Interview Assignment:

Please sign up for a 10 minute interview—obviously this is much shorter than a real interview!  Anticipate some questions regarding yourself (search Google for employment interview question). 

http://www.jobinterviewquestions.org/questions/interview-questions.asp  

and 

http://www.jobinterviewquestions.org/questions/general-questions.asp  

are quite good—but look for others!

· For the purposes of the interview, you can select your own job; but bring a fair bit of information to the interview, so I know enough about it.
· Or you can apply for one of the following jobs.


· Do not bother to customize your resume for the job you choose—the generic one will be fine.

	Bookkeeping/Office Manager - Grande Prairie Daily Herald-Tribune
Required Mature and professional individual to perform Bookkeeping /Office Manager duties on a full or part time basis. Wages: Above Average Minimum Qualifications: • Basic accounting procedure • Strong and versatile computer program knowledge • Completed necessary business operation training • 
At least three years practical experience Duties: • Monthly financial statements including analysis and adjustments, all government payments, bank reconciliations, cash out, commission reports, inventory control, accounts payable / receivable, payroll, year end financial statements, work with corporate accountant to conduct year end. Please apply to: Box 973 c/o Daily Herald-Tribune Bag 3000, 10604 - 100 Street, Grande Prairie T8V 6V4
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	Parts Manager - Grande Prairie Daily Herald-Tribune
Parts Manager Grande Prairie If you are excited about managing a large parts inventory and having a direct and significant impact on the bottom line of this growing organization this position will appeal to you. You have demonstrated the ability to set goals, prioritize objectives and move towards success. Your background is inventory management, and while you have a mechanical aptitude we are prepared to train you in our product lines. Creativity, teamwork and goal orientation are just a few of your core attributes and combined with a post-secondary education you have demonstrated these skills over the past five to ten years. 
An attractive compensation and benefits package accompanies this position. If you are ready to take this next exciting step in your career, please forward your resume quoting Comp. # 00802 Reply to Box 972, c/o Daily Herald Tribune, Bag 3000, 10605-100 Street, Grande Prairie, AB T8V 6V4


	personal assistant bookkeeper - Grande Prairie Daily Herald-Tribune
A-1 Cats required personal assistant bookkeeper for immediate full time position for our busy downtown G.P. office. Must be self starter, able to multi-task, excellent knowledge of Simply Accounting, Payroll, Excel & MS word and all other aspects of office administration. Fax resume to 780-532-0748.
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	OFFICE SUPERVISOR - Peace River Record Gazette
Horizon Credit Union is currently looking for an Office Supervisor for our Peace River Branch. Our hiring team is looking for an innovative individual who thrives on providing service in a fast-paced growth environment, a leader who is committed to team development and who possesses strong interpersonal and communication skills. • Do you strive to provide the best quality service; to build and maintain relationships with staff, members and the community around you? 
Are you self-motivated with a drive to be the best? If so, we would like to meet with you. Qualifications/Skills for this position: • Secondary school diploma plus courses and a minimum of four to six years progressive member service experience, including supervisory experience, or an equivalent combination of education and experience; • Knowledge of banking systems and personal computer applications; • Demonstrated ability in cross-selling and referral techniques; • Knowledge of accounting policies, procedures and account reconciliation; • Knowledge of branch treasury functions, security and safeguarding procedures; • Demonstrated ability to supervise, coach, and motivate teamwork and enthusiasm; • Demonstrated ability to provide quality member service; • Strong verbal and written communication skills; • Ability to plan, schedule delegate, organize and prioritize work assignments; • Must be bondable.
Salary: To commensurate with experience. A comprehensive benefit package is provided. Interested individuals are asked to submit a resume with covering letter to: Carolin Robinson, Human Resources Manager Horizon Credit Union Ltd. 9604 – 96 Street Peace River, AB T8S 1J2 Phone: 780.624.5850 Fax: 780.624.4930 E-mail: crobinson@alberta-cu.com Competition Closes: April 7th, 2008 We thank you for your interest in Horizon Credit Union; however only those selected for an interview will be contacted. At Horizon Credit Union we strive to be the: Best Place to Work, Best Place for Members to Deal, and Financially Strong!



Interview Checklist:
	
	Haircut, grooming, etc.

	
	Check out workplace to see level of dress, location, parking, transit, etc.
Dress one step better than other employees, but never for a “party.”

	
	Read over advertisement, visit website, etc. the day before.  Get familiar!

	
	Copies of your CV / Resume.

	
	Notepad, pen, calendar

	
	Briefcase / Handbag / File Folder.
If it makes you more confident and saves carrying paper in your hands.

	
	Write down questions you have for the interviewer.

	
	Resist the temptation to make notes during the interview.
Unless it's essential information.

	
	Turn off mobile phone and any alarms.

	
	Voice recorder—NEVER.

	
	Photocopies of references and certificates.

Don’t risk losing originals.

	
	Arrive 5 or 10 minutes early.

	
	Take jacket or coat off before entering the office.

	
	Be ready to shake hands.

	
	Watch your body language.

	
	Enjoy yourself.

	
	SMILE!


