allowed them to fulfill what was important to them – making 
money.

Another one of our client’s most important criteria was to 
make at least $150,000. He had three offers come in short 
of his mark, but he decided to give his job search six more 
weeks and hold out for what he wanted. He ended up getting 
three more offers and negotiated his way to his acceptable 
salary. 

What are your top three criteria? The following list gives 
you a starting point. Your list can certainly include differ-
ent items like room for advancement, training opportuni-
ties, team composition, pension, etc. What is important is 
that you’ve thought about your needs and wants and identi-
fied criteria that are important to you.

CRITERIA DESCRIPTION

Responsibilities Are there certain duties you would 
like to perform that would help you to 
advance in your career? How do the re-
sponsibilities	fit	in	with	your	short-	and	
long-term goals? Will the position make 
use of your skills and competencies?
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Location Would you like to work in Calgary? 
Downtown? Only in the southeast 
part of the city? Would you consider 
moving to northern Alberta for O&G 
opportunities?

Compensation What is your bottom line? What are 
you worth in the industry? What is the 
minimum salary acceptable to you?

Benefits Believe	it	or	not,	benefits	are	nego-
tiable.	If	a	benefit	package	is	important	
at this stage – say you have two kids 
needing braces – then you need to 
clearly present what your ideal package 
looks like.

Vacation You may be a world traveler or a 
mother with school age children who 
wants time off during the summer. Or 
you may be a mid-career changer who 
has worked your way up to four weeks 
vacation in past jobs and you don’t 
want to let this go. Bring up the vaca-
tion package in the negotiation and see 
what agreement you can make with 
your employer.

Parking Parking	has	definitely	become	the	most	
coveted criteria in downtown Calgary. 
If everything else looks good to you, 
there’s no harm asking.

Stock Options Stock options are where you can truly 
share in the bounty. They also provide a 
major reason why people are willing to 
work the demanding hours they do.
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Balance Many people want to work fewer hours, 
have	flex	days	or	time	off	when	children	
and/or elderly parents are sick. Balance 
may	be	difficult	to	achieve	in	Calgary’s	
red-hot labour market. However, if this 
is one of your most important criteria, 
you will be committed to a job that 
allows for it.

POwER PlAy

Negotiation involves a very tricky balance of power that 
progresses through the following stages. 

1.  Power with interviewer
Interviewers hold the balance of power when you are first 
interviewed. They have something you want – the job. They 
don’t yet know whether you have what they want.

At this stage, keep the focus on the value you would add to 
their company. Keep it all about them, avoiding questions 
about vacation, compensation, hours, training and anything 
that would benefit you. Keep all your questions and answers 
related to how you would positively impact their bottom 
line and the workplace.

2. Offer is made
Once an offer has been made, you know they want you, and 
the power shifts to your court. Now is when you begin to 
negotiate in the positive and careful way that we describe 
here. 
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3. Tricky Timing
What do you do when asked how much you would like to 
earn in the first interview, prior to knowing much about the 
company? If you have a good rapport with the interviewer, 
you could say, “I would like to discuss compensation once 
an offer is on the table. Are you making me an offer?” 

However, if you sense they need to know your salary re-
quirements in order to continue with the hiring process, you 
must provide them with a number. Hopefully you have done 
your homework and have an idea of what they offer. You 
can provide a range that would be acceptable to you, adding 
that the range can be refined once you are clearer about the 
contribution you would make to the company.

4. Signed, sealed and delivered
Once you have been hired and have agreed to the offer, your 
negotiation power dwindles. Your huge window of oppor-
tunity to design your ideal criteria occurs after they have 
made you the offer and before you accept it.

OnCE THERE iS An OFFER On THE TABlE

Once the offer it made to you, clarify the details as precisely 
as possible. What they are offering you exactly in terms of 
hours, benefits, responsibilities, compensation, vacation, 
stock options, etc. If they haven’t already put the specifics in 
writing, jot down notes during the meeting and have them 
verify that this is the offer and sign it. Then tell them you 
need 24 to 48 hours to review the offer. Arrange a time to 



162 SO  YOU WANT TO WORK IN CALGARY’S OIL & GAS INDUSTRY?  

meet in a couple of days. It is in your favour to have a face-
to-face meeting.

Revisit your top three criteria and see how closely the offer 
fits. Remember the man who wanted $150K? He had re-
searched the market and knew it was possible. At this stage, 
he received three offers that weren’t high enough and went 
back to renegotiate them and walked away until he got what 
he wanted. Talk the offer over with your significant other 
and trusted mentors to help you gain perspective. 

THiS iS wHEn PATiEnCE COmES inTO PlAy

If you’ve been job-hunting for a while you may want to jump 
at the first offer, for fear it is the only one. However, we 
know after years of working with people that receiving one 
offer indicates more are on the way. Whatever you commit 
to will be hard to undo once you’ve accepted the offer, so be 
sure the terms are acceptable to you.

yOUR BEST nEgOTiATiOn TACTiCS

Before returning for the negotiating meeting, organize your 
thoughts into three categories:
• What you like about the offer
• What you would like to change
• What else you would like to add to the offer

Here are some strategies for conducting the negotiating 
meeting itself:
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TAkE CHARgE 
This is your meeting. You’ve set the agenda, so be clear 
about what you want and on what you’re willing to bend.

REiTERATE THE gOAl

Positively let them know that you want to negotiate an offer 
and are excited about the job. During the process, repeat the 
goal as many times as necessary.

STRESS THE win/win

Both parties want the same thing, namely a great match 
and terms that can be committed to. State this and remain 
positive.

PUT EvERyTHing On THE TABlE

Say everything you want, item by item. Do not play games 
or pull out cards later in the process. That will only erode 
their trust in you. If you liked their salary and only want 
to negotiate vacation time, say that up front. If you need 
$10,000 more a year, let them know that and work together 
to see where you can come up with it. It could, for example, 
take the form of a bonus, stock options, or a matched saving 
plan. The more you work with them, the better it will be for 
both of you.

givE nO PERSOnAl REASOnS

You are negotiating in a work place, not with a future spouse. 
Your personal reasons for wanting what you do are irrel-
evant and inappropriate to bring up at this time. It is enough 
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that you want these items; you do not need to bring up sick 
parents, eight children at home, an unemployed spouse, or 
an expensive chocolate habit.

THink BEFORE yOU SPEAk

In the interviewing process it was appropriate to be forth-
coming with information. During negotiation, it is impor-
tant to think before you speak. Allow time for pauses and let 
them fill in gaps in the conversation. Remain positive and 
friendly, but allow yourself time to reflect.

HAndlE mUlTiPlE OFFERS gRACEFUlly

What if you receive two or more offers at the same time? 
This is very likely when you follow our recommendations. 
Do let them know that you are considering other offers. 
Try not to play them off one another, however. In the short 
term it may seem to work in your favor, but doing so can 
easily erode trust with two or more potential employers at 
this stage. Remember how connected those already in O&G 
are. Be up front about the companies and your important 
criteria. If they ask you the terms being offered by the other 
company, you may tell them that all offers are confidential, 
including theirs.

dOn’T ACCEPT UnTil yOU ARE REAdy

You may be ready to accept at this stage. If not, we suggest 
you request more time to think it over.  (The amount of 
time one takes to consider an offer is also negotiable.) You 
are making a huge commitment and deserve time to be ab-
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solutely sure. You may want to run it past an employment 
lawyer. Respect their time frame and be reasonable. Be sure 
both you and the company sign the offer. 

yOU gOTTA knOw wHEn TO FOld!
Remember, both you and the employer are striving for a 
win-win. They want you to have a compensation package 
and work environment that keeps you committed, especially 
in this competitive environment. So ask for what you want, 
keeping your top criteria in mind. When a fair and reason-
able offer is made, one that matches what is important to 
you, then it is time to accept and embrace your new role. 
We wish you the best in getting to this place. If you follow 
the steps we suggest, we are confident your next great job is 
just around the corner.

wRAPPing THingS UP AFTER yOU ACCEPT An 
OFFER

Finally, all your hard work has paid off.  Now is the time to 
wrap up loose ends. Contact each of your references and let 
them know about your new position. Thank them for their 
contribution to your success.  

It will be important to leave your current position with 
the best possible attitude. It’s standard to give at least two 
weeks notice. If your employer wants you to work through 
your notice period, make sure your office and projects are 
in order. “Do unto others as you would have them do unto 
you,” should be your motto. In other words, leave things 
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as you’d like to find them if you were the boss or your 
replacement. 

While your coworkers might try to goad you into criticizing 
the company or the boss, avoid this temptation, no matter 
how bad the situation may have been. If people ask why you 
are leaving, it’s appropriate to give general statements like, 
“This is a great opportunity I just can’t pass up.” 

Stay positive. Help in whatever ways you can to make this 
a smooth transition for everyone. People remember both 
their first and last impressions of someone, so use this time 
to your advantage, not your detriment. 
 

THE RESignATiOn lETTER

Your resignation letter should contain four elements: 
1. The effective date of your resignation
2. An explanation for your resignation
3.  A note about the positive aspects of working for your 

current employer
4.  A note about your willingness to wrap things up 

effectively



167 SO  YOU WANT TO WORK IN CALGARY’S OIL & GAS INDUSTRY?  

February 1, 2007

Russell Clark 
Vice President
Kaleidoscope Systems
3737 190 Street SW
Calgary, AB  T4X 2Z2  

Dear Russ:

Please	 accept	 this	 letter	 as	 my	 official	 notice	 of	 resignation	
effective February 19, 2007. I have accepted a position with 
Shymt Engineering, which provides me with an opportunity to 
further my career goals in the oil and gas industry. 

It has been my pleasure to work with Kaleidoscope Systems 
these past three years. I have appreciated the friendly envi-
ronment and the interesting and varied projects our team has 
worked on from concept to completion. I wish you and Kaleido-
scope continued success in the future. 

It is my intention to work diligently with you to wrap up as much 
as possible within the next two weeks. If you have any sugges-
tions on how we can best accomplish that goal, please share 
your thoughts with me, as I am eager to leave on the most 
positive note possible.

Thank you.

Respectfully,

Bob Brown

Here is sample of a respectful, yet deliberate, resignation 
letter:



CHAPTER 10

TIPS FOR FOREIGN- 

TRAINED PROFESSIONALS
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If you have decided to bring your education and exper-
tise to Canada, we’d like to thank you in advance because, 
frankly, we need you! Canada’s own population growth 
has plateaued, the workforce is aging with large numbers 
nearing retirement, and statistics show that the entire net 
increase in new skilled workers is going to have to come 
from outside our borders7.  Federal and provincial govern-
ments are responding to the need for more skilled people by 
amending immigration programs to make it (at least a little) 
easier for you to get here.

But of course, Canadians are like people everywhere: we 
resist change and we like to hire people just like ourselves. 
You may encounter some resistance among employers 
when confronted with hiring someone different, especially 
someone who both looks and sounds different and who was 
educated and trained in another country. One South Ameri-
can environmental engineer we know observed, “I felt like 
I had somehow lost all my expertise and training in the 12-
hour flight to Calgary.”

____________________ 
7Performance and Potential 2004–05: How Can Canada Prosper in Tomorrow’s 
World? Special Report by the Conference Board of Canada, October 2004.
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It isn’t fair, but it is a reality you may need to deal with. 
Fortunately, there are quite a few things you can do to make 
it easier for employers to understand your skills and creden-
tials and hard for them to say, “No.”

Right off the top, be warned that preparing to work in O&G 
will be like doing another degree. It will require work, 
energy and some financial investment on your part, all of 
which will pay off once you’re employed. We have worked 
with some foreign-trained professionals who were disap-
pointed at how difficult the process was. Being prepared to 
invest work and time in the process will make you an ideal 
candidate for success.

iF yOU’RE STill in yOUR HOmE COUnTRy

The first thing you should do is decide how long you’re 
willing to wait before arriving in Canada and starting work.  
For example, one of the most secure ways to be allowed to 
enter and remain in Canada permanently is to apply under 
the federal Skilled Worker Program. The advantage is that 
you, as the candidate, apply for entry yourself rather than 
having to work through a prospective employer. However, 
officials from Citizenship and Immigration Canada (the 
federal body that administers the program) report that the 
department is currently processing a backlog of 700,000 
permanent resident applications. This processing time runs 
from two to seven years, with the average being about three 
years.
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As an alternative, you may want to consider entering 
Canada under the Temporary Foreign Worker Program. 
It’s an employer-driven program, which means you need 
to get a potential employer to do the paperwork for you.  
If you can secure the cooperation of an employer, overall 
processing time under this program runs between three and 
four months. The advantage for the employer is that if they 
need more than one person with your skills, they can obtain 
approval for more than one worker in a given occupation 
under a single application.

In addition, the Provincial Government of Alberta has ne-
gotiated a pilot program with the federal government of 
Canada to expedite the process of helping temporary foreign 
workers become permanent Canadian residents. It’s called 
the Provincial Nominee Program, and so far, it has been 
able to move nominees up the queue enough to reduce pro-
cessing time from the three-year average for a Permanent 
Skilled Worker to nine to 12 months.

gET TO knOw THE PAPER-PUSHERS

There are separate federal and provincial government de-
partments involved in expediting requests for foreign 
workers to enter Canada. But don’t panic – there are people 
whose job it is to help you through the process.
•  Employment, Immigration and Industry, Alberta Gov-

ernment, provides tremendous information for non-Ca-
nadians (www.alberta-canada.com) 
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•  Service Canada provides Labour Market Opinions 
(LMOs) that are required in obtaining work permits for 
foreign workers (www.servicecanada.gc.ca)

•  Alberta Apprenticeship and Industry Training (AIT) 
verifies credentials and administers exams if you need 
specific certifications. Be sure to consult with the Inter-
national Qualifications Assessment Service by dialing 
310-0000 then 780-427-2655

•  Citizenship and Immigration Canada (CIC) considers 
applications for Permanent Skilled Workers to enter 
Canada and issues work permits for Temporary Foreign 
Workers (www.cic.gc.ca)

START COndUCTing RESEARCH

The more detailed and all-encompassing your research is, 
the greater your chance of being hired. Fortunately, with 
Internet access, great information is at your fingertips no 
matter what country you reside in. Your research should 
include learning about the culture and the language, as well 

Stay on top of current events
As we write this in January of 2007, gas prices are low and 
service companies are charging a fortune -- you need to know 
how this is impacting operations. Encana has let some people 
go on the gas side and some small gas companies have folded. 
Some of the big producing oil companies have stopped proj-
ects because of the crazy prices the service companies are 
charging. 

Your knowledge of these developments, in addition to the tech-
nical aspects of what the companies are doing, will increase 
your chance of getting hired.
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as knowing everything about Calgary companies and their 
drilling practices: where, how, why, when and who. Your 
goal is to find out what challenges companies are facing. 

RESUmES THAT wORk FOR CAlgARy 
Check our guidelines for your resume in Chapter 7. In par-
ticular, do your best to show you have a presence in Calgary. 
We recommend you arrange for a Shaw or Telus email 
account, as that shows permanence in the Calgary market, 
as well as a (403) area code for your phone number. 

Do not include any personal information like race, religion, 
physical stature or photographs. Although this kind of in-
formation is common on international resumes, it is not 

advisable in Calgary.

OnCE yOU ARRivE

If at all possible, arrive in Canada 
with sufficient funds to spend a little 
time improving your English and 
cultural skills as well as updating and 
localizing your professional creden-
tials and expertise.

Look for programs that go beyond 
conventional English as a Second 
Language (ESL) courses, with com-
ponents including: 
•   English upgrading specific to a par-

ticular occupation or industry

Language can be a 
barrier

We worked with a woman 
last	year	who	had	been	fired	
because only 50% of what 
she said was clear due to her 
strong accent, in spite of the 
fact that her education and 
experience were stellar. 

She found a private accent 
coach and worked hard on her 
accent and was re-employed 
in less than two months for 
more money!
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• Cultural instruction in western Canadian practices
• On-the-job practicum assignments
• One-on-one coaching
• Improving accent control, phrasing and language skills 
•  Upgrading technical skills or training to obtain local 

certification

ESL courses are abundant in Calgary and affordable.

THERE ARE lOAnS AvAilABlE TO HElP yOU mOvE 
inTO yOUR CHOSEn CAREER FiEld

The mandate of the Immigration Access Fund (IAF) is to 
provide micro loans for the upgrading, training and accredi-
tation of internationally trained immigrants. This fund was 
founded by local citizens who saw the need to assist new-
comers in maximizing their careers in Canada. 

These loans, of up to $5,000, are available to legal residents 
of Canada living in Alberta. You must have an appropriate 
level of working English to apply. The funding can be used 
to pay for tuition fees, books and course materials, exam 
fees, living expenses during study time, travel expenses, 
qualification assessments, and professional association 
fees.  IAF works in partnership with Momentum to market 
the program and find suitable applicants. (Momentum ad-
ministers the loan program and will guide you through the 
process.) 

To confirm that you are eligible to apply, phone the contact 
listed on Momentum’s website at www.momentum.org.
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wHEn yOU ARE REAdy TO START APPlying FOR 
wORk

Canadian companies with little experience with foreign-
trained professionals may have reservations about how 
someone new will “fit” their corporate culture. You can 
address this head-on by: 
•  Knowing what local credentials are required in your 

profession and having yours updated to match 
• Addressing any problems you may be having with ESL
•  Making sure you’re up to speed on the local O&G scene 

(we can help you with this)

In particular, it’s vital to understand 
the Canadian way of doing a job in-
terview. For candidates from some 
countries, it may seem brazen to 
look a prospective employer in the 
eye or to “brag” about one’s accom-
plishments. Others may think that 
the mere mention of their university 

credentials will be enough to secure the position for them, 
because that would do it in their own country. Not so in 
Calgary!

Calgary retains much of the rough-and-ready flavour of its 
old “Cow Town” days. A direct glance, a firm handshake 
and straightforward assessment of your strengths are more 
likely to impress an interviewer than a demure and down-
cast demeanour.

Zero in on your 
match

Know your accomplishments 
and search for how they are 
transferable to Calgary O&G 
and what you bring that will 
improve production.
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When you are invited to appear for an interview, start your 
preparation by doing your homework. Know what’s new in 
the industry, and specifically what challenges and opportuni-
ties this particular company is facing. Much of this research 
can be done online. If you do not have a home computer 
with Internet access, make use of one at your local library.

Think about how your credentials and experience could be 
useful to the company you’re applying to work for. Be pre-
pared to tell your potential employers how you addressed 
problems in similar circumstances in your home country, 
and exactly what kind of results you achieved. (It may be 
more comfortable for you to talk about the results of your 
work rather than say things about yourself personally. 
This can work very well.) If at all possible, use numbers. 
For example, “We had no cost over-runs in the projects I 
managed,” or “Overall employee safety improved 15% while 
I was in charge.” 

Also, be aware that having been born and trained elsewhere 
allows you to offer your prospective employer significant 
advantages over homegrown candidates. You likely speak 
at least one language other than English, or you may have 
contacts in your home country that could be useful in pro-
moting the company’s export sales.  

Many foreign-trained professionals have more education 
than their Canadian counterparts, and it won’t hurt to tell 
your interviewer about those accomplishments. Just don’t 
assume that they’ll understand your worth from the mere 
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mention of the university you attended – we know several 
foreign engineers who assumed that employers here would 
have the same understanding of what it takes to graduate 
from prestigious universities as those back home, and they 
didn’t make it clear or talk about their skills and successes. 
The result was that they were offered only entry-level posi-
tions and had to work hard to prove their worth inside the 
company before being promoted to a more appropriate level 
that reflected their credentials and education.

nETwORk, nETwORk, nETwORk

You need to create opportunities to rub shoulders with 
the people you want to work for. Be sure to find out about 
the most influential professional associations in your area 
of expertise and join them. (There might be associations 
you want to join online before you even leave your home 
country.) Once here, you will not only meet the right people 
and demonstrate your willingness to invest personal time in 
your profession, but you will also have the opportunity to 
be part of conversations among people currently in the in-
dustry. This way you can learn the lingo and find out about 
the culture of companies you’ll be applying to, hear about 
the latest technological developments or even about new, 
unlisted job prospects.

Joining an organization like Toastmasters is a great way to 
practice English and also to meet people. Be sure to attend 
a Toastmasters group where the downtown crowd is likely 
to hang out. 
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Finally, don’t underestimate the value of volunteering. As 
we have mentioned, volunteerism is very high in Calgary. 
It is a way to gain local experience and contacts while doing 
something worthwhile. It also demonstrates commitment 
to your new home. Consider joining high-profile organi-
zations like the Stampede Board, the Rotary Club or the 
Calgary Zoo Board, and look for places where you would be 
likely to meet the people you’d like to work with.

PUT yOUR BEST FOOT FORwARd

Start contacting employers once all of your research and 
documents are ready and your English is strong enough for 
you to communicate with ease. This city needs your skills 
and talents. 

All the best in your endeavours!
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lAST wORd

Thank you for sharing this adventure with us. While we 
have poured out our suggestions and biases, in the end, the 
journey is yours and yours alone. 

Of course by now we hope you realize that this doesn’t 
mean you have to go it alone. Quite the opposite! Calgary’s 
oil and gas core is filled with people with big hearts.  If you 
approach your search with a pure and focused intention 
– showing at every step how you can add value – there is 
a city full of people ready to support you. They remember 
their own stories. They know first hand how much effort 
it requires to get into the industry and the hard work and 
determination it takes to stay. 

Where are these people with big hearts? You will meet them 
at networking functions and schmoozing events, volunteer 
activities, association and board meetings, and over cups 
of coffee in their downtown offices. ‘John’ will introduce 
you to ‘David’ who will introduce you to ‘Susan’ who will 
pass your name along to ‘Joanne’, and so on down the line 
until you meet ‘Harold’, who happens to be desperate to hire 
someone just like you. 

It’s who you know that gets you from here to there. People are 
willing to get to know you. So, what are you waiting for? Go shake 
their hands and introduce yourself! 
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REFEREnCES

Councils and Associations

 Alberta Society of Engineering Technologists 
www.aset.ab.ca

Alberta Women Entrepreneurs  www.awebusiness.com

 Association of Chemical Professional Alberta 
www.pchem.ca

Association of Fundraising Professionals
 http://afpcalgary.afpnet.org/site/c.etJSJdMUIuE/
b.1074043/k.BD84/Home.htm

 Association of Professional Engineers, Geologists, and 
Geophysicists of Alberta APEGGA

Canadian Association of Drilling Engineers 
www.cade.ca/m.php?p=home

Canadian Association of Management Consultants   
www.camc.com

Canadian Association of Oilwell Drilling Contractors   
www.caodc.ca

 Canadian Association of Petroleum Production Account-
ing www.cappa.org
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Canadian Council for the Americas www.ccacanada.com

Canadian Heavy Oil Association www.choa.ab.ca

Canadian Information Processing Society www.cips.ca

Canadian Investor Relations Institute www.ciri.org

Canadian Oil Scouts Association (COSA)

Canadian Society of Exploration Geophysicists
www.cseg.ca 

Canadian Society of Petroleum Geologists www.cspg.org

Canadian Society of Petroleum Landmen
www.capl.ca/member

 Certified General Accountants Association of Alberta 
www.cga-alberta.org

Certified Management Accountants of Alberta
www.cma-alberta.com

Chartered Accountants of Alberta www.cica.ca

Gas Processing Association of Canada  
www.gpacanada.com
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 International Association of Business Communicators 
www.iabc.com

International Facility Management Association
www.ifma.org

National Association of Fleet Administration
www.nafa.org

 National Science and Engineering Research Council of 
Canada  www.nserc-crsng.gc.ca

Petroleum Accountants Society of Canada 
www.petroleumaccountants.com

Petroleum Human Resources Council of Canada 
www.petrohrsc.ca

Petroleum Services Association of Canada www.psac.ca

Petroleum Technology Alliance Canada www.ptac.org

Purchasing Management Association of Canada 
www.pmac.ca

Rotary Association www.rotaryclubofcalgary.org

Society of Exploration Geophysicists www.seg.org

Society of Petroleum Engineers www.spe.org
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Society of Women Engineers www.swe.org

Young Presidents’ Organization www.ypo.org

OTHER USEFUl wEBSiTES

Alberta Connects www.alberta-canada.com

Alberta Learning Information Service www.alis.gov.ab.ca

The Canadian Oilfield Service and Supply Directory 
www.cossd.com

Centre for Newcomers www.centrefornewcomers.ca

Citizen and Immigration Canada www.cic.gc.ca

Employment, Immigration and Industry, Alberta Govern-
ment www.hre.gov.ab.ca

Employment, Immigration and Industry, Calgary Region 
www.employment.gov.ab.ca/calgary

Enform (training arm for the petroleum industry)
www.enform.ca

Immigration Access Fund (IAF)
www.cobloh.com/iaf/index.htmlis

Momentum (financial assistance to internationally trained 
immigrants) www.momentum.org
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Service Canada www.servicecanada.gc.ca

System for Electronic Document Analysis and Retrieval 
(SEDAR) www.sedar.com

Trade Secrets, Apprenticeship and Industry Training 
www.tradesecrets.gov.ab.ca
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mitment that made this book and the blessings in her life 
possible and that she so generously shares with others.

Kudos to our editor Fran Kimmel who is an absolute genius 
with words and ideas. 
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