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what is  

 
 

Driven By...™ 
is an apparel brand defined by understanding and 

sharing what motivates us as individuals and 
showing pride in that drive. 

 
We often do not take the time to assess our own 

motivations and as a result it is difficult to 
communicate what drives us. 

 
Driven By...™ is meant to promote those thoughts, 
those self-assessments and really reflect on why 

you wake up each day and do what you do. Really 
understanding what is important to you and what 

drives you is essential in helping you find that sense 
of accomplishment when you reach your goals. Be 
proud of your drive and represent it each and every 

day, by wearing it. 
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Knowing Yourself 
 

Self-Assessment Map 
 
Ready to plan your career but don’t know where to start? It all begins with a self-assessment                 
and understanding who you are. 

 

Values  Interests Skills 

What subjects in school 
are/were most important to 

you? 

What subjects in school 
are/were most interesting to 

you? 

What are/were your best 
subjects in school? 

 
 
 
 
 

What is most important to 
you in a workplace? 

What industries are you 
interested in? 

What are your strongest 
professional skills? 

 
 
 
 

What social values are you 
most passionate about? 

 
 

 
 

What social issues are you 
most interested in? 

What are your strongest 
social skills? 
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Unique You  
 
Beyond your values, interests and skills, there are many personality traits and abilities you              
possess, that make you unique and irreplaceable. These characteristics will help to define what              
drives you. 
 

Unique You 

What is your superpower? A 
superpower is a special and unique 
characteristic, something that you 
are exceptionally good at. 

 
 
 
 

What do your friends and family 
consider to be your superpower?  

 
 
 
 

What activities do you enjoy?   
 
 
 

In less than 10 words, what is your 
vision for your future? 

 
 
 
 

What are things that you wish you 
could improve in the world? 

 
 
 
 

 
 
 

What are you Driven By... 

I AM  
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Picturing Your Ideal Career 
 
When it comes to making career decisions, with the many options out there, it is helpful to                 
picture the best case scenario and begin your job search with this picture in mind. Having a                 
clear goal will help you focus your attention and will help to identify which career opportunities                
are good opportunities and those that are not (Flynn, 2018). 
 

Your Ideal Career 
 

Your Ideal Work Environment 

Work Conditions Workplace Culture Workplace Values Work Pace  

    
 
 
 
 

 

 
 

Your Ideal Job 
 
 

Job Description 
 
 
 

Skills Required Education Required Personal Qualities Necessary 
 

 
 
 
 

 
 
 

 
* You will notice that salary is not included in the “Picturing Your Ideal Career” activity above.                 
This is because a job that does not fulfill your personal needs will leave you frustrated and                 
unmotivated to work to your capacity (Washington Post, 1990). Salary is still an important part of                
the job search, however we encourage you begin your search framework with the qualitative              
factors followed by considering the quantitative factors such as salary and benefits, or             
negotiating increases in these areas.  
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Finding Your Career 
 
Once you’ve narrowed down your ideal career path, the next step is to find an available                
opportunity. Many job opportunities can be found in the hidden job market, a term that               
describes job opportunities that are not advertised or posted online. Employers may avoid             
posting job opportunities online in order to save on marketing costs, to avoid the lengthy open                
online application process or to refrain from sharing the information about an open position with               
the public (Doyle, 2019b). Many employers feel that higher quality candidates can be found              
through employee referrals and therefore will start the job search by way of internal job postings                
before considering posting the opportunity to any public/online job board. For applicants, the             
hidden job market adds complexity to the job search. However don’t be discouraged, there are               
many opportunities out there, and by investing the time in research and networking, you will find                
them. 
 
So where should you start? 

 
Research  
Research is an important part of the job search because it provides applicants with a better                
idea of the current state of the market / industry that they are pursuing. By researching an                 
industry, an applicant will come to know the large, medium-sized and smaller companies             
operating in the space in addition to any start-ups.  
 

Research 
Research the companies that operate in the industry you are interested in and start              
understanding the ways in which they communicate.  

Does the company use social media? Which       
platforms? What information do they publish      
on their social media platforms? 

 

Does the company host their own events? Are        
there upcoming events that you can attend? 

 

Does the company participate in other      
events? Are there upcoming events that you       
can attend? 

 

Does the company participate in trade      
shows? Are there upcoming trade shows that       
you can attend? 

 

Does the company publish any magazines,      
articles, blogs, or white papers?  

 

Who works for the company? What type of        
people? Can you develop a connection with       
an existing employee? 
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Networking 

Changing Your Perception of Networking 

 
Many people are uncomfortable with networking because they don’t want to come off as pushy,               
annoying or self-serving, however networking is not about self-promotion, it is about            
relationships (Kobara & Smith, 2018). Connecting with people, helping them and connecting            
them with others are integral components of networking. 
 
Networking is the process of interacting with others. By changing your intention of the              
interaction from extracting something out of the person you are networking with, to simply              
focussing on the interaction itself and learning more about the person, networking will become              
that much easier. Networking can be done in person and online. Use social media platforms to                
your advantage to stay connected and to stay up to date on the activities, achievements, and                
endeavours of those in your network.  
 

Networking Tips  

⬣ Come up with a list of general questions to ask, when you cannot think of anything on the                  
spot or run out of topics to talk about. 

⬣ Set aside time daily to check in with your network. 
⬣ Always be vocal about your interests and anything you are passionate about. Sharing             

your interests will encourage others to connect based on a common interest. 
⬣ Change your communication from statements to questions, invite feedback and          

encourage conversation both online and offline.  
 

Networking Process 

Step Task 

Map Map your Current Network: Make a list of all your current contacts, organize             
the business cards you have collected, the contacts you have on social            
media, your family members, previous employers and co-workers, and your          
student peers (Kobara & Smith, 2018). 

Communicate Communicate with your network: Let your network know about your situation           
and what you are looking for. Invite conversation from your network both            
offline and online.  

Build Build your network: Start interacting with others, seek out new people and            
start new conversations. 

Maintain Maintain your network: Work on strengthening the relationships you         
currently have. Stay connected, check on people and find opportunities to           
help. 
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Applying for Your Career 
 
Once you have found the ideal opportunity, make sure that your application is well crafted, i.e.                
perfect your resume and cover letter! The resume and cover letter are more than just a                
representation of your skills, abilities and education. Your resume and cover letter allow the              
hiring managers to make inferences regarding your work ethic, business writing skills and             
attention to detail (Maldonado, n.d.). Your resume and cover letter documents are your first              
impression and determine whether or not you will have the opportunity for an interview. Knowing               
the weight these documents hold, take the time to ensure that your resume and cover letter will                 
be well received by the hiring committee for the employer that you are interested in.  
 

Resume 

Resume Tips 

⬣ When writing your resume, focus less on stating facts and more on providing details on               
how and why you do what you do. As Simon Sinek said, “People don’t buy what you do,                  
they buy why you do it.” This quote applies to the details included in your employment                
history. Don’t just list tasks, list the problems you solved, how you solved them and why                
you approached it the way you did. 

⬣ Consider the visual style of your resume. Make sure your resume is visually appealing,              
easy to read and easy to navigate. Show hierarchy and use contrast to highlight              
important elements. 

⬣ Don’t forget your accompanying documents. Depending on the position, you may need            
other documents beyond your resume and cover letter. Take the time to develop your              
portfolio, get your transcript, have your reference letters and any other documents            
required.  

⬣ Summarize the content of your resume into no more than two pages. 
⬣ Proofread, proofread, proofread! 
⬣ Have someone else review your resume. 
⬣ Keep your resume up to date, record your accomplishments as they happen. 
⬣ Customize your resume based on the opportunity.  
⬣ Consider a creative resume style if you are looking to pursue a career in a creative                

industry. 
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Resume Styles 

Chronological Resume 

A Chronological Resume is a resume style in which all relevant work experience and education               
is listed in chronological order starting with the most recent experience. This gives employers an               
overview of your career development and career accomplishments over the years. The            
Chronological Style works well for applicants who have work experience in their field of              
employment and show sustained career growth and continuity (Meyer, 2010). 
 

Chronological Resume Section Headings 

Header (Name, Address, Contact Information) 
Objective 
Experience 
Education (For students, education can be placed before experience) 
Skills 

 

Functional Resume / Skills Based Resume 

A Functional Resume focuses more on the relevant skills and qualifications of the candidate as               
opposed to a chronological history of experience. This resume style is recommended for those              
applicants with little professional experience such as students or those that are about to              
redirect their careers. These applicants benefit from communicating the skills they possess that             
would allow them to be successful in the role that they are applying for. Functional Resumes                
also make career gaps less apparent than they otherwise would be on a chronological timeline.               
In addition, volunteer experience or skills acquired through volunteering should be included. 
 

Functional Resume Section Headings 

Header (Name, Address, Contact Information) 
Objective / Profile 
Skills 

⬣ Skills on a Functional Resume are further broken down into subcategories such as 
communication skills, technological skills and other skills related to the industry of 
interest. 

Education  
Relevant Experience 
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Combination Resume  

The Combination Resume combines the chronological timeline of work history from the            
Chronological Style Resume with the skills overview of the Functional Style Resume. The             
Combination Resume intends to highlight the most relevant skills and qualifications of the             
applicant while using employment history as evidence of experience and as an overview of              
career progression. 
 

Combination Resume Section Headings 

Header (Name, Address, Contact Information) 
Objective / Profile 
Skills Summary 
Relevant Experience 
Education  
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Infographic Resume 

Infographic Resumes are predominantly used in the Creative Industries such as Graphic Design,             
Publishing, Photography and Visual Arts. Infographic Resumes include graphic design elements           
in addition to or instead of text (Doyle, 2019). The graphic design elements are used to organize                 
the content so that it is communicated in a more visual manner while demonstrating the               
applicant’s artistic abilities. 
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Accomplishment Statements for the Resume 
 
When listing experience on a resume, it is important to include your successes and              
accomplishments in such a way that demonstrates how you overcame challenges and brought             
valuable change to the organization. While reviewing your resume, employers are looking to see              
how you utilize your skills to solve problems or make improvements. This provides the employer               
with a better understanding of how you would perform in the position you are applying for.                
Well-written accomplishment statements provide evidence of your qualifications and         
demonstrate the impact you can bring to the organization. 
 

Accomplishment Statement Components 

⬣ Result/Impact: Begin the accomplishment statement by describing the result of the           
actions you took and the impact this made on the organization. Where possible, use              
quantitative facts or figures to describe or measure the change you made. 

⬣ Action: Following the result/impact, provide a summary of the actions or steps you took              
in order to achieve the accomplishment.  

⬣ Problem: The problem or challenge is the reason the action was needed. The problem              
can also be considered the factor that made it more difficult to achieve the end result.  

 
Example Accomplishment Statement 
 
“Improved productivity by 20% generating $10,000 more revenue with the introduction of            
interactive training modules that reduced confusion amongst operators.” 
 

Problem 
What needed to change? 

Action 
How did you change it? 

Result 
What changed? 

Impact 
What was the impact / 
benefits of the change? 

Problem: Confusion 
amongst operators. 
 

Action: Introducing 
interactive training 
modules.  

Result: Improved 
productivity by 20% 

Impact: Increased 
revenue by $10,000. 
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Cover Letter  
 
The cover letter is a persuasive writing document that allows the applicant to introduce 
themselves and make a positive impression that will lead to an interview or some form of further 
communication. The cover letter should highlight the applicant’s most relevant skills, 
qualifications and personal characteristics.  It should also help the employer understand why 
the applicant wants to work for the company and why the applicant would be a great addition 
to the organization.  

Cover Letter Structure  

⬣ Introduction (1-3 sentences): The Introduction must capture the reader’s attention          
immediately, to encourage the reader to continue reading thoroughly. Introductions          
should be clear and concise, leaving the details for the body. The introduction should              
include a statement that identifies the intent of the letter and provides an overview of the                
topics in the body (Oxbridge Essays, 2019). 

⬣ Body: The body paragraphs contain the supporting details of the statement of intent in              
the introduction. The body should include a summary of relevant strengths, qualifications            
and supporting evidence.  

⬣ Closing (1-3 sentences): The closing paragraph should summarize the intent of the letter             
and, reflect on the main points made in the body and include a call to action for the                  
reader. 

 

General Tips for Application Letters / Cover Letters 

From Communicating for Results (Meyer, 2010) 
⬣ Camouflage “I, me, and mine” 

○ Try not to overuse first-person pronouns. Include variety in your vocabulary. Avoid            
using first-person pronouns at the beginning of sentences.  

⬣ Get the company name right!  
○ Demonstrate your attention to detail, by avoiding spelling and grammar errors. 

⬣ Use keywords from the job / scholarship posting. 
○ The company will provide a general overview of the key characteristics that they             

are looking for. Make it easy for them to identify that you meet their criteria. 
⬣ Avoid dense, overloaded paragraphics. 

○ Ensure your language is clear and concise. Get to the point quickly, so as not to                
lose the reader’s attention. 

⬣ Don’t plead, apologize, or exaggerate.  
○ Persuasive writing should demonstrate self-confidence and communication of        

value. Pleading, apologizing, or exaggeration diminishes a message’s persuasive         
impact. 

⬣ Avoid a cookie-cutter approach. 
○ Make sure that each application / cover letter you write is targeted to the              

opportunity. Do not use the exact same letter for each opportunity. 
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Introducing Yourself 

 
The first 2 sentences of the introduction are critical in gaining the reader’s attention (Doyle,               
2019). In these 2 sentences you want to demonstrate your ability, your passion, and some insight                
about who you are, in a captivating way! 
 
Let’s start by mapping out the important details: 
 

Introduction Details 

3 Most Notable 
Accomplishments 

3 Best Personality Traits What are you passionate 
about? 

   
 
 
 
 
 
 
 
 

 
Identify your goal: 
 

What is your ultimate goal for the letter? 

 
 
 
 

 
Write an introduction for yourself for an application of your choosing. Remember to be clear,               
direct, and creative. 
 

Introduce Yourself 

 
 
 
 
 
 

 

Driven By… Co.  Career Planner 
 



 

The Interview 
 
The cover letter and resume are the sales documents that will solicit an interview from the                
employer, the interview is your live sales presentation.  
 
When approaching an interview, remember that the hiring manager in the room will direct the               
interview, not you. Let the interviewer ask the questions they need to ask and listen carefully for                 
key details. As you understand what the interviewer is looking for, you can provide relevant               
examples of how you have demonstrated such characteristics.  
 

Interview Tips 

 
⬣ Dress professionally.  
⬣ Minimize the use of perfumes and colognes in case the interviewer has an allergy. 
⬣ Be early! On time is late! Make sure that you give yourself enough time to beat traffic and                  

aim to arrive 15 minutes prior to the interview.  
⬣ Make a great first impression. Be pleasant and confident. 
⬣ Research the company prior to the interview. Make sure you know what business they              

are in and some of the business challenges they might face. 
⬣ Listen! Be an active and engaged listener. Remember the interviewers name and recall             

any details they share regarding the company and the position. Do not interrupt the              
interviewer. 

⬣ Answer each question fully and directly. Don’t beat around the bush, the interviewer will              
recognize this and may think you are trying to hide something.  

⬣ Be honest. Don’t exaggerate or fabricate your accomplishments.  
⬣ Review your resume before the interview. You should be able to elaborate on all the               

accomplishments, experiences and education that you listed.  
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Interview Practice Questions 

Come up with answers and examples in point form for the following practice interview questions.  
 

Common Interview Questions 

Tell me a bit about yourself?  
 
 
 

Why do you believe you would be a 
good fit for the company? 

 
 
 
 

Why do you want to work for the 
company? 

 
 
 
 

What is your greatest 
accomplishment? 

 
 
 
 

What is your greatest strength, and 
how would it be useful in your 
potential career at this organization? 

 
 
 
 

What is your greatest weakness and 
how have you overcome it? 

 
 
 
 

Provide an example of how you 
demonstrated problem-solving skills 
to complete a task. 

 
 
 
 

In your employment history, provide 
an example of how you exceeded 
expectations. 
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Career Progression 
 
Don’t forget that your career is a journey not a destination. All the effort that you put into finding                   
a job should continue even when you are in your new position. Strive to learn something new                 
every day and continuously improve the way you work. Always put forth your best effort in                
everything you produce and help others reach their potential. Remember that you are part of a                
team and contributing to the success of the team is part of career development. More               
opportunities will come your way, the more that you participate, which means that every day is                
an opportunity for networking. Take note of your accomplishments and keep your resume up to               
date as you take on new roles and progress through your career.  
 
Lastly, check in with yourself and make sure that you are doing something that you enjoy.  
If not, start the career planning process again! 
 
Goodluck! 
 
 
 
 
 
 
 
 
 

For More... 
 
For more resources visit http://drivenbyco.com/resources 
 
For information on Driven By… workshops visit: http://drivenbyco.com/workshops 
 
 
 

drivenbyco.com 

 

@DrivenByCo 
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