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Career Cards
Accountant
• Examine and analyze journal and ledger entries, bank

statements, inventories, expenditures, tax returns
and other accounting and financial records,
documents and systems of individuals, departments
within organizations, businesses or other
establishments to ensure financial recording accuracy
and compliance with established accounting
standards, procedures and internal controls.

• Prepare detailed reports on audit findings and make
recommendations to improve individual or
establishment's accounting and management
practices.

Actor
• Study and rehearse lines, gestures and expressions to

interpret a role.
• Portray roles in video or motion picture productions,

television shows, theatre productions, radio dramas,
commercials and other productions or perform the
narration.

Administrative Assistant
• Prepare, key in, edit and proofread correspondence,

invoices, presentations, brochures, publications,
reports and related material from machine dictation
and handwritten copy.

• Open and distribute incoming regular and electronic
mail and other material and coordinate the flow of
information internally and with other departments
and organizations.
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Agriculture and Aquaculture Inspector
• Fish and fish products inspectors inspect fish, fish

products, fish handling and processing methods and
prepare reports and ensure that regulations are
followed.

• Fruit and vegetables inspectors inspect fresh and
frozen fruit and vegetables at inspection centres and
prepare reports on crop production and market
conditions.

Air Traffic Controller
• Control flow of air traffic within assigned airspace

using radar monitors, radio and other
communication equipment and visual references.

• Issue aircraft takeoff and landing instructions to pilots
and relay meteorological, navigational and other
information to pilots in flight.

Architect
• Consult with clients to determine the type, style and

purpose of renovations or new building construction
being considered.

• Conceptualize and design buildings and develop
plans describing design specifications, building
materials, costs and construction schedules.

Artist
• Carvers use hand tools and woodworking machines

to produce carvings from wood, stone and other
materials and to carve ornamental designs into
wooden furniture and other objects.

• Glass blowers design and create glass objects using
blowpipes and artisan's hand tools and equipment.
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Athlete
• Train under the direction of a coach or trainer to

qualify for competition.
• Attend scheduled practice and training sessions.

Author
• Conceive and write novels, plays, scripts, poetry and

other material for publication or presentation.
• May conduct research to establish factual content

and to obtain other necessary information.

Baker
• Prepare dough for pies, bread, rolls and sweet goods,

batters for muffins, cookies and cakes and icings and
frostings according to recipes or special customer
orders.

• Bake mixed doughs and batters.

Bricklayer
• Read sketches and blueprints to calculate materials

required
• Cut and trim bricks and concrete blocks to

specification using hand and power tools

Broadcaster
• Select and introduce music, videos and other

entertainment material for broadcast, and make
commercial and public service announcements.

• Act as host/hostess or master of ceremonies,
introduce and interview guests and conduct
proceedings of shows or programs.
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Bus Driver
• Drive buses or streetcars to transport passengers

along established routes to local destinations.
• Drive buses to transport passengers and goods to

intercity or long distance destinations.

Carpenter
• Read and interpret blueprints, drawings and sketches

to determine specifications and calculate
requirements.

• Prepare layouts in conformance to building codes,
using measuring tools.

Chef
• Plan and direct food preparation and cooking

activities of several restaurants in an establishment,
restaurant chains, hospitals or other establishments
with food services.

• Consult with clients regarding weddings, banquets
and specialty functions.

Coach
• Identify strengths and weaknesses of athletes or

teams.
• Plan, develop and implement training and practice

sessions.

Computer Programmer
• Write, modify, integrate and test software code.
• Maintain existing computer programs by making

modifications as required.
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Computer Technician
• Maintain, troubleshoot, repair and administer local

area networks (LANs), wide area networks (WANs),
mainframe networks, computer workstations,
connections to the Internet and peripheral
equipment.

• Evaluate and install computer hardware, networking
software, operating system software and software
applications.

Conservation and Fishery Officer
• Generate public awareness of fish and wildlife

conservation and regulations.
• Conduct patrols by truck, aircraft, boat, or on foot, to

ensure compliance with the provincial and federal
statutes relating to fish, wildlife and the environment.

Correctional Service Officer
• Observe conduct and behaviour of offenders and

detainees to prevent disturbances and escapes.
• Supervise offenders during work assignments, meals

and recreation periods.

Customer Service Representative
• Answer, in person or on the phone, enquiries from

customers.
• Investigate complaints regarding the establishment's

goods, services and policies.

Dentist
• Examine patients' teeth, gums and surrounding

tissue to diagnose disease, injury and decay and plan
appropriate treatment.

• Restore, extract and replace diseased and decayed
teeth.
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Dietician
• Develop, administer and supervise nutrition and food

preparation and service programs in hospitals,
nursing homes, schools, company cafeterias or
similar settings.

• Provide nutrition guidance, label interpretation and
consultation services to health professionals,
individuals, dietetic interns, community groups,
government and the media.

Dispatcher
• Receive requests for emergency assistance or service

and contact ambulances, police and fire
departments, towtrucks, and utility crews.

• Process and transmit information and instructions to
coordinate the activities of vehicle operators, crews
and equipment using a variety of computeraided
communications and dispatching equipment.

Doctor
• Examine patients and take their histories, order

laboratory tests, Xrays and other diagnostic
procedures and consult with other medical
practitioners to evaluate patients' physical and
mental health.

• Prescribe and administer medications and
treatments.
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Early Childhood Educator
• Develop and implement childcare programs that

support and promote the physical, cognitive,
emotional and social development of children.

• Lead activities by telling or reading stories, teaching
songs, taking children to local points of interest and
providing opportunities to express creativity through
the media of art, dramatic play, music and physical
activity.

Economist
• Conduct research and develop models to analyze,

explain and forecast economic behaviour and
patterns, and devise methods for collection and
analysis of data.

• Forecast production and consumption of specific
products and services based on records of past
production and consumption and general economic
and industryspecific conditions.

Educational Counsellor
• Counsel students regarding educational issues such

as course and program selection, time tables and
scheduling, school adjustment, attendance problems
and study skills.

• Counsel students regarding career or vocational
issues including career exploration and planning,
résumé preparation, job interview skills and job
search strategies and make available to them a wide
range of educational and occupational information.
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Electrician
• Read and interpret drawings, circuit diagrams and

electrical code specifications to determine wiring
layouts for new or existing installations

• Pull wire through conduits and through holes in walls
and floors

Engineer
• Confer with clients and other members of the

engineering team and conduct research to determine
project requirements.

• Plan and design major projects.

Farmer
• Manage the overall operations of a farm, ranch or

orchard.
• Determine the amount and kinds of crops to be

grown and livestock to be raised.

Financial Investor
• Evaluate financial risks, prepare financial forecasts,

financing scenarios and other documents concerning
capital management, and write reports and
recommendations.

• Plan short and longterm cash flows and assess
financial performance.

Firefighter
• Respond to fire alarms and other calls for assistance,

such as automobile and industrial accidents, bomb
threats and other emergencies.

• Rescue victims from burning buildings and accident
sites.
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Fisherman/Woman
• Operate fishing vessel to pursue and catch fish and

other marine life.
• Select area for fishing, plot courses and compute

navigational positions using compasses and charts or
electronic fishing aids.

Flight/Ship Attendant
• Greet passengers, explain and demonstrate safety

procedures, check the general condition of the
aircraft cabin, ensure that all necessary supplies are
on board.

• Attend to safety of passengers during takeoffs,
landings and emergencies.

Food Production Worker
• Transport raw materials, finished products and

packaging materials throughout plant and warehouse
manually, or with powered equipment.

• Measure and dump ingredients into hoppers of
mixing and grinding machines or mobile tank trucks.

Food and Beverage Server
• Greet patrons, present menus, make

recommendations and answer questions regarding
food and beverages.

• Take orders and relay to kitchen and bar staff.
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Forestry Worker
• Assess site, select seedlings and plant trees using

manual planting tools in reforestation areas.
• Operate power thinning saw to thin and space trees

in reforestation areas.

Funeral Director
• Consult with the family of the deceased regarding the

nature of the funeral service, the disposition of the
remains and funeral costs.

• Transfer, or arrange for the transfer of, the remains
from the place of death to the funeral home.

Graphic Designer
• Consult with clients to establish the overall look,

graphic elements and content of communications
materials in order to meet their needs

• Determine the medium best suited to produce the
desired visual effect and the most appropriate vehicle
for communication

Hairstylist/Barber
• Suggest hair style compatible with client's physical

features or determine style from client's instructions
and preferences.

• Cut, trim, taper, curl, wave, perm and style hair.

Health and Safety Inspector
• Inspect the sanitary conditions of restaurants, hotels,

schools, hospitals and other public facilities or
institutions.

• Conduct surveys and monitoring programs of the
natural environment to identify sources of pollution.
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Heavy Equipment Operator
• Operate heavy equipment such as backhoes,

bulldozers, loaders and graders to excavate, move,
load and grade earth, rock, gravel or other materials
during construction and related activities.

• Operate bulldozers or other heavy equipment to
clear brush and stumps prior to logging activities and
to build roads at logging and surface mining sites.

Human Resources Professional
• Plan, develop, implement and evaluate human

resources and labour relations strategies including
policies, programs and procedures to address an
organization's human resource requirements.

• Advise employers and employees on the
interpretation of human resources policies,
compensation and benefit programs and collective
agreements.

Information Systems Analyst
• Confer with clients to identify and document

requirements.
• Conduct business and technical studies.

Interior Designer
• Consult with clients to determine needs, preferences,

safety requirements and purpose of space.
• Develop detailed plans and 3D models showing

arrangement of walls, dividers, displays, lighting and
other fixtures using computerassisted design (CAD)
software and graphics software.



12

Janitor
• Operate industrial vacuum cleaners to remove

scraps, dirt, heavy debris and other refuse.
• Wash windows, interior walls and ceilings.

Journalist
• Collect local, national and international news through

interviews, investigation and observation.
• Write news stories for publication and broadcast.

Judge
• Preside over courts of law, interpret and enforce rules

of procedure and make rulings regarding the
admissibility of evidence.

• Instruct the jury on laws that are applicable to the
case.

Landscaper
• Arborists and tree service technicians examine trees

and shrubs to diagnose problems and disease, and
apply various treatments such as pruning, spraying,
repairing damaged areas and injecting with
treatment solutions.

• Golf course superintendents direct crews who
maintain the health and appearance of golf courses
and their surrounding landscapes, plant and move
trees, and apply fertilizers, fungicides, herbicides and
pesticides.
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Labourer
• Load and unload construction materials, and move

materials to work areas.
• Erect and dismantle concrete forms, scaffolding,

ramps, catwalks, shoring and barricades required at
construction sites.

Lawyer
• Advise clients of their legal rights and all matters

related to law.
• Research legal precedents and gather evidence.

Librarian
• Recommend acquisition of books, periodicals and

audiovisual, interactive media and other materials
for inclusion in library collection.

• Provide reference services.

Logging Machine Operator
• Cable yarding system operators operate machines to

transport trees from logging areas to landing or log
loading sites in mountainous terrain in western
Canada.

• Mechanical harvester and forwarder operators assess
site and terrain and drive heavy equipment to
perform a combination of felling, slashing, bucking,
bunching and forwarding operations at logging areas.
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Longshore Worker
• Operate industrial trucks, tractors and other mobile

equipment to transfer cargo, such as containers,
crated items, automobiles and palletmounted
machinery, around dock to within range of cranes
and hoists.

• Operate winches or other hoisting devices to load
and unload cargo onto and from ships and other
vessels.

Machinist
• Read and interpret engineering drawings, blueprints,

charts and tables or study sample parts to determine
machining operation to be performed, and plan best
sequence of operations.

• Compute dimensions and tolerances and measure
and lay out work pieces.

Mathematician
• Conduct research to extend mathematical

knowledge in traditional areas of mathematics such
as algebra, geometry, probability and logic

• Apply mathematical techniques to the solution of
problems in scientific fields such as physical science,
engineering, computer science or other fields such as
operations research, business or management.

Mechanic
• Review work orders and discuss work with

supervisor.
• Inspect motor in operation, road test motor vehicle,

and test automotive systems and components using
computerized diagnostic and other testing devices to
diagnose and isolate faults.
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Medical Technologist
• Set up, operate and maintain laboratory equipment.
• Conduct and interpret chemical analyses of blood,

urine, and cerebrospinal and other body fluids.

Meteorologist
• Observes, records, and reports weather information

like air pressure, temperature, and precipitation.
• Installs, inspects, monitors, and maintains

meteorological equipment.

Military Officer
• The Canadian Forces include many occupations that

are not all combatrelated. With many opportunities
to earn money while training.

• Health care, skilled trades, engineering, and
information technology are just a few of the many
opportunities available.

Musician
• Musicians play one or more instruments as soloists or

as members of a musical group before audiences or
for recording purposes.

• Singers sing musical arrangements as soloists or as
members of vocal groups before audiences or for
recording purposes.

Nurse
• Assess patients to identify appropriate nursing

interventions.
• Collaborate with members of an interdisciplinary

health team to plan, implement, coordinate and
evaluate patient care in consultation with patients
and their families.
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Optometrist
• Examine patients' eyes, conduct tests and use

ophthalmoscopes, biomicroscopes and other
specialized instruments to determine ocular health
and visual efficiency.

• Prescribe and provide treatment (excluding surgery)
to maintain, improve and correct vision and manage
other ocular diseases and disorders.

Paramedic
• Assess extent of injuries or medical illnesses of

trauma victims, patients with respiratory disease and
stress, overdose and poisoning victims, industrial
accident victims and other ill or injured individuals to
determine emergency medical treatment.

• Administer prehospital emergency care to patients
such as oxygen therapy, cardiopulmonary
resuscitation (CPR), spinal immobilization, bandaging
and splinting.

Personal Support Worker
• Provide care and companionship for individuals and

families during periods of incapacitation,
convalescence or family disruption.

• Administer bedside and personal care to clients such
as aid in ambulation, bathing, personal hygiene, and
dressing and undressing.

Pharmacist
• Check prescriptions for proper dosage.
• Compound prescribed pharmaceutical products by

calculating, measuring and mixing the quantities of
drugs and other ingredients required and filling
appropriate containers with correct quantity.
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Photographer
• Study requirements of a particular assignment and

decide on type of camera, film, lighting and
background accessories to be used.

• Determine picture composition, make technical
adjustments to equipment and photograph subject.

Physiotherapist
• Assess patients' physical abilities through

evaluative procedures such as functional ability
tests.

• Establish treatment goals with patients based on
physical diagnoses.

Pilot
• Conduct preflight inspection of aircraft and check

passenger and cargo distribution to ensure that
weight and balance specifications are met.

• Coordinate flight activities with ground crews and
airtraffic control, inform crew members of flight and
test procedures and direct activities of aircraft crew
during flights.

Plumber
• Read blueprints, drawings and specifications to

determine layout of plumbing system, water supply
network and waste and drainage systems.

• Install, repair and maintain domestic, commercial or
industrial plumbing fixtures and systems.
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Police Officer
• Patrol assigned areas to maintain public safety and

order and to enforce laws and regulations.
• Investigate crimes and accidents, execute search

warrants, secure evidence, interview witnesses,
compile notes and reports and provide testimony in
courts of law.

Politician
• Creates laws and policies that protect and support

people living in their communities.
• Approves funding for projects that improve the

economy, provide jobs and grow communities.

Real Estate Agent
• Solicit property sales listings from prospective

vendors.
• Assist vendors in selling property by establishing

asking price, advertising the property, listing the
property with listing services and conducting open
houses for prospective buyers.

Retail Salesperson
• Greet customers and discuss type, quality and

quantity of merchandise or services sought for
purchase, rental or lease.

• Advise customers on use and care of merchandise,
and provide advice concerning specialized products
or services.

SOLD
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Roofer
• Install, repair or replace builtup roofing systems

using materials such as asphalt saturated felts and
hot asphalt and gravel.

• Install, repair or replace singleply roofing system
using waterproof sheet materials such as modified
plastics, elastomeric or other asphaltic compositions.

School Teacher
• Prepare subject material for presentation to students

according to an approved curriculum.
• Teach students using a systematic plan of lectures,

discussions, audiovisual presentations, and
laboratory, shop and field studies.

Scientist
• Plan and conduct studies of the environment, and of

the population, distribution, structure and functional
characteristics and behaviour of plants and animals.

• Conduct ecological and environmental impact studies
and prepare reports.

Social Worker
• Interview clients individually, in families, or in groups,

to assess their situation and problems and determine
the types of services required.

• Provide counsel and therapy to assist clients in
developing skills to deal with and resolve their social
and personal problems.
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Therapist
• Assess patients and review reports from physicians,

physiotherapists, psychiatrists, counsellors, teachers
and other professionals to determine patients'
current and potential functioning level.

Tour Guide
• Tour and travel guides escort individuals and groups

on trips, on sightseeing tours of cities and on tours of
historical sites and establishments such as famous
buildings, manufacturing plants, cathedrals and
theme parks.

Translator
• Translate a variety of written material such as

correspondence, reports, legal documents, technical
specifications and textbooks from one language to
another, maintaining the content, context and style
of the original material to the greatest extent
possible.

• Localize software and accompanying technical
documents to adapt them to another language and
culture.

Transport Truck Driver
• Operate and drive primarily tractortrailor, long

combination vehicle and straightbody trucks
weighing over 4500 kg to transport goods and
materials over long distances.

• Plan trip logistics and obtain required documentation
to transport goods.

N

S

EW
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Travel Agent
• Provide travel information to clients regarding

destinations, transportation and accommodation
options and travel costs, and recommend suitable
products.

• Plan and organize vacation travel for individuals or
groups.

University Professor
• each one or more university subjects to

undergraduate and graduate students.
• Prepare and deliver lectures to students and conduct

laboratory sessions or discussion groups.

Veterinarian
• Diagnose diseases or abnormal conditions in

individual animals, herds and flocks through physical
examinations or laboratory tests.

• Treat sick or injured animals by prescribing
medication, setting bones, dressing wounds or
performing surgery.

Videographer
• Adjust focus, exposure, lighting, and other camera

settings.
• Operate film or video cameras to record news, live

events, films, videos, and television broadcasts.
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Web Designer
• Consult with clients to develop and document Web

site requirements.
• Prepare mockups and storyboards.

Welder
• Read and interpret blueprints or welding process

specifications.
• Operate manual or semiautomatic welding

equipment to fuse metal segments using processes
such as gas tungsten arc welding (GTAW), gas metal
arc welding (GMAW), fluxcored arc welding (FCAW),
plasma arc welding (PAW), shielded metal arc
welding (SMAW), oxyacetylene welding (OAW),
resistance welding and submerged arc welding
(SAW).

Wood Processing Machine Operator
• Operate and tend various wood processing

equipment and machines to remove bark, knots and
dirt from logs; reduce logs or sawmill waste into
wood chips or flakes; stack and band lumber; screen
wood chips; and produce waferboards,
particleboards, hardboards and insulation boards

• Operate and tend conveyors, lathes, sanding
machines and other equipment to peel and slice
veneer from logs and log sections, and to glue, press,
trim, sand and splice veneer sheets.
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Characteristic Cards
9 AM to 5 PM Traditional daily work hours that result in a 40
Work Week hour work week.

Abstract Learning The ability to learn about things that are beyond
what a person can see, touch, feel, hear and
taste. Complex thought.

Acceptance of Understanding that everyone is unique and not
People Different treating others negatively based on how they
From You look or their beliefs, identity, sex or gender.

Accountable To be responsible and accepting of the outcomes
of one's decisions, actions or behaviors.

Accounting The management of money or the process of
keeping financial accounts.

Achievement A thing done successfully, typically by effort,
courage, or skill.

Adaptability The quality of being able to adjust to new
conditions.

Advertising The activity or profession of producing
advertisements for commercial products or
services.

Advocating for Self The ability to speak up and fight back when a 
and Others person (or others) are being unfairly treated.

Ambitious Having or showing a strong desire and
determination to succeed.

Approachable Friendly and easy to talk to.

Artistic Having or revealing a natural creative skill.

Assembling Construct / build / fit together the separate
parts of a machine or other object. Example:
Toys with “some assembly required”.
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Attitude The way a person feels about something or
someone, or a particular feeling or opinion.

Auditory Learning A learning style in which people learn most
effectively by listening.

Be Your Own Boss Being an entrepreneur and owning one's own
business.

Benefits Package Extra perks or rewards like pension or medical
insurance, that an employer provides in
addition to salary.

Budgeting A budget is a calculation plan, usually but not
always financial, for a defined period, often one
year or a month.

Build Mutually Working with others to build partnerships and
Beneficial connections that benefit both parties.
Relationships

Calm Peaceful, quiet, and without worry.

Caring Feeling or showing kindness and concern for
others. 

Challenging Work Work that requires physical or mental skill to
complete.

Clean Workspace A place to work free of clutter, dirt and or
debris.

Cearly Defined The employer provides good explanations of 
Duties what one's job duties are and instructions on

how to do them.

ClientCentered To be focused on the needs of the client and
understand their point of view.

College An educational institution or establishment that
students may attend after high school. Examples
are NBCC and CCNB.

Compassionate Feeling or showing sympathy and concern for
others.
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Competitive Having or displaying a strong desire to be more
successful than others.

Computer Coding The process to writing instructions using a
programing language (HTML) for a computer to
perform a task. Computer Coding is a step
within computer programming.

Computer Program It is a method of executing a software program
Testing with the goal of testing program behavior and

finding errors.

Confidence The feeling or belief that one can rely on
someone (including themselves) or something.
A form of trust.

Conflict Resolution A process that two or more parties use to find a
peaceful solution to their dispute.

Conserve Natural Not wasting things that naturally occur in the 
Resources world and support life. This includes things like

land, trees, water and wildlife.

Constant Change Nothing stays the same and new things are
happening all the time.

Constructive When someone offers advice that is focussed on
Feedback improvement and being helpful and not to

intended to make someone feel bad.

Content Is the process of collecting, organizing and 
Management managing information.

Cooking Skills Abilities that allow a person to prepare food
effectively and safely.

Coping Skills These are the thoughts and behaviors that one
engages in to help manage distressing
situations.

Courageous Facing a difficult, frightening or even dangerous
situation even though the person is afraid.
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Create CuttingEdge Inventing the most advanced version of a 
Technology product or service. Using technology in ways

that no one else has thought of doing.

Create New Ideas Find new ways to solve a problem, make things
better or have a unique thought.

Create Something To bring something into being something that 
New did not exist before you thought of it.

Creative Freedom The ability to come up with new ideas, test
them and develop new things without pressure
or criticism from others.

Creatively Solve a To develop a solution to a problem in a unique 
Problem way that no one else has thought of before.

Creativity The use of the imagination or original ideas,
especially in the production of an artistic work.

Crisis Intervention Shortterm techniques designed to reduce
potential permanent damage to an individual
affected by a crisis.

Critical Thinking The objective analysis and evaluation of an issue
in order to form a judgment. Using facts and
logic to make a decision.

Cultural Background The ethnic, religious, racial, gender, linguistic or
other socio economic factors and values that
shape an individual’s upbringing.

Curiosity A strong desire to know or learn something.

Dangerous Able or likely to cause harm or injury.

Data Analysis The process of applying statistical and/or logical
techniques to describe, condense, recap, and
evaluate data.

Database Allows a person to organize, store, and retrieve 
Management data from a computer.
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Data Entry The input of data or information into a
computer using input devices, such as a
keyboard.

Day Shifts A work schedule that runs within the usual
daylight hours.

Decisive Having or showing the ability to make decisions
quickly and effectively.

Dedicated Devoted to a task or purpose; having single
minded loyalty or integrity.

Degrees and A title one receives from an educational 
Certifications institution to show completion of a field of

study.

Delegation The act of asking, directing or appointing
someone to complete a task.

Dependable Trustworthy and reliable.

DetailOriented Being able to concentrate on the details of a
project, assignment or task at hand. Often
times, this means spotting errors or
inconsistencies.

Develop Software The process of designing, creating, testing, and
maintaining different computer programs or
applications to operate technology.

Digital Photo Using computer software to edit, manipulate, 
Editing and fix digital photos for the purposes of

marketing, promotion and artistic endeavors.

Dirty Workspace A work environment that may be unclean due
to contamination, garbage, or using materials
that are messy to work with.

Document Use Reading and following instructions on paper or
digital documents.
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Duties Not Clearly Being required to do work with little instruction 
Defined or guidance.

Efficient Achieving maximum productivity with minimum
wasted effort or expense.

Emotional The capacity to be aware of, control, and 
Intelligence express one's emotions, and to handle

interpersonal relationships effectively.

Emotionally When we feel tired and become less able to 
Demanding control our emotions effectively due to the

stress from other people or things.

Empathetic Showing an ability to understand and share the
feelings of another.

Enjoy Technology Like to work with computers and other devices
that are highly technical in nature.

Enjoy the Work When the work that you do doesn't feel like 
That You Do work and you would do these activities even if

you weren't getting paid.

Entertain People Doing things to make people laugh and have
fun.

Enthusiastic Having or showing intense and eager
enjoyment, interest, or approval.

Ethical Doing things that are consistent with your
beliefs and values. Doing things that are viewed
as morally acceptable by others.

Experiential Simply means "learning by doing".
Learning

Exposure to A work environment that may contain things 
Health Risks that could be harmful or dangerous.

Exposure to Heat A work environment that may operate on one 
or Cold (or both) extremes of being very hot or very cold.
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Exposure to Noise Equipment to protect one's hearing may be
required because of it being a very noisy
environment.

Extroverted Outgoing and socially confident. It may also
mean that one has more energy being around
others and in busy, noisy environments.

Fair In accordance with the rules, standards or what
is considered morally correct or just.

Fashionable Dressing or behaving according to the current
trend. Having a sense of style.

FastPaced A work environment where tasks are completed
Environment quickly, decisions are made quickly and

efficiency is a main goal.

Fight Injustice Having a strong sense of moral values and
beliefs and a willingness to intervene when an
act of injustice occurs.

Fight Poverty Making a conscious effort to do things and/or
help others for the purpose of putting an end to
people living in poverty.

Financial Bonuses Monetary rewards that employers may use when
staff exceed certain objectives or sales targets.

Financial Incentives Monetary encouragement that employers may
use to motivate staff to reach certain objectives,
sales targets or attract skilled labour.

Financial Literacy Financial literacy is the ability to understand and
effectively use various financial skills, including
personal financial management, budgeting, and
investing.

Financial Financial Management means planning, 
Management organizing, directing and controlling the

financial activities such as procurement and
utilization of funds of a business.



30

First Aid Help given to a sick or injured person until full
medical treatment is available.

Fix the System Advocating for and leading change in systems of
government and society as a whole.

Flexible Being ready and able to change so as to adapt
to different circumstances.

Flexible Work As long as the work is being done, an employer 
Schedule may allow employees to be less structured on

when they work.

Flexible Work Week The days required in the office vs working from
home or days required working could change
from week to week.

Focused To pay attention to something without
becoming distracted.

Frequent Travel Often moving from location to location for
work.

Friendly To be kind and pleasant.

Frontline Interacting with customers and/or clients to
deliver products and services. Often the
frontline workers are the "faces" of
organizations.

Fun Work Working in an environment that is enjoyable a 
Environment person has fun with their colleagues and

customers/clients.

Generous Giving more of something than is strictly
necessary or expected.

Genuine Truly what something is said to be. Authentic.

Goal Setting The ability to identify goals (objectives) and 
and Planning effectively develop strategies on how to work

towards and obtain those goals.
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Good Ability to express oneself clearly so others can 
Communicator understand the information that is being

shared. Often requires good listening skills.

Good Judgment Making smart, perceptive, and insightful
decisions and observations.

Good Listener The ability to listen and understand what other
people are communicating. It is part of being a
good communicator.

Graduate High An academic achievement that is seen as a 
School minimum requirement in today's workforce.

Graphic Design The art or skill of combining text and pictures in
advertisements, magazines, books or electronic
media.

HandEye Is the ability to do activities that require the 
Coordination simultaneous use of our hands and eyes.

HandsOn Work Involves actually doing a particular thing, rather
than just talking about it or getting someone
else to do it.

Hard Working Tending to work with energy and commitment.

Heavy Workload Having a lot of work to do with many deadlines
and not a lot of time to complete all the tasks
required. Very busy.

Help Customers Assisting people who visit a place of business by
providing information, answering questions
and/or helping them find a product or service.

Help the Less Assisting people in need by providing them with 
Fortunate things like food, money , clothing or shelter.

Help Your Identifying problems and working to find 
Community solutions to address those problems within the

community you live in.
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Help Your Country Typically associated with public service like
working in government or military service.

High Stakes A risky endeavour or activity with high chance
of failure or negative consequences but has a
huge payoff if successful.

High Stress An environment that places many physical, 
Environement mental, emotional or other factors on a person

that can be harmful over time.

Honest To be free of deceit and untruthfulness. Sincere.

Humility A modest or low view of one's own importance.
Humbleness.

Hygeine Conditions or practices conducive to
maintaining health and preventing disease,
especially through cleanliness.

Improve Lives Actions that make someone else's live better.

Improvisation Something that is improvised, especially a piece
of music, drama, etc., created without
preparation. Something "made up on the spot".

Independent The process where learners have ownership and 
Learning control of their learning.

Inquisitive Curious or inquiring. Being inclined to ask
questions.

Influential Having great influence on someone or
something. Effecting how something works,
reacts or how someone may think or act.

Innovative Introducing new ideas; original and creative in
thinking.

Insightful Having or showing an accurate and deep
understanding or perspective. 
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Installation The action or process of installing something.
Adding something to an existing place or thing
that did not exist before.

Integrity The quality of being honest and having strong
moral principles.

Internet Skills The ability to access, use and navigate the
internet to obtain or supply information.

Interpersonal Skills The ability to communicate or interact well with
other people.

Introverted Reserved and comfortable spending time alone.
It may also mean that one has more energy
after being around others by having time to
oneself and a quiet place to reflect.

Intuitive Using or based on what one feels to be true
even without conscious reasoning. Instinctive.

Inventive Having the ability to create or design new things
or to think originally.

Job Search Having the ability to know where jobs are
posted and having the proper marketing tools
(resume, interview skills) to effectively secure
employment.

Job Security Having confidence that one's job is unlikely to
be taken away from them.

Kind The quality of being friendly, generous, and
considerate.

Leadership The action of leading (directing the actions) of a
group of people or an organization.

Learn New Things The desire to gain more information about
oneself and the world around them.
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Legal Knowledge Understand how the justice system works. To
understand one's rights and responsibilities
according to the law.

LifeLong Learner An understanding and acceptance that people
can always learn new things at any age. A desire
to keep learning.

Love of Food Enjoying every aspect of food. Eating, preparing
and exploring new food and ways to eat.

Low Stress Minimal to no negative influences impacting a 
Environment person in their work or personal space.

Manage Money This involves budgeting, saving, investing,
spending, and/or overseeing how others use
their money.

Manage Payroll Ensuring people are paid accurately and on
time. Related to accounting and management.

Mathematics The abstract science of number, quantity, and
space. Mathematics may be studied in its own
right or applied to other technical fields.

Marketing The activity or business of promoting and selling
products or services, including market research
and advertising.

Meeting New Actively connecting with people that a person 
People has not met before.

Mentorship The guidance provided by a mentor, especially
an experienced person in a company or
educational institution.

Minima An expectation that a person can work 
Supervision independently with little interaction from a boss

or supervisor.

Multilingual The ability to comprehend and communicate in
more than one language.
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MultiSkilled Having more than one (or many) skills or
abilities.

Must Wear An employer may require employees to wear a 
a Uniform standard uniform for protection, identification

(or both).

Natural Skills Abilities that a person is born with that do not 
and Talents require extra training or provides an advantage

over someone without the same skills and
talents.

Need Protective Working in an environment that requires 
Gear protective equipment to keep a person safe

and/or limiting the possibility of injury.

Negotiation The process of discussing something with
someone in order to reach an agreement with
them.

Networking The action or process of interacting with others
to exchange information and develop
professional or social contacts.

Night Shifts A work schedule that runs within the evening or
overnight hours.

NonFinancial Encouragement that employers may use to 
Incentives motivate staff to reach certain objectives, sales

targets or attract skilled labour that don't
involve money. Things like extra vacation,
flexible schedules, etc.

NonVerbal Ways in which ones body reacts or moves to 
Communication / emphasize things they are say (hand gestures) 
Body Language or convey emotions like blushing when

embarrassed.

Numeracy The ability to understand and work with
numbers.
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Objective To rely more on facts and logic when trying to
understand a situation and relying less so on
thoughts or feelings.

OntheJob Where no prior knowledge of how to do a job is 
Training required and it is learned by being taught how

to do the job at the work site.

On Your Feet The job requires a person to stand or move 
All Day around all day with no time to sit down.

OpenMinded To be willing to accept other points of view,
opinions and other solutions to problems.
Accepting of many possibilities.

Opinionated To have strong conviction or to be very sure that
one's own opinions or perspective is the correct
one.

Optimistic Hopeful and confident about the future.

Oral The ability to express oneself verbally and the 
Communication information that is conveyed be understood by

those listening.

Organized To have things arranged in a systematic way.

Overtime is An employee may have to work additional hours 
Common on a frequent basis.

Passionate Showing strong feelings or a strong belief.

Patience The ability to accept or tolerate delay, trouble,
or suffering without getting angry or upset.

Pension A regular payment made during a person's
retirement from an investment fund to which
that person or their employer has contributed
during their working life.

Perfectionist A person who refuses to accept any standard
short of perfection. An expectation that things
need to be done perfectly.
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Persistent Continuing firmly or obstinately in a course of
action in spite of difficulty or opposition.

Personal Identity Self image. How a person sees themself as a
separate individual being with a distinctive
personality.

Personal Values Values are the principles and standards upon 
and Beliefs which we lead our lives. Beliefs are things in life

that one feels strongly about, that guide them
in their daily life.

Physical Fitness A state of wellbeing in which performance is
optimal. Is a combination of balance, co
ordination, agility, speed , power, and reaction
time.

Physically Something that requires a lot of one's time, 
Demanding Tasks energy and attention. Is physically difficult.

Planning The process of making plans for something.
Setting goals and figuring out a way to achieve
them.

Positive Mental When a person feels optimistic and happy. They 
Health are confident that are able to cope with stress

and hard times.

Positive Work When a person feels supported by their 
Environment colleagues and that they are able to achieve the

work they are tasked to do successfully.

Practice Skills Repeated performance of skills so as to acquire
or maintain proficiency in them.

Predict Outcomes To say or estimate that (a specified thing) will
happen in the future or will be a consequence
of something.

Prevent Incidents, The act of being proactive and preventing harm 
Illnesses and by seeing problems and potential dangers and 
Injuries correcting them before someone gets hurt.
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Prioritization The action or process of deciding the relative
importance or urgency of a thing or things.

Private Training A postsecondary school that provides 
School specialized training and is not funded by the

government.

Proactive Creating or controlling a situation by causing
something to happen rather than responding to
it after it has happened.

Process Is a process within project management of 
Improvement analyzing how things work and finding ways to

make them work better or more efficiently.

Product The process of thinking about a product, 
Development creating it and bringing to customers to be sold.

Professional Worthy of or appropriate to a professional
person; competent, skillful, or assured. A person
who serves as a positive example of how one
should act within thier occupation.

Project The process of overseeing a project from its 
Management creation until it is completed and has the

desired outcomes.

Protect Others Doing things that keep others from danger or
harm.

Provide Legal Helping someone navigate the legal or justice 
Support system so their rights are protected.

Punctual To be on time or to arrive at a place when one
says they will be there.

Quality Control Ensuring a product or service meets an
acceptable standard set by a company or
expected by customers/clients.

Quiet The absence of sound or noise. A person who
does not make must noise or talk very much.
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Quoting Costs Estimating how much a product or service might
cost before the job is complete or product is
delivered to the customer.

Reading Skills The process of looking at written symbols and
letters and understanding the meaning of them.

Recognition Identification of someone or something or
person from previous encounters or knowledge.

Record Keeping Tracking dates, times and events and organizing
them in a way that they can be referenced at a
later date.

Recruit and Hire Methods used to attract people who have the 
People skills needed for a business and providing

money and incentives so they agree to there.

Red Seal A designation for many of the skilled trades that
allows tradespeople to work provincially or
nationally without requiring more training.

Repetitive Tasks Performing the same activity over and over
again often for extended periods of time.

Reporting Give a spoken or written account of something
that one has observed, heard, done, or
investigated.

Research The systematic investigation into and study of
materials and sources in order to establish facts
and reach new conclusions.

Resilient The ability to be happy, successful and thrive
after difficult life events. Strong. Survivor.

Resource Understanding the things a person has to 
Management survive or a business has to operate and making

sure those things (resources) do not run out.
Money, time, and food are examples of
resources.



40

Resourcefulness The ability to find quick and clever ways to
overcome difficulties.

Respectful Feeling respect or showing politeness.

Responsible Having an obligation to do something, or having
control over or care for someone, as part of
one's job or role.

ResultsDriven Placing most of the value in ones actions into
the outcomes it produces.

Risk Management It is a form of business management to predict
where a business might loose money and find
ways to lessen or eliminate those risks.

Routine A sequence of actions regularly followed. A
fixed program.

Safety The condition of being protected from or
unlikely to cause danger, risk, or injury.

Sales The exchange of a commodity for money.

Save Lives and Protecting others and their belongings from 
Property harm, damage and/or loss.

Save the Planet Actions that contribute to the earth remaining a
healthy and viable place to live.

Schedule Meetings Set times and places for people to meet and
communicate the meeting times and places for
those invited to attend.

Science The systematic study of the structure and
behavior of the natural and physical world.

Search for Talking to employers and looking for job 
New Opportunities postings for opportunities that may be of

interest.
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See Problems as The ability to reframe what seems to be a 
Opportunities problem into an opportunity to learn or to turn

to it into a competitive advantage.

SelfControl The ability to control oneself, in particular one's
emotions and desires or the expression of them
in one's behavior, especially in difficult
situations.

SelfEsteem Confidence in one's own worth or abilities.

SelfImprovement The improvement of one's knowledge, status, or
character by one's own efforts.

SelfMotivated The ambition to do or achieve something
because of one's own enthusiasm or interest,
without needing pressure from others.

Sitting for Long A job or work environment may require a 
Periods of Time person to sit for most of the working day.

Skilled Trade A career path that requires handson work, and
specialty knowledge and training.

Small, Confined A work environment that may require a person 
Spaces to crawl into small or difficult places to repair,

retrieve something or rescue something.

Smelly An unpleasant or noxious smell.

Sociable Friendly, outgoing and willing to make friends.

Social Status A person's standing or importance in relation to
other people within a society.

Socially Conscious An organization realizes that their products and 
Organization services should be developed with sustainability

and corporate social responsibility in mind.

Steady Workflow When work proceeds at a pace that is
comfortable for a person to complete tasks and
there are no peiods of waiting around with
nothing to do.
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Stress A method of limiting stress and its effects by 
Management learning ways of behaving and thinking that

reduce it.

Supporting Others To give aid or encouragement to a person or
cause.

Take Initiative Thinking proactively about task. Taking action to
complete a task or accomplish a goal without
someone requesting it.

Task Oriented To be focused on completing a task that one is
working on. Valuing the action of doing the task
rather than planning or discussing it.

Teaching Ideas or principles taught by an authority. To
provide instruction and support somone in the
learning process.

Things Stay The same routine every day where things don't 
the Same change or vary much.

Time Management The ability to use one's time effectively or
productively, especially at work.

Transferable Skills Abilities or talents relevant to many professions
and facets of life.

Trustworthy Able to be relied on as honest or truthful.

Typing The action or skill of writing something by
means of a cell phone or computer.

Understand How To be curious and want to learn about how the 
Things Work world around us operates.

Understand To be able to understand the terms and 
Medical descriptions of the human body and how it 
Terminology functions.

Unique Office To work in an office environment or location 
Space that is not like a typica place that most people

work.
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University An educational institution designed for
instruction, examination, or both. Students can
obtain degrees in specialized fields of study.

Use Facts and Using information that can be measured, 
Numbers collected and analyzed objectively. Scientific and

business fields rely heavily on this.

Using Machinery Operating machinery to complete work tasks.

Using Your Hands Using one's hands to complete a task.

Visual Learning Learning how to do something by watching
someone else demonstrate how it is done.
Reading is also visual learning.

Work by Yourself To work alone to complete a task or obtain an
objective.

WorkLife Balance To establish time to do work and time to rest or
pursue personal goals in an even or balanced
way.

Work as a Team To work and cooperate with others to complete
a task or obtain an objective.

Work in Difficult Working in environments that might be 
Workplaces stressful, potentially dangerous or challenging

mentally or physically.

Work in an Office To travel to a place to work (typically an office 
Setting building) to work with others.

Work To work on your own either as a business owner 
Independently or to be solely responsible for the work that is

done.

Work Long Hours Being required to work longer than people
typically do in a work day.

Work Outside Working outdoors and not in an office setting.
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Work Remotely The ability to work form home or a location
outside the office to complete work tasks.

Work with Animals Being responsible for the care and wellbeing of
animals that a person is tasked to do as part of
their job.

Work with Being responsible for the care and wellbeing of 
Children and Youth young people that a person is tasked to do as

part of their job.

Work with Having to work with people who may not want 
Difficult People to work with others.

Work with Help and support people who have just moved 
Newcomers here from another country.

Work with Others The ability to engage and cooperate with other
people to accomplish a task.

Work with People Help and support people who have learning 
with Special Needs barriers and/or disabilities.

Work with The ability to understand how social media 
Social Media works to produce engaging content and

attract/influence users.

Work with the Help and support people who are older (senior 
Elderly citizens).

Work with Tools Using a tool specifically designed to assist in the
successful completion of a task. Knowing how to
use it effectively and safely.

Writing Skills The ability to communicate or provide
information through a written medium like a
book, blog or texting.
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