Articling

How to begin your search

s |
:F,'fl



Articling

How to Begin Your Search

Published by the Canadian Bar Association

Prepared by the Young Lawyers Conference 1994-95
With assistance from the CBA Communications Dept.

© 1995 REPRINTED 2003 with permission from the Canadian Bar Association
Ontario Bar Association

300-20 Toronto St — Toronto, ON M5C 2B8

Ph: (416) 869-1047  1-800-668-8900

Fax: (416) 869-1390 info@oba.org

ALL RIGHTS RESERVED

Printed in Canada



| ntroduction

There' s nothing like mentioning the search for an articling position to provoke some anxiety in
the mind of alaw student. Much of the stress flows from a sense of not having sufficient
information about the process. We at the Young Lawyers Conference of the Canadian Bar
Association want to help you relax alittle. Getting the straight goods is the first step. This
booklet is designed to give you some basic information and practical advice about the process
from the perspective of young lawyers who have recently beenin your shoes.

The mandate of the Young Lawyers Conference isto promote the professional and persona
interests of young members of Canada s legal profession. The Conference helps new members of
the legal profession face today’s challenges in the following ways:

+ By representing the interests of new lawyers and notaries inside and outside the Canadian
Bar Association;

+ By providing them aforum to pursue and act on issues of concern to young lawyers
through continuing legal education programs.

The Conference would like to acknowledge the invaluable contribution of Ron Miller and Steven

Rosenhek, as well as Stephanie Tynan. This book would not have seen the light of day without
their efforts.

For more information on the Conference please contact your CBA Branch or Hannah Bernstein
at the CBA nationa office in Ottawa. Happy reading!

Janet Hoyt
Chair, 1994-95
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Getting Started

It's never too early to begin the process. As you progress through law school, begin to consider
the setting in which you wish to practise — a traditional law firm, government, legal clinic, or as
in-house counsel for a social agency or corporation. There are many different possibilities.
Contact the local Young Lawyers Section of the Canadian Bar Association in your province or
territory to find out about meetings on career aternatives and to network with lawyers who
already practise in these settings. As well, many law schools offer mentoring programs for first-
and second-year law students to give afedl for what it’s like to practise in alaw firm or
elsawhere.

Each province and territory has a somewhat different procedure and time frame for interviewing
and hiring articling students. These rules change from time to time. By the start of your second
year of law school, your class will probably be buzzing about how the articling process works. If
you are not “in the loop” (or choose not to be), contact your law society or school articling
committee to find out what the rules are for sending out applications, arranging interviews, etc. If
you're considering articling in another province or territory, contact that law society as soon as
possible to make sure that you don’t miss any deadlines.

In most provinces and territories, interviewing and hiring takes place between the spring term of
second year and the fall term of third year. Generally speaking, larger centres have an earlier
start date and a more formalized procedure. Don't overlook the fact that even in large
metropolitan centres, numerous firms and all government agencies are not in the matching
program. Y ou will have to contact them directly.

Whereto look for help

Most law schools offer help for their students in searching for articling positions. Often there's a
student placement office located at the law school, as well as a student articling committee that
collects and distributes information on articling positions, including what positions are available
and how to make the applications.

Some of the resources to consider at your own law school are:
. The student placement office and articling committee;

. Theregistry of articling positions available which is posted at either the law school or the
law society (often positions out of town and in smaller offices);

. Workshops on résumé writing and interviewing skills (sometimes offered within the
university or by commercial enterprises);

. Career days during which potential employers visit the law school to provide information
on opportunities;




5. Booksin the law library or in bookstores that provide information on résumé
preparation, interview techniques and how to secure jobs. Many of these publications
include sample résumés and letters. Given that many lawyers remain with the employer
they choose for an articling position, remember that the path you are embarking on may
be along one. The time spent in acquainting yourself with the process and making an
informed choice is sure to be worth the effort.




The Résumé

The résumé is key to the hiring process. It provides your potential employer with a first
impression of you. If your résumé is no good, you probably won’t get the chance to impress the
interviewers with your sparkling personality, brilliant wit and superb intelligence! Y ou just
won't get an interview.

Therefore, preparing a good résume is very important. Make sure the résumé meets the following
criteria:

1. Tointroduce yourself and to spark enough interest to convince your target employer to
give you an interview;

. To provide aframework for topics that can be explored and discussed during the
interview;

. To remind the interviewer who you are (hopefully he or she has not forgotten!) and what
your qualifications are after the interview, but before the selection process is completed.

While there are differences of opinion on how to prepare a résume, conventional wisdom states
that it should be brief and to the point. Two pages is considered a maximum. Don’t try to include
every single accomplishment since high school as you will likely bore the reader to tears. Make
sure you include only the relevant information, as most potential employers do not have the time
or interest to pour through a treatise. You will turn off the reader with unnecessary information.
Make sure your résumé is a brief, concise and accurate outline of your experience and
qualifications.

While various formats can be used to create a résumé, you should probably include the following
basic information:

1. Your name, address and telephone number where you can be reached for purposes of
Setting up an interview.

. Personal information. It is not necessary to include your date of birth, place of birth or
marital status. Virtually all provincial Human Rights Codes prevent this information from
being required by the employer. Some people still include information as to their “general
state of health”, but this too should go the way of the dodo bird.

. Education. Include all post-secondary education in reverse chronological order. List
degrees obtained, years attended and years of graduation. Y ou may wish to include
information about high school, but thisis not considered necessary.

. Previous employment. Include all permanent, part-time and summer employment for at
least the last two years, in reverse chronological order. Use your discretion in
determining which jobs are relevant and how far back in time you wish to go. Some
people include a summary of the work done in every position. If you are going to do this,
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make sure that it is brief and use your discretion. Potential employers don’t want to read
five lines about your duties as a grocery clerk or cashier.

. Academic achievements. Include any post-secondary prizes, honours, scholarships and

outstanding high school honours.

. Extracurricular activities. Provide a genera outline of important post-secondary

activities, aswell as any community or volunteer work outside law school. Some people
want to include any kind of volunteer or extracurricular activity as “filler” in order to
make them appear well-rounded. Bear in mind that your potential employer can usually
spot the “filler”.

I nterests and hobbies. Although this is optional, you may wish to highlight some
specific interests or hobbies. Don't try to cover every hobby since childhood. Stick to
those areas in which you have a genuine interest and about which you can speak
intelligently during the interview.

. References. Common practice is to state that references are available upon request. If

you wish to include the names of your references, list the names, addresses and telephone
numbers of individuals in academic, employment and personal capacities. Always get
permission from the individuals before using their name and ensure first that they have
positive thingsto say.

. Transcripts. Always attach an official (if available) or unofficial transcript of your law

school marks to your résumé. Telephone the potential employer beforehand in order to
find out what specific documents are required as part of the application.

How to avoid the “ crash and burn” syndrome

1.

2.

Be concise. Don't try to overwhelm the reader with unnecessary information.

Pay attention to the visual aspects of your résumé. Make sure it looks professional and
that the important points stand out. Most résumé screeners spend a matter of seconds
reviewing the résumé. Information, if not well presented, will be either ignored or
missed. Make sure that your résumé is adequately spaced, well organized and generally
looks professional. Y our résumé should be well typed. Use good quality paper.

. Make absolutely sure that there are no typographical, spelling or grammatical errors. This

isareal turn off for résumé screeners.

. List al information in reverse chronological order.
. Use aconsistent style throughout.

. List information in point form rather than in narrative.

Include a transcript of your marks.




8. Last but not least, make it interesting! Y ou want to spark the reader’ s interest and make
yourself stand out. If you feel comfortable using a bit of humour, do so. But bear in mind
that not everyone shares the same sense of humour and weigh the risks before going
overboard.

Covering letter

The covering letter is an extremely important document as it basically introduces you to your
potential employer. More importantly, it's another vehicle to sell yourself and your skills.

Y ou must include a covering letter with your résumé. When trying to decide what to include in
your covering letter, bear in mind these points:

1. Introduce yourself and tell your potential employer why you have chosen to apply to
them specifically.

2. Emphasize information that you think is important or interesting.

3. Reguest an interview.
Personalize the letter so that it is addressed specifically to your potential employer. Find out
precisaly to whom your letter should be addressed and, if you are not sure whether that

individual is a man or awoman, confirm that information by telephone. There is nothing worse
than arecelving aletter addressed to Dear Mr./Ms. Pat Smith” or “Dear Recruiting Officer”.

Here is the basic format:

1. Introduce yourself briefly at the outset, and tell the employer what position you are
applying for and when you would like to start working.

. Make sure that the letter communicates something about yourself that you think is of
value to your potential employer.

. 'You may also wish to include a paragraph to convey why you are interested in a
particular employer, or areas of particular interest. Thisis an opportunity to show
potential employers that you know something about them and their activities.

. The last paragraph should request an interview and thank the reader for his or her
attention and consideration.

Here are some “do’s’ and “don’ts’ for the covering letter:
1. Make sure that your letter is personalized and originally typed. Use good quality paper.
2. Visual presentation is important. Proper business form and layout should be followed.

3. Three or four short paragraphs on a single page is the maximum and looks best. If your
letter exceeds that length, edit it. Do not repeat all the information included in your
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résumé. Focus on one or two points that you think are significant or of interests to your
target employer.

. Use concise sentences and the active tense.

. Have afriend or family member review your letter and evaluate it honestly.

Follow-up to the application

Y our potential employer should acknowledge receipt of the application. If you haven't received a
reply within two weeks, you may wish to confirm that your application was received and obtain
any information asto its status.

When you receive an invitation to be interviewed, you will likely get a letter from your employer
to confirm the time and place.

After the interview, you may want to send a follow-up letter to the interviewer, expressing your
thanks for the interview. This is an opportunity to confirm your interest in the firm. It may aso
stimulate some action on the part of the interviewer.

If you receive and accept an offer, send a written confirmation. If you receive and reject an offer,
confirm your decision in such away that you keep open the option to apply again in the future.




The Interview

Hooray! Y ou’ ve done everything right so far and have scored an interview. You're ecstatic. You
know you can impress them, but you’ ve never been on an interview before. What exactly goes
on during this little meeting?

The interview provides an opportunity for both you and the interviewer to decide if you like each
other and will work well together. This is a chance for you to obtain information about your
potential employer, and to decide whether you want to work there. Likewise, the interviewer will
want to find out whether you are a good “fit” and have the right qualifications.

Obvioudly, interview styles will vary from interviewer to interviewer. In general terms,
interviews follow a basic pattern. There is some initial small talk to enable both of you to get
acquainted and fedl at ease with each other. Y our interviewer or interviewers will then question
you. After that, you will likely be asked whether you have any questions about the potential
employer. Make sure you prepare some questions beforehand. The interview will come to an end
and you should be alert for signals that the interview is over. Don’'t over-stay your welcome.

Beforetheinterview
Preparation is key. Here are some suggestions.

1. Obtain information on the employer from sources at your law school, current articling
students, acquaintances and lawyers who work there.

. Seeif you can find some information about your particular interviewer, so that you can
develop some common ground and show some interest in his or her activities.

. Try to anticipate some of the questions that you may be asked.
. Dress neatly and professionally.

In scheduling interviews, you may wish not to line up your first interview with your
preferred employer. “Practise” with another one first. Also, allow yourself sufficient time
between interviews so that you are not frazzled when you arrive at the interview. Rushing
out of an interview to make the next one can leave a negative impression.

. Consider having a“dry run” with afriend, family member or professor who is willing to
provide feedback.

. Beontime.

. Bring dong an extra copy of your résumé and transcript as well as marks you may have
received since your résumeé was mailed. Focus on your best qualities and be prepared to
tell your interviewer why you feel they are your strengths without boasting.




9. Be yoursdf.

Theday of theinterview

The day has arrived. Y ou look sharp and are ready to go. How do you psyche yourself up?
Everyone has unique and valuable qualities. The interview is your opportunity to present your
gpecial qualities in a positive fashion. The most important thing is to relax and be yourself.

The qualities that the interviewer may look for are:

(&) well-defined career godls,

(b) an ability to express yourself clearly;

(c) evidence of achievement, and ability to work with and motivate others,
(d) preparation and organization,;

(e) genuine interest in the particular employer;

(f) enthusiasm and self confidence (and sometimes a sense of humour!)
(g) intelligent questions about the particular position and employer;

(h) adesire to work with firm members in along-term relationship;

(i) honesty and good eye contact;

(j) professiona persona appearance.

Questions you may be asked

Here is a sample of some questions that might be thrown your way. Y ou will be in a better
position to field them if you have thought about them beforehand:

. Have you established any long range goals and objectives?

. When and why did you establish these goals?

. How are you preparing yourself to achieve these goals?

. What goals, other than those related to your work as alawyer, have you established for
yourself for the next 10 years?

. What are your greatest concerns about the articling year?
. Why did you choose to go to law school ?
. What is the last nonlegal book you read?
. How would you describe yourself to a stranger?
. What is your greatest strength/weakness?
10. How do you plan to establish a client base?
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11. What accomplishments are you particularly proud of?

12. How has law school prepared you to work here?

13. What do you do with your leisure or vacation time?

14. What are your interests outside of work?

15. Why should we hire you?

16. In what ways can you make a contribution to our firm/agency?
17. What qualifications do you possess that will make you a successful lawyer?
18. What has been your most rewarding law school experience?
19. What law school subject have you enjoyed the most/least?

20. Do you think your grades reflect your academic achievement?
21. What was your favourite/least favourite job?

22. What have you learned from participation in moot court/clinical program/law school
committees?

23. Do you have an interest in a particular area of law at this stage?

24. In what kind of environment are you most comfortable?

25. Why did you apply to this particular firm/agency?

26. What public policy interests do you have ard why?

27. What do you know about our firm/agency?

28. What factors are most important to you in ajob?

29. Why would you like to live in the community where our firm/agency is located?

Questions you might ask

Y ou think you’ ve handled the questions thrown at you quiet well. Now the interviewer asks what
guestions you have. What’s on your mind? Other than, “Do | have the job?’ Just kidding! The
following are some things you might want to know:

. What will | be doing as an articling student at your firm/agency?

. What particular areas of law will | be exposed to?

. What type of work will | be exposed to?

. How much responsibility will | be given?

. What's the advantage of working for your firm as opposed to another?

. What is the hiring philosophy of the firm? Do you hire with the intention of eventually
making the individual a partner with the firm?

. What criteria does the firm use during the year to evaluate a student’ s performance, and
how frequently is the student’ s performance reviewed?
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8. How do students get feedback?
9. How iswork assigned?

10. Who will I work for? Will 1 work for a group of partners or for a particular lawyer or
client?

11. How is your firm structured?

12. Do you want your lawyers to be generalists or specialists?

13. What type of clients does the firm have?

14. Is the firm dependent on a few mgjor clients?

15. What is the long-term growth plan for the firm?

16. Describe some of the cases/transactiong/issues you are involved in?

17. Why did you choose your field of lav?

18. Why did you choose to work for this firm?

19. How quickly will I be able to do my preferred type of work if | become an associate?
20. What sort of formal or informal associate training do you offer?

21. Are associates involved in firm administration and committees?

22. What’ s the relationship between partners and associates?

23. How would you describe the general mood or atmosphere around the office?

24. |sthere a core group of people responsible for running the firm? Who are they?

25. Are there additional areas of law into which the firm plans to expand in the future?
26. At what point is an associate considered for partnership and under what conditions?
27. What is the short- and long-term salary and benefits situation?

28. Isthere a part-time policy for partners?

29. What is the parental |eave policy? Can lawyers work at home?

30. What type of pro bono work does the firm alow associates or students to do?

31. What sort of hours are worked by associates and partners?
32. Isthere a sabbatical policy?




The Offer

You are now in the fortunate position of having received an offer. In fact, you' ve aced the
interviews and received more than one offer. How will you assess and compare the job offers
you have received? Here are some criteria you may wish to consider:

(@ the position;

(b) thetraining;

(c) the degree of supervision;

(d) the employer’s reputation and quality of work;

(e) working conditions and facilities, including ability to work flexible hours, work at
home, parental leave;

(f) potential for advancement;
(9) leve of remuneration;
(h) non-monetary benefits;

(i) the*“ratings’ by other current or former students who have articled at the
particular firm or agency in the past;

() thevariety of experience during articling;
(k) past hire-back ratio of the particular firm;
(I) persondlity fit (i.e. Can you see yoursalf working here?).

Freedom from biasin therecruitment process

It is the responsibility of all lawyers who participate in the articling recruitment process to ensure
that the process reflects favourably on the profession, is free from bias or the appearance of bias,
and adheres to the rules of professional conduct and the applicable human rights code. Both the
interviewer and the student have the right to expect that all aspects of the recruitment process, as
well as the employment relationship, will be free of discrimination. For example, behaviour
deemed discriminatory by the Law Society of Upper Canada (Ontario) can consist of:

1. any act of sexua harassment

2. different treatment of candidates on the basis of race, ancestry, place of origin, colour,
ethnic origin, citizenship, creed, sex, sexual orientation, age, record of offences , marital
status, family status, or disability;

" “Record of offences’ means an offence for which a pardon has been granted under the Criminal Records Act
(Canada) and not revoked, or an offence under provincial enactment. Discrimination in employment on the basis of
record of offences does not infringe the Code if the requirement is a reasonable and a bona fide occupational




. any inquiry which would €licit information about the above;

. derogatory or degrading remarks directed towards members of a group based on the
above characteristics;

. racigt, sexist, or otherwise improper jokes causing embarrassment or offense, told or
carried out after the interviewer has been told they are embarrassing or offensive, or that
are or ought reasonably to be known to be unwelcome.

Thisis obvioudly an aspect of the articling process for which an applicant cannot be fully
prepared. However, it isimportant that if you do experience discriminatory practices, you report
these to the appropriate governing body, usually the law society, as well as to your articling
committee or dean. This will ensure that lawyers are made to conform to the ethical standards of
the profession and to human rights legislation.

Some examples of questions that are deemed inappropriate during articling interviews are as
follows. [ These have been adapted from students experiences and are found in the Articling
Interview Guidelines published by the Law Society of Upper Canada (Ontario) in June 1998.]

(& How old are you?
(b) Areyou what is referred to as a “mature student”?

(c) Do you have a girlfriend/boyfriend? Are you married?

(d) Questions regarding marital/family status (e.g., Would your spouse be happy living in
Ottawa? Are you a “family man/woman”?)

(e) Questions relating to whether or not you plan to have children and daycare requirements.
(f) Heritage/country of origin. Years of residence in Canada.

(g) Religious affiliation affecting the loyalty to the firm and desire to remain there.

(h) Questions regarding club memberships.

(i) Questions relating to your feelings on gender issues and feminist politics.

() Disparaging remarks about gays, lesbians, or any ethnic or racial group.

qualification because of the nature of the employment. For guidance on when arecord of offences might be abona
fide occupational qualification, see Woodward Storesv. McCartney (1983), 4 C.H. R.R. D/1325 (B.C.S.C.)




Conclusion

Mentor Programs

As mentioned earlier, many branches of the Canadian Bar Association in various provinces and
territories have set up mentor programs through which students and junior lawyers can have
contact with more senior practitioners for advice and guidance in al aspects of the practice of
law.

Special interest groups have been organized within the CBA to discuss matters of concern to

members. The Branch of the CBA in your province or territory can provide you with information
on these programs.

The search for an articling position is the first step in the transition from the study of law to its
application. The CBA Young Lawyers Conference hopes that this booklet has enlightened you
and will provide you with some help in achieving your goals. Call the Young Lawyers Section
in your area and get involved! We re good people to know.

Good L uck!




CBA Contacts

Thefollowing isalist of CBA Branch offices:

ALBERTA

1830-540 5 Ave SW

Cdgary AB T2P0OM2

(403) 218-4315 FAX: (403) 265-8581
e-mail: terry.evenson@chba-alberta.org
website: www.cha-alberta.org

BRITISH COLUMBIA

845 Cambie St 10th FIr

Vancouver BC V6B 5T3

(604) 687-3404 FAX: (604) 669-9601
e-mail: fkraemer@bccba.org

website: www.bccba.org

MANITOBA

105-400 St Mary Ave

Winnipeg MB R3C 4K5

(204) 927-1213 FAX: (204) 927-1212
e-mail: cbha_mba@pcs.mb.ca

NEW BRUNSWICK

206-634 Queen St

Fredericton NB E3B 1C2

(506) 452-7818 FAX: (506) 459-7959
e-malil: chanb@cbanb.com

website: www.cha.org/nb

NEWFOUNDLAND

402-139 Water Street,

St. John's, NL A1C 1B2

(709) 579-5783 Fax: (709) 726-4166
cba.nfld@thezone.net

NORTHWEST TERRITORIES
5004-50th Ave, Main Fr

PO Box 1985 Stn Main

Yelowknife NT X1A 2P5

(867) 873-3828 FAX: (867) 873-6344
e-malil: chawt@lawsociety.nt.ca

NOVA SCOTIA

526-1657 Barrington St

Halifax NS B3J2A1

(902) 422-1905 FAX: (902) 423-0475
e-mail: chans@ns.sympatico.ca

ONTARIO

300-20 Toronto St

Toronto ON M5C 2B8

(416) 869-1047 x323 FAX: (416) 869-1390
e-mail: info@oba.org

website: www.oba.org

PRINCE EDWARD ISLAND

93 Pownal St

Charlottetown PE C1A 3W4

(902) 566-1590 FAX: (902) 566-3352
e-mail: cba-pel @isn.net

QUEBEC
445 boul. St-Laurent
Bureau 410

Montréal, Québec H2Y 2Y7
(514) 393-9600 FAX: (514) 393-3350
Courriel: info@abcgc.qc.ca
website: www.abcqc.qc.ca

SASKATCHEWAN

411-10521st StE

Saskatoon SK S7K 0B3

(306) 244-3898 FAX: (306) 652-3977
e-mail: cdn.bar @sasktel.net

YUKON

PO Box 31712 RPO Main Street
Whitehorse YT Y 1A 6L3

(867) 393-4769 FAX: (867) 633-5688
e-mail: chayukon@internorth.com
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SECTIONS

network :
share information - update your reference materials
Interact . keep your library current

develop essential skills

ADVOCACY

participate in the legislative process
help shape legal reform
improve the image of the profession

BENEFITS OF
BELONGING

ON-LINE FORUMS COMMITTEES

communicate with members
discuss issues
discover solutions

explore opportunities

volunteer
be heard
make a difference

CONTINUING LEGAL EDUCATION

personal & professional development
invest in your learning

PREFERRED SUPPLIER DISCOUNTS

save money
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Join today!
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at 416-869-1047 or 1-800-668-8900 or membership@oba.org




