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Who are you? ﬁ%ﬁmj

CANADA

Please give us your name and department

Ice Breaker — In one word, describe how you feel
about having a Job interview
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Do Interviews make you g%ﬂg
nervous? oo

= Raise your hand if you feel nervous about an interview
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What is our role?
= The Staffing process

What is your role?

= What to Expect

= How to Prepare

= Types of Questions
= Resume 101
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. Qualified Applicants
Job Vacancy Exists Applications Received Contacted for Interview Verbal Job Offer Made

P -

Job Advertisement Screening Process References Completed Notice to Unsuccessf ;
Candidates that.~
Staffing Consultant Intervie '

assesses application
within Tweek of closing
date



Staffing Process Internal &
External

Job Vacancy Exists
Job Advertisement
Applications Received
Screening Process
Interviews Conducted

References Completed
Verbal Job Offer Made

- Post Board Review

.. PROCESS
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Application Form

Apply on-line at www.jobspei.ca (Civil & Health
PEI)

Add all pertinent information such as employee
number, competition number, etc.

Indicate work experience and job duties as
related to the posting

It is your responsibility to ensure that your
application is received on time

It is your responsibility to demonstrate how
you meet the min requirements


http://www.jobspei.ca/

‘ Resume 101

An up-to-date resume is highly
recommended

Make sure you demonstrate how
you meet all the minimum
qualifications for the position

It is a professional
representation of yourself
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PRINCE EDWARD ISLAND GOVERNMENT JOBS

( FRENCH LANGUAGE SCHOOL BOARD >> ( STUDENT OPPORTUNITIES > ) ( OTHER JOB OPPORTUNITIES > )
JOBS

—
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( GOVERNMENT OF PEI JOBS OPEN TO EMPLOYEES > )

n

iscover rewarding careers with the Government of PEI

— e —

GOVERNMENT OF PEI JOBS OPEN TO THE PUBLIC ))




Screening

Selection board will determine who receives an
interview based on the following:

Eligibility
Qualifications
Legislation

Collective Agreements
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Education

Speak to specific formal education and
additional training courses you have
taken recently

Experience

Clearly indicate how your experience is
related to the posting

14
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168617 - Accounting Officer - Department of Finance - Permanent ¢ NADA

Government of PE|

Q 95 Rochford Street, Charlottetown, Prince Edward Island C1A 3T5 & 1 Position available % Expires on: June 23, 2025

a —
JOB DESCRIPTION

e
Job type
9 Permanent
. n Work shifts
The Department of Finance is committed to Equity, Diversity, Inclusion and Aecessblity Our goal is to build a public C) Day
sector workforce that reflects the diverse communities we serve and to pi t ' di
pectful workp that are ible to all. We wel all int d individ including lndigenous People @ Work schedule
persons with disabilities, Black, racialized, ethnic and cuhural'y diverse groups as well as people regardless of their 37.5 hrsiweek
sexual orientation, gender identities, and gend: P Those | g for more information are invited to visit
our Equity, Diversity, and Inclusion Policy. @ Worklocabon
On site
This role is primarily responsible for maintaining and reporting on the general ledger accounts for each pension plan,
with the objective of drafting accurate financial statements and note disclosures in accordance with the CPA Handbook @ Salary
and Public Sector Accounting Standards (PSAS). The position supports the Manager of A ting and Pension $70,922.00 - $88,628.00 CAD Yearly
Payroll in preparing working papers, journal entries, and note discl for all registered and non-registered pension
plans, as well as other post-employment benefit prog for inclusion in Public A t
Additionally, the role assists senior ting staff in providing financial statement support and Public Accounts s \ :
E - o i oy Additional information
benefit expense details to auditors and the Compts 's Office. Resp bilities also include coordinating employer
billings for participating pension plans and managing the generation and recording of monthly pension payrolls. tak Acnnina i

\ —



Example job posting with
Minimum Qualifications

Minimum Qualifications:

« Post secondary degree in commerce or business administration.

chedules and reconciiation of accounts.

rking in a highly regulated environment.

+ Demonstrated equivalencies will be considered

« A professional accounting designation will be an asset.

« Knowledge of the provisions of each p
« Strong analytical skills, deductive reasoning skills and problem-solving ability.
« Strong Microsoft Excel skills.

« Ability to work independently and with self-initiative.

« Excellent time t and organizational skills.

« Ability to work under extensive timelines.

« Considerable experience in accounting including preparation of financial statements, preparation of AR and AP

plan administered by the section.

[-KB 17
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168617 - Accounting Officer - Department of Finance - Permanent

Government of PEI

[Street, Charlottetown, Prince Edward Island C1A 3T5 & 1 Position available

ance is committed to Equity, Diversity, Inclusion and Accessibility. Our goal is to build a public
sflects the diverse communities we serve and to pvomole weleomhg diverse, inclusive,

hat are ible to all. We wek alli Indig People,
5, Black, racialized, ethnic and culturally diverse groups, as well as people regardless of their
der identities, and gender expressions. Those looking for more information are invited to visit
d Inclusion Policy

ponsible for maintaining and reporting on the general ledger accounts for each pension plan,

afting financial and note disck in with the CPA Handbook

junting Standards (PSAS). The position supports the Manager of A ing and Pension

rking papers, journal entries, and note di for all regi and gi d pension
t- benefit prog for inclusion in Public A

isists senior ing staff in providing financial support and Public Accounts
auditors and the Comp! 's Office. R ibilities also include coordinating employer
billings for participatin lans and ing the g ion and ding of monthly pension payrolls.

Duties will include but are not limited to:

% Expires on: June 23, 2025

APPLY

Job type:

?

Work shifts

Day

Q

Work schedule
37.5 hrsiweek

@

Work location
On site

Salary
$70,922.00 - $88,628.00 CAD Yearly

@ ©

Additional information

Job Opening ID
« 168617




Screening Definitions

= Some experience :
~3 months to 1 year
= Experience:
~1-3 years

= Considerable experience:
~3-5 years

= Extensive experience:

~5+ years
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CANADA

Assets — will be given extra
Credit, in an interview, for
having them

Preferences — may be
considered ahead of those
who do not have the
preference qualifications

17
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Effective January 2014 on most UPSE Civil and Excluded
competitions
Provides a means for individuals who do not meet the

education requirement on some job ads to be screen in
based on equivalent experience

18
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= References are part of the selection process

= Contact your references to ensure they are prepared to be a
reference

= Be prepared to provide names and contact
information of immediate supervisors, after your interview

19



Post Board

‘Prince
Edivard

CANADA

An opportunity for the candidate to meet with the Staffing
Consultant to review strengths and possible areas of
improvement for future interviews

Once the decision on a competition has been finalized,
you can contact the PSC to arrange the post board

2@ [sland
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What enticed you to apply for a position?
What can you expect during the interview?

How can you prepare?




The Purpose of the
Interview

= An opportunity to demonstrate
your skills, knowledge and ability
and what you have to offer the
position

= Ensures fairness and consistency
in the selection process
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What to Expect During the ﬁﬁzﬂ?zd

Interview CAnADA

Usually 2-3 people will be
on the selection board
In Person or Virtual

(A
X

')
)

The selection board will be
taking notes to ensure
accuracy

Professional setting

23
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How to Prepafre «® [sland
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= Know the details of the interview
(time, location, board members, etc.)

= Virtual Interviews: Test your camera,
microphone and speakers
beforehand

= Know your strengths and what you
have to offer the position

24



. for, not the job you're in

?{;’;’f
How to Prepare g M/N/ 2[5/ gnd

for the Interview | ST

Review the job description and know
the position

Research the facility, department and
become familiar with the employer

Think about the job you're interviewing

- 25
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How to Prepare M/i%/ 2 [sland

for the Interview

CANADA

Think about responses to some potential questions
and review those responses

Ensure your resume is updated and review it

You can bring your
resume with you
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Think about what you bring to the job,
what skills you could offer

Write these skills down and refer to
them for your next interview

Think of scenarios/examples ahead of
time that would be relevant to the job

27



Types of Interview
Questions

Questions in these areas will
always be asked no matter
what the position is that you
are being interviewed for:

= Education

= Experience

= Knowledge
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Education

In most cases the board will
have already reviewed and

noted your education as per
your application and resume

Be sure to include any other
informal workshops, seminars
& short courses

S
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Experience ﬁﬁ mz
CANADA
= |n most cases the board will

have reviewed your experience
as noted on your resume and
application prior to your
interview.

= Please include any employment

that you feel is relevant may
have transferrable skillsets

= Volunteer experience may also
be relevant

-~

30
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= You will be asked
questions which will allow
you to demonstrate your
knowledge as it relates to
the position

31




Types of Interview
Questions

Questions in these areas may be asked
depending on the position:

o u] u] o o o

Decision Making
Organizational

Interpersonal/ Communication
Supervisory

Leadership

Analytical

"gmzc

Edwar

CANADA
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Decision Making

You may be asked scenario-based
or behavioral-based questions

This is your chance to demonstrate
how you assess a situation, use your
judgement, and how you arrive at a
decision
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Decision Making |
Sample Question %@’

Take a few minutes.

Think about a difficult work related decision
you have dealt with. What was the issue, how
did you deal with it and looking back now,
would you do anything different?

‘Prince
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Decision Making Sample Question Edwar
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Please rate each candidate’s answer with poor, fair, good, very good,
excellent or exceptional

CANDIDATE A CANDIDATE B




A Criter Bt
ssessment Criteria % ﬁ]& cm d

CANADA

= Candidate was able to clearly identify the
problem, was able to outline the steps involved
with dealing with the issue, and had insight to
know how improvements could be made in
future

= Candidate was able to demonstrate
collaboration and engagement within team

= Answer was given in a relevant and concise
manner

36



Organizational

= You should be prepared to
explain how you organize
yourself at work

= You may also be given
situational questions that are
designed to allow you to
demonstrate this skill
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Organizational Sample
Question

= You come to work with multiple demands,
including X, Y, and Z. How do you go about
organizing your day and setting priorities?

El NOW f.f',._‘f 2%

- Oumer |
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Assessment Criteria ;
Fiite

Demonstrates ability to identify priorities but
also tools/methods on how to deal with each of
the issues

Demonstrates understanding of when
delegation is appropriate

Knows when to seek guidance and of whom to
ask questions

Eé,)rmr,
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Interpersonal
Communication

= You may be asked questions
that allow you to
demonstrate how you work
and communicate with
others

= This skill is assessed from
the time you walk in the
door until you leave
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Interpersonal
Communication
Sample Question

= Give us some specific examples of how you would
build and maintain positive working relationships with

your co-workers?
Q& ﬁ?@p

b g e

1. \
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Supervisory Leadership Analytical Edwar
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= You may be asked situational or B LEADERSHIP§
behavioral based questions that ask you
to demonstrate your leadership abilities,

your supervisory skills or your analytical
skills

42



Supervisory Leadership Analytical Resources

Review the LEADS framework for Health and the
Public Service leadership competencies for the Civil
Service and remember to reflect on your own
leadership competencies

 Leadership Toolkit | Health PEI | Staff Resource Centre

*  PEI Public Service Leadership Competencies

‘Prince
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https://src.healthpei.ca/leadership-toolkit
https://src.healthpei.ca/leadership-toolkit
https://psc.gpei.ca/sites/psc.gpei.ca/files/Leadership%20Competencies%20Slide%20Deck.pdf
https://psc.gpei.ca/sites/psc.gpei.ca/files/Leadership%20Competencies%20Slide%20Deck.pdf

'.1' — [ ]
Prince,
Ed

Wr tion | = Loan
ap Up Sectio W 2d
You may be asked questions such as:
= “What enticed you to apply for this
position?”
= Availability to begin? e o
= Provide reference(s) ll LS 1‘
= Valid drivers license (if required for r
position) “ l{j‘l’

You will be asked if you have any questions

Additional wrap up questions

44



Assessment Criteria

= Variety of responses

= Often there is answer guide
(especially with technical
questions)

= Final evaluation

Lead By |

‘Prince
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CANADA

Example

Me

Teamwork

Motivate l

| Inspire ‘

45
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Final Tips éﬁ"ﬁnd

CANADA

Assume the interview board is not familiar with you
or your work

Include points in your responses that may be 'rﬁ

considered “common sense

Ask to have a question repeated if needed
If you blank, you can ask to skip a question and
come back to it



Was this helpful?

Do you know what to expect and how to prepare
for your next interview?

Any suggestions on how to improve the workshop?
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Thank you!
S%jﬁlﬁ@
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Any questions?
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