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CENTRE FOR CAREER ACTION

AGENDA
• First 30 minutes - 8-Stream Refresher Checklist 
 Stay on top of the recruitment term 
 Using WaterlooWorks
 Know your supports 
 Next steps

• Last 30 minutes – Q&A period 

Recording will start now and be turned off for the Q&A. 



8-Stream 
Refresher 
Checklist 

 Stay on top of the recruitment term 
o Understand your recruitment term

o Bookmark the Important Dates page and set reminders to check it often if needed

o Tip: Add key cycle dates/times directly in your calendar

 WaterlooWorks
o Log into WaterlooWorks and accept the terms and conditions in order to view the job postings

o Familiarize yourself with your dashboard and its functions

o Bookmark and use the WaterlooWorks Help website for support

 Note the different supports and services available to you
o Bookmark the different support websites 

o Decide which might be helpful for you to utilize this cycle

 Next steps
o Job searching: Learn how to apply externally and on WaterlooWorks job boards 

o Get your resume and cover letters ready – use CFE, CareerHub, Appointments, Consults and workshops for support 

o Prepare for interviews 

o Understand rank/match

o Revisit CFE content for specific information as needed

o Check your school email and WaterlooWorks messages daily for important updates, interview details, rank/match process 
updates, and more



RECRUITMENT TERM OVERVIEW 
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Submit up to 50 applications

Cycle #1 Posting 
#1 (Week 2-5)

Submit up to 100 applications 
total (includes applications from 
previous cycle)

Cycle #1 Posting 
#2 (Week 3-5)

Match results are released. 
Unmatched students will 
continue to next cycle. 

Match Results 
Available (Week 5)

Submit up to 150 applications 
(including applications from 
previous cycle)

Cycle #2 Posting 
#1 (Week 6-9)

Submit up to 200 applications 
total (including applications 
from previous cycles) 

Cycle #2 Posting 
#2 (Week 7-9)

Match results are released. 
Unmatched students will 
continue to next cycle. 

Match Results 
Available (Week 9)

Cycle #3-6 
(Weeks 10-14)

Direct Offers

RECRUITMENT TERM OVERVIEW

Submit up to 500 applications total 
(including applications from all 
cycles) 

Continue applying to jobs until the 
last day to achieve minimum 
number of weeks for co-op credit.

Suggested Spring 2023 work term dates: May 8 – August 25



LAST DAY TO FIND WORK

There is lots of time to find a co-op job and 
it is normal to not be employed 
immediately after the first cycle!

You have until June 12 to secure 
employment for a standard co-op credit 
and July 10 to secure employment for a flex 
term co-op credit.

Read more about flexible work terms here.
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https://uwaterloo.ca/co-operative-education/supports-and-resources/co-op-rights-and-responsibilities#work-term-requirements


IMPORTANT DATES
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Open your web browser to complete the action items



CO-OP PROCESS: CYCLE 1

1. Bookmark the Important 
Dates Webpage now 

2. Set reminders to check it 
often

3. Note the key dates for 
this cycle/term and 
consider adding them 
directly into your 
calendar 

You are here! Cycle 1 dates to add to your calendar!



8-Stream 
Refresher 
Checklist 

 Stay on top of the recruitment term 
o Understand your recruitment term

o Bookmark the Important Dates page and set reminders to check it often if needed.

o Tip: Add key cycle dates/times directly in your calendar

 WaterlooWorks 
o Log into WaterlooWorks and accept the terms and conditions in order to view the job postings

o Familiarize yourself with your dashboard and its functions

o Bookmark and use the WaterlooWorks Help website for support

 Note the different supports and services available to you
o Bookmark the different support websites 

o Decide which might be helpful for you to utilize this cycle

 Next steps
o Job searching: Learn how to apply externally and on WaterlooWorks job boards 

o Get your resume and cover letters ready – use CFE, CareerHub, Appointments, Consults and workshops for support 

o Prepare for interviews 

o Understand rank/match

o Revisit CFE content for specific information as needed

o Check your school email and WaterlooWorks messages daily for important updates, interview details, rank/match process 
updates, and more. 



Open WaterlooWorks to complete the action items

WATERLOOWORKS
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Term: 202X - TERM

ACCEPTING TERMS AND CONDITIONS 
& SUBMITTING JOB SEARCH INTENTIONS

PARTICIPATING IN JOB SEARCH:
Allows for both searching on 

WaterlooWorks and Arranging your 
Own Job

Term: 202X - TERM



WATERLOOWORKS DASHBOARD
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Term: 202X - TERM

Term: 202X - TERM



WATERLOOWORKS HELP 
Bookmark and use the WaterlooWorks help website for support with:

 Getting started on WaterlooWorks

 Job searching 

 Submitting Applications 

 Interviews 

 Rank/match
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8-Stream 
Refresher 
Checklist 

 Stay on top of the recruitment term 
o Understand your recruitment term

o Bookmark the Important Dates page and set reminders to check it often if needed.

o Tip: Add key cycle dates/times directly in your calendar

 WaterlooWorks 
o Log into WaterlooWorks and accept the terms and conditions in order to view the job postings

o Familiarize yourself with your dashboard and its functions

o Bookmark and use the WaterlooWorks Help website for support

 Note the different supports and services available to you
o Bookmark the different support websites 

o Decide which might be helpful for you to utilize this cycle

 Next steps
o Job searching: Learn how to apply externally and on WaterlooWorks job boards 

o Get your resume and cover letters ready – use CFE, CareerHub, Appointments, Consults and workshops for support 

o Prepare for interviews 

o Understand rank/match

o Revisit CFE content for specific information as needed

o Check your school email and WaterlooWorks messages daily for important updates, interview details, rank/match process 
updates, and more. 



RESOURCES & SUPPORTS
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GET SUPPORT
 Send message in WaterlooWorks to Career/Co-op Advisors

 Attend a virtual 15-minute co-op consult via Live Chat. Available on a drop-in basis (no 
appointment necessary) 8:30 a.m. - 2:30 p.m., EST Monday to Friday.

 Attend a resume appointment in WaterlooWorks for support with your resume, cover letter, 
interview skills, career exploration and more 

 Attend a workshop on a variety of co-op and career related topics

 Review the content on CFE and CareerHub

 Day-of interview concerns? Call 519-888-4026

 Mental health support available through counselling services, Here 24/7 or EmpowerMe for 
multilingual support
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https://uwaterloo.ca/co-operative-education/waterlooworks-student-help/getting-started
https://newshound.uwaterloo.ca/phplive.php?d=2&onpage=livechatimagelink&title=Live%2BChat%2BDirect%2BLink&token=d19ea3f5f2eba27e72e3fe0df09548b9
https://uwaterloo.ca/career-action/one-one-supports
https://uwaterloo.ca/career-action/workshops-and-events
https://careerhub.uwaterloo.ca/sections/MyDegree/skills-development-worksheet.aspx
https://uwaterloo.ca/co-operative-education/find-your-co-op-job/find-job-waterlooworks/interview/interview-conflicts
https://uwaterloo.ca/campus-wellness/counselling-services
https://here247.ca/
https://www.studentcare.ca/rte/en/IHaveAPlan_RRURoyalRoadsUniversity_EmpowerMe_EmpowerMe


8-Stream 
Refresher 
Checklist 

 Stay on top of the recruitment term 
o Understand your recruitment term

o Bookmark the Important Dates page and set reminders to check it often if needed.

o Tip: Add key cycle dates/times directly in your calendar

 WaterlooWorks 
o Log into WaterlooWorks and accept the terms and conditions in order to view the job postings

o Familiarize yourself with your dashboard and its functions

o Bookmark and use the WaterlooWorks Help website for support

 Note the different supports and services available to you
o Bookmark the different support websites 

o Decide which might be helpful for you to utilize this cycle

 Next steps
o Job searching: Learn how to apply externally and on WaterlooWorks job boards 

o Get your resume and cover letters ready – use CFE, CareerHub, Appointments, Consults and workshops for support 

o Prepare for interviews 

o Understand rank/match

o Revisit CFE content for specific information as needed

o Check your school email and WaterlooWorks messages daily for important updates, interview details, rank/match process 
updates, and more. 



Job search | Application documents | Interviews | Rank/Match| More

NEXT STEPS
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JOB SEARCHING: KNOW YOUR OPTIONS

Waterloo
Works

Arrange 
Your Own 

Job



ARRANGING YOUR OWN JOB (AOJ)
 Follow the AOJ process if job searching on external sites (ex. Indeed), through personal connections, or the 

‘Other’ WaterlooWorks job board

 Process:

 Consider requesting a ‘Letter of Introduction’ from your Co-op Advisor to add to your applications

 Brush up the funding options available to employers

 Review the standard vs flexible work term options

 Apply to jobs as you see fit

 Once you have a firm offer, submit an Arranged Own Job form in WaterlooWorks

Learn more about each step of the AOJ process on this website

 Attend a co-op consult to chat with a Career/Co-op advisor about this process, potential jobs, tax credit 
options and more

Tips:
• Bookmark these websites for future reference if you plan to arrange your own job
• Attend a virtual drop-in co-op consult Monday – Friday 8:30 – 2:30pm talk about it with a Career Advisor

https://uwaterloo.ca/co-operative-education/find-your-co-op-job/alternate-co-op-opportunities/find-job-through-funded-programs#top
https://uwaterloo.ca/co-operative-education/supports-and-resources/co-op-rights-and-responsibilities#work-term-requirement-chart
https://uwaterloo.ca/co-operative-education/waterlooworks-student-help/getting-started
https://uwaterloo.ca/co-operative-education/find-your-co-op-job/arrange-your-own-job


HIRE WATERLOO CO-OP JOB BOARD
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HIRE WATERLOO ‘OTHER JOBS’ BOARD
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REMEMBER
Every time you apply for a job on WaterlooWorks, you are agreeing to:

• Attend any interviews

• Honour any match results

• Commit to all job requirements specified in the job description – extra important 
to pay attention to the required work term length

• Only apply to jobs you realistically would take!
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RESUMES & COVER LETTERS
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RESUMES & COVER LETTERS
Get your resume and cover letters prepared 

Utilise the below resources/services for support:

 Review CFE course content  

 CareerHub

 Resume or Cover letter appointment 

 Workshops 



INTERVIEWS
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PREPARING FOR INTERVIEWS
 Check WW interview notices and schedules daily – confirm interview method 

(phone or webcam)

 Review the job description and research the employer ahead of time

 Have a copy of your application package along with the job description handy

 Practice common interview questions (see CareerHub for ideas)

 Time your answers and practice out loud

 Prepare questions to ask the employer (see CareerHub for ideas)



RESOLVING SCHEDULED INTERVIEW CONFLICTS
 Expectation is that you attend all individual interviews

 Conflict? 

 Don’t contact employers directly

 Easiest solution: switch with another student. If unable to switch, fill out an Interview 
Conflict form in WaterlooWorks

 Day of conflict or concern? 

 Call 519-888-4026 for assistance



INTERVIEW CONCERN FORMS/OPTIONS
Submit the appropriate form in WaterlooWorks (WW):

 Request to Withdraw Application (after interview)

 What: In truly exceptional circumstances, this form is granted when something 
concerning takes place that was not outlined in the job description

 Process: Complete the form in WW within 48 hours after the interview > discuss the 
request with an advisor > if approved, your application will be withdrawn, and you will 
not be considered for the position. Learn more here

 Interview Relief Form

 What: Submit this form if you are feeling overwhelmed with your interview schedule. 

 Process: Complete the form in WW > an advisor will contact you to chat more > if 
approved, your application(s) will be removed and you will not be considered for the 
position(s). Learn more here

https://uwaterloo.ca/co-operative-education/find-your-co-op-job/find-job-waterlooworks/interview/request-withdraw-application
https://uwaterloo.ca/co-operative-education/find-your-co-op-job/find-job-waterlooworks/interview#request-interview-relief


RANK/MATCH
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RANK/MATCH
• How it works:

• What you’ll see: 
“Offer” = employer ranked you a “1” and offered you the job.
“Ranked” = employer ranked you somewhere between 2-10.
“Not Ranked” = employer has chosen not to rank you.
“Blank” = employer may not be pursuing any candidates and may repost.



USING “NOT INTERESTED” 
 The only way to NOT be matched with a job is to use a NOT INTERESTED; 

ranking an employer a “10” can still result in a match

 Students have the option to use their “not interested” during rankings, to 
ensure that they are not matched with a job

 This is available to students three times per recruiting term

 A reason must be selected from a dropdown list - this reason may be shared 
with the employer so pick the most logical option



Use the Rank/Match: Choose your 
own adventure simulation to:

 Apply what you’ve learned

 Practice what you’ll do

 Learn about different scenarios 

Try it out yourself here!
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RANK / MATCH SIMULATION

TIP: bookmark it now for future reference!

https://docs.google.com/forms/d/e/1FAIpQLSdWk2jWVcjylMYf4Dqda1rLpMlfCiVSFiRn7G8pjY3vVaDwOw/viewform


AFTER THE MATCH
 Check WaterlooWorks for match results + note your new employer

 Not matched? We know it’s disappointing, but there’s still lots more cycles 
to come!

 If you do get matched:
 You are obligated to accept the match – if you have concerns attend a co-op consult

 Act on instructions sent to you in WaterlooWorks

 Check email for pre-employment requirements/further contact from employer

 Check WaterlooWorks – bottom-right hand of your dash will show you your new 
employer information as well as your new Student Advisor/Work Term Support 
(WTS) supporting you 



CFE CONTENT CHEAT SHEET
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Part 1

1.1 - Introduction to Co-op

1.2 - The Co-op process

1.3 - Resumes
1.4 - Cover letters

Part 2
2.1 - Using WaterlooWorks

2.2 - Uncovering the hidden jobs and making connections
2.3 - Time management

Part 3
3.1 - Preparing for Interviews

3.2 - Dealing with Interview Conflicts
3.3 - The rank/match process

Part 4 4.1 - Skills profile and Future Ready Talent Framework
4.2 - Arranging Your Own Job and more work search options

Part 5 5 - Workplace Harassment



8-Stream 
Refresher 
Checklist 

 Stay on top of the recruitment term 
o Understand your recruitment term

o Bookmark the Important Dates page and set reminders to check it often if needed.

o Tip: Add key cycle dates/times directly in your calendar

 WaterlooWorks 
o Log into WaterlooWorks and accept the terms and conditions in order to view the job postings

o Familiarize yourself with your dashboard and its functions

o Bookmark and use the WaterlooWorks Help website for support

 Note the different supports and services available to you
o Bookmark the different support websites 

o Decide which might be helpful for you to utilize this cycle

 Next steps
o Job searching: Learn how to apply externally and on WaterlooWorks job boards 

o Get your resume and cover letters ready – use CFE, CareerHub, Appointments, Consults and workshops for support 

o Prepare for interviews 

o Understand rank/match

o Revisit CFE content for specific information as needed

o Check your school email and WaterlooWorks messages daily for important updates, interview details, rank/match process 
updates, and more. 



UPCOMING REFRESHER SESSIONS
Get key need-to-know information about what is happening in the term, as well as what you must do as a co-op student seeking 

employment. The last 30 minutes of each session is reserved for a Q&A period. 

SESSIONS KEY TOPICS DATE / TIME ZOOM LINK

Session 1 – Cycle 1, 
Posting 1

Staying on top of the recruitment term, 
WaterlooWorks review, supports & services, 
start of term action items and more

Thursday, January 12,
5:30 – 6:30pm

Join Zoom Meeting: Meeting ID: 991 6747 2755 , Passcode: 852308
https://uwaterloo.zoom.us/j/99167472755?pwd=by9LQUZwN1czT3dMRE
twb0tlSXd0Zz09

Session 2 – Cycle 1, 
Posting 2

(repeat) Staying on top of the recruitment 
term, WaterlooWorks review, supports & 
services, start of term action items and more

Thursday, January 19,
5:30 – 6:30pm

Join Zoom Meeting: Meeting ID: 950 4996 6005, Passcode: 858420
https://uwaterloo.zoom.us/j/95049966005?pwd=R2hNalNFNVZUZndERl
gwWklCV2pvdz09

Session 3 – Cycle 2 What to expect in Cycle 2, searching for work, 
key action items and more

Wednesday, February 15,
5:30 – 6:30pm

Join Zoom Meeting: Meeting ID: 992 2178 8640 , Passcode: 963020
https://uwaterloo.zoom.us/j/99221788640?pwd=ZjRNMlJiUjVaclZFQ1dO
SGZCZ3Y4dz09

Session 4 – Cycle 3 What to expect in Cycle 3 and beyond, 
searching for work, other employment options, 
key action items and more

Monday, March 13,
6:30 – 7:30pm

Join Zoom Meeting: Meeting ID: 910 6859 1431, Passcode: 978727
https://uwaterloo.zoom.us/j/91068591431?pwd=SlE4V2hFRVk5ZFAvejhR
bkE5T3dhdz09

*Need 1-on-1 support? Remember, free virtual drop-in co-op consults are available Monday-Friday from 8:30am – 2:30pm through the
Centre for Career Action. Learn more about in-person options here and/or access consults directly through the Live Chat.  

https://uwaterloo.zoom.us/j/99167472755?pwd=by9LQUZwN1czT3dMREtwb0tlSXd0Zz09
https://uwaterloo.zoom.us/j/95049966005?pwd=R2hNalNFNVZUZndERlgwWklCV2pvdz09
https://uwaterloo.zoom.us/j/99221788640?pwd=ZjRNMlJiUjVaclZFQ1dOSGZCZ3Y4dz09
https://uwaterloo.zoom.us/j/91068591431?pwd=SlE4V2hFRVk5ZFAvejhRbkE5T3dhdz09
https://uwaterloo.ca/career-action/one-one-supports
https://chat.socialintents.com/c/uwcca


Use the chat or unmute to ask questions

Q&A 
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Still have questions? Attend a drop-in co-op consult to chat with a Career Advisor 

Monday – Friday, 8:30am – 2:30pm



PRESENTATION TITLE PAGE  40


	CO-OP FUNDAMENTALS FOR ENGINEERING (CFE)�Refresher
	Slide Number 2
	Slide Number 3
	8-Stream Refresher Checklist 
	RECRUITMENT TERM OVERVIEW 
	RECRUITMENT TERM OVERVIEW
	LAST DAY TO FIND WORK
	Important Dates
	CO-OP PROCESS: CYCLE 1
	8-Stream Refresher Checklist 
	WATERLOOWORKS
	ACCEPTING TERMS AND CONDITIONS �& SUBMITTING JOB SEARCH INTENTIONS
	WATERLOOWORKS DASHBOARD
	WATERLOOWORKS HELP 
	8-Stream Refresher Checklist 
	RESOURCES & SUPPORTS
	GET SUPPORT
	8-Stream Refresher Checklist 
	Next steps
	JOB SEARCHING: KNOW YOUR OPTIONS
	ARRANGING YOUR OWN JOB (AOJ)
	HIRE WATERLOO CO-OP JOB BOARD
	HIRE WATERLOO ‘OTHER JOBS’ BOARD
	REMEMBER
	RESUMES & COVER LETTERS
	RESUMES & COVER LETTERS
	INTERVIEWS
	PREPARING FOR INTERVIEWS
	RESOLVING SCHEDULED INTERVIEW CONFLICTS
	INTERVIEW CONCERN FORMS/OPTIONS
	RANK/mATCH
	RANK/MATCH
	USING “NOT INTERESTED” 
	Slide Number 34
	AFTER THE Match
	CFE CONTENT CHEAT SHEET
	8-Stream Refresher Checklist 
	UPCOMING REFRESHER SESSIONS
	Q&A 
	Slide Number 40

