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INTRODUCTION 
 

Next summer fifteen post-secondary students and recent graduates from various regions across 
Canada will be joining fifteen Bolivian students and recent graduates for the 71st International 
Seminar in Bolivia. This unforgettable learning opportunity builds bridges to a more equitable world 
and empowers participants to become development advocates on campuses, in their communities, 
and beyond. 
 

The Uniterra International Seminar is made possible thanks to the contribution from Global 
Affairs Canada (GAC).  
 

Seminar Recruitment Toolkit 
 

WUSC Local Committees have a history of promoting and recruiting for the Uniterra International 
Seminar on their campuses. Help us find the best candidates for next year’s Seminar! This is also a 
great opportunity for your Local Committee to recruit new members and to improve relationships with 
the International Office and key departments to strengthen the rest of your work on campus. 
 

By promoting the Seminar on campus, and playing a role in the selection process, you are also 
raising awareness about international development issues. 
 

This Seminar Recruitment Toolkit is intended to provide guidance to interested Local Committee 
members as they support the Seminar recruitment process by forming an Interview Panel on campus, 
promoting the event and conducting interviews. If you have any additional questions, after reviewing 
this toolkit, you can contact the International Seminar team by email at swb@wusc.ca.  
 

Guidelines for the Recruitment of Seminar Participants 

 

Each year, the Uniterra Program relies on Local Committees to receive a large number of 
applications for the International Seminar. Campus-level screening is a very important part of the 
selection process, and it is followed by a national selection organized by the International Seminar 
team. The following guidelines will make the screening both manageable for your Local Committee 
and fair for each candidate. Please contact Gina Vukojevic at swb@wusc.ca if you have questions 
about the process.   
 

NB: Interview questions will be emailed to the contact persons indicated on MyCommittee under the 
“International Seminar Recruitment” Activity for each Local Committee and must be kept confidential 
(opened only by members of the interview panel). 
 

Important:  Interviews should be held shortly after the application deadline of November 20th. 
The dossiers of candidates short-listed by your Local Committee Interview Panel must be 
received by the International Seminar team (swb@wusc.ca) by December 2nd at the latest. 

http://h
http://h
mailto:swb@wusc.ca
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Composition of the Interview Panel  

 

We advise that your Interview Panel be composed of 3 to 5 members including:  
 

- A faculty or staff member with international experience, preferably in South America; 
- A WUSC or CECI alumni, ideally a former Seminar participant; 
- A Local Committee member (who is not applying to participate in the Seminar). 

 

NB: Please be especially cautious about conflicts of interest when determining the composition of the 
Interview Panel. Objectivity is critical, especially  when members of your Local Committee are 
candidates. 

 

The interview and selection process does not take a lot of time; however, it is essential that all the 
members of the Interview Panel be available to participate in all of the interviews and the final 
selection process. When inviting individuals to be members of your Interview Panel, be sure to 
confirm their availability between November 21st and December 2nd (the deadline for the WUSC office 
in Ottawa to receive your best candidate(s) is December 2nd). The Interview Panel should nominate a 
Primary Contact person to facilitate the interview and selection process. 
 

Pre-selection and interview preparation  

 

To make the recruitment process more manageable, 2 Local Committee Interview Panel members 
should review all applications to ensure that they are complete and that the candidates meet the 
selection criteria for the Seminar.   
 

Applications must include: 
 

● A completed Application Form; 
● Resume; 
● Letter of interest (800 words maximum); 
● Financial contribution campaign strategy (1 page maximum); 
● Recent transcript. 

 

Selection criteria - Applicants must: 
 

● Be Canadian citizens or permanent residents; 
● Identify as youth (be between the ages of 18 and 35); 
● Be currently registered at or recently graduated from a Canadian postsecondary institution; 
● Have intermediate or strong proficiency in Spanish 
● Be engaged in your community and have a demonstrated interest in local or international 

development issues, especially sustainable tourism; 
● Have a team spirit, be adaptable and comfortable in an intercultural setting; 
● Be willing and available to collaborate with other Seminar participants before departure; 



 

International Seminar Recruitment Toolkit                                                                                        4 

● Open to sharing Seminar results with the Uniterra Program and network upon return; 
● Have a good academic record; 
● Be medically fit (This will be assessed by the International Seminar Team, rather than the 

Interview Panel).  
 

The Interview Panel should meet to: 
 

● Shortlist candidates that will be interviewed amongst those who submitted a complete 
application; 

● Review and delegate the interview questions, set interview times and dates; 
● Inform the shortlisted candidates of their interview date, time, location, and length of the 

interview.  
○ We suggest one hour per candidate: 30 min. for the interview, 15 min. for the panel to 

debrief after the interview and 15 min. preparation/break between candidates).  
 

At the interview  

 

Make sure someone meets the candidates before the interview to put them at ease.  
 

1. The Interview Panel should first ask questions to confirm that the candidate meets all of the 
selection criteria (see the conditions listed above).  
 

2. Having established the candidate’s eligibility, the Interview Panel can proceed to the more 
discretionary criteria. Sample interview questions and scenarios will be made available to  assess the 
candidate's motivation, flexibility, adaptability and coping skills (See the  “International Seminar 2017 
Confidential Interview Questions” which will be emailed to the Seminar Recruitment contact persons 
indicated at Activity Sign-up on MyCommittee - If you have not received it by October 31st, please 
contact Gina Vukojevic at swb@wusc.ca. 

 

After the interview 

 

3. After each interview, the panel should summarize their thoughts on the Interview Panel 
Recommendation Form. This form should be attached to each application. 
 

4. After all interviews have been completed, the Interview Panel must identify and rank a maximum of 
the three best candidates.  
 

5. The Interview Panel should email the dossiers of the (maximum) 3 best candidates to International 
Seminar team (swb@wusc.ca). Comments explaining  the ranking will be of great importance in the 
International Seminar Team in conducting the last steps of the recruitment process, so they should be 
fairly detailed. 
 

6. The Interview Panel Primary Contact person must complete the Interview Panel Summary Form, 
including:  

mailto:rebeccag@ceci.ca
mailto:swb@wusc.ca
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- The members of the Interview Panel 
- The names, complete addresses and telephone numbers of all applicants (whether interviewed 

or not) 
- This form is essential for correspondence with the applicants. Attach an extra sheet if necessary. 

Submission of dossiers to International Seminar team   

 

Send the dossiers of the 3 top-ranked candidates by email to International Seminar Team 
(swb@wusc.ca). The dossiers of all the recommended candidates must be received by December 
2nd, 2016 and must include the Interview Panel Summary Form and the Panel Recommendation 
Form.   

 

The Interview Panel must then inform all candidates whether their dossiers were recommended 
to the International Seminar Team. This is particularly important for those who were not 
recommended since they will not be contacted by the International Seminar Team. 

Final selection 

 

Final participant selection will take place between December 5th and 9th by the International Seminar 
Team. This team relies heavily on the Interview Panel’s evaluation, will conduct follow-up interviews, 
and also considers factors such as national representation (geographically and amongst 
postsecondary institutions). 
 

The International Seminar Team will send an email to all recommended candidates, whether selected 
or not, to inform them of the results of the final stage of the recruitment process during the week of 
December 12th, 2016. 

 
  

mailto:swb@wusc.ca
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Program Calendar 
 

 

SEMINAR RECRUITMENT TIMELINE 

 

Sept and Oct 
2016 

Local Committees Sign up for “International Seminar Recruitment” through 
MyCommittee by September 18th, indicating the desired contact people to 
receive further communications for Seminar Recruitment 
 

Local Committees promote the International Seminar on campus (put up 
posters, social media promotion, send emails, etc.) 
 

Local Committees form their Seminar Interview Panel 
 

Nov 20, 2016 Deadline for applicants to submit applications to the WUSC Local 
Committee on campus. 
 

The Seminar Interview Panel begins interviews with candidates on campus. 
 

NB: Students applying for the Seminar on campuses without WUSC Local 
Committees or an Interview Panel should send their applications directly to 
the International Seminar Team by Nov. 20th at swb@wusc.ca   

 

Dec 2, 2016 Local Committee Interview Panels submit the short-listed dossiers to the 
International Seminar team at swb@wusc.ca.  Please note that all the 
dossiers must be received at the latest by December 2nd, 2016. 
 

Dec 5 to 9, 2016 The International Seminar Team undertakes follow-up interviews and the 
final selection of student participants.  

Week of Dec 12, 
2016 

Selected candidates will be notified the week of December 12th. 
Unsuccessful and wait-listed candidates will be notified shortly after. 
 

Jan 30, 2017 Deadline for all selected candidates to confirm their participation by 
sending a non-refundable $500 installment to CECI.   
 

Jan-June 2017 
 

- All participants will receive briefing materials and correspondence from the 
Uniterra program staff  
- Participants will begin communicating with each other and the Seminar 
coordination team. 
- Financial Contribution instalments are sent to CECI in Montreal by the 
Seminar participants. 

 

Late June, 2017 
 

July, 2017 
 

In-Canada pre-departure orientation (date to be confirmed) 
 

International Seminar in Bolivia! (departure date to be confirmed) 

 

 

mailto:swb@wusc.ca
mailto:swb@wusc.ca

