
 

 

2018-2019 Industrial Experience Option 
 Retroactive Admission Tip Sheet 

 
If you were not accepted into the 2018-2019 Industrial Experience option, you may find these tips and 
hyperlinked resources helpful as you go through the process of finding your own job in order to be eligible 
for retroactive admission. Please note that retroactive admission is not guaranteed. Visit the Industrial 
Experience webpage for more information.  

 
 
 

 

1. Use the SWOT matrix to 
analyze your strengths and 
weaknesses as well as the 
opportunities and threats that 
you face related to the job 
search process. 

2. Prepare a draft résumé and 
cover letter following the 
templates for your respective 
discipline available on the 
Career and Planning Services 
website. 

3. Create a detailed Linkedin 
profile including a professional 
headshot. Ensure that your 
headline, summary, experience 
and skills are complete.

4. Book an appointment with a 
Career and Planning Services 
Career Advisor to review your 
draft résumé and cover letter 
by calling (514) 848-2424 
Extension 7345.

5. Block off time in your 
schedule each day to focus on 
job search. 

6. Update a job search tracking 
sheet using the template
available on the Career and 
Planning Services website to 
stay organized and follow up 
accordingly.

7. Use broad search terms on 
job search websites such as 
intern, internship, stagiare and 
contract to maximize the 
number of relevant positions.

8. Create alerts to receive an 
email when new positions are 
available on job search 
websites including the Career 
and Planning Services job bank 
and LinkedIn Jobs. 

9. Book an appointment with a 
Career and Planning Services 
Career Advisor to do a mock 
interview by calling                
(514) 848-2424 Extension 7345.

10. Network at career fairs, 
cocktails, company tours, 
conferences and speakers 
series events in industry and 
through student groups. 
Develop an elevator pitch.

11. Stay updated on career 
resources and industry trends 
by following Co-op on social 
media. Like the Facebook page
and look specifically for posts 
with the hashtag #CUcoopinex. 
Join the LinkedIn group. 

12. Remain confident and 
positive throughout the job 
search process! 

https://www.concordia.ca/academics/co-op/students/programs/alternative-internship.html
https://www.concordia.ca/academics/co-op/students/programs/alternative-internship.html
https://www.mindtools.com/pages/article/newTMC_05_1.htm
https://www.concordia.ca/students/success/career-planning-services/cv-cover-letter.html
http://www.komarketingassociates.com/blog/optimize-your-linkedin-profile/
https://www.concordia.ca/students/success/appointments.html
https://www.concordia.ca/content/dam/concordia/offices/ssc/caps/docs/supporting-docs/JobSearchTrackingSheet.pdf
https://www.concordia.ca/content/dam/concordia/offices/ssc/caps/docs/supporting-docs/Student%20Job%20Posting%20Guide.pdf
https://www.concordia.ca/students/success/appointments.html
https://www.facebook.com/ConcordiaCoop/

