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Introduction
Have You Considered Hiring Technical Staff from Abroad?
Internationally-trained technical staff offer B.C. employers a large pool of exceptional
talent. This toolkit is designed to help you to
o make a fair and unbiased assessment of the knowledge and skills of applicants
from other countries,
o help recruits from other countries to adjust faster to your workplace culture,
o retain internationally trained talent in your company,
o uncover ways that the applicant can add value to your company that you may
not have considered.

There Are Two Ways This Guide Can Help You:
For Use by Job Interviewers
1. Plan the interview process to get the most from your short time with the
candidate.
2. A heads-up on possible cultural differences between interviewer and candidate,
to help you make an unbiased decision.
3. Advice on giving feedback to candidates and planning the on-boarding process.

For Use by Workplace Coaches and Mentors
1. A guide to help get your new hire up to speed and productive quickly through
explaining and demonstrating Canadian workplace norms.
2. Understand better what takes your new hire by surprise, and what may take you
by surprise, including additional strengths that you may not expect.

The Business Case for Hiring Internationally-Trained Technical
Professionals
Many internationally-trained professionals arrive in Canada with skills, talents,
knowledge and qualifications related to both technology and management. Although
they have the skills the economy needs, they often do not fully understand how to
communicate those skills to employers.
Employers, meanwhile, cannot always decipher the training and qualifications of a
newcomer to Canada and ultimately look elsewhere to make a hiring decision. However,
this decision means that employers are often overlooking the strengths and benefits
that an internationally-trained technical professional can bring to them.
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The Value of Internationally-Trained Professionals to B.C.
Employers
Growth in B.C.’s technology sector and increasing skills shortages are encouraging
employers to consider job applicants from non-traditional applicant pools. Newcomers
bring education, training and work experience from related industries outside of
Canada. Hiring staff from cultural backgrounds other than Canadian or American can
have a surprisingly positive outcome. In fact, the business case for a culturally diverse
workplace is well documented:
1. cultural diversity drives business growth and customer service, through cultural
sensitivity, language skills, business networks and international sector knowledge
2. connections to their home country and the potential to open up new markets.
3. more diversity of perspectives in teams drives creativity and improves problemsolving.
4. if people feel valued regardless of their background, companies benefit from
better working relationships, more commitment and better retention.

The Tools in the Toolkit
You do not need to use all the tools, you may not need some of them and you may
already have good tools that you use. Feel free to pick and mix from the 11 tools in this
Toolkit.
Tool 1: Self-Assessment of 10 General Workplace Skills such as “Manage Time”,
“Work with Others”
Tool 2: Designing a Sector Knowledge Test
Tool 3: Designing an English Writing Test
Tool 4: Using the ITA Skills Passport - a Test of Essential Skills (reading, document
use, numeracy)
Tool 5: Assessing a Candidate’s Personality: How Well They Suit the Job and
Company.
Tool 6: Designing a Practical Test
Tool 7: The Interview - the Employer Reviews the Results with the Candidate to
Draw Together All These Components
Tool 8: Identifying Alternative Jobs and Careers
Tool 9: References
Tool 10: Rejection (what to say to help the person who is not hired)
Tool 11: Bridging any Gaps, Creating a Learning Plan
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What You Need to Know When Recruiting InternationallyTrained Professionals
Understanding Common Cultural Differences and Becoming Bias-Aware
Without specific knowledge of a candidate’s culture it can seem daunting to conduct a
productive interview or onboard new staff. But, just like Nova Scotians differ from
British Columbians and rural Canadians differ from those living in urban centres, a
common country of origin does not guarantee that all job applicants from one country
are alike. The very fact that they have made the effort to emigrate means that they are
significantly different and unrepresentative of the population in their home country.
For best outcomes and to avoid stereotyping, we encourage you to take a general
approach to cultural values, how they impact behaviour and how they can interfere with
your selection of the best candidate. Research shows that employer recruitment tends
to favour those with English-sounding names and with Canadian work experience,
disregarding their actual performance, competencies, credentials and capabilities.
Perhaps most importantly, decide on explicit criteria you will use as your benchmark
before you start recruiting. Identify the requirements of the job and the desirable
additional qualities an ideal candidate would bring. Avoid specifying skills (such as
proficiency in a certain language) that are not essential for the job. You can fine-tune
these criteria as your recruitment proceeds. The important thing is to establish basic
explicit criteria from the beginning because it will help you be objective. The Human
Rights Code prohibits discrimination in employment advertising and hiring, based on a
number of prohibited categories, including race, colour, ancestry and place of origin.
Everyone is biased. We have a tendency to quickly categorize and evaluate people,
places or things. This lets us make sense of the world and carry out our daily activities
efficiently. Unfortunately, this ability can cause us to be biased and use positive or
negative stereotypes. For example, at work we trust that a “yes” means “yes” and that
women and men are considered “equal”. In a homogenous workplace of Canadian staff,
this is likely true, but when people come together from different cultures, some of our
most fundamental assumptions may be held to the test.
Cultural differences are not black or white, they differ to a degree. It is helpful to look at
cultural difference as a continuum or spectrum between two opposite extremes. In
reality, it is neither practical nor critical to learn the intricacies of each country.
Below we have listed five important dimensions of cultural difference which B.C.
residents may regularly experience in a multicultural workplace. The table which follows
each description shows where a particular culture lies on the spectrum. We have used
the Philippines, the People’s Republic of China and Iran as examples to compare to
Canadian values (these are the countries in the IMPACT B.C. Employer’s Guides to Hiring
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Internationally-Trained Professionals). Read more about values and behaviours that
merge when people trained around the world work and interact in the same setting:
 http://geert-hofstede.com/countries.html
 https://sevendimensionsofculture.wikispaces.com/Trompenaars'+Seven+Dimens
ions+of+Culture
 Erin Meyer’s The Culture Map book; information on this 2014 book available at
http://erinmeyer.com/book/
1. Hierarchy Brings Order
VS
Equality Is Paramount1
As Canadians we take pride in treating others as equals, whereas in many other cultures,
hierarchical relationships in the family and workplace are valued as models to maintain
order and subordinates enjoy being looked after by their superiors. Respect for
authority impacts interactions in the workplace in many different ways. For example:
subordinates may avoid eye contact out of respect; subordinates may expect managers
to have the answers to most questions; subordinates may also tend to avoid debating
topics directly with or even only with their manager present.
Hierarchy brings order
China


Philippines

Iran

Equality is paramount
Canada

2. Relationships
VS
Task Orientation
Canadians and Westerners in general try to achieve their goals through focusing on a
task, creating meeting agendas and being punctual. In other cultures, time is seen as
fluid, interruptions are more frequent and goals are more likely to be achieved through
managing and maintaining good relationships.


Relationships
China
Iran
Philippines

Task Orientation
Canada

1

Continuums presented have been adapted from comparable culture information pioneered by Geert Hofstede
(geert.hofstede.com) and have been adapted for an employer audience using elements of Fons Trompenaars’ Riding the Waves of
Culture: Understanding Cultural Diversity in Business (available at
http://citeseerx.ist.psu.edu/viewdoc/download?doi=10.1.1.695.447&rep=rep1&type=pdf). The details have been further enriched
with more current information.
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3. Men and Women Have Different Roles VS
Men and Women Are Equal
In the last 50 years gender equality has vastly increased in Canada and many Western
countries. In many other cultures, however, men and women’s roles at home, in society
and at work continue to be divided. Gender roles can also be influenced by religion.
Traditionally, Catholicism and Islam have maintained a clear division of gender roles.
Depending on the culture, this division is more or less strict. For example, Iranian
Muslim men may not be familiar with working for a female manager and women may
not be comfortable shaking hands with their male counterparts.

Iran
Philippines

Different male and female roles

Men and women equal
China
Canada

4. Direct Communication
VS
Indirect Communication
In the Western business world, direct communication is valued as the most efficient way
to reach goals and make deals. However, many Western companies operating in Asian
markets have learned the hard way that subtlety, deference, patience and what
sometimes appears to be dishonesty is the prevalent and most effective style to work
and conduct business. In indirect communicating cultures, nonverbal signals such as
smiles and hand gestures add a great amount of meaning to a conversation. It is best to
ask for clarification to avoid misunderstandings.
Direct communication
Canada


Philippines

Indirect communication
China
Iran

5. Family and Group Is Most Important VS Individual Achievement Is What Matters
There are two ways to understand the relationship between individuals in a group. In
one extreme the individual is the most important, he/she acts alone and even in a group
mostly individual contributions are rewarded. In the other, the group is the primary
entity and individuals serve as members of the group. Group orientation makes it
difficult for individuals to present themselves as driven and confident professionals;
they may come across as humble and insecure instead.


Family and Group
Philippines

China

Iran

Individual achievement
Canada

Throw out the golden rule. For a long time, the old adage “Treat people as you would
want to be treated” was considered gold; it was a sensible rule in a homogenous world
where people are very much alike. In today's culturally diverse world, however, consider
applying the platinum rule “Treat others as they want to be treated”.
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Supporting Productivity and Loyalty in Newcomer Employees
Companies that have experience with hiring internationally-trained professionals have
developed a number of practices they find helpful for getting their new staff up to speed
and keeping them happy, loyal and productive:
 Have a plan for getting your staff member working at full speed and accustomed to
your organization’s culture (3, 6, or 9 months)
o Provide training: this can include informal on-the-job training while working with
peers, supervisors or perhaps even just reading up on industry, company or
product news
o Encourage and support self-development activities, not just formal courses but
participation in professional bodies
o Pair your new staff member up with a buddy or mentor, a seasoned volunteer
employee, to help the new hire get the inside scoop on the informal workings of
your workplace
o Check in at regular intervals to review progress and adjust the plan as needed
 Provide opportunities for them to use their full set of skills and develop them further
o If someone used to be a manager, give them opportunities to practice supervisory
tasks in a way that is appropriate to the Canadian workplace
o Encourage short presentations on any topics that challenge and enrich the way
work is being done in your company. Perhaps your foreign-born staff has
experience doing things in a different and possibly better way
o Find stretch assignments that give your foreign-born staff a chance to practice
important non-technical skills such as their verbal language ability, leadership, etc.
o Encourage and support self-development activities: participation in social events,
sports, voluntary activities in the community, and even exploring B.C. and Canada
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Tool 1:

Self-Assessment of 10 General Workplace Skills such as
“Manage Time”, “Work with Others”

Usage
This self-assessment is intended to be completed and returned by the applicant several
days before they arrive for their interview. It enables the candidate to identify examples
from their experience where they have demonstrated these key employability skills. You
can use the completed form as a basis for discussing some of the examples during the
interview. You can vary the 10 skills suggested here, omitting some or adding others.
You may want to add some specific examples that relate to your sector, your company
or the job you are recruiting for.
Instructions to the Applicant:
This self-assessment will help you identify general workplace skills that Canadian
employers are looking for in a technical or professional employee. If you understand
your workplace skills, you can better demonstrate them when talking or writing to an
employer. You can repeat this self-assessment when you improve your skills and have
more examples to show.
When you have completed it, return it to your recruiter before the interview. The
recruiter will read your examples and discuss them with you during the interview.
Employers want to validate and understand your general workplace skills. This helps
them understand how well you can do the job. Demonstrating your workplace skills in
addition to your technical skills and knowledge makes you more employable.
This self-assessment covers 10 skills. For each skill, please do the following:
 Review the general examples provided
 Think of your personal examples:
a. directly relevant experience
b. other work experience
c. private, family or community activities
 Give personal and recent examples from the past one or two years
 For each example, explain how you demonstrated the skill
 Be specific; make it clear for someone who does not know you; be truthful
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Need help completing this questionnaire? Review the example below:
Question 1: How have you managed time?
Example of an Answer to Question 1:
In my home country I was in charge of a design team of two other engineers, a
technician and a draftsman, working on a tight time schedule and dependent on other
contractors and departments. At home my wife had just had our first baby, and we
were planning our move to Canada. I had many demands on my time and many
interruptions.
I used my smartphone to schedule my appointments and deadlines, and to remind me.
I had a Gantt chart on my wall for all of our team members, so we could all see our
tasks and deadlines. I held a weekly meeting to discuss our work plans and priorities,
and see whether anyone needed help, and a brief daily review to make sure everything
was under control. At the end of the day I mentally reviewed the day’s progress and
planned the next day – sleeping on it helped me solve the problems.
For my meetings I prepared an agenda and estimated the time for the items, and then
encouraged participants to stay within the allotted time. I tried to deal with priority
items first.
I try to always make one trip serve several purposes, such as having a list of discussion
items when I visit my boss, and then shopping on my way home from the office.
I helped to plan a yearly church event in my community. I was responsible for the
outdoor equipment. I planned ahead, delegated tasks and made sure that we got all
equipment delivered the day before, so we had time to arrange everything.
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Question 1: How have you managed time?
FOR EXAMPLE: plan tasks; adjust time spent on single tasks; set priorities; adjust
schedule if necessary; value time as a “money”.
Please write examples below. Be specific and clear.
 On the job
 in your community
 at home
Also describe the specific circumstances and the constraints you faced.

Question 2: What computer skills do you have?
FOR EXAMPLE: used spreadsheets, with pivot tables and macros; used databases, set up
databases; did qualitative and quantitative analysis; computation and graphics; designed
a website; wrote computer programs and apps; designed and installed remote sensing,
control and robotics.
Please write examples below. Be specific.
 at work
 in your community
 at home
Also describe how often you use a computer, a tablet, a smart phone or remote sensing,
and for what purpose.

Question 3: How have you worked with colleagues?
FOR EXAMPLE: coordinated my work with others; contributed to goals of the team;
helped my team members; shared information; maintained relationships with
colleagues; interacted with colleagues; asked for help.
Please write examples below. Be specific and truthful.
 On the job
 in your community
Also describe the conditions under which you worked with others, what your role was,
what worked well, what you learned, what you would do differently.
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Question 4: How have you demonstrated your professionalism?
FOR EXAMPLE: used appropriate language, behaviour and appearance; been an
ambassador for my company, been an active member of the professional association;
studied new aspects of my work.
Please write examples below. Be specific and clear.
 On the job
 in your community
Also describe the specific circumstances, and the people involved.

Question 5: How have you responded to differences in opinion, gender,
religion, and culture?
FOR EXAMPLE: learned about differences; been respectful; been curious and tried to
understand why a person did or said something that was very different from what I
would have done or said.
Please write examples below. Be specific and clear.
 On the job
 in your community or your home country
Also describe the reasons for your behaviour and what you learned from it.

Question 6: How have you demonstrated integrity and accountability?
FOR EXAMPLE: followed established company guidelines; asked for clarification if
necessary; been dependable; been reliable; been truthful, been trustworthy; taken
responsibility when I make a mistake; followed the law; considered impact of my
actions on others.
Please write examples below. Be specific and clear.
 On the job
 in your community or your home country
Also describe the specific circumstances and what you learned from it.
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Question 7: How have you demonstrated life-long learning?
FOR EXAMPLE: discovered what helps me to learn; kept up to date; pursued
opportunities to learn; applied what I had learned; improved; changed my behavior;
adapted to change.
Please write examples below. Be specific and clear.
 On the job
 in a course (local college, over distance/virtual)
 by yourself
Also describe why you learn, where you find information, where you get help, how you
practice, who you learn with.

Question 8: How have you managed stress?
FOR EXAMPLE: identified causes; recognized signs; known what activities work best to
reduce stress; did these activities when stress occurs.
Please write examples below. Be specific and clear.
 On the job
 in your community
 at home
Also describe the specific circumstances and how you managed.

Question 9: How have you solved problems and made decisions?
FOR EXAMPLE: identified a problem; identified an opportunity; taken the initiative to
solve a problem; thought of options to solve the problem; identified the best option;
made a plan; carried out the plan; reflected on the results and learned from them for
next time.
Please write examples below. Be specific and clear.
 On the job
 in your family
 in your community
Also describe your thoughts, how you made a decision,
what the results were, what you would do differently next time.
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Question 10: How have you demonstrated customer service?
FOR EXAMPLE: patiently listened to customer; ensured complaints are dealt with;
informed office of complaint and asked for proactive follow up; delivered in excess of
expectations; ensured satisfaction; followed customer site policies.
Please write examples below. Be specific and clear.
 on-the-job
 in your community
Customers can be internal (within your organization, department or team) or an external
fee-paying customer.
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This page will be completed by your interviewer.

GENERAL WORKPLACE SKILLS – SCORING SHEET
GENERAL PERFORMANCE
□ Level 0 (RED or UNSATISFACTORY) “Does not
demonstrate minimum proficiency and lacks
significant potential”
Level 0 describes a candidate for whom 1 or
more essential workplace skills are rated 0/red.
□ Level 1 (YELLOW or NEEDS IMPROVEMENT)
“Does not demonstrate minimum proficiency
but demonstrates significant potential”
Level 1 describes a candidate for whom up to 2
non-essential (but desired) skills are rated 0/red
and all essential skills are rated either 2/green
or 1/yellow.

REMARKS:
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________

□ Level 2 (GREEN or SATISFACTORY)
“Demonstrates minimum proficiency or
above”
Level 2 describes a candidate for whom all
desired skills are rated either 2/green or
1/yellow and all essential skills are rated
2/green.
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Tool 2:

Designing a Sector Knowledge Test

A Sector Knowledge test provides evidence about the candidate’s knowledge of sectorspecific matters that are critical to the job function. It identifies gaps in a candidate’s
knowledge that will need to be remedied. Basic engineering principles, computer
programming, statistical theory and applications, basics of molecular and cellular
biology, legislation, etc., are examples of sector knowledge. Professional certification
programs and licensing exams are formal sector knowledge assessments. If you are an
employer facing a large number of applicants, you can create your own Sector
Knowledge test to assess the candidate’s knowledge relevant to your sector, company
and the job in question. Be aware that the test will only assess current knowledge; it
cannot assess performance, which also depends on behaviours, skills, and abilities.
The assessment of sector knowledge is sometimes incorporated into the interview (Tool
7). You can also combine it with a Practical Test (Tool 6), in which a competent employer
representative observes the work and asks questions about the candidate’s previous
industry-specific work experience. The candidate’s responses will demonstrate their
sector knowledge and the ability to use trade terminology. But if job-related knowledge
and skills are difficult to assess during an interview, then design a specific Sector
Knowledge Test.
If you combine the Sector Knowledge test with a Practical Test or the Interview, be sure
to provide opportunities for the candidate to share how they applied their knowledge in
different areas to the work they have done at previous positions. Ask follow-up
questions to clarify and probe more deeply into the candidate’s responses.

Guidelines for Designing and Developing a Sector Knowledge Assessment
for Internationally-Trained Professionals
We recommend that you:
1) Design test items that focus on the technical or professional knowledge required
to effectively perform the duties of the job. Provide candidates with a list of
critical areas of competence and job duties prior to conducting their assessment.
2) Design short-answer type of assessment. It is important to perform a thorough
job analysis, identify critical areas of competence and design test items that map
to the core competency areas.
3) Focus on the following critical knowledge areas:
 Workplace health and safety
 Industry terminology, standards and norms, structure, institutions
 Specific tools, hardware and software packages
 Compliance with laws and regulations (for example, privacy, security,
environmental compliance, etc.)
Remember that a newcomer to Canada is unlikely to know some of these items,
but will be eager and able to learn them quickly if given the opportunity.
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4) Design and develop assessment items that focus on specialized or technical
knowledge that can be acquired over an extended period of time. Avoid
assessing areas where knowledge may be obtained over a short training period.
5) Ensure that test items are current with the requirements of the job. For example,
health and safety laws and regulations change frequently, so keep the
assessment updated as required.
6) Design assessment tools, including hardware and software packages, at a generic
level with no reference to a specific vendor or version. This allows maximum
flexibility in adapting the skill standards of foreign-skilled workers to employer
standards and specifications for the job.
Note: All guidelines for the design and development of an English Writing Test (Tool 3)
also apply to the design and development of a Sector Knowledge Test.
The evaluation guidelines for a Sector Knowledge Test require observable criteria at
three levels:
SATISFACTORY - “Demonstrates acceptable proficiency”
This level describes a candidate that demonstrates an acceptable level of knowledge
which is likely to enable successful performance of the specific job functions.
NEEDS TRAINING -“Does not yet demonstrate fully acceptable proficiency but has
potential”
This level describes a candidate that does not yet meet the minimum requirements but
appears likely to improve if given on-the-job training, guidance or coaching by a
colleague or supervisor. It describes a level that may impede a candidate’s performance
with specific job functions in some areas if opportunities for improvement are not
provided during the induction period.
UNLIKELY TO ADAPT - “Does not demonstrate acceptable adaptability in at least one
significant aspect”
This level describes a candidate that does not meet the minimum requirements. It
describes a level that may impede specific job functions.
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Tool 3:

Designing an English Writing Test

The ability to write in English is essential for most technical and professional jobs. The
ITA Skills Passport (Tool 4) also assesses written English, but as it is aimed at the craft
and trades level it may not be appropriate to your situation. Although it is not necessary
to have good grammar, a wide vocabulary, correct spelling or knowledge of all Canadian
idioms, it will almost certainly be important to convey meaning clearly and
unambiguously in writing (for example in emails, memos or technical reports). New
employees can pick up and develop the other aspects over time.
For jobs that are not customer-facing, fluent spoken English is often not so critical,
although the ability to understand and communicate is still essential. The interview
(Tool 7) and practical test (Tool 6) can adequately assess the ability to speak and
understand English, and a separate test is generally not required. In any case, standard
English tests, such as TOEFL, IELTS, TOEIC or TOWES, already exist and there is no need
for you to develop another one.
Before conducting an assessment, identify the conditions under which language skills
are most critical. The requirements for the job will determine what level of English
language skills you will need in a suitable employee.
Some jobs do not require a high level of language proficiency, while others need specific
job-related language abilities. Focus on the core English language skills needed to work
safely and do the job effectively. Take account of regional differences, differences in
technical terms and cultural differences in expression.
Typically, writing tests focus on the comprehension of written text and writing ability,
and ask the candidate to draft a document that would be a part of their everyday
work—preparing a report, analyzing a report to provide recommendations, interpreting
and writing about data (presented in the form of a chart, graph or diagram), writing a
business email, or making a presentation. Select a suitable task and assess the
candidate’s ability to analyze a topic, organize and develop thoughts and ideas, and how
well he or she can express these in a coherent, clear and useful way.

Guidelines for Designing and Developing an English Language Test for
Internationally-Trained Professionals:
1) Clarify expectations: Candidates will come from different cultural and
educational backgrounds. Do not assume that they have experience with English
language assessments. Provide them with clear expectations in terms of what
type of response is acceptable and provide them with examples and nonexamples as required. Make candidates aware of the criteria you will be using. If
possible, provide candidates with the evaluation criteria before the test.
2) Provide clear directions: Your directions for the test need to minimize confusion
and maximize clarity. Use simple language and short sentences for instructions.
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However, do not simplify industry terminology if it is being included as a part of
the test. If a context or scenario is required for assessment, use a context that is
universally applicable. Avoid using colloquial language or Canadian phrases that
may not be understood by the candidates. Avoid using B.C.-specific jargon and
slang.
3) Be sensitive and objective: Ensure the content of the test does not include
sensitive or controversial content that may be perceived as offensive or
upsetting for the candidates. Internationally-trained workers have a diverse
range of experience but may be unfamiliar with the cultural context in B.C.
Design the test so that it provides a neutral context and will be perceived as fair
and objective by all candidates.
4) Be pragmatic: Remember that most languages have a very different grammatical
structure than English. For example: no definite and indefinite articles (no ‘a’ or
‘the’), only a simple present tense, past tense and future tense (no ‘I am coming’,
‘I will have done it’, ‘would you do it’) and no use of please and thank you.
Fluency in English is not necessarily a sign of intelligence, and a lack of fluency is
not necessarily a sign of stupidity. Remember that it is the ability to
communicate that you are testing, not style or grammar.
Use assessment items that provide dependable and consistent information. Use
assessment procedures and methods that have been validated for the purpose for
which they are being used.
SATISFACTORY - “Demonstrates acceptable proficiency”
This level describes a candidate who conveys the information that is required, in a clear
and unambiguous form, providing relevant, complete and detailed information that is
technically accurate. If the candidate will only be expected to create internal documents
that are not widely read, then grammar need not be important.
NEED TO DEVELOP - “Does not yet demonstrate fully acceptable proficiency but has
potential”
This level describes a candidate who provides relevant information with some
ambiguities but the information is technically accurate. This candidate does not meet
the minimum requirements but shows potential to improve given the opportunity for
on-the-job training, guidance or coaching by a colleague or supervisor. It describes a
level that may impede industry-specific job functions in some areas if opportunities for
improvement are not provided during the induction period.
UNLIKELY TO DEVELOP - “Is not currently able to communicate clearly in at least one
significant aspect”
This level describes a candidate who provides irrelevant, incomplete or incoherent
information that is technically inaccurate. This candidate does not meet the minimum
requirements for writing required for the job function.
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Tool 4:

Using the ITA Skills Passport - a Test of Essential Skills
(reading, document use, numeracy)

The ITA Essential Skills Passport submitted by the candidate focuses on Essential Skills,
which are the foundation skills of reading, numeracy and document use.




Reading: the ability to understand and interpret information in notes, letters,
memos, manuals, specifications, regulations, books, reports and journals.
Numeracy: the ability to use basic and intermediate arithmetic, geometry,
measurement and trigonometry to do work.
Document use: the ability to find and understand information in graphs, maps,
schematics and blueprints, or to enter information in documents such as entry
forms.

The ITA Essential Skills Passport is administered through the
http://www.ita.essentialskillsgroup.com website.
For more details about how ITA Essential Skills Passport is administered and used, refer
to the How-to Videos and User Guide sections on the website
(http://www.ita.essentialskillsgroup.com).

The website provides Essential Skills profiles for approximately 60 trades-related
occupations, including a large number of technicians. You will need to advise the
candidate of the most appropriate trade title closest to the job you are interviewing for.
The Essential Skills Passport compares the skills a candidate currently has to the skills
they need to be successful in the trade.
The ITA Essential Skills Passport assessment has 56 multiple-choice questions and is
divided into 5 sections. Each section takes about 10-20 minutes to complete. The
candidate can do the entire assessment at once or do one section at a time.
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Most of the questions use examples and documents from the selected trade; some may
relate to a different trade, but they measure skills that are also used in the trade.
Essential Skills are transferrable. For example, if a candidate knows how to read a graph
or a blueprint, that’s a skill they can use in a variety of trades. The candidate is allowed
the use of a calculator during the assessment and test results are available immediately.
At the end of the assessment, reports provide individualized test results that highlight
the candidate’s skills and gaps. There are separate scores for reading, document use and
numeracy (math).
Understanding the ITA Essential Skills Passport Report
On the front page of the report, the candidate is provided with a section called Results
at a Glance. This is a summary of the scores.

There are two scores:
 A level (e.g. Level 2), which is the candidate’s score on a scale of 1 to 5. Level 1 is low
and level 5 is very high.
For a professional truck driver, as an example, the skill areas and the desired skill
levels are as follows:



A number in brackets (e.g. 276), which is the candidate’s raw score on a 0-500 point
scale.
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The chart below shows how raw scores translate into ITA Essential Skills Passport levels.
For example, a score of 255 on the 0-500 scale falls within level 2.

The section called Your numeracy scores provides a breakdown of how the candidate
performed in each math skill area (e.g. geometry, algebra, etc.). Not all math skills are
tested. If the trade does not require a particular type of math skill (e.g. trigonometry), it
will not be tested and you will see N/A (not applicable). If a candidate gets more than 75
percent of the questions correct in a math skill area, you will see a green check mark
. If not, you will see a red X .

Note: It is possible for the candidate to get a red X and still achieve the desired
numeracy skill level. The overall skill level (e.g. level 2 and its score on a 500-point scale)
is calculated using the results of the entire assessment. For example, someone who
scores 70 percent in all numeracy skill areas will see a series of red Xs but their overall
numeracy score will still be relatively high.
The Essential Skills Passport also provides a detailed list of the tasks a candidate likely
can and cannot perform in that job, based on their current skill level. They are marked
with a and an .
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Skills are grouped by categories, such as workplace safety, tools and equipment and
general trade practices. They follow ITA’s program outline and profile for the trade.

In addition to these scores, the candidate is provided with individualized learning plans
that point to useful learning resources to help the candidate build their skills. All of the
learning resources are available on-line and are free of charge.
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Tool 5:

Assessing a Candidate’s Personality: How Well They
Suit the Job and Company.

Analyzing Personality, Behaviours and Traits
Personality tests intended for personnel selection contain a series of questions or tasks.
They are designed to reveal aspects of a candidate's personality characteristics related
to future job performance. They provide precise and objective information about
attitudes, motivations and strengths of candidates relatively quickly. Tests available
today can predict how candidates:
 prefer to communicate in the workplace,
 fit into work teams, or
 fit into the overall workplace environment.
Tests can also reveal
 the kinds of work candidates excel at, and
 identify long-term development opportunities.
For candidates who are still getting used to a new/alternate career or who are new to
the Canadian workplace, some tests can also pinpoint
 cultural adaptation challenges
 behaviours which may benefit from workplace coaching
Personality tests have existed for a long time and were initially introduced in the 1920s
for personnel selection in the US military. There are some long-established personality
tests (for example the 16 Personality Factor Questionnaire, and the Belbin Team Role
Inventory). Integrated ‘batteries’ of several such tests can be combined to provide a
more comprehensive profile of a candidate’s personality. But more recently, single tests
have been devised to produce a similar comprehensive profile with a much simpler and
shorter questionnaire.
A personality test should only be used as one element in the selection process. For
example, it should not be used as the only tool to assess knowledge and competence.
This helps to avoid adverse impact on certain groups of newcomers.
What are the benefits of using a personality test?
Many employers are concerned about “candidate fit”. Unfortunately, “fit” is difficult to
define objectively. In reality it is often determined by the limited impressions
interviewers can gain when meeting candidates. Results depend on the amount of time
available and the skills and experience of the interviewer. Generally, this puts
newcomers to Canada at a disadvantage.
Personality tests can provide a better and more objective profile of a job applicant. In
fact, many recruitment firms already use personality tests to create
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more comprehensive candidate summaries, and
better interview short lists.

Also, some employers use the results of the tests to
 build better teams, and
 place employees in the most suitable job roles throughout their career.
Generally, those employers gain more motivated, loyal and satisfied employees who
tend to produce better work results.
How can my company use a personality test?
“The key is for employers to use valid, reliable, and legally defensible tests in hiring
employees [...] it is the only way that employers can scientifically identify the best
candidates for the job. “ Cornell HR Review January 2013:
http://www.cornellhrreview.org/personality-tests-in-employment-selection-use-withcaution/»
A wide variety of tests are available today, and recent versions take full advantage of
improvements in technology. This allows them to provide easy access for candidates,
faster or instant computation of results and if desired, full control of administration to
employers.
The strongest personality assessments to use in a hiring context are ones that possess
these attributes:
 Measure traits that are stable over time in different settings.
 Allow you to compare one candidate’s scores against another’s.
 Have a “lie detector” scale so you understand how likely it is that the results
accurately portray the test-taker.
 Have been shown to be valid predictors of job performance, i.e., have high
reliability including test-retest reliability above 0.7.
 Protect candidate privacy and confidentiality.
 Provide technical data and a sound explanation of what the test was designed to
measure, what group it was tested with and what workplace behaviours it can
predict.
Before choosing a test, also consider the following:
 What is the price per candidate? Are there other fees?
 How is the test administered? Pencil and paper or web-based?
 How long does it take to complete the test?
 What does the report of results look like?
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Personality Test Evaluation Template
Criteria

Test 1

1. Does it measure traits that are stable
over time in different settings?
2. Does it allow me to compare one
candidate’s scores against another’s?
3. Does it have a “lie detector” scale?
4. Is it proven to predict job
performance? (that means, have high
reliability including test-retest
reliability of 0.7-1)
5. Does it protect candidate privacy and
confidentiality?
6. Have a seen technical data and a
sound explanation of what the test
was designed to measure, what
group it was tested with and what
workplace behaviors it can predict?
7. What is the price per candidate? Are
there other fees?
8. How is the test administered? Pencil
and paper or web based?
9. How long does it take to complete
the test?
10. What does the report of results look
like?
Score ___ out of 10
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___ out of 10

Test 3

___ out of 10
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Tool 6:

Designing a Practical Test

A short practical test is invaluable for any recruitment, whether for newcomers or
Canadians. In general, any practical test should be the same for both, but two points are
worth remembering:
 Do not penalize candidates for using different terminology or jargon – they will soon
pick up yours.
Designing a practical test is in many ways like “Tool 3: Designing an English writing test.”
For most jobs there are practical tasks that are typical of the job, and you can learn a lot
from observing candidates as they perform. The key is to select an appropriate task.
1.

2.

3.

4.

5.

6.

Consider the job the candidate is being interviewed for. Are there any aspects of the
tasks that could be separated out as a practical test? Are these tasks so central to
the job that they provide a good indicator of the candidate’s likely overall
performance? For example, a civil engineer might be supplied with rainfall data and
a map, and asked to design the size of a culvert to go under a road, or a structural
engineer might be asked to design the size of a beam in a structure, or a laboratory
worker might be asked to perform a standard test on a sample, etc.
Remember that a newcomer to Canada may be used to different equipment and
data sheets, and may be used to having assistants perform some of the work.
Nevertheless, you can learn much by observing how the candidate performs.
Keep the test as true to life as possible, so that you can be confident that the results
will accurately reflect how the candidate will perform at work. The test results will
also help to identify any additional skills and knowledge that will need to be
developed if the candidate is recruited.
Keep the test as short as possible, preferably less than 15 minutes. With the time
required to brief the candidate beforehand and then to provide feedback, the total
time required can easily expand to 30 minutes.
Identify key aspects of the test that you want to see, and use them to create an
assessment chart. The chart does not need to give marks; it can be as simple as
competent / not competent, or perhaps: outstanding / competent / capable of
becoming competent / incapable.
Ensure that the candidate (and others including the observer and any equipment)
will be safe during the test.

Use the same marking system as for the English Writing Test:
SATISFACTORY - “Demonstrates acceptable proficiency”
NEED TO DEVELOP -“Does not yet show acceptable proficiency but has potential”
UNLIKELY TO DEVELOP – “Currently unable to perform in at least one significant
aspect”
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Tool 7:

The Interview - The Employer Reviews the Results with
the Candidate to Draw Together All These Components

The key step in the assessment process is an interview following the assessments, in
which the interviewer meets with the candidate to discuss the candidate’s application
and the results of the assessment components. If possible it is better to have two
interviewers in order to gain two viewpoints and then come to a consensus decision.
The interview enables the interviewers to:


Present (and informally validate) the results of the assessment components with
the candidate and review their performance:
1.
the workplace skills – the 10 skills related to: time management, computing,
working with colleagues, professionalism, coping with social differences,
integrity, lifelong learning, fatigue and stress, decision-making and problemsolving, and customer service. Most of these have a strong cultural
component and you should not expect the candidate to be just like a
Canadian from the get-go. The self-assessment questionnaire provides
interviewers with the opportunity to discuss concrete examples of each
workplace skill with the candidate.
2.
sector knowledge – the interview will be after the candidate has taken this
test, which will give the interviewers an opportunity to see what knowledge
the candidate already has and what will be needed as part of a personal
development plan if the candidate is hired. Interviewers may want to ask the
candidate related questions to confirm that the test is providing a reasonable
measure of the candidate’s sector knowledge. This is likely to identify learning
needs (see Tool 11: Bridging any Gaps, Creating a Personal Learning Plan).
3.
writing English - just like Tool 2, the interview follows after this test, giving
interviewers an opportunity to see what knowledge the candidate already has
and what will be required in a personal development plan. Interviewers may
want to confirm that the test provides a reasonable measure of the
candidate’s writing skills. This is likely to identify learning needs (see Tool 11
Bridging any Gaps, Creating a Learning Plan).
4.
the ITA skills passport may identify essential skills that need development.
5.
the psychometric tests of attitudes are less likely to identify skills needs that
are part of a personal learning plan.
6.
the practical test is again like Tool 2 above: taken just before the interview,
reviewed at the interview, and used to identify learning needs and to create a
learning plan.
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Provide feedback to the candidate on their overall standing, their strengths and
learning needs.
Discuss potential alternative careers for the candidate.
Tell the candidate of the overall decision for hire, if appropriate.
Respond to candidate questions and any concerns about the assessment
components.

In turn, the interview is an opportunity for candidates to:
 Gain a more complete understanding of the assessment process and its
components.
 Learn how they performed on the assessments and how the results indicate their
level of knowledge and skills relative to the job in question.
 Understand how the knowledge and skills tested relate to the job.
 Learn about their strengths and gaps in skills and knowledge.
 Get an idea of potential alternative careers that match their abilities.
 Ask questions and provide feedback on the assessment process, the job and the
organization.
In preparation for the interview, interviewers should:
 Arrange for a suitable opportunity and a quiet space for an uninterrupted and
potentially lengthy discussion.
 Refer to “What You Need to Know When Recruiting Internationally-Trained
Professionals” (page 4 of this document) and the relevant Sector Guide to see what
cultural aspects need to be taken into account.
 Review and finalize scoring of all the component assessments.
 Assemble all assessment records and complete as much of the Assessment
Summary (attached to this tool) as possible.
 Identify any points or apparent inconsistencies that need clarifying or verifying.
 Establish the candidate’s overall score based on assessment results.
 Determine key points to discuss with the candidate (clarifications and verifications,
strengths, learning needs, trends or patterns).
 Based on the the candidate’s assessment results, identity possible alternative
careers.
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During the interview, present the results for each assessment and discuss with the
candidate the strong and weak points of their performance. Also explain the candidate’s
overall score and your final recommendation for hire. Ensure that you:








Provide assessments in a factual and neutral manner, rather than pronouncing
judgment on the candidate’s ability (e.g., “On this test, the solution you proposed
did not address two important issues” rather than “You are bad at solving this kind
of problem.”)
Give the candidate an opportunity to respond to the points raised and to pose
questions.
Record the candidate’s reactions or concerns (space is provided on the Assessment
Summary).
Ask if the candidate would like to provide any other supplementary information
about their application.
Tell the candidate the overall recommendation for hire (See Tool 10: Rejection for
cases in which the candidate is not recommended for hire).
Suggest and discuss briefly potential alternative careers.

After the interview, enter additional information or make adjustments to the
Assessment Summary based on the interview discussion, and pass the summary and
assessment records rapidly to the employer so that a job offer can be made (if
appropriate) or a formal rejection letter sent.
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Assessment Summary
This summary is the official record of the candidate’s performance, providing an
evaluation of the candidate’s knowledge, skills and overall qualifications for
employment, based on the completed assessments. Provide a copy of the completed
document to both the candidate and the employer.




Print or type your comments clearly.
Provide specific comments and use examples as appropriate from the candidate’s
responses.
Provide a clear final recommendation Recommend for Hire/Not Recommended.

Candidate Information
Name:
Contact Details:

Cell:
Home phone:
Email:
Address:

Date of Assessment
and Interview:
Source of Recruitment:
(For e.g. Reference,
Website, Job Fair etc.)
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Assessment Results and Overall Score
1.1.1 Enter the score for each assessment component and allocate an overall score
based on the following guidelines.


Level 0 (RED or UNSATISFACTORY) “Does not demonstrate minimum proficiency
and lacks significant potential “—this level describes a candidate who is assessed as
Red in the Practical Test OR assessed as Yellow or Red in 2 or more parts other than
the Practical Test. It describes a level that may impede specific job functions. This
candidate does not meet the minimum requirements.



Level 1 (YELLOW or NEEDS IMPROVEMENT) “Does not demonstrate minimum
proficiency but demonstrates significant potential “—this level describes a
candidate who is assessed as Green in the Practical Test AND Red or Yellow in any 1
part (other than the Practical Test). It describes a level that may impede a
candidate’s performance with specific job functions in some areas if opportunities
for improvement are not provided during the induction period. This candidate does
not meet the minimum requirements but shows potential to improve given the
opportunity for on the job training, guidance or coaching by a colleague or
supervisor.



Level 2 (GREEN or SATISFACTORY) “Demonstrates minimum proficiency or
above”—this level describes a candidate who is assessed as Green in all parts of the
IMPACT Assessment. It describes a level of proficiency in skills which is likely to
support and enable successful performance of specific job functions.

ASSESSMENT
COMPONENT
1. General Workplace
Skills Self-Assessment

SCORE (check one )
Red
Yellow Green

REASON FOR SCORE

2. Industry Knowledge
3. Writing Test
4. ITA Essential Skills
Passport
5. Personality
Assessment
6. Practical Test
OVERALL SCORE
Indicates that a particular test is “mandatory” and must be performed at an
acceptable level (Green) by a candidate in order to be recommended for hire.
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Final Assessment and Recommendation
Summarize your perceptions of the candidate’s strengths and any concerns that should
be considered. Then provide your overall recommendation based on the overall score


Level 0 (RED or UNSATISFACTORY) “Does not demonstrate minimum proficiency
and lacks significant potential“ The overall recommendation for this candidate is
“Not recommend for hire”. Summarize your perceptions of the candidate’s strengths
and any concerns.



Level 1 (YELLOW or NEEDS IMPROVEMENT) “Does not demonstrate minimum
proficiency but demonstrates significant potential“ The overall recommendation
for this candidate is “Recommend for hire”. Summarize your perceptions of the
candidate’s strengths and any concerns.



Level 2 (GREEN or SATISFACTORY) “Demonstrates minimum proficiency or above”
The overall recommendation for this candidate is “Highly recommend for hire”.
Summarize your perceptions of the candidate’s strengths and any concerns.

Strengths:

Development needs:

Potential alternative careers and relevant resources:

Interview Notes:

Overall Recommendation
 Highly recommend for hire
for hire
Comments:
Interviewer(s) Name(s):

 Recommend for hire

 Not recommended

Signature(s)

Date:
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Tool 8:

Identifying Alternative Jobs and Careers

A great deal of time and effort is spent on getting to know the candidate, and assessing
and establishing the candidate’s level of knowledge and skills for a specific job.
Candidates may or may not be assessed as suitable for the specific job in question.
However, the information gained during the process can be used “to think outside the
box” to benefit both the employer and the candidate.
The information gathered on the candidate can (and should) lead to the identification of
any alternative careers that the candidate could pursue, making better use of the
candidate’s knowledge and skills. You may want to consider whether they would fit in to
an alternative job as a permanent positon or as an interim measure while they gain
Canadian experience to qualify them for taking on your originally-intended role.
Candidates benefit as they realize that there are other employment opportunities for
which they may already be qualified or can qualify with minimal time and effort.
In reviewing the candidate’s assessment and documentation, consider what other
careers (other than the job in question) may be suitable for the candidate. Take note of
the candidate’s strengths, interests, experience and achievements and identify
alternative jobs in light of business and labour market trends. These alternatives may lie
in different fields (industry or business sector) or function (profession, expertise, role
and responsibilities). You may also check with the employer to see if there are suitable
alternative positions that need staffing.
If the candidate will likely not be offered the job for which they are interviewed, discuss
the possibility of alternative careers. This discussion can be very brief. The purpose is
simply to raise a possibility with the candidate that they may not have considered, and
to provide a few ideas which the candidate could consider. Do not play the role of
career counsellor, and suggest that the candidate contact a career counsellor for further
guidance. Be careful to note that your suggestions for alternative careers are indications
of possibilities, and not conclusive judgments for the candidate’s future. Also note that
certifications or further training may be needed for certain alternative careers.
Depending on the candidate’s personal and professional situation, they may or may not
be immediately receptive to the idea of alternative careers. Don’t be be concerned
about the candidate’s acceptance of any suggestions. You may have planted a useful
seed.
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Tool 9:

References

As stated earlier, employers should follow their normal recruitment procedures
wherever possible. These include following up on newcomer references, which
immediately gives rise to challenges in terms of the language, culture, and time zones of
the references.
Firstly, there are many academic credential assessment services throughout Canada that
can provide reliable information on how foreign qualifications compare with Canadian
equivalents. (Ask your candidate if they have already obtained a comparison—it could
save you both time.) The Canadian Information Centre for International Credentials
(CICIC) is a central source of information about such bodies, and their services and fees.
Also, Immigration, Refugees and Citizenship Canada (IRCC) has established a Foreign
Credential Referral Office.
Four relevant services for technology qualifications in B.C. are:
International Credential
Evaluation Service (ICES)

3700 Willingdon Avenue
Burnaby, B.C V5G 3H2
604 432-8800
Toll-Free: 866-434-9197
Fax: 604 435-7033
World Education Services
2 Carlton St, Suite 1400
(WES Canada)
Toronto, ON M5B 1J3
416 972-0070
Toll-free: 866 343-0070
Fax: 416 972-9004
Canadian Council of
180 Elgin Street, Suite
Professional Engineers
1100
(CCPE)
Ottawa, Ontario K2P 2K3
Engineering International- Canada
Education Assessment
613 232-2474
Program (EIEAP)
Fax: 613 230-5759
Association of
4010 Regent St
Professional Engineers and Burnaby, BC V5C 6N2
Geoscientists of BC
604 412-4856
(APEGBC)

icesinfo@bcit.ca

www.wes.org/ca/contact.asp

evaluation@ccpe.ca

register@apeg.bc.ca

In terms of employer references, if the candidate has already been employed in Canada,
you can follow up by telephone or email. Obtain the candidate’s permission if they are
currently employed at a reference’s organization.
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If the candidate has had any language training or employment counselling here in B.C.,
you could ask the teacher or counsellor for a reference regarding “soft skills”.
For overseas references, take extra care. Some cultures have difficulty giving either
praise or reporting problems, some organizations may give only dates of employment,
while others may decline to cooperate at all. References may be biased either way for
family or other reasons. The candidate may bring you a “To whom it may concern”
letter, which is not necessarily reliable.
Nevertheless, it is worth persevering, to avoid losing a potentially good employee. You
could, for example, ask the candidate for the names and email addresses of two or three
referees. Send an email requesting employment information and asking for a telephone
or Skype call in English or you may already have a trustworthy employee from the
candidate’s country who can interpret, act as a go-between or even make the call for
you. A phone conversation may be more revealing than a written reference. Remember
that differing time zones will be in play, so you may have to call early or late in the day.
Large organizations and even small technology companies are usually able to find an
English-speaking manager to talk to you. At the very least, you should be able to
establish the existence of the business concerned.
You will find information for preparing for a reference by phone in the section on page 4
“What You Need to Know When Recruiting Internationally-Trained Professionals” and
the appropriate Sector Guide to see what cultural aspects should be taken into account.
Alternatively, you can outsource this task to professional agencies. This could be
particularly useful for technical skills or unfamiliar job titles or sector environments.
A useful reference is Employer’s Guide: Newcomers & Your Workplace by Laurentian
University: www.professionsnorth.ca/employers/guide.
Finally, for some positions, there may a requirement for additional checks, such as
criminal record, work permits or credit references. You should not undertake any of
these checks if you would not do so for Canadian nationals, as that would be deemed
discriminatory. Keep a record of your checks if you determine they are necessary.
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Tool 10: Rejection (what to say to help the person who is not
hired)
Inevitably, at the end of many interviews you will have to inform the candidates that
they will not be recommended for hire. If you communicate the rejection in a
constructive, thoughtful and tactful manner, you can minimize negative reactions. It can
even be seen as a positive experience that leaves the candidate impressed and speaking
well of the interviewing company.
It is important that you:
 Make notes about how the decision to select or reject was reached. Be sure to
retain these notes on file, together with the applicant’s resume, application form
and results of their individual assessments.
 Provide an explanation of the reasons for rejection based on objective reasons,
using evidence from the assessment.
 Provide feedback on how the candidate has been perceived, the good points as
well as those which led to rejection (particularly important when the candidate is
new to Canada and less likely to pick up non-verbal cues).
 Acknowledge the time and effort that the candidate put into their application
and completion of the assessments. Express the hope that it has been useful to
the candidate and has yielded useful information for them.
 Provide advice on what to do next. For example, how to achieve a regulated
professional designation (if appropriate), how to tackle training needs that you
have identified, or contact details of organizations that might be helpful.
 Provide suggestions for an alternative career (if appropriate).
 Give the candidate the opportunity to ask questions and respond to their
questions.
 Wish the candidate well in his/her future endeavors.
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Tool 11: Bridging any Gaps, Creating a Learning Plan
The assessments from Tools 1 to 6 and in particular Tool 7 (the Interview) will all identify
aspects of the candidate’s knowledge, skills and behaviours that may need
development. Learning needs generally fall into one or more of the following categories:
1. English language. It is probably best to have formal language lessons, which can
be augmented with practical exposure at work and during social events.
Canadian cultural aspects should also be covered.
2. Technical and administrative training on the processes, materials, equipment
and software programs which the organization uses, including admin (such as
expense claims, time sheets), legal, health, safety and environmental aspects.
Some of this will be the same as the on-boarding for any new Canadian recruit;
some will be needed for newcomers to Canada and B.C.
3. Training and experience in order to fulfil the requirements for a regulated
profession. This is likely to be a longer term goal, with very specific rules about
what is eligible.
4. Communication, supervision and management skills may need to be developed
for the Canadian context in order to get the greatest benefit from the new
recruit’s potential. This will probably need to be augmented, over and above
what a Canadian recruit would require, because of the importance of learning
and conforming to acceptable Canadian norms.
Having identified the learning needs, discuss them with the candidate to identify
practical development opportunities. There is a tendency to immediately assume that a
formal course (either in-house or provided by external vendors) is the most appropriate
solution for each and every learning need, but this is both expensive and probably not
all that true. Other options that you can discuss are:
 assigning a formal “buddy” to act as a mentor, a trusted person who can act as a
role model, and who will answer questions and discuss issues.
 giving particular duties or assigning to a particular team, so as to work on
particular projects and tasks. Work-based learning (including with a mentor) is
probably the most effective and most cost-effective way to learn, especially
when it comes to attitudes and values, behaviours, skills and achieving high
levels of competency.
 distance learning, open learning and on-line courses can be effective as an
introduction and for learning knowledge; study generally takes place outside
office hours.
 formal education classes in evening and on weekends.
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 and for matters relating to culture and communication: community and social
events, sport, professional and voluntary activities are invaluable.
In addition, there may be formal learning courses that are sponsored by the employer.
Having identified appropriate learning activities, the candidate can record all of this as a
personal development plan, with tangible and measurable learning objectives, and an
indicative time frame. The candidate should own this plan; it is the candidate who will
make the effort to learn and who will be the greatest beneficiary. The employer may be
able to help with resources such as study time and course fees. The employer also needs
to assign a manager or someone from HR to monitor progress and conduct periodic,
formal progress reviews of the candidate’s development plan.
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Final Comments
It’s not hard to find newcomers in the province of B.C. We attract thousands every year
for a multitude of reasons. Statistics Canada notes the population of newcomers is at 40
percent in the Lower Mainland.
Our economy has not fully grasped the potential benefits these newcomers can
contribute in the form of skills, experience, knowledge, languages and cross-cultural
understanding. In our experience at ISSofBC, our employer partners realize the business
case for diversity as they hire, mentor and promote newcomers who offer so much
more than was ever expected. Our goal is to share this eye-opening experience with all
employers. Resources in this toolkit help to make successful hiring and integrating
possible.
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