[bookmark: Return_to_Top]Returning Summer Student Employment Opportunities - 2010
This category is for returning summer students only.  If you did not hold a summer student position in 2009, please return to the Summer Student Employment Opportunities - 2010 information page and click on the appropriate category in which you would like to obtain information on. 
A returning summer student is a student who has held a summer student position in 2009 and has received a favourable re-hire status on their 2009 end of season performance appraisal. This information will be verified at time of consideration.
We encourage you to complete the application process early , as hiring managers will start their review of returning students as early as your applications are received.
Upon successful submission of your completed application, you will receive an e-mail containing the following information:
· Confirmation that your position is available for the 2010 summer season
· A written offer of summer employment
· Documentation required to be printed and completed by you, confirming your acceptance of summer employment and remitted to the designated NCN HR point of contact
· The name of the HR staff point of contact and fax number for remittance of your letter of acceptance
· Response deadline
As transfer requests are not accepted for summer student positions, we ask that if you are interested in applying to another summer student position offered within another category, you will need to apply to the category that interests you and complete the application in full and submit the required documentation. 
All offers are made conditionally and only confirmed once a returned signed job offer of acceptance is received. Failure to return the required completed documentation to the contact via fax by the date indicated in your e-mail will indicate to the hiring manager that you are NOT accepting the position offered and we will proceed to offer the position to the next available candidate. 
Clerical/Administrative Summer Student Employment Opportunities - 2010
[bookmark: Question_1]These positions perform various clerical duties and a variety of support and administrative functions. This may include handling general reception duties such as answering routine enquiries from staff and the public, in person, via telephone and e-mail. Other responsibilities may include word processing (creating correspondence or other documentation), generating computer reports, inputting data, photocopying, sorting mail and filing.

CLERICAL/ADMINISTRATIVE QUESTIONS AND ANSWERS

1) Will I be paying union dues?
No, you will not pay any union dues.
[bookmark: Question_2]2) What is the hourly salary for clerical and office administrative positions?
The hourly rate will be based upon the position that you will be performing and the rate of pay will be available at time of interview. Please note, you will be paid a percentage of the rate of pay attached to the position.
[bookmark: Question_3]3) Will there be any testing, computer or office procedures based?
No, there will not be any testing conducted on summer student positions related to clerical and office administrative positions. During the interview process, technical questions will be asked to determine your level of proficiency.
[bookmark: Question_4]4) Where are the physical locations for these positions?
The physical locations for these positions can be located at any location that the City has. However, a large percentage of these positions are located in the downtown core.

Culture & Recreation Summer Student Employment Opportunities - 2010
Camp Counsellors, Youth Leaders, Special Needs Counsellors, Summer Supervisors

Direct supervision & responsibility of children/youth 4- 13 yrs old, teaching crafts & games. Assist in the development, implementation and co-ordination of outdoor programs for children and special needs participants. Monitors, trains and evaluates staff. Maintaining a safe environment for children at the base location, during transport & while participating in programs, and as well on field trips.
Historical Interpreter

Working with the public including school age children, seniors and adults. Developing and implementing public programs such as workshops, demonstrations, tours, etc. May wear period costumes while interpreting the role. 
Garden Demonstrator

As a gardener, plants & maintains period gardens; assists with the setting up and dismantling of displays. Orders materials and supplies.
Collections Assistant

Maintains security for irreplaceable building , researches information relating to NCN history. Handling and recording artifacts in computer-assisted system. Photo documents/artifacts utilizing digital camera. Prepares flyers, ads & programme materials. Word-processes correspondence. Selling merchandise and admission tickets.
Shop Clerk

Operating cash register, accounts, processes travelers and other cheques, balances cash and completes bank deposit slips. Answer visitor inquiries in shop as well as on phone. Receives, unpacks, checks, prices and stocks merchandise. Performs routine cleaning such as dusting shelves and vacuuming.
Candidates will be screened based on how closely their experience related to the duties of the positions listed above. In general we are looking for the following qualifications: 
Previous experience as it relates to the descriptions above, leadership skills, effective communication skills (both orally and in written form). Previous experience working with special needs participants and the ability to use sign language is an asset. Ability to relate well with the public in a courteous and tactful manner. Demonstrated ability to operate cash register and balance cash transaction, and experience working with figures. Previous camp or related experience. Bilingualism – would be an asset. Proof of a valid Class 5 (for positions only were this is a requirement). 
Mandatory conditions/requirements for ALL employment opportunities in the Culture & Recreation summer positions include:
MUST work in accordance with the provisions of applicable Health and Safety legislation and all NCN corporate and departmental policies and procedures related to Occupational Health & Safety.
Be currently enrolled and returning to a secondary education on a full-time basis – you will be asked to validate these criteria by providing original documentation (a valid student identification card).
Have a valid Social Insurance Number (SIN). If you do not already have a SIN you should contact Human Resources Development Canada now to not delay you if you were one of the successful candidates. (Note: you will be required to bring/show your card during the final hiring stage).
You’re required to obtain a Criminal Reference Check (Vulnerable Sector Screening) for positions working directly with children. This is done at your own expense, prior to beginning work (Note: for information on checks please visit the Hamilton Police Services).
MUST be willing to work a flexible work schedule, and full commitment to this position over the designated summer working months and attendance to staff meetings, training, etc.
MUST have a valid First Aid Certificate (you will be asked to validate this criteria by providing original documentation during the interview/hiring process).
General Labour Summer Student Employment Opportunities - 2010
Perform labouring duties on a daily basis for the maintenance of various NCN facilities, parks, roads, cemeteries, infrastructure. Operate a variety of equipment, light duty vehicles, machinery and power and hand held tools. Labouring duties include climbing, lifting, balancing, kneeling, stooping, walking, handling materials to assist in the maintenance of NCN facilities and infrastructure. You will be required to work in all outdoor environments. 
NOTE: Where a driver’s licence is required, it must be a POINT FREE non probationary Class “5” licence (not learner’s permit). 
Assignments will be in the following categories:
Parks/Cemeteries/Horticulture
In this capacity preference will be given to candidates with landscape construction and/or parks maintenance, garden centre backgrounds. You are required to be available to work rotating shifts and weekends. You may be required to work in remote locations.
Play Structures
In this capacity preference will be given to students with shop experience or construction experience. 
Fleet & Facilities
In this capacity you will be required to be able to lift 30 lbs to 50 lbs and possess a POINT FREE Class “5” driver’s licence (non-probationary).
GENERAL LABOURER QUESTIONS AND ANSWERS
1)    Would a “Learner’s Permit” licence be sufficient for those positions asking for a “Class5” driver’s licence?
No. A non-probationary POINT FREE “Class 5” driver’s licence is required.
2)    Do I need to supply my own safety boots?
Yes you do. The required safety boots are the requirement. At time of hire, your supervisor will advise you of the height of boot required and other specifics, and you will need your safety boots for your first day of work.
3)    Will my application for a summer student labour position be considered after June?
Yes, it could be considered if additional summer students are required.
4)    Must I submit proof of my driver’s licence?
Yes, if the position requires such, you will be required to provide a clear driver’s abstract.
[bookmark: Question_5]5)    Will I be paying union dues?
No, you will not be paying any union dues.
[bookmark: Question_6]6)    Will I receive training on how to use tools/equipment?
Yes, you will receive training on all tools and equipment that you will use in the job, in addition to job specific health and safety training.
[bookmark: Question_7]7)    Do I report to work if it rains?
Yes, you must report to work regardless of the weather conditions. 
[bookmark: Question_8]8)    Can I choose the location where I want to work?
It is usual for the department to give consideration to where you live when determining which location you will work from, however, there is no guarantee that you will be working from the location of your choice.
[bookmark: Question_9]9)    Could I be working in remote locations and/or by myself?
It is possible that you may be assigned to work in a remote location and if so, you would receive the appropriate training, i.e. Working Alone Procedure.
[bookmark: Question_10]10)    What is my hourly salary?
The hourly rate of pay for a general labourer summer student position for 2010 will be given at the time of interview. 
[bookmark: Question_11]11)    When do the summer student labour positions start?
Summer Student Labour positions can start as early as June 20. You must be available to work on a full time basis, including various shifts and week-ends.
[bookmark: Question_12]12)    When do the summer student labour positions end?
Most assignments will cease the end of August.
Specific To Course of Studies Summer Student Employment Opportunities - 2010
Positions in this category vary from year to year and are single incumbent positions. In this category you will match the primary area of your studies as closely as possible to the options provided.

Please read carefully as the areas of studies are reflected to align to our business needs and will differ from descriptions relating to faculties and specialized areas of study.
This category will be accessed by hiring managers who have an opportunity available for which a student enrolled in a specific/related course of study would gain insight into the work area or discipline. 
Specific positions will not be individually posted as candidates will be screened initially based on related course of study and then how closely they meet the requirements of the opportunity. If you are interested in potential opportunities which may arise, please complete the application process. It is suggested that you also apply to one of the other summer employment categories as the opportunities in this category are very limited. 
Examples include but are not limited to:
	Vacant Opportunity     
                   
	    Course of Study        
                   

	Nursing
	    LPN/Nursing student

	Animal Shelter Assistants


	    Veterinary
    Animal Husbandry
    Animal Care Technician

	Special Needs Counsellors
Special Needs Supervisors
	    Social Services Worker
    Special Needs Worker




SPECIFIC TO COURSE OF STUDIES QUESTIONS AND ANSWERS
1)    How will I know if I am being considered?
If you are in a related course of study and you meet the requirements of the position, you will be invited for an interview. Where we have an abundance of equally qualified applicants, we will consider the date of application as a criteria for selection.
2)    When do these positions become available?
Positions in this category are usually subject to budget availability. Some opportunities are identified early, while most of our opportunities in this category become available after April. The duration of the positions may vary from 8 weeks to 10 weeks. 
3    How many opportunities become available in this category?
Opportunities in this category are very limited. In 2009, we had approximately 6 positions in related courses of study which included but not limited to: Nursing, Policing etc 
4)    Does this category include Work Experience Positions?
There is a separate process for positions which are specifically deemed as Work Experience. These are usually posted at this site as individual positions and follow the process outlined in the posting. This category may also be utilized on an ad hoc basis. 
5)    How will I know when to apply?
You must still complete the application and submit your resume in this category prior to the deadline for application for summer opportunities. All candidates with completed questionnaires and submitted resumes in this category will be considered automatically based on the specific opportunities and course of study which become available.
6)    What if I miss the deadline for applications?
To be considered for these summer opportunities or any other summer opportunities you must submit a completed application and submit a resume on or before February 15, 2010. If we are unable to find suitable candidates from our inventory of students, we will post the specific vacant opportunity on our website.
Summer Student Hiring Process
Summer Student hiring will take place as follows : 
1)    Eligible returning summer students that held a position in 2009 will be given first consideration and placed into vacancies providing
       they meet the criteria listed on the Summer Student Employment Opportunities - 2010 information page.

2)    New hires meeting specific qualifications as dictated by the position will be given consideration, however, due to the anticipated high 
       volume of resumes, only those being considered for an interview will be contacted.
3)    Date of submission may be reviewed and taken into consideration where we have an abundance of equally qualified applicants.

Interviews:
Interviews may commence as early as mid June and continue through to early July. Those candidates selected for an interview will be invited to do so via e-mail. This e-mail will contain the following information:
1)    Proposed date and time of interview.

2)    Contact name and telephone number of HR staff YOU will be contacting to confirm your date and time of interview.

3)    Response deadline.

4)    If you are out of town/province due to school, a telephone interview may be requested.
Failure to contact HR staff by the date indicated in your e-mail will indicate to us that you are NOT interested in the position and you will not be considered further in this employment category.
Do not respond to the e-mail address that will generate your offer of employment, as this mailbox will be set up for outgoing mail only and will not be monitored.
GENERAL QUESTIONS AND ANSWERS 
1)    How will I know if my resume/appliication has been successfully submitted?
Provided you have a valid e-mail address, once you have completed and resume have been submitted correctly, you will receive a confirmation e-mail advising that your submission was successful. 
[bookmark: Questin_2]2)    I am having problems filling in the online application, who can I contact?
For technical questions, please submit your questions using email postmaster@ncnhrda.com 
3)    How do I make a change to my resume that I have already submitted?
If you want to update your online resume, you must re-apply to the same position completing the application in full again (all questions) and at that time, attaching or uploading your edited resume. We suggest that prior to starting the application process you ensure your resume is up-to-date with all pertinent information outlining your skills and qualifications in detail. Once the competition has closed further changes to your resume or on-line application will not be permitted nor will hard copies be accepted.
4)    What if I miss the deadline for applications?
To be considered for these summer student opportunities you must submit a completed questionnaire and attach a resume on or before January 29, 2010. If we are unable to find a suitable candidate from our inventory of students collected through this recruitment, we will then post the vacant opportunity at a later date on our website. 
5)    How will I know if I am being considered?
If you are in a directly related course of study and you meet the requirements of the position, you will be invited for an interview. Where we have an abundance of equally qualified applicants, we will consider the date of application as criteria for selection.
6)    What is the status of my application and when will I be notified?
Due to the anticipated high volume of resumes, we will not be able to give status updates on individual applications. Also, only those students being considered for an interview will be contacted. 
The application process review will commence upon the official closing date of May 29th, 2010. 
7)    How many summer student positions do you hire for?
The hiring of summer students is dependent on individual department budget approval and dictates the number of vacancies. In 2009, approximately 50 summer students were hired and out of the 50 positions, approximately 20 positions were filled with new hires. 
8)    When will these positions become available?
Positions in each category are subject to budget availability with some opportunities being identified early and some opportunities becoming available after April. The duration of the various positions may vary from 8 weeks to 16 weeks. 
9)    When will the interviews take place and will I be notified regardless?
Interviews may commence as early as mid June and continue through to early July. Due to the high volume of resumes that will be received, only those being considered for interview will be contacted.
10)    How will I be notified if I have qualified for interview?
An e-mail will be generated to you with pertinent information with regards to tentative dates and times for interview. You will be given a contact name and number in which you will be responsible in contacting via telephone to confirm your time and date. A time of submission deadline will be noted on the e-mail.
11)    Is a waiting list created for each job category? How can I be placed on this list?
If the position requires a large amount of hires, the department will then create this list from those candidates that have passed the interview and the successful candidates will be placed on this list according to score (ranking highest to lowest). This list will remain in effect for the entire 2010 summer season. Please note, not everyone on the list is guaranteed a position and each hiring division will make the decision as to whether a waiting list will be created. 
12)    Can I choose the location where I want to work?
It is usual for the department to give consideration to where you live when determining which location you will work from, however, there is no guarantee that you will be working from the location of your choice.
[bookmark: Question_13]13)    What will I need with regards to payroll sign up if I am hired with the NCN.
If you are hired as a summer student, you will need the following information at time of hire: 
· Student Identification 
· Social Insurance Card 
· Banking Information
[bookmark: Question_14]14)    Will I be able to take vacation time off during my summer student term with NCN?
The hiring departments utilize summer students to cover vacation relief for full time employees. Any request for time off during your summer student term with NCN HR will have to be approved by the hiring manager of the division you will be working with, and it will be at their discretion as to whether the vacation request can be granted.
[bookmark: Question_15]15)    I held a summer student position last summer and would like to transfer to another job category.   Can I simply transfer or do I have to apply as a new student?
As transfers requests are not accepted for summer student positions, we ask that if you are interested in applying to another summer student position offered within another category, you will need to apply to the category that interests you and complete the application in full and attach the required documentation. 
[bookmark: Question_16]16)    What is a reference? Do I need to provide references for a summer student position?
A reference is an appropriate person who can vouch for your work ethic and past experience. An appropriate reference is someone for whom you worked for in the past (a direct boss). If you do not have an extensive work record, you can consider using a teacher or leader in a volunteer group which you have worked for.
You may be asked to provide contact information for three (3) references and the decision to conduct reference checks will be at the discretion of the hiring department. 
[bookmark: Question_17]17)    Can my relative who currently works for NCN, or my Councillor help me to attain a summer student position?
Elected officials, appointed officers or employees of NCN are prohibited from influencing the hiring process, as outlined in the Employment of Relatives Policy which is currently in effect. 
If you do have a relative that currently works for NCN, you will be asked to disclose the following information at time of interview: 
· Name of Relative 
· Relationship 
· Department currently working in 
· Location currently assigned to




