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Resumes, Interviews & Hiring Advice 
for Apprentices

1. The top of your resume must include your name, geographical location, email, best phone 
number to reach you at, and your email address. Remember to check your emails and your 
junk mail regularly so you don’t miss a great opportunity. Also, answer your phone in a 
professional manner as the other person calling could be a potential employer.

2. Start your resume with a short summary about yourself; consider this your first impression. If 
you are applying for a specific skill trade, your resume should be tailored to the trade you are 
applying for. As an example, if you are applying for an apprenticeship, your summary should 
indicate that.
But remember, if you don’t currently have a registered training agreement (RTA), you cannot 
advertise yourself as an apprentice. Try “pre-apprentice” or “general labourer” instead.

3. If you are a hard worker, punctual, a team player, driven and eager to learn, write it down but 
have examples to back that up in your interview! This is your opportunity to tell them about 
your skills, abilities, knowledge, and what makes you the best candidate. Have previous 
employers provide testimonials to back you up. You can say you are hard working but an 
employer providing a testimonial proves it.

4. Following your summary, will be your work experience. Start with your most current 
employment, and work backwards. Describe in point form, what tasks you completed while on 
the job that showcase your transferrable skills. Highlight any tools you have used and 
maintained. Mention if you have experience working at heights or in confined spaces if 
required for the job. Remember to include your employer’s name, month, and year you started 
and ended your employment there.

5. After work experience, add a section on certificates, especially safety certificates when 
applying for jobs in the trades. Research certificates that are relevant to your trade and seek 
out more information on getting the certification you need to stand out. It shows an employer 
you are taking initiative, and proactively investing in your future.

6. Examples of safety certificates include but are not limited to Working at Heights, WHMIS, and 
Worker’s Health and Safety Awareness. Research your trade and find out what safety 
certificates are mandatory, and work on seeing if you can get them completed.

7. Next, include your education. Did you graduate from high school? Did you complete your 
college program? Are you still in school? Employers want to know! Add the school’s name, 
city and province, and year you graduated.

8. Always remember to add to your resume you have basic tools, personal protective equipment, 
drivers’ licence, and reliable transportation. If you do not have the items listed, it is important 
you get them!



2

Resumes, Interviews & Hiring Advice 
for Apprentices

Universal interview tips

1. Being on time means being 10 minutes early and in-waiting for your interviewer. Get 
directions and map out your route. Leave room for traffic and unexpected delays.

2. Prepare by researching the company. Know their scope of work and who you may be 
interviewing with.

3. Bring copies of your resume.
4. Turn your cell phone off or put it in airplane mode; your interviewer is giving you their 

attention, give them yours.

How to stay employed, even if it’s not with the same employer!

You need to be someone that your employer can trust, depend on, and rely on. This means 
proving it by showing up 15 minutes prior to scheduled time, being honest, and having integrity. 
Employers value their reputation and they are investing in you when they hire you; they want to 
be sure you are the right person for the job.

Always be ready to start your day prepared (PPE, tools, etc.). Being alert and aware of your 
environment are important to ensure safety; safety is the number one priority in the trades. Be 
organized and clean up your work area. Have a positive attitude, show eagerness to learn, be 
able to accept constructive criticism, and grow from it.

Being accountable, having the ability to focus on and complete tasks, communicating 
effectively, and being a team player are all qualities employers want. Remember, no personal 
cell phone use while on the job site, or working, and be sure to learn how to ask questions at 
the appropriate time.

Your reputation as an apprentice is important and will follow you from job site to employer. The 
skilled trades are a smaller world than you may think, and employers share opinions of their 
apprentices, be sure their opinion of you, is one you’d be proud of.
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