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Facilitator’s 
Checklist 
Preparations 

The facilitator should make sure of the following before beginning 
activities. 
 
Check Supplies 
 Basket to collect cell phones 
 Post-It Easel pad with markers (check markers to make sure they 

have ink) 
 Pens, Tape, Crayons, Markers, Scissors, Glue 

 
Check Presentation Equipment 
 Power On 
 PowerPoint appropriate for sessions 
 Video: Understanding an Applicant Tracking System 
 Video: Interviewing for a Job with a Criminal Record 
 Video: How to Answer Situational Job Interview Questions 

 
Reference Material During Session 
 Life Journal Pages: W-4 through W-29 

 
Check Facilitator Bin for Supply of Handouts 
 Post Cards &Envelopes 
 Evaluations 

 
Candidates Prep 1 Materials 
 Dr. George Manning Professional Development Assessment 

Pre-Work 
 
Candidates Prep 2 Materials 
 Sample Jobtimize Job Fitness Assessment Report 

 

 

 
 

 
 

Facilitator Tip:  
Remind Candidates to turn cell phones off or place on silent and 

put in basket. They are free to use on breaks. 

Facilitator Tip:  
As this text is used universally, check schedule to incorporate use 

of such terms as: “this afternoon/evening,” “break/meal.” 
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Welcome 
15 Minutes 
 

Welcome to Working for a Better Life! My name is ____________ and 
I’m a volunteer faculty member.  
 

PPT—Slide 1 
 

 

As usual, your daily schedule is posted on the classroom door. You can 
reference it for the following information: 
 Scheduled Break/Mealtimes 
 Volunteer Faculty 
 Lesson Topics & Time Durations 
 Assigned Location (i.e. classroom, technology lab, café, etc.) 

The next few minutes are yours to make sure you have all the necessary 
materials to be successful and participatory for class. Please take out the 
following items: 
 Pen/Pencil 
 Life Journal 

Allow a moment. 

Take the remaining few minutes to get yourself mentally and physically 
ready for class. 

Everyone has a life and responsibilities outside of the Life Learning 
Center. However, now is the time to shift gears from whatever may be 
going on at work or at home. Leave it at the door for the next few hours 
and allow yourself to be present in this moment. 

Stand up, stretch, or do a quick breathing exercise to help clear your 
mind. 

Allow a moment. 

Wonderful! Let’s get started! 

Let’s kick off your workforce development training with a review of 
what we will be covering over the next several sessions. We will call 
them “Work Readiness Skills.” 
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Welcome (Cont.) 
PPT—Slide 2  
 

 

Let’s take a look at this slide. These are the topics we will be covering 
throughout this segment of your journey. 
 TMAY: Tell Me About Yourself 
 Job Search Strategy 
 Applicant Tracking Systems 
 ONET/Jobtimize 

I’m going to stop for a minute. In Foundations 3 Change and Growth 
you took a Job Fitness Assessment. You will need this report for 
tomorrow’s session. Right now, check the front pocket of your Life 
Journal to make sure you have a copy of the report. If you do not have a 
hard copy, check your email later, to see if it is there. If you cannot 
access it from email, ask the assistant at the front desk to help get you a 
copy before tomorrow’s session. 

 Tough Questions 
 Typical Interview Questions 
 Standing Out from the Crowd 
 STAR Stories 
 Resume Building 
 Researching the Company 
 Interview Process & Preparation 
 Video Interviews 
 Mock Interviews 
 Cover Letters 
 Job Search Tools 

Briefly walk through each of these with a short description and when 
they will be covered. 

This may sound like a lot of ground to cover and some of you may be 
feeling overwhelmed. Please keep in mind, these feelings are normal 
and to be expected! 
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Welcome (Cont.) 
 

I encourage you to trust the process and remain open minded as we 
tackle these new concepts together one step at a time. Be patient with 
yourself and others as you maneuver through each topic. Allow yourself 
to accept and offer support when needed. 

Most importantly, do not give up. Put forth your best effort and 
remember, the most significant breakthroughs often occur from 
overcoming obstacles that make you want to quit and push you outside 
of your comfort zone. Would you agree? 

Look for nods 
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Work Email 
Addresses 
30 Minutes 
 
 

Everyone should have a professionally appropriate email for 
communications with LLC and prospective employers. We recommend 
checking the email daily and responding promptly to messages. (Note: 
responding promptly does not mean during LLC sessions.) 
 

Professional 
Address 

We want to make sure the address does not immediately cause unsought 
prejudice against you. Show of hands – who has an email address? 

Great. I’m going to write each person’s address on the board so we can 
examine their professionalism. 

Excellent. Did I miss anyone? Note the name of any individual who does 
NOT have an email address. 

Now in looking at these emails, we want to consider the impressions we 
are making with our email. We always want to present a professional 
image. We want to avoid prejudice by reference to family, politics and 
religion. We want people to give us the personal opportunity to further 
present our professional worthiness. 

Let’s review those where I’ve placed a checkmark next to their address. 
Why might these be questionable addresses. 

Responses might include: 
 Fashionitarita gives impression she’s an airhead who is crazy about 

clothes 
 Momstaxi immediately implies lots of family commitments that might 

prevent her from concentrating on her job 
 MichaelsforNRA implies a gun nut who might be violent 
 Bobbyswife implies marital status 

Great insight. Your email should be simple such as: first name, 
firstlastname; combined with numbers (do not recommend using 
birthdates). 

Access Account 
LJ Page W-4 

Those of you who have an email account, please access your account. If 
you have forgotten how, check the instructions given on Life Journal 
Page W-4. 

I want those individuals with questionable emails or no email to take 
five minutes using the guidelines on Life Journal page W-4 to create a 
new email account. 

  

Facilitator Tip:  
Start with candidate at first table on left side of room and work 
your way around until everyone’s email address is listed. Put a 

checkmark next to those whose professionalism might be 
questioned. 
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Work Email 
Addresses 
(Cont.) 
 
 

Facilitator should check out each person’s progress in creating new 
emails. 

Okay. Everyone now has a professionally acceptable email address. 

Let’s go over a few email protocols. 
 

Email Do’s All emails should: 
 Have a subject 
 Talk about one subject only 
 Be grammatically correct 
 Be concise – think about what questions reader might have and 

answer them within the body to avoid a lot of back and forth 
 Contain complete sentences and spell things out 
 Contain no more than 5 paragraphs that are no longer than 5 lines 
 Stand up in a court of law 

Let’s talk about this last aspect. How many of you are aware that emails 
can be used against you in a court of law? The key phrase is “against 
you.” Scary, huh. That leads us to…. 
 

Email Don’ts Emails should not: 
 Be pornographic 
 Be insulting 
 Contain swear words 
 Be incoherent 
 Be typed in ALL CAPS, which indicates shouting 
 Contain a lot of abbreviations, slang words and emojis 
 Be more than 5 paragraphs long 
 Be argumentative 
 Don’t discuss personal or personnel matters in an email 

One last thing, when responding to an email which was also sent to 
other people, avoid “Reply All.”  

Has everyone used an email account before to create and send emails? 

If not, then proceed quickly through the next section. If everyone has 
some experience here, the following section may be skipped. 

Now, let’s review how to compose a new email. Follow along to the 
PowerPoint slide for step-by-step directions: 

 
 
 

Facilitator Tip:  
Ask Candidates sitting near individuals with no email or must 

recreate to help to keep class moving. 
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Work Email 
Addresses 
(Cont.) 
PPT—Slide 3 

 

1. In the left menu pane, click the Compose button for a new untitled 
message. 

Allow time. 

2. Add your recipient’s email address to the To: field at the top of the 
untitled message. 

For this exercise, you can use one of your classmate’s email 
addresses, or you may enter your own. 

Allow time. 

3. Type a subject for the message. 

Keep it concise— enter 1-2 words into the subject line and look up 
when you’re finished. 

Allow time. 

4. Type your message in the body field. 

Type 1-2 quick sentences for this practice session. 

Allow time. 

5. Check for grammar and spelling. 

Allow time. 

6. Click Send. 

7. Confirm the email was successfully sent by asking the recipient to 
check their inbox. If the email was sent to yourself, it will appear in 
your inbox. 

8. Sign out. 

Always be sure to log out when using a device that is not yours. 

Continue to follow this process as you routinely check your inbox. Keep 
an eye out for emails from LLC’s Job Placement Coordinator, which 
may include employment opportunities or action items. 
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Dr. George 
Manning: 
Professional 
Development 
Assessment- Pre-
Work 20 Minutes 
 
 
PPT—Slide 4 

Throughout this Prep session, we are going to thoroughly examine 
ourselves to help us focus on our strengths and work preferences. 

 

For the next 20minutes or so, we will be conducting a Pre-Work 
Assessment, adapted by Dr. George Manning. The objective of the 
Professional Development Assessment is to examine your job 
performance across 15 attributes that make up a successful employee. 

You will perform this assessment twice – today and at the end of the 
program. We will compare your scores from now and then to assess 
improvements in your professional development and success of LLC’s 
Working for a Better Life program. 

I’ll pass out the assessment now. We are going to complete this 
together, step-by-step. Please don’t write on the sheet until I instruct 
you to do so. First print your name and today’s date at the top of the 
form. 

LJ page W-5 – W-6 Instruct candidates to turn to page W-5 to W-6 in their Life Journal. 

You will notice there is a brief explanation describing each attribute, 
and a spot for you to provide a 1-10 ranking, based on how well you 
feel you demonstrate it in the workplace. Let me remind you of the 
ranking system and some things you may want to keep in mind. 

After we explain each attribute, I will prompt you to provide yourself 
a 1-10 ranking, based on your current demonstration of that attribute 
in the workplace. 

The ranking scale runs from low to high – 1 being the lowest, 10 
being the highest. Once you’ve provided a ranking for each of the 15 
attributes, we will add them up. There is a possible score of 150. 

Ranking yourself a 1, would mean you don’t demonstrate that 
attribute at all. Ranking yourself a 10, would mean you demonstrate 
that attribute exceptionally well and there is no room for 
improvement. 
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Dr. George 
Manning 
Professional 
Development 
Assessment Pre-
Work(Cont.) 

Now, let’s talk about that for a minute. You may be thinking, “how do 
I know which ranking to choose?” The simple answer is that you must 
be objective. 

Also, avoid being overly critical, which may produce a score that is 
too low, and avoid being overly confident, which may result in a score 
that is too high. Be realisticit’s very unlikely you would end up with 
a perfect score of 150, because there is always room for improvement! 

Remember, we want to assess how your score changes over the course 
of the program, and we have several learning opportunities that can 
assist in enhancing your performance of these attributes. 

We will not share your score out loud or compare them with your 
neighbor. The score does not determine your overall success in the 
workplaceit’s simply giving us an idea as to which areas could use 
attention and/or improvement. 

It’s also important to remember, we are examining how we 
demonstrate these professional attributes in the workplace. Consider 
how you display these traits while on the job. If you are unemployed, 
you may reference jobs you’ve had in the past. If you don’t have any 
work history, you may reference previous volunteer work or 
schooling. 

Any questions before you get started? Address questions as necessary. 

All right, let’s get started! 

 Follow along with me as we walk through the explanation and scoring 
of each attribute.  We will start with number one: 

1. Job Knowledge: 
Job knowledge relates to your understanding of the job, including 
processes, materials, equipment, skills, etc. to perform the job well. 
Knowledge enables you to work more intelligently and effectively. 
You know what to do, when to do it, and why you’re doing it. 

What the rankings mean: 
 8 – 10 – High performer, high job knowledge, knows how 

assignments relate to other areas, requires minimal oversight 

 4 – 7 – Moderate performer, good job knowledge, requires 
guidance; seeks to expand knowledge 

 1 – 3 – Fair or lower performer, minimal job knowledge, requires 
close supervision; rarely seeks opportunities to expand knowledge. 

Circle the 1-10 ranking that best fits your performance of job 
knowledge. Raise your hand if you need a description to be repeated 
and look up when you’re finished. 

Allow time. 
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Dr. George 
Manning 
Professional 
Development 
Assessment Pre-
Work(Cont.) 

2. Dependability: 
Dependability means being on time, meeting deadlines, and making 
consistent contributions in the workplace. 

What the rankings mean: 
 8 – 10 – Highly dependable, consistent performance, exceeds 

expectations and meets deadlines 

 4 – 7 – Moderately dependable, inconsistent performance, displays 
energy, does not always follow through 

 1 – 3 – Rarely dependable, flaky, unreliable, never follows through 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 

 3. Cooperation: 
Cooperation creates a healthy environment for employees to work 
together and achieve organizational goals. It means lending a hand, 
showing interest, and learning to get along with all types of people. 

What the rankings mean: 
 8 – 10 – Highly cooperative, adapts to circumstances, willing to 

help; positive/inclusive work attitude; promotes team 

 4 – 7 – Moderately cooperative, shares but not with all team 
members; not as team focused 

 1 – 3 – Rarely cooperative, does not like to work with team; does 
not share information with co-workers 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 

 4. Concentration: 
Concentration refers to the attention and focus you allocate towards 
your work, while also being aware of new learning opportunities. 
Demonstrating this attribute reduces the risk of oversights, accidents, 
and mishaps in the workplace. 

What the rankings mean: 
 8 – 10 – Sets high expectations; demonstrates “can do” attitude; 

make things happen; prioritizes, focuses, follows action plan 

 4 – 7 – Satisfied with “status quo”; stable performer but 
sometimes side-tracked by low priority projects 

 1 – 3 – Rarely worries about goals; expects others to carry load; 
focuses on matters unrelated to work 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 
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Dr. George 
Manning 
Professional 
Development 
Assessment Pre-
Work(Cont.) 

5. Initiative: 
Initiative refers to being eager for the job and committed to exceeding 
expectations. Showing initiative results in the exchange of new ideas, 
accomplishing set goals, and seeking opportunities for improvement. 

What the rankings mean: 
 8 – 10 – Does not need to be told what to do; meets deadlines; 

actively seeks new assignments; requires little/no supervision 

 4 – 7 – Requires some supervision; does what is assigned; accepts 
new assignments with mixed enthusiasm based on interest 

 1 – 3 – Requires constant supervision; rarely performs without 
specific instructions; does not try to figure out things on their own 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 

 6. Communication: 
Communication in the workplace is the process of exchanging 
information and ideas. Open communication fosters healthy workplace 
relationships and increases the effectiveness of the company’s operation

What the rankings mean: 
 8 – 10 – Articulate; often shares expectations/ outcomes with 

team; avoids making excuses/finger pointing 

 4 – 7 – Good communicator but inconsistent; sometimes omits 
specifics; does not organize information to be shared 

 1 – 3 – Tendency to ramble, mumble, use inappropriate terms; 
ignores input from others; oblivious to body language/cues 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 

 7. Flexibility: 
Flexibility encompasses one’s openness to changing their approach, 
schedule, or goals in an effort to improve productivity and efficiency. 

What the rankings mean: 
 8 – 10 – Adapts to change to achieve high quality results; supports 

others during challenging projects 

 4 – 7 – Flexible but struggles with accepting new assignments; 
Open to adapting to course change, but anxious about change 

 1 – 3 – Resists change in assignment/schedule/goals; affects 
ability to complete tasks 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time 



Working for a Better Life  Prep 
 

18  Life Learning Center  Copyright 1/20  Rev. 1 

Dr. George 
Manning 
Professional 
Development 
Assessment Pre-
Work(Cont.) 

8. Dedication: 
Dedication to one’s work is demonstrating a devotion and 
commitment to the scheduled time you are required to work each day 
and giving 100% of your efforts to producing quality results. 

What the rankings mean: 
 8 – 10 – Actively seeks opportunities; committed to organization’s 

mission; willing to work overtime to meet deadlines 

 4 – 7 – Moderately interested in new opportunities; dedicated but 
expects compensation for extra effort 

 1 – 3 – Tendency to complain; not interested in working overtime; 
not interested in company’s mission 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 

 9. Conflict Resolution: 
Conflict Resolution is where the interests, needs, values and goals of 
the involved parties interfere with one another in the workplace. 

What the rankings mean: 
 8 – 10 – Addresses problems before they become issues; values 

others’ perspective; strives to solve problems privately 

 4 – 7 – Intends to resolve issues, but does not always yield good 
results; tendency to jump to conclusions; struggles to manage 
emotions 

 1 – 3 – Denies responsibility; blames others 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 

 10. Patience: 
Patience requires one to be an effective listener and take all things into 
consideration to determine if action is necessary to address 
dissatisfaction. It’s all about embracing the process. 

What the rankings mean: 
 8 – 10 – Positive attitude; seeks advice from a mentor before 

making tough decisions; strategically chooses battles 

 4 – 7 – Struggles to make good decisions during periods of 
dissatisfaction; struggles to maintain composure 

 1 – 3 – Tendency to make knee-jerk irrational decisions during 
periods of dissatisfaction; reactionary and easily shows frustration 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 
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Dr. George 
Manning 
Professional 
Development 
Assessment Pre-
Work(Cont.) 

11. Personal Appearance: 
Appearance and grooming reflect the way one presents themselves in 
the workplace, with intent to establish a positive impression and 
respect among colleagues. It’s important to note the standard of one’s 
personal appearance may vary based on occupation and/or dress code. 

What the rankings mean: 
 8 – 10 – Adheres to company dress policy; careful about personal 

hygiene; behaves professionally on- and off-site 

 4 – 7 – Usually presentable; lax about representing company off-
site; unkempt hair/facial hair, wrinkled clothes 

 1 – 3 – Inconsistent in following dress policy; lazy about personal 
hygiene; does not care about reflection on company 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 

 12. Conscientious Use of Time: 
Being conscientious of time includes the ability to designate the 
appropriate amount of time to specific activities, in consideration with 
the priority level and urgency of the task at hand. 

What the rankings mean: 
 8 – 10 – Excels at prioritizing and maximizing time; creates time-

saving processes; keeps deadlines in mind of quality performance 

 4 – 7 – Conscientious of time but sometimes misjudges time 
commitment; quality may suffer due to lack of prioritization 

 1 – 3 – Rarely meets deadlines; takes extended breaks; side-
tracked by non-urgent tasks 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 

 13. Gumption: 
Gumption refers to one’s determination to get things accomplished, 
not just when things are going well—but also during setbacks. The 
extra mile is the difference between ordinary and extraordinary. 

What the rankings mean: 
 8 – 10 – Works diligently to overcome setbacks; leaves nothing 

for tomorrow; disciplined work ethic 

 4 – 7 – Struggles to overcome setbacks; not as concerned about 
leaving things to do tomorrow; maintains a more lax work ethic 

 1 – 3 – Shuts down when faced with adversity; avoids extra 
responsibilities; performance suffers when things don’t go right 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 
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Dr. George 
Manning 
Professional 
Development 
Assessment Pre-
Work(Cont.) 

14. Excellence:  
Excellence in the workplace is derived from studying and practicing 
your work, with the goal of continuous improvement. 

What the rankings mean: 
 8 – 10 – Consistently strives to improve and learn; seeks 

challenging opportunities; works to achieve highest performance 

 4 – 7 – Moderate interest in improving and learning; accepts – 
doesn’t seek opportunities; excels only in tasks that interest them 

 1 – 3 – Does what they have to; okay with doing less; comfortable 
with performance; not interested in learning 

Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 

 15. Trust Worthiness: 
Trust worthiness refers to one’s ability to conduct interactions and 
decisions with integrity, honesty, and respect. 

What the rankings mean: 
 8 – 10 – Always tells the truth; finds fair solutions; creates positive 

work culture; respects others privacy; consistent professional 
interactions 

 4 – 7 – Truthful, but depends on whom they’re talking to; 
sometimes gossips; values professional relationships 

 1 – 3 – Frequently dishonest; talks about others; disregards 
professionalism 

 Assign yourself a 1-10 ranking and look up when you’re finished. 

Allow time. 

Who knew that so much went into being a successful employee?! 

You should now have a chosen ranking for each of the 15 attributes. 
It’s time to total them up! 

LJ page W-6 Add up each 1-10 ranking to generate your total score and write it 
down in the space provided on Life Journal page W-6. 

Allow enough time. Distribute calculators if needed. 

You’ll notice a chart on the back of the assessment, providing an 
evaluation and discussion based on the result of your score. 
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Dr. George 
Manning 
Professional 
Development 
Assessment Pre-
Work(Cont.) 
LJ page W-7 

Briefly review the chart below: 

Score Evaluation Discussion 

135-150 Outstanding Extremely high performers receive these 
scores. These individuals produce top results. 

105-134 Very Good Good performers receive these scores. They 
are solid producers in their organizations. 

75-104 Ordinary People who receive these scores are “doing 
their jobs”—no more and no less. 

15-74 Below 
Standard 

These scores reflect problems with ability, 
experience, motivation, or attitude. Counseling 
and training should be sought.  

 
Remember, this score will serve as a starting point! It’s ok if it’s not 
exactly where you’d like it to be! 

Turn to Life Journal page W-7. 

We are only going to complete Part 1 today. Use the space provided 
for questions 1 and 2 to enter your total score and evaluation. We’ll 
document these now, so we can easily compare them with your Post-
Work scores later on. 

Allow a moment. 

Now, direct your attention to question 3? Which professional 
attributes show room for improvement? 

Take a moment to answer this question independently. Look at the 
attribute(s) that you scored yourself the lowest onthis will help you 
identify the areas that need work. 

Question 4 prompts you to document the changes you’ll make to 
improve your overall score by the time you take the assessment at the 
end of the program. I’ll give you a couple of minutes to do that now. 
Look up when you’re finished, and I’ll provide instructions for wrap 
up. 

Allow time. 

Lastly, I’ll be collecting your assessments (pages W-5 & W-6) and 
turning them in with your daily evaluations. Take minute to jot down 
any notes you’d like to keep in your Life Journals. Also, make sure 
your name and today’s date is at the top of the page. 

Allow necessary time and collect the assessments. Set them aside to be 
turned into the LLC staff with the daily evaluations. 

Great work! Let’s move on to our next lesson. 
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Narrowing the 
Search 
15 Minutes 
 

This exercise is called Narrowing the Search, and it will help you start 
brainstorming ideas for what kind of job you’d like to go for next. 

Before we get started, I’d like to mention that it’s okay if you don’t 
know the exact career path you’d like to take. This is not set in stone. 
It’s simply a starting point for you to begin putting thought into what 
you’re willing and capable of doing, relative to employment! 

LJ—Page W-10 

 

Let’s take a look at page W-10 in your Life Journal. 

Ask a Candidate to read the first line on page W-10. (See below) 

The goal of this exercise is to help you determine the job you will go for 
next, based on your commitment to begin seeking employment by the 
end of the Working for a Better Life segment. 

Keep in mind, this may or may not be your ideal job, depending on your 
current situation, but it may be a Connector/Pathway Job on the way to 
your perfect job. 

With that in mind, let’s start by answering a few questions on page 
W-10 in your Life Journal. Who would like to read the first one aloud 
for me? 
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Choose a Candidate to read question #1. 

1. What jobs have I done in the past, and what other jobs am I 
capable of doing right now? 

Employers are more willing to look at candidates who have experience 
in the jobs they are posting. 

You may be saying to yourself, “but what if I don’t want to go back to 
roofing, cooking, or construction?” Or you may be saying to yourself, 
“All my experience is in construction, but I just can’t do that work 
anymore. Now what?” 

For now, please make a list of all the jobs you are CAPABLE OF 
DOING. This can include jobs you’ve done in the past, and jobs that 
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you may feel like you don’t really want to do in the future. You will 
narrow the list down later. 

Allow time. 

Who would like to read the next question for us? 

Select a volunteer to read question #2. 

2. What other jobs could I do that are related to these jobs, that could 
use skills that I possess or learned in the industry? 

What skills did you learn from the jobs you listed under question #1? 
Could they be used at a different job? These are what we call 
transferable skills. 

For example, if you’re no longer physically able to work in 
construction, you’d want to identify some other skills you learned on the 
job that weren’t as labor intensive. Did you ever estimate the cost of a 
job or manage a project? 

With all the knowledge you have in your field, what other jobs might 
you be able to do? Take a moment to think about it and jot your answer 
down under question #2. 

Allow time. Look for Candidates to signal they’re ready to move on. 

Moving onto question #3! Who would like to read for us? 

Select a volunteer to read question #3. 

3. Which of these jobs (from #1 and #2) am I willing and capable of 
doing right now? 

This question is pretty self-explanatory. Of all the jobs you’ve listed, 
which of them are you both willing and capable of doing? We’ve 
already determined which jobs you’re capable of doing. Now, consider 
if you are willing to do them. 

There are several factors you’ll need to consider before responding. 
Consider the following: 

 Finances – Are you currently struggling to make ends meet? Do 
you require immediate income? 

 Childcare – Will childcare impact which shift or hours you can 
work? 

 Transportation – How far are you willing to travel? Is your 
work site located on a bus line or will you have enough gas 
money to get to and from each day? 

 Health – Are you physically capable of doing the job? Are you 
presently experiencing health problems that would impact your 
attendance? 
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Okay, now for the last question! Who would like to read for us? 
 
Select a volunteer to read question #4. 

 
4. Based on the answers given above, the job I will use during class 

and the one most likely to go for next is…. 

Would you also read the note at the bottom of the page? 

O.K., here is a key. Out of all the jobs you’ve done, have experience in, 
and could use your transferable skills, pick a job that you will use for 
our practice sessions and work-related lessons. 

It will be more difficult for you to gain the learning you need in each of 
the segments if you keep changing the job you are talking about. Those 
of you who already have a job and you like it; this is a very important 
exercise for you as well. These are the things you need to pay attention 
to and determine what skills you think you may need to get to the next 
level in your work. 

The more you practice using the actual job you are going for, the better 
prepared you’ll be for the job search and interview process for that 
particular position. 

Enter that job in the area under question #4 once you’ve decided. 

What questions do you have? 

Allow 2 to 3 minutes for questions. 

I would encourage you to remember as we wrap up, if you are not able 
to move right into your ideal job or career right now, there will be time 
for you to work on that plan in your individual Candidate Support 
Coordination sessions. 
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We just talked about narrowing down your search. We ended up with 
the job we might look for next. However, that might not be the job we 
ultimately want to have. It could just be an “interim” job, right? Let’s 
take a few minutes to think a little bit further out. 

Who knows exactly what job they want for their future and what career 
pathway they need to take in an effort to get there? 

Show of hands. 

Who knows what education is required for that job or career path? 

Show of hands. 

If you don’t know, guess what, it’s ok…. We have time. 

And for those who already know, that’s awesome!!! Let’s work towards 
this together. 
 

LJ page W-11 Let’s begin our Job Search Action Plan by turning to page W-11 in your 
Life Journal. 

Let’s look at this together. It will help us determine a priority for our 
Job search. 

You’ll see some action items needed to capture a better understanding 
of the goal—getting the job that best fits your needs. Be sure to check 
off and date these items as you complete them throughout your time in 
the program. 

Let’s review the first item: 
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Employment Priority: 
In this section, we must determine what is most important to us at this 
present time. There are four key factors we must consider: 
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 Is it money? 
o Consider whether you have enough financial cushion to turn 

down a job that doesn’t offer the pay/salary you’re looking for. 
Are you willing to compromise? 

 Is it the environment or fit? 
o Does your passion for the job outweigh the importance of the 

salary/hourly pay, travel time/location, etc. 
 Is it Urgency? 

o How soon do you need a job? Consider the duration for which 
you’ve been unemployed and your current finances. How will 
that impact what kind of job you’re willing to accept? 

 Location? 
o How far are you willing to travel? Consider your method of 

transportation (bus, car, walk) and how this will impact your 
travel time to work. 

 Prompt Discussion. 

Which factor will be your main consideration while choosing your next 
job (Money, Fit, Urgency, or Location)? Rank those from 1-4 on page 
W-9 of your Life Journal (1 being the most important, 4 being the least 
important). 

Give time. Wait for signal that everyone is finished before moving on. 

Complete Master Employment Profile: 
The next action item is to create your Master Employment Profile. 
Creating this will assist in writing your resume and completing the 
online application process. We’ll begin working on this shortly. 

Complete Resume: 
A good resume is the key to getting the interview. This document is a 
must. We will create our resumes in the upcoming sessions. 

References: 
You should have three solid references an employer could call—these 
should be professional relationships only. Avoid using family members 
or friends. Consider using LLC staff as references. However, always be 
sure to ask permission before listing someone as a reference. You can 
jot down some ideas on this sheet, and we will revisit this as we start 
our Master Employment Profile. 

TMAY: (Tell Me About Yourself) 
It’s almost guaranteed that an interviewer will ask you in some form or 
fashion, to tell them about yourself. This should be short and concise. 
What do you want an employer to know in two minutes or less? We will 
work on that in a bit. 

Star Stories: 
Has a situation ever gone wrong and you were responsible for finding a 
way to make it right? How did you do it? What was the end result?  
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Was it positive or negative? Employers are often interested in how you 
go about correcting your mistakes, identifying solutions, or handling 
difficult situations. We call those “Star Stories.” We’ll develop and 
polish those later to ensure you’re ready to share them during an 
interview. 
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LJ Page W-11 Identify the Jobs You’re Looking For: 
There are three job “phases” listed on page W-911of your Life Journal: 
1. Phase 1- Ideal/Dream Job 
2. Phase 2- Connector/Pathway Job 
3. Phase 3- Entry Level/Emergency Job  

Let’s discuss more about what those specific phases mean, and how 
they will help us pave the way for our job search. 

As we go through this exercise, be thinking about the job you selected 
in the previous exercise and where it fits in these phases. 

Phase 1- Ideal/Dream Job: 
If you could have any job right now, what would it be? Don’t worry if 
you currently don’t have the required education, training, or 
experience—think of this as the final stage of your career. 

We’ll use the example of “Executive Chef” as we walk through this 
exercise together. 

Take a minute to brainstorm your Ideal/Dream Job. Be sure to choose 
something that you’d truly hope to pursue—our next phases will build 
upon this one. Once you’ve decided, write it down on Life Journal page 
W-11, next to “Phase 1- Ideal/Dream Job.” 

Allow a minute. 

Now, let’s consider what education is needed to fulfill this role. 

As an Executive Chef, I would need at least a two- or four-year degree 
in Culinary Arts, in addition to years of kitchen experience. 
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Go ahead and take some time to consider the education or training 
needed for the Dream Job you chose for Phase 1. If you’re unsure, leave 
it blank and consider looking up the ONET Summary Report later on. 

Allow a minute. 

Onward to Phase 2- Connector/Pathway Job! 

Phase 2- Connecter/Pathway Job: 
Think of this as your “stepping-stone” job. It’s not as advanced as your 
ideal/dream job, but it surpasses your entry level/emergency job. 
However, the role may be within the same industry and/or require a 
similar skillset. Perhaps it’s the position equipping you with the 
necessary skills and training to obtain that dream job in the future. 

Continuing with the example: if my dream job is an Executive Chef, my 
Connecter/Pathway job may be something along the lines of a Food 
Service Manager. It’s likely I would need considerable experience 
before advancing on to my Dream Job. However, my Connecter/ 
Pathway job as a Food Service Manager would help me gain the 
necessary skills and training to progress my career in that direction. 

The standard hiring criteria for a Food Service Manager will require at 
least a High School Diploma or GED—though some employers may 
prefer additional knowledge obtained through certifications or an 
associate degree program. 

Do you see the pattern we’re creating for this career path? 

Jot down your Phase 2 Job and the Education Needed in your Life 
Journal. Don’t forget, the job you choose for Phase 2 should have 
overlapping skills with the job chosen for Phase 1. 

Allow enough time. 

Is everyone ready for Phase 3- Entry Level/Emergency Job? 

Phase 3- Entry Level/Emergency Job: 
Our Entry Level/Emergency Job will serve as one of the foundational 
steps towards paving your career and/or employment history. 

Alternatively, you may also realize which jobs/roles are not a fit; 
steering you in a different direction. 

I want to emphasize, there is no shame in possessing a Phase 3 Job, nor 
should you assume these are only “minimum wage” positions. 
Remember, we all have to start somewhere, and make the best choices 
based on our current set of circumstances and skills! 
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There are many reasons why one may accept an entry level or 
emergency job. Here are a few examples: 
 Lack of work history/experience 
 Lack of education/Pursuing a High School Diploma/GED 
 Immediate need for income 

Depending on your urgency for employment and/or income, your 
Phase 3 Job may not directly align with the industry or skillset from 
your Phase 1 and 2 selections. That’s okay! This exercise is meant to 
spark ideas and determine which route you’ll take next. 

For the sake of this exercise, let’s stay on the pathway of our previous 
examples from Phases 1 and 2. 

Prior to being promoted to a Food Service Manager, one must have 
sufficient kitchen/restaurant experience. A related entry level position 
would be a Line Cook—providing me on-the-job training to establish a 
foundation of knowledge required for the more advanced positions we 
listed for Phases 1 and 2. 

There are no minimum education criteria required to be a Line Cook. 

Take time to pencil in your Phase 3 Job and the Education Needed in 
your Life Journal. 

Allow time. Wait for signal that everyone has finished. 

Lastly, you’ll notice dates listed under each job phase. This is meant to 
generate ideas regarding the timeline you’d like to follow for each of 
these jobs. You’ll set those dates on your own—as there are several 
factors you may want to consider while deciding on the time frames. 

Now that you understand the phases, hopefully, the job you selected in 
the previous exercise fits into one of these phases. Does it? If so, great! 
If not, then you should pick the best job that you will pursue in the rest 
of these Working for a Better Life sessions. 

Take into consideration the required education, experience, and criminal 
background criteria. 

 
 We hope this paints a broader picture of a potential career path. Just 

remember, there are several factors that may impact what kind of job 
you look for next, but this is a great starting point! 
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My name is ______. I’m a retiree and full-time volunteer. I love to 
write, teach, and manage complex projects. I love to enable others to 
live to their fullest potential. I have experience coaching in the corporate 
world. I have developed literacy programs at multiple organizations in 
Northern Kentucky. I’m a good fit for your organization, because my 
skills and time availability would benefit your organization and help the 
Life Learning Center deliver their Mission. (Facilitator may also opt to 
replace this example with their own TMAY.) 

What did I just do? 

Allow time. 

No one knows you better than you know yourself. 

However, did you know that one of the most frequently asked interview 
questions often leaves candidates paralyzed or causes them to blurt out 
their entire life story? 

What question could that be? 

I’m talking about, “Tell Me About Yourself”—which we will refer to as 
“T-M-A-Y.” 

Most employers will break the ice by opening the interview with, “Tell 
me about yourself.” How you respond will set the tone for the rest of the 
interview. 

This vague open-ended question causes uncertainty about what the 
interviewer really wants to know. Do they want to know about your 
family, your skills, your dog, or your last job? 

Think of this question as a spider web. Responding on a whim without 
any preparation can cause you to talk in circles and divulge personal 
information that has nothing to do with the job you are interviewing for! 

What the employer actually wants is for you to define who you are, 
what you do, and how it makes you qualified for the position. 

The purpose of TMAY is to paint a picture of how your skills and 
background match the job you are interviewing for. This will ultimately 
spark interest from the employer and build conversation that’s geared 
towards your strengths. 

The response should be structured and concise; lasting only 30-60 
seconds. 
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The TMAY is not your entire life story—IT’S WORK FOCUSED but 
also reveals your personality. Listeners are only going to hear 2-3 
points. Make sure you emphasize what you want to be remembered. 

Most importantly, a strong TMAY requires practice! Record it on the 
phone, practice with a partner, or in front of the mirror. 

However, don’t attempt to memorize your TMAY word for word or 
read it from your notes. Instead, focus on the key points and speak about 
them in a fluid manner to prevent yourself from forgetting or sounding 
overly rehearsed. 

 
TMAY Components 
LJ—Page W-12 
 

Turn to page W-12 in your Life Journal for a formula that will help you 
to develop your own TMAY statements. 

There are three components to the formula that you will need to 
highlight in your TMAY: 
1. Experience. What kind of work have you done? 

This simply refers to your professional, educational, or volunteer 
background. 

2. Strengths. What kind of tasks are you good at? What skills do you 
have? How do you stand out? How have you succeeded? 

3. Fit. How does your experience and strengths make you right for the 
job?” 

Each element should contain one or two sentences. Remember, you only 
want a 30-60 second introduction. 
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Let’s read the first example on page W-12 in your Life Journal aloud 
together. You can also reference the PowerPoint slide (select a 
candidate to read this example): 
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Example #1: “I’ve worked in warehouses for two years sorting and 
packing materials. I got promoted to shift lead, because I’ve never 
missed a day of work and I’ve met my production goals 95% of the time. 
I am a good fit for this position, because I have some experience 
supervising, and my shift is the most productive shift since I became 
lead. I know I can produce those same results for your company.” 

Prompt discussion with the following talking points: 
 What is the experience part in the example? 
 What are the strengths in the example? 
 How does this example demonstrate a fit in the organization? 
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Let’s run through the next example located on the same page. (Select a 
different candidate to read this example.) 

Example #2: “I’ve worked as a receptionist and as an administrative 
assistant. I’m often given tasks and special projects like planning an 
event, because I can organize my work well, work under pressure and 
meet deadlines. I was given a customer service award for going out of 
my way to make customers happy. I am a good fit for this position 
because I can handle the pressure of a busy office setting.” 

Prompt discussion with the following talking points: 
 What is the experience part in the example? 
 What are the strengths in the example? 
 How does this example demonstrate a fit in the organization? 
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For the remainder of this lesson, you are going to work on this formula 
to begin developing your own TMAY’s on page W-13 in your Life 
Journal.  
 

TMAY Exercise 
LJ—Page W-13 
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Complete each part of the formula in order, one at a time. Consider 
listing several bullet points under each section and narrow them down at 
the end. 

Don’t get discouraged if your first few attempts don’t sound exactly 
how you’d like them to. Cross it out and try again. This will take 
practice. 

Once you have content written under all three sections of the formula, 
start to identify which ones stand out the most. Then, you’ll put those 
statements together to form your full TMAY at the bottom of page 
W-13. 

Consider using your Jobtimize Career Planning Report—created in your 
Foundations Change and Growth class—to assist you with developing 
the strengths and fit sections. These will be helpful resources in 
identifying your core skills and how they relate to specific jobs. 

If you finish early, take time to start memorizing the outline of your 
TMAY. You’ll be rehearsing and sharing these with the class for your 
first round of practice. 

Any questions before we get started? 

Address questions and aid as necessary for the remainder of lesson. 
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You have all done great in developing your TMAY statements. Now, 
it’s time to begin practicing them as if you were in an interview! 

We are going to conduct a role play exercise, for which you will break 
up into pairs. 

For each pair, one of you will act as the “interviewer” and the other will 
act as the “applicant.” 

You will treat this exercise as you would a real interview. 

The Handshake The first thing you will do is shake your partner’s hand and introduce 
yourself. Let’s take a few minutes with the handshake, as it is another 
one of those things that make a first impression―positive or not so 
positive. A good handshake is NOT “bone crushing,” nor is it a “dead 
fish.” 

It should be the same whether you are a man or woman, and whether the 
person’s hand you are shaking is a man or woman. 

Facilitator should give a live demonstration with one or two candidates: 
too hard (are you trying to impress me?) too soft (do you even care to 
meet me?) and just right. 

Based on this simple gesture, I am continuing to develop an impression 
of you―before you have said anything. 

The Introduction The interviewer will start off by saying, “Tell me about yourself.” 

At that time, the applicant will respond with their TMAY statement and 
the interviewer will offer feedback after they’ve finished sharing. 

The applicant and interviewer will then switch roles and repeat the same 
process. 

Here’s the catch…you will be conducting this exercise with your 
partner twice—meaning each of you will act as the interviewer and the 
applicant two times, for a total of four practice rounds per pair. 

LJ— Page W-13 
 

For the first round of practice, you will be permitted to use the notes 
from page W-13 in your Life Journal. 

You will not be permitted to use your notes during your second round 
of sharing.  

This will give you the opportunity to practice emphasizing your key 
points from memory, in addition to applying your partner’s feedback 
from the previous round. 

Each of the four rounds will last 3 minutes—for a total of 12 minutes. I 
will let you know when it’s time to switch. 
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Any questions before you get started? 

Address questions. 

Assign the pairs. Allow Candidates to spread across the room, so they are 
not distracted by other pairs. Give instructions once pairs are seated. 

It’s time for the first practice round. Has each pair decided who will be 
the “interviewer” and “applicant” first? 

You may use your notes for the first round. Look up when you are ready. 

Begin practice round #1. Set time for 3 minutes. Announce when 1 
minute remains before partners need to switch roles. 

Instruct Candidates to switch roles with their partner as you begin to set 
the timer for practice round #2. 

Begin practice round #2. Set timer for 3 minutes. Announce when 1 
minute remains before partners need to switch roles. 

All right, how did that go? Each partner should have had a turn to be 
both the interviewer and the applicant. 

Look for responses. 

For the next half of the exercise, you’re going to stay with your partner, 
and repeat this exercise without your TMAY notes. This will help you 
practice for a real interview. 

Begin practice round #3. Set timer for 3 minutes. Announce when 1 
minute remains before partners need to switch roles. 

Instruct Candidates to switch roles with their partner as you begin to set 
the timer for practice round #4. 

Begin practice round #4. Set timer for 3 minutes. Announce when 1 
minute remains before partners need to switch roles. 

Bring group back together when finished. 

What are your thoughts on this exercise? Perhaps, some of you thought 
you did well, while others may have found this to be more difficult than 
they’d originally thought. 

Discuss. 

Did you notice a difference when you could no longer rely on your 
notes? 
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Now that you have had some practice, I would like to hear them. Now I 
am going to be the interviewer with each one of you. We’ll do the 
exercise, including the handshake. Afterwards, I want the entire cohort 
to offer feedback. Let’s begin. 

(Select a candidate to give their TMAY, by saying, “___, tell me about 
yourself.” After the candidate has finished, ask the class to provide any 
feedback, also providing your own feedback. Continue this process until 
all candidates have had an opportunity to give their TMAY.) 

It just goes to show the importance of practice! Revisit your TMAY 
regularly to keep it fresh in your mind. 
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Pat yourself on the back for all your hard work. 
Let’s quickly recap what you learned during this class with a short 
discussion. 

Prompt the following discussion points and facilitate 3-5-minute 
discussion: 
 What topic or lesson did you find to be the most interesting or 

enjoyable? 
 What was learned as a result of the class? 
 Share an achievement or a moment you were proud of. 
 Did you experience any struggles or challenges? If so, how did you 

overcome it? 
 How could the class have been improved? 

Thank you for sharing! 

Remember, before tomorrow’s session, make sure you have your 
Jobtimize Career Planning Report that you did in Foundations 3. By the 
way, if you plan on using the electronic version, please practice 
accessing it before tomorrow’s session. 

As usual, evaluation forms are the last item on the class agenda.  

Distribute evaluation form to each Candidate and remind them: 
 Put their name on the evaluation form 
 Of the importance of completing all parts of the form 
 Comments are an expectation and should be given 
 To provide facilitator feedback on back of form 

Facilitator will collect the evaluations. Ensure all Candidates submit a 
form and both sides are filled out. 

Submit collected evaluations to LLC Administrative Assistant at the 
front desk. 
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Welcome to today’s class. My name is ____________ and I’m a 
volunteer faculty member. 

As usual, your daily schedule is posted on the classroom door. You can 
reference it for the following information: 
 Scheduled Break/Mealtimes 
 Volunteer Faculty 
 Lesson Topics & Time Durations 
 Assigned Location (i.e., classroom, technology lab, café, etc.)  

Everyone has a life and responsibilities outside of Life Learning Center. 
However, now is the time to shift gears from whatever may be going on 
at work or at home. Leave it at the door for the next few hours and allow 
yourself to be present in this moment. 

This is your second session on Work for a Better Life. In your last 
session you talked about getting ready for all of the Work-Related 
sessions, and most importantly, you went over TMAY (Tell Me About 
Yourself). This is a very important activity to be comfortable with. How 
did that go? Any thoughts or comments? 

Today, we are going to continue the Work-Related materials, 
specifically going over several activities related to preparing your 
resume. The objective to complete many items that will be extremely 
useful in building your resume, which will happen after the next session. 

Any questions? 

Ok. Let’s get started!  
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We are now going to create our Master Employment Profile. The idea is 
to create a quick reference guide to use for Resume Building next week 
and for completing employment applications. 

Do the legwork upfront so you have your employment history, 
references, and experience/skills all in one document. 
 

Master Employment 
Profile 
LJ page W-14 -
W-17 

You can locate this document on pages W-14 through W-17 of your 
Life Journal. 

When you fill out this document, it is important to treat it just like an 
employment application: print neatly with blue/black ink, fill in all 
sections and use accurate information. Write “N/A” for categories that 
do not apply to you. 

Before we begin filling this out, let’s walk through each section. 

1. Section 1 - Member Information: 
Here, you will enter all your demographic information, in addition 
to some basic questions regarding your desired position, 
transportation, and desired salary. 

It is important to have 1-2 ideas for the Desired Positions. You 
should have some ideas here from your Job Search Action plan 
exercise you completed last session. 

2. Section 2 - Education: 
This is where you will complete information regarding your 
education—there are spaces for high school, college, and other 
training. 

Everyone should add Life Learning Center under the “Other 
Training” section. Don’t forget to include coursework toward an 
incomplete degree. 

3. Section 3 - References: 
Try to have 3 Professional References; Contact former references to 
get updated contact information and inform them of your job search. 
Notify LLC Staff if you’d like to utilize them as a reference. Do not 
list friends or family as professional references. 

If you don’t have three references right now, that’s okay. Use this 
space to jot down the names of individuals you may want to ask in 
the near future. Afterwards, obtain their contact information and 
confirm that they’re willing to serve as a reference. 

4. Section 4 - Previous Employment: 
Start with most recent/current employer and work backwards. Go 
back at least 10 years. 

For this exercise, you may also list volunteer experience if you have 
little or no work history. 
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5. Section 5 - Miscellaneous: 
This last page of the Master Employment Profile asks for a lot of 
information. We will be using this information throughout these 
sessions; so, write as much as you can, regardless if it is relevant to 
your current job search. 

Some examples include: 
 Experience/Skills/Bragging Points: 

o Number of years’ experience in the field 

o Skills/programs/software learned, etc. 

 Accomplishments/Promos/Awards: 

o Employee of the Month Award 

o Positive feedback from employer/customers 

• Equipment Used: 
o Office equipment, heavy equipment, etc. 

 Certifications/Licenses: 
o Include expired & non-relevant certifications/licenses 

 Any Other Information: 
o Physical limitations, daycare, location, transportation, etc. 

 Strengths:  
o Use eRecruitFit and MyCareerFit Reports 

 Personality Style:  
o From Foundations sessions—in Life Journal 

Take the next several minutes to fill this out. Put in as much detail as 
you have. Please let me know if you need assistance. You can also 
review this with your Candidate Support Coordinator if you have 
questions later. 

Use remaining time to complete Master Employment Profile. Walk 
around room, identifying individuals who may need assistance. They 
may not complete this, so instruct them to do that as homework. 
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Knowing yourself deeply is a theme of Life Learning Center. Your 
Foundations classes featured establishing your Purpose, Vision, and 
Values. 

Working for a Better Life will continue along that theme as you learn to 
identify and capture your skills. 

LJ—Page W-18 
 

A skill is simply the ability to do something well or to have some level 
of expertise. Skills come in many forms, as noted on the columns of the 
table located on page W-18 in your Life Journal. Please turn to that page 
now. 

Discuss the 4 column categories and examples: 
 
 

 

 Skills learned 
through past 
experience and 
education 
(knowledge-
based skills) 

Skills you bring 
with you to any 
job (transferable 
or portable 
skills) 

Personal 
traits, the 
things that 
make you who 
you are 

Earned sk
(outcome
degrees, 
programs
certificati

Examples • Vendor 
management  

• Landscaping  
• Home repairs 
• Computer 

skills 

• Very organized  
• Team leader  
• Problem 

solving  
• Project 

management  
• Time 

management 

• Self-starter  
• Friendly  
• Analytical 

• Chef 
• Plumb
• Micro

Office
• CDL 

Skills I 
Have 

 
 

   

Skills I 
Need or 
Want 

    

  
The next step is to examine these table categories and insert your own 
skills into the appropriate column based on your employment and 
educational history. 
 
Take the next 10-15 minutes to complete the Skills Inventory table on 
Life Journal page W-18. Be prepared to discuss when you’re finished. 
 
Allow 10-15 minutes. 
 
Now, take a moment to review the responses you listed on the Skills 
Inventory table. 
 
Pause. 
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Your featured skills are the foundation of the strategy to sell yourself. 
Therefore, you must be deliberate while selecting which ones you 
choose to list on your resume or speak about during an interview. 

While looking at the “Skills I Have” column, ask yourself the following 
questions to select which to incorporate into your resume: 
 Are these skills consistent with the job you’re looking for? 
 Are these specialized skills? In other words, can you do something 

that very few people can? 
 How can these skills benefit your future employer?  
 Are you capable and/or qualified to teach these skills to others? 

Now, take the remainder of this segment to circle or highlight the skills 
listed on your inventory that address these questions. You may want to 
consider coming back to them as you begin your resume and interview 
preparation. 

I will walk around the room to answer questions and provide guidance 
as needed. 
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We will come back to these skills in a few minutes. Now we are going 
to review your skills that have been identified from the Jobtimize Career 
Planning Report that you did in Foundations. 
 

 We are going to start off with a review of the Jobtimize Career Planning 
Report that was a result of the FitAssessment you conducted during the 
Foundations segment. 

In case your memory needs a refresher: the FitAssessment is a 
personality assessment tool to enhance your self-awareness and to assist 
you in steering your life choices toward roles that play to your strengths 
and contribute to your future success and long-term happiness. 

Upon completing the assessment, your Jobtimize Career Planning 
Report was sent to the email address you registered with LLC. If you 
were unable to access your report via email, an LLC staff member may 
have printed the report for you. These should have been stored in the 
pocket of your Life Journal. 

Does everyone have a printed copy of their Jobtimize Career Planning 
Report or able to access their electronic version? 

If so, let’s pull those out for a review and explanation. 

Jobtimize Career 
Planning Report 

I’m sure some of you are wondering, “How will this report help me in 
my job search?” 

Your Jobtimize Career Planning Report results are as unique as a 
fingerprint, describing your attitudes, tendencies, and preferences. The 
insights offered throughout this report should be factored into the 
decisions you will soon be making and your plan for personal 
development. 

Information regarding your personality fit to various occupations should 
be reconciled with your knowledge, abilities, and interests to give you 
maximum opportunity for future success and long-term happiness. 

Behavioral Traits Personality Fit: We have measured you on each of the 25 behavioral 
scales accounted for in our assessment and cross-referenced them 
against our full library of performance models to predict your “fit” for 
over 1,200 jobs in the Jobtimize library. 

Research shows that the most successful people understand how their 
strengths and interests (as well as their non-strengths and the things that 
don’t interest them) impact their role as an employee. 

Understanding your “fit” for a specific occupation can assist in steering 
you in the direction of a career that you truly enjoy and plays to your 
strengths. The overall goal of this report is to shed light on components 
that will contribute to your overall success and satisfaction. 
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Keep in mind that in some roles and environments, your personality 
traits will be considered as strengths; in other situations, they could 
work against you. 

The key is to understand your individual behavioral strengths, as well as 
the requirements of the role. This will help determine your compatibility 
within a specific occupation. 

In summary, the Jobtimize Career Planning Report will provide the 
following: 
 Assist in developing a plan for personal and professional 

development based on your “fit” for specific occupations. 
 Describe how your knowledge, interests, abilities, and personality 

traits contribute to your success within your professional role. 
 Identifies the top professional and vocational roles for which you are 

fit. 

We are going to dive into this a little bit deeper as we go through your 
reports. 

Now, let’s talk about our Core Behavioral Traits. Please turn to the 
second page of your Jobtimize Career Planning Report. 

There are 25 Core Behavioral Traits that the assessment measured you 
on. They tell us all about who you are—how you behave, what 
motivates you, what shuts you down, and how you’re likely to respond 
in certain situations. 

Signature Traits Out of those 25 Core Behavioral Traits, the assessment has identified 
your “Signature Traits.” Those are the characteristics that make you 
stand out in the eyes of others, because you display those traits 
differently than the general population; in some cases, you will tend to 
exhibit more of a given trait than most people, while in others you will 
display it in a subtler way than most people. 

Before we look at our Signature Traits, please note that whether you 
display more or less of a specific trait, neither is considered good or 
bad—it’s simply what makes you, you. 

Let’s flip to the next page of your Jobtimize Career Planning Report to 
view your Signature Traits. Remember, these are tailored specifically to 
you, so everyone’s traits will look different. 

Who would like to share some of their Signature Traits? 

Prompt sharing and discussion points: 
 What does this trait mean to you? 
 Were you surprised, or not surprised by your results? 

Let’s take this one step further. You’ll notice beneath each of your 
Signature Traits, there’s a brief definition listed, so you better 
understand how that trait is displayed. 
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Below the definition, the report will note that you display more of that trait 
than most people, less than most people, or you display it differently than 
most people. 

Lastly, there’s a series of bullet points listed to describe how you display 
that trait—many of which can be applied within a professional setting. 

Take a look at the slide to see an example of what I mean. 

PPT—Slide 11 
 

  

 Let’s pretend I’m interviewing for a position in the food/restaurant 
industry—a fast-paced environment, that can present stressful situations on 
the job. 

How could I communicate to the hiring manager that my Signature Trait of 
“Stability” would contribute to my success as an employee in the 
food/restaurant industry? 

Possible answers include: 

 Maintaining composure in stressful situations—this can be applied 
during meal rushes or serving a large party. 

 Ability to make calculated decisions in challenging situations—this can 
be applied to resolve customer issues/dissatisfaction. 

 Tendency to rationally assess situations before reacting or 
responding—this can assist in prioritizing tasks during peak hours of 
service. 

Great job! That’s just one example of how your Signature Traits can be 
used to communicate your strengths and how they will help you succeed in 
the workplace. 

LJ page W-19 Based on what we just reviewed, write down the traits and how you display 
them in Items 1-3 on page W-19. 

When you are finished with those, write your own explanation for Item 4 
on page W-19. 

Give time. 
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Top Job Picks 

Now, to the fun part! Skip ahead in your report to the page titled, 
“Planning Ahead – Top Job Picks.” Research shows that success in a 
professional role is the alignment of your knowledge, abilities, interests 
and behaviors. This will ultimately determine your “fit” for a specific 
job. 

Based on the traits and characteristics described in the first part of this 
report, these are the jobs you’ve been found to be most compatible with. 
These roles typically require post-secondary education or training. 

It’s important to note that you may not possess all the required 
education, training, or experience to fulfill every role listed on your 
report. 

Let’s imagine “Elementary School Teacher” appears as my top 
professional fit. But, I don’t possess a bachelor’s degree in education or 
any relatable work experience. I am likely not qualified to fulfill that 
role until I obtain the required credentials. 

Although the report does not consider your prior education or 
experience, it will tell you which roles are likely to be a fit based on 
your natural tendencies, attitudes, and preferences. 

We suggest that if you start with fit, then layer your educational choices 
and interests, you will guide yourself to better career choices and 
pathways for advancement. Keep that in mind as we review your results. 

Vocational and 
Trade Roles 

We’ll have more time to review these in a bit. For now, let’s flip the 
page and look at our Vocational and Trade roles that fit. 

This list will include trade or vocational roles that appear to be the 
strongest fit for you. These roles typically do not require post-secondary 
education. 

Does anyone have questions regarding the difference between 
professional and trade/vocational occupations? 

Provide clarification as needed. 

You’ll notice that each occupation is accompanied by a “Career 
Cluster.” A Career Cluster is a group of careers that share common 
features. You may notice a pattern between roles you are either 
interested in or not interested in. 

Allow a few minutes. 

What are your thoughts on your Professional and Vocational Fits? Were 
you surprised by your occupation results? 

Encourage discussion. 

LJ page W-19 Finish up the rest of page W-19 in your Life Journal—documenting two 
professional and vocational roles you’d be interested in pursuing or 
learning more about. 
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Now that you’ve had an opportunity to review your report, you may 
have some questions about the positions/roles you’re a fit for. 

Possible questions may include: 

 What education/training is required for this role? 
 What are the job responsibilities of this occupation? 
 What skills do I need to perform this job? 

Much of this can be answered through ONET Summary Reports. This is 
a helpful resource to find relative knowledge, skills and abilities 
required to fulfill certain occupations. 

ONET Let’s practice accessing an ONET Summary Report for one of the 
occupations listed on your Jobtimize Career Planning Report. 

Now I would like to show you one of the most valuable tools/resources 
that will help you find a job and build your resume: ONET OnLine. 

O*NET OnLine is a comprehensive web application for exploring the 
O*NET database and will provide you with customizable Occupation 
Reports that offer a range of information. 

Your are going to use ONET Summary Reports to help write your 
resume and explore your KASO attributes: 
 KNOWLEDGE 
 ABILITIES  
 SKILLS 
 OTHER 

Instruct Candidates to turn on computers and follow along as you 
demonstrate. 

PPT— Slide 12 
Accessing ONET 
LJ—Page W-20 
 

 

Please reference the PowerPoint slide or turn to page W-20 in your Life 
Journal to follow along with my instructions. 
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Begin by opening your computer’s internet browser and enter 
www.onetonline.org into the address bar. 

Prompt the following instructions once everyone has arrived at the 
ONET website: 

Accessing ONET Occupation Summary Reports: 
1. Enter one of the occupations from your Jobtimize Career Planning 

Report into the Occupation Search Bar in the top right-hand corner. 
A list of occupations will appear that have similar knowledge, skills, 
and abilities. 

2. Select one that is relevant to you from the list of options and the 
detailed Occupation Summary Report will appear. 

3. Scroll through and review the report. 

Allow a moment. 

What information do you see listed on the report? 

Possible answers: 
 Tasks Performed 
 Knowledge 
 Skills 
 Abilities 
 Work Activities & Detailed Work Activities 
 Education 

Why is this important? 

Take a look at the following slide where I am showing this information 
for an Interpreter and Translator job. 

Summary Report 
Purpose 
PPT—Slide 13 
 

 

The information found within these categories can help populate the 
Summary, Skills, and Professional Achievements & Accomplishments 
sections of your resume: 
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 Tasks. Specific work activities that can be unique for each 
occupation. 

 Technology Skills. Provides examples of software that workers in 
this occupation may use. 

 Tools Used. Provides information of machines, equipment, and 
tools that workers in this occupation may use. 

 Knowledge. Organized sets of principles and facts that apply to a 
wide range of situations. 

 Skills. Developed capacities that facilitate learning and the 
performance of activities that occur across jobs. 

 Abilities. Enduring attributes of an individual that influence 
performance. 

 Education. Summary data on the level of education required for this 
occupation. 

You’ve now covered the basics of ONET. Do you have any questions 
before you get started in searching for your own Occupation Summary 
Reports? 

Address questions. 

Continue searching for other jobs that might be a good fit for you based 
on your Jobtimize Career Planning Report. 
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You now know how to access and read the components of ONET 
Occupation Summary Reports. Now, let’s dive deeper by gathering your 
own reports that will be helpful in driving the content of your resume. 

During this next exercise you will: 
1. Identify skills, knowledge, abilities, etc. learned from previous jobs 
2. Identify skills, knowledge, abilities, etc. required for the job you are 

seeking next 
3. Identify the transferrable skills that will be incorporated into your 

resume  

Here’s how you’re going to do it: 

The first step is to search and print the reports of occupations you’ve 
had in the past to identify knowledge, skills, abilities, etc. that you 
demonstrated on the job. 

Afterwards, you will search and print the report of the occupation 
you’re seeking next to examine the knowledge, skills, abilities, etc. 
required to fulfill that job. 

Lastly, you will compare the two sets of reports and pinpoint overlap of 
skills, knowledge, abilities, etc. The similarities you identify between 
the previous and desired occupations will shed light on your 
transferrable skills, which will be incorporated into your resume.  

Make sense? 

Provide clarification as needed. 

Job Search 
Exercise 
PPT—Slide 14 
 

 
 

 Follow along the PowerPoint slide for your instructions to get started: 
1. Search and print the ONET Occupation Summary Reports for 3 of 

your previous jobs. (e.g., Warehouse Associate, Quality Assurance 
Manager, Order Picker) 

2. Search and print 1 ONET Occupation Summary Report for the job 
you are seeking next. (e.g., Safety Coordinator) 
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To clarify, you should end with a total of 4 printed Occupation 
Summary Reports—3 reports for previous occupations, and 1 report for 
the occupation you’re seeking next. 

Questions so far? 

Clarify as needed. 

You have about 10 minutes to search and print your 4 Occupation 
Summary Reports before moving on to the second half of this exercise. 
Please begin and raise your hand for assistance. 

Allow 10 minutes. 

Now that everyone has 4 printed ONET Occupation Reports, let’s figure 
out which items in the reports best apply to your personal skill set and if 
they are transferrable to the job you’re seeking. Here are your 
instructions: 

PPT—Slide 15 
 

 

 

Identify Best 
Characteristics 
LJ—Page W-21 
 

1. Highlight all listed items that you possess or have demonstrated in 
the following sections of ONET Occupation Reports: 
 Knowledge 
 Skills 
 Detailed Work Activities 
 Tasks Performed 
 Abilities 

2. Complete Summary Report Sections 1-4 section titled, on Life 
Journal page W-21. 

Take the next 10 minutes or so to do this. 

Allow 10 minutes. Provide additional time if needed. 
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Identifying 
Transferrable Skills 
PPT—Slide 16 
 
 

 

Next, you must identify the knowledge, skills, abilities, etc., from your 
previous employment/experiences that will be valuable at the job you 
are seeking next—these are your transferrable skills and should be 
incorporated into the appropriate sections of your resume. These are 
your instructions for finding them: 

1. Examine highlighted items on the Occupation Summary Report for 
the job you’re currently seeking and compare it to what’s 
highlighted on the reports of your previous jobs. 

2. Place an asterisk next to overlapping or similar highlighted items 
from both sets of reports to pinpoint transferrable skills. (e.g., 
Collecting payments from customers is a task reflected on 
Occupation Reports for both cashiers and waiters/waitresses—
indicating that it is a transferrable skill between occupations.) 

Imagine that I formerly worked in manufacturing and am now pursuing 
a career in construction. If “Critical Thinking” was listed as a Skill on 
my ONET Occupation Summary Reports for both manufacturing and 
construction, I would note this as being a transferrable skill acquired 
from my previous role in manufacturing that is also needed to fulfill my 
desired role in construction. Therefore, “Critical Thinking” would be 
incorporated into the Skills section of my resume. 

Are there any questions before you proceed with this last step of the 
exercise? 

Address as needed. 

 
 

 

Facilitator Tip:  
Provide the following example if Candidates require further 

clarification on how to identify transferrable skills from ONET 
Occupation Reports. 
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Great. Take the remainder of this segment to identify your transferrable 
skills from the sections of your Occupation Summary Reports and 
complete the rest of page W-21 in your Life Journal. 

If you don’t finish, you will need to complete it for homework. 

Store your reports in the pocket of your Life Journal when you are 
finished and be sure not to lose them! You’ll need them when you begin 
working on your resume. 

Offer assistance and utilize remainder of segment to finish. 
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Securing an interview can be tough, and this is true for many reasons 
including lack of professional connections and a competitive workforce. 

By a show of hands, who has ever applied for a job online? 

Pause. 

In fact, most of us are going to be applying for jobs online for what 
looks like the rest of our lives. Rarely do you find yourself handing an 
application directly to the hiring manager, as employers now require 
you to apply for the job on their website. 

Due to the surplus of applications submitted for each job posting, hiring 
managers don’t have the time to review them all in detail. 

According to LinkedIn, hiring managers spend less than six seconds 
looking at each resume and many are tossed before a human even lays 
eyes on it! Is this surprising to you? 

Prompt discussion. 

So, you may be thinking: 
 “Who is looking at my resume?” 
 “Why do I need a resume if no one is looking at it?” 
 “How will they know I’m qualified for the job if so, little time is 

spent reviewing my resume?” 

Applicant Tracking Systems (ATS) will be the answer to many of your 
questions and reactions. So, what purpose does the ATS serve? 

Applicant Tracking Systems are software applications utilized by 
companies and their Human Resource Departments to manage the 
resumes and responses they receive from Job Postings. 

There are a few things you must recognize when sending your resume 
through an applicant tracking system. 

The software works by identifying key phrases, words, etc., from an 
applicant’s resume to generate what’s called a ‘relevancy score.’ The 
more key words and phrases from the resume that match with the 
applicant tracking system, the higher the score will be. 

Once all resumes are scanned, the applicants with the highest relevancy 
score are forwarded on for review by the hiring manager or HR 
Department. 
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In fact, most HR representatives, hiring managers, or recruiters are 
limited to who they can hire based on the relevancy score alone. 

For example, an HR recruiter may be limited to a 75% relevancy score. 
If the candidate does not meet a 75% relevancy score, the recruiter may 
not be authorized to contact that candidate. 

Now, let’s explore how the Applicant Tracking System determines the 
resume’s relevancy score. 

An ATS will search for key words in the applicant’s resume that align 
with the Job Posting/posting, in addition to words found within the job 
description. 

It will then generate a ranking based on how closely the applicant’s 
resume resembles each key word/phrase and how many key 
words/phrases the resume has. 

Before we move on, I would like to share a short video about applicant 
tracking systems. 
 

PPT—Slide 17 
 
Video: 
Understanding an 
Applicant Tracking 
System 
Time 4:05 
 

 
 
Follow the link to show video, “Understanding an Applicant Tracking 
System.” Make sure projector and sound are turned on. 

Prompt the following discussion points based on the video: 
 Any thoughts on what you have observed? 
 How do you feel about keywords in a resume? 
 What did you think about the relevancy score? 
 Does this seem fair to you? That you are being “judged” by a 

computer? 

On this last point, we have to understand there are hundreds of resumes 
to evaluate quickly. The only way to do this efficiently is by computer. 
This is why it is important to take seriously the research on the 
company/job and their keywords.  
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Formatting and 
Key Word Tips 
PPT—Slide 18 
 

 
 
Now, let’s review some tips when it comes to formatting and inserting 
those key words and/or phrases into your resume that the Applicant 
Tracking System will recognize: 
 Use ONET Summary Reports to identify key words (sections: 

knowledge, skills, and abilities) that can be incorporated into the 
resume 

 Save the resume as a Word Document. PDF files are known for not 
being compatible with Applicant Tracking Systems 

 Look for 3-5 job descriptions for the position you’re applying for to 
identify common words/phrases 

 Do not use resume templates, as their formatting is often not 
recognized by Applicant Tracking Systems 

 Do not include images, charts, or graphics  
 Use simple bullet points from the bullet library in Microsoft Word 

(black-filled in) 
 Spell check!! 

 
 Remember, because an ATS is searching for key words and/or phrases, 

you’ll likely need to customize your resume for different job positions 
and industries. 

For example, the key words used when applying for a clerical position 
would be different than the key words that would be incorporated for a 
manufacturing position. Make sense? 

Of course, there are some transferrable or similar skills from previous 
jobs that will be valuable in your next role. However, you will still need 
to carefully tailor your resume to each job you apply for. 

You may be thinking, “I have to change my resume for EVERY job? 
That’s so much work!” 
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LLC’s response to that would be, “You’re 100% right!” 
There’s a frequently used phrase around here, and you may have already 
heard it….IT TAKES WORK TO GET WORK! 

If you want to increase the chances of landing an interview and securing 
employment, these are the necessary steps you must take. 

Remember, you are preparing to go to work and become a successful 
employee. If you’re not willing to put forth the effort it takes to get a 
job, how will you succeed in keeping the job? 

Pause. 

There are plenty of resources and supportive staff/volunteers to help you 
through this process. Be sure to rely on your Candidate Support 
Coordinator as well. 

The job search is a process. Continue to take it one step at a time and 
you will be equipped with the tools to be successful. 
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Let’s spend some time talking about resumes. 

To start, why don’t you tell me what you think a resume’s purpose is? 

Prompt discussion, calling on at least 2-3 Candidates. 

Those are all good answers, for the purpose of this lesson, the resume’s 
purpose can be narrowed to the following:  
 Provides brief explanation of work history 
 Highlights strengths and skills 
 Demonstrates Candidate’s ability to deliver results 
 Result in a phone or in-person interview 

If you already have a job or you find yourself asking, “Why do I need a 
resume?” listen up. 

Finding the right job can be a challenging and lengthy process. It can 
present obstacles for those who haven’t worked in a while, been 
employed with the same company for a long time or have little work 
experience. 

Throughout your search, you’ll inevitably compete with others in the 
job market. Your resume is the starting point to increase your chances of 
landing the job you’re hoping for. 

Let’s start with the basics. What is a resume and what should it include? 

Almost any time you apply for a job, you’ll be asked to provide a 
resume. The hiring manager will review your resume to determine 
whether you are a fit for the job they’re looking to fill. 

The resume itself is a document that shows an employer or hiring 
manager why you are qualified for the position you’ve applied for. It 
should display your skills and previous experiences in an organized 
format. 

The hiring manager will review all applicant resumes to screen for the 
position. However, an employer typically spends only 6 seconds or less 
looking at a resume before it is categorized into a “yes” or “no” pile. 

Obviously, the “no’s” are tossed. The “yes” pile may earn a second 
look, and if you’re lucky, it will result in an interview. As a result, it’s 
important to make sure that your resume makes an immediate 
impression. 

You should now have a basic understanding of the resume’s purpose. 
Now, let’s explore the different types of resumes people use while 
applying for a job.  
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There are two types of resumes: 
1. Chronological 
2. Functional 

Let’s provide an overview of each resume type and who they work best 
for.  

Chronological Resume:  
 Most commonly used resume 
 Work history is organized by job title, starting with the most recent 

job and so on 
 Works best for job seekers who: 

o Desire to show steady work history 
o Seek a position that matches their previous jobs 

Functional Resume: 
 Focuses on specific skills and experiences, rather than emphasizing 

employment history 
 Groups skills into functional categories 
 Works best for job seekers who: 

o Have worked different jobs and possess a variety of skills 
o Demonstrate gaps in employment history 
o Possess skills related to the position, but lack work experience 

 Allows you to include your volunteer or “non-paid” 
accomplishments 

For those reasons, you will be creating a functional style resume during 
Working for a Better Life. 

Let’s discuss a few themes you’ll notice as you create a Functional 
Resume. 

Functional Resume 
LJ—Page W-22 
 
PPT—Slide 19 
 

Look at the Functional Resume example on page W-22 in your Life 
Journals and follow along. 
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1. Contact Information. This section is located at the top of the 
resume. It displays who you are (name) and how you can be 
contacted (phone number and email address). Make certain the listed 
phone number and email address are up to date. 

2. Summary. This section is located beneath the contact information. 
It’s a brief snippet of your professional skills and accomplishments. 

3. Skills. This section highlights your specific skillset. Keep in mind, 
these skills should relate to the job you’re applying for. You will 
create a bulleted list of skills when you create your own resumes. 

4. Professional Achievements & Accomplishments. This section is 
most common within a Functional Style resume, because it provides 
a short description of the skills listed above. It will include how the 
skill was demonstrated, job responsibilities, and measurable 
accomplishments within each skill area. 

5. Work Experience. This section features current and/or previous 
jobs, the dates you started and ended that job, your position/job title, 
and the company’s location. 

6. Education. This section includes the name of the school/institution, 
the degree awarded, the date the degree was awarded, and the 
location of the school/institution. You may also include any 
certifications or programs you’ve completed in this section. If 
you’re currently working toward a degree, list the anticipated date of 
completion. 

7. Computer Literacy. List any relevant computer software you’re 
comfortable with using. This includes Microsoft Suite (Office, 
Outlook, Word, PowerPoint, Excel, etc.) 

8. Awards and Recognition. Utilize this space to capture any earned 
professional or educational awards, along with the date it was 
awarded, and who it was awarded by. 

9. Civic Community Involvement. This section will highlight any 
previous volunteer work and/or community service. 

Can you believe by the end of Working for a Better Life, you’ll have 
developed all these sections in your own resume? You are one step 
closer towards achieving this milestone. 
 
Regardless of which type of resume you’re creating, there are a couple 
rules of thumb that you should abide by. Let’s review the following 
techniques: 
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PPT—Slide 20 
 
 

 
 

 Tailor the resume to the job. Utilize the Summary and Skills section to 
highlight expertise as it applies to the job— those are called 
“transferrable skills.” You may eventually create several versions of 
your resume if you’re actively pursuing a range of jobs that require 
different skills (e.g., construction, customer service, clerical, etc.). 

Support the resume through examples. If the Summary section states 
that you regularly exceed production quota, be sure to support the claim 
with specific examples in the Achievements & Accomplishments 
section—consistency is important. 

Include key words from the job description. Most job postings 
provide a description of the required responsibilities, skills, etc. Keep 
the job description nearby and incorporate those key words into the 
resume, so that it draws the attention of an employer. 

List measurable accomplishments. You will inevitably be compared 
to other applicants vying for the same job. To stand out, include 
accomplishments that resulted from your work. 

Companies want to know how you saved money, time, resources, etc., 
in addition to how you helped the organization achieve their goals (e.g., 
increased sales percentages, managed staff, oversaw a project through to 
completion). 

What questions do you have so far? 

Address questions and prompt discussion. 

Lastly, let’s review some resume mistakes to avoid: 

Don’t lie. Listing false information on your resume can bring your 
ethics and character into question. Be sure that the resume truly reflects 
your skills and professional history. You don’t want to find yourself in 
an uncomfortable situation if an employer asks you to explain 
something on your resume that is inaccurate or misleading. 
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Don’t use more than two fonts. Use a basic font such as Times New 
Roman, Arial, or Calibri to make the document easy to read. 

Don’t include personal information. Avoid including personal 
information such as birth date, marital status, religion, etc. The resume 
should strictly reflect your professional background. 

Double check for spelling and grammar. Spelling and grammatical 
errors are big resume “no-no’s.” It comes across as being careless and 
an employer will wonder how that will carry over into your job 
performance. Use spell check and have at least two other people 
proofread and/or edit your resume. 

Do you have any questions regarding resume mistakes? 

Address questions and prompt discussion. 

There’s certainly a lot to keep in mind as you begin working on your 
resume. 

Some of you may have already created a resume in the past. That’s 
great! However, everyone will be creating a functional style resume 
during Working for a Better Life that will be used for Mock Interviews. 

If you have not created a resume before, then this will be a great 
learning opportunity! 

I look forward to seeing everyone’s finished product by the end of your 
workforce development training! In the meantime, lean on LLC staff 
and volunteer faculty for support. 
 

 Before we leave this topic, let’s make sure you have everything required 
for the upcoming Resume Building sessions. Let’s review what each of 
you should have available in your Life Journal: 
 Old resume (if you have one) 
 Skills inventory completed – Life Journal page W-18 
 Master Employment profile completed – Life Journal page W-14 

through W-17 
 ONET summary reports and Life Journal page W-21 completed 
 Jobtimize Career Planning Report 

Make sure you have this material with you during the Resume Building 
activities. This will be very important so that you will have a productive 
and efficient session. 
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Pat yourself on the back for all your hard work. 
Let’s quickly recap what you learned during this class with a short 
discussion. 

Prompt the following discussion points and facilitate 3-5-minute 
discussion: 
 What topic or lesson did you find to be the most interesting or 

enjoyable? 
 What was learned as a result of the class? 
 Share an achievement or a moment you were proud of. 
 Did you experience any struggles or challenges? If so, how did you 

overcome it? 
 How could the class have been improved? 

Thank you for sharing!  

As usual, evaluation forms are the last item on the class agenda.  

Distribute evaluation form to each Candidate and remind them: 
 Put their name on the evaluation form 
 Of the importance of completing all parts of the form 
 Comments are an expectation and should be given 
 To provide facilitator feedback on back of form 

Facilitator will collect the evaluations. Ensure all Candidates submit a 
form and both sides are filled out. 

Submit collected evaluations to LLC Administrative Assistant at the 
front desk. 
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Welcome to today’s class. My name is ____________ and I’m a 
volunteer faculty member.  
 
As usual, your daily schedule is posted on the classroom door. You can 
reference it for the following information: 
 Scheduled Break/Mealtimes 
 Volunteer Faculty 
 Lesson Topics & Time Durations 
 Assigned Location (i.e. classroom, technology lab, café, etc.)  

 
Everyone has a life and responsibilities outside of Life Learning Center. 
However, now is the time to shift gears from whatever may be going on 
at work or at home. Leave it at the door for the next few hours and allow 
yourself to be present in this moment.  
 
This is your third session on Working for a Better Life. In your last 
session you continued your preparation for building your resume. You 
identified your skills through a Skills Inventory, a review of Jobtimize, 
and ONET. You also learned a little more about the resume itself. How 
did that go? ny thoughts or comments? 
 
Today we are going to take a short break from that and work on how to 
present yourself, your history, and your accomplishments. This will 
mostly apply to how you represent yourself in an interview and in 
conversation with others. However, this sort of thinking will also help in 
the Resume building you will be doing next week. 
 
Any questions? 
 
Ok. Let’s get started!  
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If all goes well, your resume will land you an interview—which leads us 
to: Tough Questions. 

Have you ever been asked a question during an interview that you were 
unprepared to address or felt uncomfortable answering honestly out of 
fear that it might hurt your chances of getting the job? 

Perhaps you have a felony on your record, a history of job hopping, or 
lack of education. 

These are what we call, “Tough Questions.” 

A Tough Question is your barrier to employment—it’s potentially 
what’s been holding you back from obtaining a job or achieving your 
professional goals. 
 

LJ—Page W-23 
 

Open your Life Journal to page W-23 and let’s review a few Tough 
Question examples. Circle them as they apply to you: 
 Gaps in your work history (6 months or longer since last job) 
 Experience does not match the position you are applying for 
 Criminal background 
 Lack of education, work experience or skills 
 Terminated from a job 
 Job hopping 
 Any other question that makes you uncomfortable 

This segment will teach you how to respond to these tough and 
uncomfortable questions when they’re brought up during an interview. 

You likely won’t hear the hiring manager ask, “What’s your tough 
question?” Rather, it may be framed as: 
 “I see you have a felony listed on your application. Can you tell me 

more about that?” 
 “I see it’s been a few years since you’ve last worked. Can you 

explain?” 

Has anyone experienced something similar during an interview? 

Prompt discussion. 

The purpose of the Tough Questions is to: 
1. Demonstrate insight and accountability. 
2. Show that you’ve learned from the experience. 
3. Build a conversation that directs the interviewer to your strengths 

and assets. 

Employers want to be confident in knowing that they are making the 
right decision by hiring you. Therefore, you must be prepared to provide 
an explanation that demonstrates you are still a suitable applicant for the 
job. 
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This includes what you learned from the situation and how you’ve 
turned adversity into an asset. Emphasize how it made you a better 
person and, most importantly, a better employee. 

Here are some tips that may help: 

Don’t invite more questions. 
Don’t ramble on with unnecessary details that you’re not required to 
give—the employer likely doesn’t need the entire story. This will only 
invite more questions and “dig yourself a hole.” 

For example, if an applicant possesses a DUI on their record, the 
employer doesn’t need to hear the whole story as to what they were 
doing that night, who was there, or how they got caught. 

The key is to acknowledge the mistake and explain what you did to 
make it right to ensure it won’t happen again. 

Be sincere. 
Most employers can tell if you’re embellishing or being disengenuous. 

Be honest. 
Covering up your tough question with lies will only come back to bite 
you later. Remember, honesty is the best policy. You don’t want to find 
yourself in a more uncomfortable situation because you didn’t provide a 
truthful explanation during the interview. 
 

Tough Question 
Formula 
LJ—Page W-23 
 
 
PPT—Slide 21 
 
 

 
 
Let’s review the formula for crafting the response to your tough 
question and two examples on page W-23 in your Life Journal. You can 
also follow along to the PowerPoint slide: 
 

 Tough Question Formula: 
1. Take Responsibility 

 Own your mistakes. 
 Be accountable. 
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2. Draw the Line 
 What have you done to correct the situation? 
 What did you learn? 
 What’s different now? 

3. Make it an Asset  
 How has the experience made you a better potential employee? 
 How are you stronger, smarter or better equipped? 
 Consider programs or service work you’ve completed (e.g., Life 

Learning Center). 

Read, or select one or two candidates to read, Tough Question examples 
and prompt the following questions: 
 How did this person take responsibility? 
 How did they draw the line by showing what they’ve learned or how 

they corrected the situation? 
 What was the outcome? 

Before you begin working on this formula to address your own tough 
question, you must first identify what your tough question is. 

Consider asking yourself what’s prevented you from getting a job in the 
past, or what’s holding you back from getting the kind of job you’d like 
to have in the future. 

For many, your tough question will align with one of the following: 
 Criminal Background 
 Gap in Employment/Lack of Work History 
 Lack of Education/Experience 
 

LJ—Page W-23 
 

Candidates without a criminal background may select a Tough Question 
from the list of examples on Life Journal page W-23. 

However, for those of you who possess a criminal background of any 
kind (misdemeanor or felony), “Criminal Background” should 
automatically serve as your tough question for this reason: 

Disclosing a criminal background can be an uncomfortable topic to 
breech with a potential employer. However, it’s critical that you practice 
addressing this tough question prior to accepting an offer for 
employment. 

Being up front and honest about your criminal background demonstrates 
initiative and trustworthiness to the employer. It presents the 
opportunity for you to control and guide the conversation, showing the 
employer that you are worth hiring, regardless of your criminal history. 

Applicants who lie or withhold information about their criminal 
background are not afforded the same opportunity and may face 
repercussions if the company runs an employee background check. 
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Not only does this reflect poorly on the applicant, but it can also result 
in having the job offer revoked. 

Let’s watch a quick video that will demonstrate the appropriate way to 
address a criminal background during an interview. 
 

PPT—Slide 22 
 
Video: Interviewing 
for a Job with a 
Criminal Record 
Time 2:24 
 

 
 
Follow the link to show video, “Interviewing for a Job with a Criminal 
Record.” Make sure projector and sound are turned on.  

What are your thoughts on the applicant’s response? 

Prompt discussion. 

Tough Question 
Exercise 
LJ page W-24 
 
 

Are you ready to begin crafting the response to your tough question? 
Let’s get started on page W-24 in your Life Journal. 
 
On this page, you will notice there is space to write in your responses 
for each part of the tough question formula. 

You’ll have the remaining _________ minutes of this lesson to craft and 
finalize the response to your tough question. 

The employers conducting interviews at your scheduled Mock Interview 
event will be made aware of your tough question—this means you must 
be ready to answer it! 

Use this time wisely to prepare and respond with confidence!  

Let’s take a few minutes to go around the room to practice our 
responses to our Tough Questions.  

Use remaining time to develop Tough Question responses on Life 
Journal page W-22. Notify Candidates when five minutes remain. 
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Preparation is key to a successful job interview. Furthermore, it’s 
important to practice your responses to questions that employers 
typically ask. 
 

PPT—Slide 23 
 
LJ—Page W-25 & 
W-26 
 
 
 

 

Turn to Life Journal pages W-25 and W-26 for a list of Typical 
Interview Questions employers will expect you to answer without 
hesitation. 

Read over this list and circle two questions that you find to be the most 
challenging. Allow a minute. 

Now, take your best shot at answering those questions and jot down 
your responses in the space provided. 

Allow 3 minutes. 

Most of these questions will be personal to you. Remember, practice is 
key! Consider rehearsing in front of a mirror or with your Support 
Coordinator. 

Here’s a helpful hint: The employers at your scheduled Mock Interview 
event will be provided this list of questions. Therefore, you may be 
asked some of these questions in the very near future. Take this list 
home with you and practice answering at least one question each night 
to make sure you’re prepared! 

Don’t worry about memorizing your answers word for word. Rather, 
focus on key talking points that you’d like to mention and practice 
regularly to strengthen your response. 

Let’s go around the room and have each person answer at least 1 of 
these questions. 

Facilitator to randomly ask each person a question. After the response, 
solicit feedback (positive and constructive). Include your own also. 
Continue this process until each person has answered a question. 

Be sure to continue reviewing this list of questions in your spare time. 
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An interview is your chance to leave a lasting impression on an 
employer and shine amongst other applicants vying for the same job. In 
other words, you must stand out from the crowd. 

At this phase in the hiring process, the interviewer has already seen your 
resume and captured the highlights of your work history. 

Therefore, it’s important to prepare examples and conversation topics 
that elaborate on your skillset, in addition to how you’ve demonstrated 
value in previous professional roles. 
 

Standout Skills 
Exercise 
LJ—Page W-27 
 

Flip over to page W-27 in your Life Journal. 

It’s time to put you on the spot with a role play exercise! Here’s the 
scenario: 

You are in an interview and the hiring manager has just asked you to 
share five skills or characteristics that would make you an asset to their 
company. 

There are five numbered spaces under the “Standout Skills (Throw 
Away)” column to write your responses. 
 

 

Enter one skill or characteristic into each box (for a total of five skills or 
characteristics). Don’t worry about writing anything into the “Specific 
Example” column just yet. 

You only have 2 minutes! Any questions? 

Get started! 

Allow 2 minutes. Walk around the room and observe what Candidates 
are writing.  
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Time’s up! Let’s see what you all came up with! 

Prompt each Candidate to share their five skills/characteristics out loud 
with the class. 

 
Now, we’re going to play a game called, “What the Applicant Said vs. 
What the Employer Heard.” 

Raise your hand if you wrote anything along the lines of: 
 “I’m dependable.” 
 “I’m reliable.” 
 “I’m always on time.” 

Have Candidates raise their hands. 

When an applicant says, “I’m dependable,” the employer hears, “I’ll be 
there within 15 minutes of my start time. I’ll only call off once or twice 
a month.” 

 
Moving on! 

Raise your hand if you wrote something similar to: 
 “I work well with others.” 
 “I’m a team player.” 
 “I’m a people person.” 

When an applicant says, “I work well with others,” the employer hears, 
“I’ll waste time on the clock chatting with coworkers and neglect 
getting my work done.” 

 
 

Facilitator Tip: 
Most Candidate responses will include generic or overused 

skills/characteristics such as Hard Worker, Dependable, 
Trustworthy, etc., referred to as “Throwaways.” 

Facilitator Tip: 
Look for common answers, guiding Candidates into realizing that 

most applicants claim to possess many of the same skills or 
characteristics during an interview. 

Facilitator Tip:  
Candidates may appear to be confused—it’s okay. 

Facilitator Tip:  
Look for confusion or frustration amongst Candidates. 
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How could “I’m dependable” or “I work well with others” be perceived 
negatively by an employer? 

The interviewer has likely heard many applicants before you respond 
with the same cliché skills or characteristics—then, come to find out, 
that person was neither dependable nor good with people once they 
were hired for the job! 

Phrases such as “I’m dependable” and “I’m good with people” are 
called THROWAWAYS. 

You may have noticed some similar responses among yourself and your 
classmates as you shared your five skills/characteristics. The idea is to 
stand out—not to blend in! 

Here are a few additional throwaway examples to avoid: 
 I’m a hard worker. 
 I learn fast. 
 I’m a team player. 

Often, when an employer continues to hear the same overused phrases 
or claims, they begin to hear something entirely different! 

So, how do you convey your valuable skills and characteristics in a 
believable manner that makes you stand out among other applicants? 

The answer is: specific, relevant, and quantifiable examples! 

Using examples to back up the statements you’ve made provides the 
employer with evidence to support your claim. 

You’ve all heard, “actions speak louder than words.” The same rule 
applies to interviews. Use real life experiences to leave the employer 
thinking that you’re a keeper who is about showing, not telling. 

Standout Formula 
PPT—Slide 24 
 

Once again, you’ll be using a formula to create specific, relevant, and 
quantifiable examples that turn your throwaway’s into standouts. 
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Take a look at the formula listed on the bottom of page W-27 in your 
Life Journal. You can also follow along on the PowerPoint slide: 
 Specific. Not generalities or flowery phrases. Tell exactly what you 

did and how it helped. 
 Relevant. Would this standout be beneficial to this particular 

position at this particular organization? 
 Quantifiable. Use numbers or a story. Stick with facts, not opinion. 

Now, let’s look at a throwaway example that was turned into a standout 
as a result of the formula: 

Example: Applicant is applying for a cashier position 
Throwaway- 
“I’m good at handling money.” 

Standout- 
“During my time as a cashier at Dollar General, I conducted at least 
$5,000 worth of transactions every day during the holiday season, and 
my drawer never came up short.” 

Let’s make sure our standout statement meets all the criteria of the 
formula. 

On the PowerPoint slide, each part of the standout formula can be found 
in a different color to designate where the formula has been addressed in 
the standout example. 

Provide explanation: 
 The standout provides a specific example to support the applicant’s 

claim of good money handling. 
 The standout is relevant, as accuracy and money handling are 

important skills for a cashier position. 
 The standout uses quantifiable facts by communicating the total 

transacted dollars in sales ($5,000). 

Does this make sense? 

Look for nods. Address questions as needed. 

Now, let’s jump back to page W-27 in your Life Journal to start turning 
throwaways into standouts. 

Complete the formula (abbreviated as S, R, Q) in the “Specific 
Example” column for each of the five skills/characteristics listed earlier 
in the “Standout Skills (Throwaway)” column. 

Why are Standouts important? When will you use them? 
 On applications 
 Resumes – accomplishment statements 

 Interview questions – “Why should I hire you?” or “Tell me your 
strengths.” 
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You have the remaining _______ minutes of this lesson to complete all 
of page W-27. Raise your hand for assistance and get a head start in 
memorizing the key points of your standout statements if you finish 
early. Like everything else, this will take practice! 

Allow remaining time to complete page W-27. Prompt class to share 
one standout from the “specific example” if time permits. 
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History or patterns of behavior are often a key indicator of how one will 
perform in the future. Therefore, interviewers utilize a strategy called 
“behavioral interviewing” to gauge how an applicant would respond to a 
certain situation in the workplace. 

Behavioral interview questions usually start with: 
 Tell me about a time when… 
 What do you do when... 
 Have you ever… 
 Give me an example of… 
 Describe a time… 

Is it safe to say most have experienced questions like these during an 
interview? 

Look for nods. 

In your response, the interviewer is likely looking for proof that you 
possess specific skills or strategies such as: 
 Problem solving 
 Creativity 
 Time Management 
 Conflict Resolution 
 Teamwork 

Coming up with examples on the spot to fully address these types of 
questions can be tricky—that’s when you respond with a STAR story. 

STAR stories offer real and meaningful examples that show how you’ve 
effectively handled a certain kind of situation in the past. Their primary 
purpose is to: 
1. Demonstrate how you used your skills and actions in a particular 

situation 
2. Give some proof you can do what you say 
3. Help the interviewer know you can problem solve 

Star Story Formula 
LJ—Page W-28 
 
PPT—Slide 25 
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As you develop your own stories, you’ll be using a formula that breaks 
down the STAR acronym. You can find this listed on the PowerPoint 
slide, as well as page W-28 in your Life Journal: 
 Situation or Task. Describe the situation that you were in or the task 

that you needed to accomplish. Be specific and give enough detail 
for the interviewer to understand. 

 Action. Describe the action you took and be sure to keep the focus 
on you, even if others were involved. 

 Result. How were you the hero? What did you accomplish? What 
did you learn? 

 
Video: How to 
Answer Situational 
Job Interview 
Questions 
Time 3:38 
 

Let’s watch a video that further explains the STAR Story method. 

Follow the link to show video, “How to Answer Situational Job 
Interview Questions.” Make sure projector and sound are turned on. 

Is this starting to click? 

Look for nods. Address questions as needed. 

Let’s walk through two more examples together before you start 
creating your own STAR Stories. Follow along to the PowerPoint slide 
or page W-28 in your Life Journal. 

Star Story Example 
#1 
PPT—Slide 26 
 

 

Ask a Candidate to read the first example: 

“We had an urgent last-minute order for medical supplies. We were 
already 3 people short on our shift, but the product had to go out. I 
explained to everyone on my shift how important it was for the medical 
equipment to go out on time. I reprioritized the workload and arranged 
to have a slightly later pick up from the shipping company to give my 
team more time to work. We were able to complete the order and get the 
medical supplies where they needed to be on time.” 

 
 
STAR Stories 
(Cont.) 

Prompt the following questions: 
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 What was the Situation or Task? 
 What was the Action the person took? 
 What was the Result? 
 

Star Story Example 
#2 
PPT—Slide 27 
 

 
 

 Ask a Candidate to read the second example. 

“I have a lawn mowing business and hire a couple people to help each 
summer. One guy accidentally mowed over a very small tree. It wasn’t 
staked or caged and was really small and easy to miss. The owner was 
home and saw it happen. He was really angry because it was an 
expensive tree. I told him I would make it right. I went that night and 
bought a replacement tree that was bigger and nicer than the one we 
mowed over. I brought it to him and planted it for him. I even put a cage 
around it to prevent it from getting mowed over again. He was really 
happy and asked for a couple extra business cards to give to 
neighbors.” 

Prompt the following questions: 
 What was the Situation or Task? 
 What was the Action the person took? 
 What was the Result? 

Great job! 

Before you start working on your own STAR Story, let’s review some 
strategies to keep in mind: 
1. Keep your STAR Stories short and precise with a beginning, middle, 

and end. 
2. Have several prepared. This is important. You should have at least 3 

stories to draw upon quickly. 
3. Use when answering behavioral questions. 
4. PRACTICE! PRACTICE! PRACTICE!  
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One more thing. You can always tweak your story to answer slightly 
different questions. It is best to know of a situation where you did some 
great work and then frame it to answer a specific question – teamwork, 
leadership, initiative, etc. 
 

Star Story Exercise 
LJ—Page W-29 
 

Now, turn to page W-29 in your Life Journal and notice there is space 
provided for you to prepare two STAR Stories. 

STAR Story #1 should tell an interviewer how you solved a problem— 
similar to the first example discussed on page W-28 in your Life 
Journal. 

STAR Story #2 should show how you handled a difficult situation with 
people, which would apply to the second example we covered on page 
W-28. 

Put careful thought into deciding what your STAR Stories will be about 
and complete all three parts of the formula on Life Journal page W-29. 
Lastly, put all pieces of the formula together to assemble your full 
STAR Story. 

When you finish, read the story and make sure it clearly outlines the 
situation or task, action taken, and the result. You might have to make 
some minor adjustments to make the flow of the story sound natural—
this could take several attempts. Keep trying until you’re confident in 
the final product. 

You have the remaining _______ minutes of this lesson to complete all 
of page W-29 in your Life journal. Raise your hand for assistance and 
get a head start in memorizing the key points of your STAR Stories if 
you finish early. 

Allow remaining time to complete Life Journal page W-29. 

Prompt Candidates to share their STAR Stories (without using notes on 
page W-29) if time permits and encourage feedback amongst class.  
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Wrap Up & 
Evaluations 
10 Minutes 
 

Pat yourself on the back for all your hard work. 

Let’s quickly recap what you learned during this class with a short 
discussion. 

Prompt the following discussion points and facilitate 3-5-minute 
discussion: 
 What topic or lesson did you find to be the most interesting or 

enjoyable? 
 What was learned as a result of the class? 
 Share an achievement or a moment you were proud of. 
 Did you experience any struggles or challenges? If so, how did you 

overcome it? 
 How could the class have been improved? 

Thank you for sharing!  

As usual, evaluation forms are the last item on the class agenda.  

Distribute evaluation form to each Candidate and remind them: 
 Put their name on the evaluation form 
 Of the importance of completing all parts of the form 
 Comments are an expectation and should be given 
 To provide facilitator feedback on back of form 

Facilitator will collect the evaluations. Ensure all Candidates submit a 
form and both sides are filled out. 

Submit collected evaluations to LLC Administrative Assistant at the 
front desk. 
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Facilitator’s 
Checklist 
Resume 
Development 

The facilitator should make sure of the following before beginning 
Resume activities. 
 
Check Supplies 
 Basket to collect cell phones 
 Post-It Easel pad with markers (check markers to make sure they 

have ink) 
 Pens, Tape, Crayons, Markers, Scissors, Glue 

 
Check Presentation Equipment 
 Power On 
 PowerPoint appropriate for sessions 
 Video: How to Use a Flash Drive or Memory Stick 
 Video: Saving to a Flash Drive Tutorial 
 Video: How to Properly Remove a Flash Drive 
 Video: Creating Your Resume Summary Statement 

 
Reference Material During Session 
 Life Journal Pages: W-4, W-10 thru W-13, W-14 thru W-17, W-

21, W-22, W-30, W-32 
 

Check Facilitator Bin for Supply of Handouts 
 Evaluations 

 

 

 
 

 
  

Facilitator Tip:  
Remind Candidates to turn cell phones off or place on silent and 

put in basket. They are free to use on breaks. 

Facilitator Tip:  
As this text is used universally, check schedule to incorporate use 

of such terms as: “this afternoon/evening,” “break/meal.” 
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Welcome 
Resume 
Development 
5 Minutes 
 
 
PPT—Slide 28 
 
 

Welcome to today’s class. My name is ____________ and I’m a 
volunteer faculty member. 

 

As usual, your daily schedule is posted on the classroom door. You can 
reference it for the following information: 
 Scheduled Break/Mealtimes 
 Volunteer Faculty 
 Lesson Topics & Time Durations 
 Assigned Location (i.e. classroom, technology lab, café, etc.)  

Everyone has a life and responsibilities outside of Life Learning Center. 
However, now is the time to shift gears from whatever may be going on 
at work or at home. Leave it at the door for the next few hours and allow 
yourself to be present in this moment. 

This is your fourth session on Working for a Better Life. In last week’s 
3 sessions you were getting the building blocks in place for actually 
writing your resume. You identified your skills, worked on STAR 
stories, Standing out from a crowd, and more. All of these will 
contribute to your resume. How did that go? Any thoughts or 
comments? 

Today we are going to begin the development of the resume. There is a 
lot of work to building a resume, so we actually have 2 sessions 
available to get this done. One today, and a second session tomorrow 
where we will finish it up. 
 
Any questions? 
 
Ok. Let’s get started!  
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USB & Padfolio: 
Distribution and 
Demonstration 
15 Minutes 
 

Distribute LLC Padfolios and USB’s to all Candidates. Instruct class to 
keep computer monitors turned off until further notice.  

Take a look at the materials you have been given. These are your 
professional padfolios and USB flash drives. You’ll utilize these 
throughout your workforce training and as you begin your job search. 

Inside the padfolio, you’ll find storage for a pen, notepad, and loose 
paper items such as your resume, business cards, cover letters, etc. Use 
this during a job interview to keep your materials in one place. 

Now, direct your attention to your USB flash drive. You may be 
thinking, “What is this thing and what does it do?” 

Flash drives are small removable hard drives that make it easy to 
carry electronic files from one device to another in a portable form. 

The first step is learning how to use the flash drive. Let’s get started 
with a few demonstrations that will teach you the basics of: 
 Connecting a Flash Drive 
 File Saving to a Flash Drive 
 Safely Ejecting a Flash Drive 
 

PPT—Slide 29 
 
Video: How to Use 
a Flash Drive or 
Memory Stick 
Time 1:33 
 

 

Check out this video for a quick visual of what you’ll be doing. 

Follow the link to show video, “How to Use a Flash Drive or Memory 
Stick.” Make sure projector and sound are turned on.  

Now, please turn on your computer monitors and wait for my 
instructions. 

Provide instructions, allowing enough time between each step: 

Connecting a Flash Drive: 
1. Insert the flash drive into the USB port located on the front, back, or 

side of the computer. 
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USB & Padfolio: 
Distribution and 
Demonstration 
(Cont.) 
 

2. Click “Start” or the Windows icon in the bottom left corner and 
select “My Computer.” 

3. Locate and double click the flash drive’s name (e.g., "Removable 
Disk" E: drive) from the left-pane of the window. 

 
Proceed to next demonstration after flash drives have been connected. 

Next, you will practice saving a Microsoft Word document to the flash 
drive. This will prepare you for saving your resume to this device later 
on. Let’s watch a tutorial before getting started. 
 

PPT—Slide 30 
 
Video: Saving to a 
Flash Drive 
Tutorial 
Time 1:40 

 

Follow the link to show video, “Saving to a Flash Drive Tutorial.” 
Make sure projector and sound are turned on. 

First, open a blank document in Microsoft Word and type 1-2 sentences. 
Don’t spend too much time on this. 

Allow enough time. Proceed once Candidates are ready. 

File Saving to a Flash Drive: 
1. Click FileSave As 

2. Enter “Test” as the File Name. 

3. Click the flash drive's name located in the left pane beneath “My 
Computer.” 

4. Click Save in the bottom-right corner of the window. 

Move to final demonstration once all have successfully saved the file. 

 
 

Facilitator Tip:  
Inform Candidates, from this point on, they will be saving any 

files they create to this USB drive. 
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USB & Padfolio: 
Distribution and 
Demonstration 
(Cont.) 
PPT—Slide 31 
 

 
 

Video: How to 
Properly Remove a 
Flash Drive 
Time 4:43 
 

The last step is properly ejecting the flash drive. Removing it from the 
port without ejecting could cause your files to be lost or corrupted. This 
final video will show you how it’s done. 

Follow the link to show video, “How to Properly Remove a Flash 
Drive.” Make sure projector and sound are turned on. 

Safely Ejecting a Flash Drive: 
1. Click the flash drive icon in the bottom right corner of the screen. 

2. Click “Eject” from the drop-down menu. 

3. Remove from port once "Safe to Remove Hardware" message 
appears. 

Allow enough time for all Candidates to finish the demonstration. 

Great work! You now have the basics down! This process will become 
more familiar as you practice. Remember to keep this flash drive in a 
safe spot, as you’ll be using it frequently! 
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Resume 
Workshop: 
Overview & 
Getting Started 
30 Minutes  
 

You are now ready to start creating your resume. I want you to pull out 
the following documents: 
 Jobtimize Career Planning Report 
 Tell Me About Yourself from your Life Journal page W-13 
 Master Employment Profile from your Life Journal pages W14-17 
 Skills Inventory from your Life Journal page W-18 
 ONET Summary Report from your Life Journal page W-21 
 The ONET Jobs you printed out 
 The Sample Functional Resume Template from your Life Journal 

page W-22 
 Your old resume (if you have one) 

Of the four ONET jobs you chose as what you want to do next, choose 
one that best matches your skills and transferrable skills. That is the one 
you are to use as a guide in writing your Functional Resume. This 
should also be the job you identified during the Job Search Action plan 
exercise (Life Journal page W-11) and the Narrow the Search exercise 
(Life Journal page W-10). 
 

LJ—Page W-22 
 
PPT – Slide 32 

Overview of Functional Resume 
Before we actually create our resume, let’s quickly review its 
components and highlight a few formatting techniques. Turn to page 
W-22 in your Life Journal for an example. 

 

The functional resume highlights skills, achievements, and 
accomplishments, rather than drawing attention to any gaps or 
inconsistencies in employment history.  

 
When they/you reach, “Skills” remind candidates they can pull these 
from their individual Skills Inventory Lists and ONET job descriptions. 
 

  

Facilitator Tip:  
Consider going around room and have candidates take turns 

reading aloud what is on the PowerPoint slide. 
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Resume 
Workshop: 
Overview & 
Getting Started 
(Cont.) 
 
 
 
 

Show of hands. How many of you consider yourself to be artistic or you 
like to add a little bit of style to things you create? 

A few. We talk a lot about distinguishing yourself from others with 
highlighting your talents and skills. That is important. Remember our 
earlier session about Application Tracking Systems and how they are 
used to quickly evaluate resumes. One of their shortcomings is their 
reaction to graphics, colors and lines. These systems tend to pitch 
whatever they can’t interpret; and pictures, colors and lines confuse 
them and cause them to discard an applicant. Not fair. But, it’s fact. 

Also, as a hiring manager, I don’t want to be distracted by all sorts of 
fancy fonts, highlighting, colors, etc. I want to focus on the message this 
resume is delivering to me. I start to form a negative reaction when I 
have to wade through “bells and whistles” to get to the information I am 
looking for. I want a nice “standard” resume so I can quickly and 
efficiently go through it. 
 

 Before we go further, I’m going to ask you to trust me. Some of you are 
computer savvy, others not so much. Either way, I ask you not to forge 
ahead to the next step until I say we’re ready for it. Those of you sitting 
next to someone not as comfortable with working on a document, please 
help them any way you can. 

Writing your resume is the most important document you will create, 
because you will see just how much you have to offer. 

Also, the best resumes are those created when you ask someone else to 
help you. So, we are going to help each other throughout this exercise. 
 

PPT – Slide 33 
Access Resume 
Template 
 

 

Okay. Let’s get started. 

Prior to receiving your flash drive, a functional resume outline was 
saved on your USB device to reduce the amount of time you’ll have to 
spend formatting your resume. So, let’s access that file together. 

 

 



Resume  Working for a Better Life 
 

89  Life Learning Center Copyright 1/20 Rev.1 

Resume 
Workshop: 
Overview & 
Getting Started 
(Cont.) 
 

Opening the Candidate Resume Outline from USB Flash Drive: 

1. Access the USB Disk E. Select “Open folder to view files” from the 
menu options. 

Tip: If the window does not appear, click the folder icon located in 
the bottom left hand corner of the screen. When the window 
appears, select “USB DISK (E:)” located in the left-hand column 
under “Computer.”

2. Once the USB DISK (E:) is selected, the saved files will appear. 
Double click the file titled, “Candidate Resume Outline” to open the 
document in Microsoft Word. 

PPT – Slide 34 
Functional Resume 
Template 
 

 

Contact 
Information 
 
PPT—Slide 35 
 
 

Wait for all Candidates to open resume outline in Microsoft Word. 

With the resume outline opened on your computer, it’s officially time to 
start building your resume! 

 

Let’s get your feet wet with the first section—Contact Information. 
Direct your attention towards the top of the resume outline. 
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Resume 
Workshop: 
Overview & 
Getting Started 
(Cont.) 
 

 

Contact Information 
Take notice of the [Name], [Street], [City], [ State], [Zip], [Phone], 
and [Email] placeholders. Soon, you will delete and replace these 
placeholders with your personal contact information. 

Follow along to the PowerPoint slide for step by step instructions and a 
snapshot of what this section should resemble: 

1. Replace the [Name] placeholder with your first and last name. 

2. Overwrite the [Street] placeholder with your street address. 

3. Insert the city, state, and zip code of your residential address into the 
[city], [state], and [zip] placeholders. 

4. Insert the phone number you can best be reached at in the [(XXX)-
XXX-XXXX] placeholder. Include the area code and make sure 
the phone number is up to date. 

5. Replace the [name@gmail.com] placeholder with your professional 
email address, which should be listed on page W-4 in your Life 
Journal. 

 
Resume File Save 
 

Has everyone filled in their contact information? Good. Now save your 
resume as follows: 

1. Choose File/Save As. 

2. You will see the original file name “Candidate Resume Outline.” 
Change this to whatever your last name is and the date. 

Now you have preserved the original outline and created a new 
document that you can revise. 

Save your resume after completing each section, or more often if you’d 
like. Personally, when I’m working in the Accomplishment section, I 
save it every two or three accomplishments. 

 

 

 

Facilitator Tip:  
Write on the flipchart or whiteboard – and example for them to 

follow: john doe resume 12-3-2019. 
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Resume 
Workshop: Main 
Content 
135 Minutes 

Now that we are all in the same place, I am now going to go over a few 
things before we continue our session. Please let me have your attention 
on these. Once I am finished, the class will continue with each person 
working individually on your resume. Each of you might be in a 
different place with your resume – some already have a good start and 
just need to clean it up a little, and others might just be getting started. 

For this part of the session, we are going to SKIP the Summary 
statement. We will complete everything else on the resume first, and 
then we will come back to the summary. DO NOT work on the 
Summary until we have all completed the main part of the resume. 

I am going to give some overall instruction on Skills, Accomplishments, 
and Work History, and then you can all start working. 
 

PPT—Slide 36 
 

 
 

Skills 
 
 
 

Direct your attention to the Skills section of your resume, where you’ll 
find six bullet points listed as [Skills #1-6] that are currently serving as 
placeholders. 

 

You will replace those placeholders with your actual skills. 

To determine what skills you should put in: 

LJ – Pages W18 & 
W-21 
 

1. Review highlighted items from the Knowledge, Skills, and Abilities 
sections from ONET Occupation Summary Reports. 
Tip: Reference transferrable skills documented on Life Journal page 
W-19 and Skills Inventory on Life Journal page W-18. 

2. Select six skills to insert that best pertain to the job you are applying 
for. 
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Resume 
Workshop: Main 
Content (Cont.) 
 

3. Replace [Skills #1-6] placeholders with your chosen skills. 
Tip: Be sure not to delete the bullet points as you overwrite the 
placeholders. 

Don’t enter anything yet. There is still a bit more instruction. 

Once you have your skills, we will use them for the Accomplishments 
section. 

Accomplishments 
PPT—Slide 37 
 

 
 How to Present an Accomplishment: 

Let’s first start by asking, what is the difference between an 
accomplishment and a task or job responsibility? 

Look for answers. 

An accomplishment is something that has been achieved successfully 
as the result of effort. 

A task/job responsibility is an activity you are required and expected 
to do. 

In this section, you absolutely do not want to list a task/job 
responsibility. Instead, you will insert an accomplishment statement. 

Accomplishment statements should communicate what you did to: 
 Make it easier for yourself or others to perform the job 
 Encourage returning customers or business 
 Save the company time, money, resources, etc. 

For example, when customers keep coming back to sit in your section of 
the restaurant, you have created “customer loyalty.” So, an 
accomplishment statement may be phrased as, “Delivered superior 
service resulting in customers returning twice a week.” 

What about work processes? Did you think of a way to organize your 
work or consolidate steps to reduce the amount of time it takes to 
complete tasks? For instance, by storing glasses closer to the drink 
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Resume 
Workshop: Main 
Content (Cont.) 
 

station, servers were able to quickly fulfill and deliver customer drink 
orders. 

Did you have to work the cash register? Did your register always 
balance out? Accuracy is important. 

Although these may sound like small accomplishments, it just goes to 
show that you can relate a positive outcome to a variety of work-related 
tasks that you may have originally overlooked or thought to be 
insignificant. 

Accomplishment 
Formula and 
Action Verbs 
 
 
LJ—Page W-30 & 
W-31 
 

Accomplishment Statement Formula: 
LLC has developed a formula to help simplify the process of crafting 
accomplishment statements:  
1. Action- Briefly describe the action you took 

 Use the Tasks and Detailed Work Activities sections of your 
ONET Occupation Summary Reports to help identify action 
you’ve taken at previous jobs. 

 Accomplishment statements should always start with an action 
verb. Check out Life Journal pages W-30and W-31 for a whole 
list of them! 

 Also, the same tense should be used throughout this entire 
section of the resume. If the first verb ends in “ed” or “ing,” all 
the verbs should end that way. I know. Picky, picky, picky. But 
it does make a difference to the reader. 

 It’s preferred that your accomplishment statements be in past 
tense, but don’t spend too much time on this yet. You can circle 
back to it during final revisions. 

PPT—Slide 38 
 

 

2. Result- State the result of your action in measurable or quantifiable 
terms (i.e. Money, time, quota, etc.) 
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Resume 
Workshop: Main 
Content (Cont.) 
 
 
 

Ask yourself these questions if you have trouble identifying or 
quantifying the result of your action: 
 What difference did it make? 
 What value did it bring to the company? 
 What problem did you solve? 
 How much turnaround time did you decrease on a project? 
 By what percentage did you increase productivity? 
 How many employees did you manage? 
 Did you increase the number of customers served? By how 

much? 
 What was the impact of ideas or processes you implemented? 

 Remember, your action had an impact, no matter how big or 
small! Don’t overthink it, and don’t sell yourself short! 

PPT—Slide 39 
 

 

3. Action + Result= ACCOMPLISHMENT- Put your action and 
result together for a completed accomplishment statement! 

You can find this formula bulleted three times beneath each 
accomplishment heading in the Achievements & Accomplishments 
section of the resume outline. 
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Resume 
Workshop: Main 
Content (Cont.) 
 
PPT—Slide 40 
 

 
For this part of the resume: 

1. Select three of your top skills or abilities to use as 
accomplishment headings. 
Tip: Remember, later you must write three statements to support 
the skill/ability chosen for each accomplishment heading 

2. Replace all three [Accomplishment Heading] placeholders with 
your selections. 

3. Enter 2-3 Accomplishments as we have just described. 

PPT—Slide 41 
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Resume 
Workshop: Main 
Content (Cont.) 
 
PPT—Slide 42 
Work Experience 
LJ Page W-14 
through W-17 

 

Moving to the next section, I want to briefly review how to complete the 
Work Experience section. 

The employer looks at this section to gather information about your 
employment history and career trajectory to determine whether you’re a 
suitable applicant for the position. 

Notice that there are placeholders to insert details for each job. This 
includes the company name, city and state of the company location, and 
your job title/position. Additionally, there is space to enter start and end 
dates. 

You will enter the Work Experience you have had. Importantly, you 
must enter this in reverse order – enter your current (or most recent) job 
first, and then go backward until you have entered them all. For the 
dates in this section, please enter the month and year of the start and end 
dates, e.g., Oct 2017-Dec 2018. For the current job, enter the end date as 
“Present.” 

Consider using your Master Employment Profile on pages W-14 thru 
W-17 in your Life Journal to speed up this process. 

Tip – It is important that the dates line up in a nice column. If the 
information on the line is too long, then consider making each work 
experience take 2 lines, with the position underneath the 
company/address. 

 

The rest of the resume is pretty self-explanatory. Let’s all begin to 
work on your individual resumes. I (and my helper) will be walking 
around helping you through this process. 

  

Facilitator Tip:  
Facilitator/Helper should provide each Candidate with one-on-

one to get them going. Try floating around as best you can so they 
can all make progress. 
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Resume 
Workshop: Main 
Content (Cont.) 
 

The class now will begin working individually. 

 
The length of time this takes to complete the main part of the resume is 
HIGHLY dependent on: 
 How many candidates are in class 
 How well they are prepared 
 How many helpers you have 

Two sessions are allocated to complete the resume. During this first 
session, simply continue working until the end of class time. This will 
be picked back up tomorrow. 
 

 
  

Facilitator Tip:  
Strongly reinforce to the Candidates to keep the resume format as 
it appears in the template. This will require less work in the end 

to “clean up.” 
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Wrap Up & 
Evaluations 
10 Minutes 
 

Pat yourself on the back for all your hard work. 

Let’s quickly recap what you learned during this class with a short 
discussion. 

Prompt the following discussion points and facilitate 3-5-minute 
discussion: 
 What topic or lesson did you find to be the most interesting or 

enjoyable? 
 What was learned as a result of the class? 
 Share an achievement or a moment you were proud of. 
 Did you experience any struggles or challenges? If so, how did you 

overcome it? 
 How could the class have been improved? 

Thank you for sharing!  

As usual, evaluation forms are the last item on the class agenda.  

Distribute evaluation form to each Candidate and remind them: 
 Put their name on the evaluation form 
 Of the importance of completing all parts of the form 
 Comments are an expectation and should be given 
 To provide facilitator feedback on back of form 

Facilitator will collect the evaluations. Ensure all Candidates submit a 
form and both sides are filled out. 

Submit collected evaluations to LLC Administrative Assistant at the 
front desk. 
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Resume 
Workshop: Main 
Content 
90 Minutes 

Welcome back. Today we will continue the work on our resumes and 
also complete the Summary Statement. 

Please pull out your materials you were working with yesterday and 
continue where you left off.  I (and my helpers) will be around to help 
get you going or otherwise answer questions you might have. 

Facilitator – continue the process helping all candidates complete the 
main part of the resume. 

Once all (or most) candidates have completed the main part of the 
resume, you can begin to work on the Summary Statement. 
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Resume 
Workshop: 
Summary 
95 Minutes 
 
PPT—Slide 43 
 
Video: Creating 
Your Resume 
Summary Statement 
Time about 1 min 
 
 

Keep up the momentum as you tackle the final section of your resume—
the Summary. Let’s switch things up and watch a short video about 
creating a Summary statement. 

 

Follow the link to show video, “Creating Your Resume Summary 
Statement.” Make sure projector and sound are turned on. 

Based on what you saw during the video, what purpose does the resume 
Summary serve? 

Possible answers: 
 Explain what you have to offer and how it will help the 

company/organization achieve its goals  
 Highlight successes throughout professional career 
 Reveal skills, experiences, talents, and delivery of results 

In short, the Summary serves as a snapshot for the rest of the resume 
and can be compared to an “elevator pitch” for selling yourself to the 
hiring manager. 
 

PPT—Slide 44 
 

 
A resume Summary statement is a brief 2-3 sentence paragraph that 
highlights your qualifications for the job. Here are a few elements to 
keep in mind as you craft your own Summary: 

 Insert key words from the job description/posting 
 Years of experience in job position or industry 
 Highlight skills that are relevant to the job 
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Resume 
Workshop: 
Summary (Cont.) 

 Use action words or measurable accomplishments to showcase 
professional achievements 

 Avoid listing common or overused skills (e.g., team player, 
dependable, etc.) 

Let’s review a successful Summary example together from the 
PowerPoint slide before you dive into creating your own. Who would 
like to read the example out loud for the class? 

Select a Candidate to read the Summary example from the PowerPoint 
slide: 

Highly motivated nonprofit professional with 8 years of experience in 
program management, direct service, and grant-writing. Possess a 
strong background in streamlining processes to maximize efficiency and 
a proven ability to effectively raise over $50,000 annually in grant 
funds. Seeking to improve client outcomes in a Program Manager role. 

What positive elements did you notice from the example? 

Possible answers: 
 Use of action verbs 
 Skills and achievements align with job position/industry 
 Measurable accomplishments 
 Mentioned years of experience in desired industry 
 Emphasis benefitting the company 

Now, take a moment to locate the formula listed beneath the Summary 
heading of your resume outline. You can also find it displayed on the 
PowerPoint slide. This formula includes several placeholders for you to 
overwrite with your own professional information as it pertains to the 
job you are seeking. 

PPT—Slide 45 
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Resume 
Workshop: 
Summary (Cont.) 
 
 

Let’s first review the formula together and discuss how it translates into 
the example located on the PowerPoint slide. 

Review Summary formula and example from PowerPoint slide.  

 

PPT—Slide 46 
 

Are you ready to try this? Follow along to the PowerPoint slide for step 
by step instructions: 

 
 

 Summary 
1. Replace the [Adjective] placeholder with an impactful word or 

phrase that describes yourself within the professional role (e.g., 
compassionate, creative, efficient, etc.). 

Insert key words from the job description that overlap with your 
own skills or qualifications.  

2. For example, if the job description lists that the ideal applicant 
possesses strong communication skills, an adjective such as, “well-
spoken” would fit well into this placeholder to emphasize the fit of 
the job. Replace the [Job Industry] placeholder with the field of 
work that aligns with your experience and desired position (e.g., 
Food Service, Customer Service, Sales, etc.). 

 
 

Facilitator Tip:  
Highlight how the formula corresponds with the example and 

gauge conceptualization amongst the class. Provide clarification 
as needed. 

Facilitator Tip:  
Candidates lacking prior experience in the desired job position or 

industry should insert the most relevant/transferrable industry 
from their professional background. Alternatively, the 

placeholder may be omitted. 
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Resume 
Workshop: 
Summary (Cont.) 
 

3. Replace the [# years of] placeholder with the number of years for 
which you have experience in the desired job position or industry. 

 
4. Replace the [special skill] placeholder with a transferrable skill or 

area of expertise that will be valuable on the job (e.g., data analysis, 
client retention, door to door sales, etc.). Consider inserting a key 
skill from job the descriptions/postings. 

 
5. Replace the [noteworthy job function(s)] placeholder with 1-2 

significant work activities from your employment history that will 
benefit the company (e.g., implementing cost effective solutions, 
exceeding quota standards, etc.). 

 
 6. Replace the [measurable accomplishment] with a qualitative or 

quantitative professional achievement (e.g., improved customer 
satisfaction by 20%, reduced safety violations by 15%, etc.) 

 
7. Replace the [relevant objective] placeholder with your plans to 

contribute and/or benefit the employer through your skillset (e.g., 
deliver outstanding customer service, reduce overhead cost, increase 
sales revenue, etc.) 

 
 

Facilitator Tip:  
Instruct Candidates lacking prior experience in the desired job 

position or industry to omit the placeholder. 

Facilitator Tip:  
Ensure skills are relevant to desired job and have been 

demonstrated throughout professional history. 

Facilitator Tip:  
Ensure that Candidate entries are relevant to desired 

positions/industries and have been demonstrated throughout 
professional history. 

Facilitator Tip:  
Ensure Candidates are honest about accomplishments and entries 

are relevant to desired job. 

Facilitator Tip:  
Ensure that Candidate entries are relevant to desired 

positions/industries. 
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Resume 
Workshop: 
Summary (Cont.) 
 

8. Replace the [desired job position] placeholder with the job 
title/position you are applying for (e.g., Warehouse Supervisor, 
Receptionist, Electrician, etc.). The position should align with the 
job industry listed at the beginning of the Summary. 

 
You have the remaining ______ minutes of the lesson to complete the 
resume Summary. 

Raise your hand for help and save your progress once you finish. 

Allow remainder of lesson time to complete. Ensure the Summary 
section of Candidates resumes meet all aspects of the formula. 

 

 
  

Facilitator Tip:  
Remind Candidates that this placeholder should be modified for 

each different position that is applied for. 
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Wrap Up & 
Evaluations 
10 Minutes 
 

Pat yourself on the back for all your hard work. 

Let’s quickly recap what you learned during this class with a short 
discussion. 

Prompt the following discussion points and facilitate 3-5-minute 
discussion: 
 What topic or lesson did you find to be the most interesting or 

enjoyable? 
 What was learned as a result of the class? 
 Share an achievement or a moment you were proud of. 
 Did you experience any struggles or challenges? If so, how did you 

overcome it? 
 How could the class have been improved? 

Thank you for sharing!  

As usual, evaluation forms are the last item on the class agenda.  

Distribute evaluation form to each Candidate and remind them: 
 Put their name on the evaluation form 
 Of the importance of completing all parts of the form 
 Comments are an expectation and should be given 
 To provide facilitator feedback on back of form 

Facilitator will collect the evaluations. Ensure all Candidates submit a 
form and both sides are filled out. 

Submit collected evaluations to LLC Administrative Assistant at the 
front desk. 
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Facilitator’s 
Checklist Mock 
Interview 

The facilitator should make sure of the following before beginning 
Mock Interview activities. 

Check Supplies 
 Basket to collect cell phones 
 Post-It Easel pad with markers (check markers to make sure they 

have ink) 
 Pens, Tape, Crayons, Markers, Scissors, Glue 
 Video Equipment 

Check Presentation Equipment 
 Power On 
 PowerPoint appropriate for sessions 
 Video: What Do You Know About Our Company? How to 

Answer This Job Interview Question 
 Video: Phone Interview Tips- Top 5 Telephone Interview 

Questions 
 Video: Top 10 Job Interview Questions 
 Video: Six Bad Body Language Behaviors to Avoid 
 Video: How to Write a Post-Interview Thank You Note and 

Why They’re Important 
 Video: Background Checks and Criminal Records 
 Video: What to Expect: Urine Drug Testing 
 Video: The 5 Components of a Job Offer that You Can’t Afford 

to Ignore 
 Video: The Pursuit of Happyness – Interview Clip 
 Video: The Pursuit of Happyness – Final Scene 

Reference Material During Session 
 Life Journal Pages: W-32 through W-41 
 Special Life Journal Page References: W-12, W-13, W-23, 

W-24, W-25, W-27, W-29 
 Resume and Typical Interview Questions Packet 
 Mock Interviewers List 
 Thank You Notes and Envelopes 

Check Facilitator Bin for Supply of Handouts 
 Evaluations 

 

 
  

Facilitator Tip:  
Remind Candidates to turn cell phones off or place on silent and 

put in basket. They are free to use on breaks. 

Facilitator Tip:  
As this text is used universally, check schedule to incorporate use 

of such terms as: “this afternoon/evening,” “break/meal.” 
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Welcome 
W4BL 3 
Interview 
5 Minutes 
 
 
PPT—Slide 47 
 
 

Welcome to today’s class. My name is ____________ and I’m a 
volunteer faculty member. 

 

As usual, your daily schedule is posted on the classroom door. You can 
reference it for the following information: 
 Scheduled Break/Mealtimes 
 Volunteer Faculty 
 Lesson Topics & Time Durations 
 Assigned Location (i.e. classroom, technology lab, café, etc.)  

Everyone has a life and responsibilities outside of Life Learning Center. 
However, now is the time to shift gears from whatever may be going on 
at work or at home. Leave it at the door for the next few hours and allow 
yourself to be present in this moment. 

This is your fifth session on Work for a Better Life. Yesterday you 
finished your resume. That is a big accomplishment! How did that go? 
Any thoughts or comments? 

Today we are moving on to the interview process. We are going to 
review what you should expect about the interview and then we are 
going to actually practice. This will be a great way to get ready for when 
you have to do an interview for real. Mock Interviews with real 
interviewers will happen later in the program. 

Any questions? 

Ok. Let’s get started! 
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Researching the 
Company 
15 Minutes 
 

Preparing for a job interview extends beyond just practicing your 
responses to common interview questions. There’s also some research 
that must be conducted before you shake hands with the employer! 

Nothing is more frustrating to a hiring manager than an applicant who 
didn’t care enough to learn about the company before the interview. 
This translates as insufficient preparation and lack of enthusiasm for the 
job—neither establishes a positive first impression with a potential 
employer. 

In fact, many hiring managers will ask, “What do you know about our 
company?” in attempt to identify applicants who frequently skip this 
step of the interview preparation process. 

Therefore, it’s critical to gather information about the company you’re 
applying for prior to the interview. Why do you think this is so 
important? 

Possible answers include: 
 Demonstrates enthusiasm for the company 
 Allows you to connect your skills and values to the company/role 

you’re applying for 
 Shows you’ve taken initiative to do your research beforehand 
 Provokes thoughtful questions to ask the interviewer 

Great answers! Not only does researching the company demonstrate that 
you care about the job, but it also shows that you were prepared for the 
interview. This is important to an employer who is considering hiring 
you. 
 

PPT—Slide 48 
 
Video: What Do 
You Know About 
Our Company? 
How to Answer 
This Job Interview 
Question 
Time 3:40 
 

 

So, what company details should you research? How do you tie them in 
to your responses during the interview? Let’s watch a quick video for 
some insight! 

Follow the link to show video, “What Do You Know About Our 
Company? How to Answer This Job Interview Question.” Make sure 
projector and sound are turned on. 
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Researching the 
Company (Cont.) 
PPT—Slide 49 
 

 

Based on what you heard during the video, what kind of company 
information should be gathered prior to the interview? 
 Products or services the company provides 
 Mission Statement or Purpose 
 Recent news stories 
 Company competitors, clients, and customers 
 Key projects or achievements of the company 

Fortunately, much of this information is easily accessible online! Let’s 
review a list of resources that you can utilize for research: 
 Company Website. Visit the following pages on the company 

website: About Us, Mission, Careers, News & Events, Contact Us 
 Company Review Sites. Offers a database of company reviews, 

salary reports, interview reviews/questions, photos, etc., shared by 
previous or current employees. Glassdoor (www.glassdoor.com) is 
one of the largest sites for job seekers to research jobs/companies 
they’re considering joining. 

 Google Search. Conduct an internet search by using a search engine 
such as Google and see what appears. Look for recent news, events, 
current staff, reviews, etc. 

 Social Media. Check out the company’s social media accounts to 
view their posts, pictures, news, and events. Consider scanning their 
LinkedIn, Facebook and Instagram pages. 

 Employment Search Engines. Utilize websites such as Indeed, 
Monster, Snagajob, etc., to find key information from the job 
description or posting. 

Once you’ve captured the desired information, start planning how you 
will incorporate the findings into your responses or talking points during 
the interview. 

Here are a few examples: 
 Communicate how you will help the company reach their goals 
 Describe why you’d like to work for the company 
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Researching the 
Company (Cont.) 
 

 Share what you admire about the company (mission, culture, 
leadership, etc.) 

 Articulate how your skills and experience match the qualifications 
of the company’s ideal candidate 

Researching the company will make your responses more compelling to 
the hiring manager, while also helping you stand out among other 
applicants. 

Influential author, Zora Neale Hurston once said, “Research is 
formalized curiosity. It is poking and prying with a purpose.” 

Apply this mindset to impress the employer with your research and 
increase your chances of getting the job! 

Let’s get a jump start on researching the company with a quick exercise. 
 

Company Research 
Exercise 
PPT—Slide 50 
 
 

 

Boot up your computers reference the PowerPoint slide for instructions: 
1. Select a company to research 
2. Capture the following from the company website: 

 Company Mission 
 Provided products and/or services  
 Two interesting facts about the company  

3. Search company reviews on Glassdoor 
4. Prepare two questions you would like to ask the company’s hiring 

manager (Samples of questions are found on Life Journal pages 
W-33 and W-37. We will discuss this further later.)  

Allow Candidates to work independently as they research the company 
of their choice.  

Notify the class when 2-3 minutes remain and instruct to begin shutting 
down computers. 
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The Interviewing 
Process 
45 Minutes  
 

Interviewing for a job can be a lengthy and multi-phased process. The 
days of receiving a job offer after a single interview are coming to an 
end. Additionally, the preparation you have to do can be stressful! 

Today’s process for evaluating potential employees can include multiple 
interviews that take place both over the phone and in person. 

During this session, you’ll learn more about each stage of the interview 
process, how to prepare for each, and how to follow up appropriately 
afterwards. Let’s go through this interview process. 
 

PPT—Slide 51 
 

 

Applicant Job Interview Process: 
1. Phone Screen Interview 
2. Face to Face Interview  
3. Follow Up & Thank You 
4. Background Check 
5. Pre-Employment Drug Screen 
6. Job Offer 

So, what should you expect during each phase of this process? Let’s 
start with the Phone Interview. 
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The Interviewing 
Process (Cont.) 
Before the Phone 
Interview 
PPT—Slide 52 
 

 

Before the phone interview occurs, there are several things you should 
have prepared: 

Before the Phone Interview: 
Research the Company: 
 Gather information and incorporate into interview responses  
 Prepare questions for the interviewer 

Practice Interview Responses: 
 Review and practice responding to typical interview questions 
 Rehearse TMAY, STAR Story, and Tough Question 

Personal Arrangements & Quiet Location: 
 Arrange a space free of background noise and distractions 
 Plan for childcare, transportation, etc. 

Prepare Materials: 
 Print resume, job description, and highlight talking points 
 Set out paper, a pen, and water 
 Charge phone 
 

LJ—Page W-32 & 
W-33 
 

Some people find it helpful to use a checklist of what’s needed to 
prepare. You can find one on pages W-32 & W-33 in your Life Journal. 

So, now let’s talk about the phone interview itself. 
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The Interviewing 
Process (Cont.) 
Phone Screen 
Interview 
PPT—Slide 53 
 
 

 

1. Phone Screen Interview 
Overview: Following the resume selection process, a company 
representative is likely to contact the applicant for a phone screen 
interview. The phone screen is intended to confirm resume details and 
narrow the pool of applicants who should progress to the next stage of 
interviews. 

What to Expect:  
Brief questions designed to determine whether the applicant is suited for 
the job. Discussion includes:  
 Introduction: “Tell Me About Yourself” 
 Description of work history 
 Qualifications: Strengths/weaknesses, skills, knowledge 
 Reason for being interested in the job 

During the Phone 
Interview 
PPT—Slide 54 
 

 

Some things you can do during the interview: 
Answer the Phone and Listen First: 
 Professional greeting—thank the interviewer for calling 
 Let the interviewer set the pace and respond accordingly 
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The Interviewing 
Process (Cont.) 
 
 
 

Respond to Interviewer Questions: 
 Utilize TMAY when the employer says, “Tell me about yourself” 
 Use resume, STAR Story, Standing Out from the Crowd, and Tough 

Questions to drive responses 
 Use the same tone and body language as you would in a face-to-face 

interview 

Ask Questions: 
 Ask questions following the interview portion of the phone call 
 DO NOT ask about salary, pay, benefits, etc., until job offer is 

received 

Create a Positive Ending & Thank You 
 Express interest in the position and inquire about next steps  
 Thank the interviewer for their time 
 Send a thank-you note or email within 24 hours of interview 

Any questions about preparing for phone interviews? 

Pause. Address questions as necessary.  

Let’s transition to preparing for the face-to-face interview.  

 
PPT—Slide 55 
Before the Face-to-
Face Interview 
 

 
 

Before the Face-to-Face Interview: 
Scheduling the Interview: 
 Ask for names and title of the interviewer(s) 
 Repeat the date, time, name of interviewer(s), and the address 
 Inquire about parking—garage, street, on-site, etc. 

Research the Company: 
 Gather information and incorporate into interview responses 
 Prepare questions for the interviewer 

Practice Interview Responses:  
 Review and practice responding to typical interview questions 
 Rehearse TMAY, STAR Story, and Tough Question 
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The Interviewing 
Process (Cont.) 
 

Coordinate Transportation: 
 Conduct a test run before the interview and time how long it takes to 

get there 
 Make sure there is plenty of gas in the car 
 Have cash for parking, or bus tokens 
 Check weather and traffic for delays and plan accordingly 
 Arrive early to the interview 

Prepare Materials: 
 5-7 copies of resume, job description, and highlight talking points 
 Pen, notepad, padfolio/folder 
 Charge phone in case of emergency 
 Silence all electronic devices before the interview!!! 

Personal Presentation & Preparation 
 If necessary, clean up social media presence 
 Wash, iron, and try on outfit in advance—make sure it still fits! 
 Bathe and groom before the interview 
 Avoid perfume or cologne with heavy scents 
 Get a good night’s rest and set alarm earlier than usual  
 

LJ—Page W-34 
thru W-36 
 

You can find another handy checklist on pages W-34 thru W-36 in your 
Life Journal. 
 
So, now let’s talk about the Face-to-Face interview itself. 
 

Face-to-Face 
Interview 
PPT—Slide 56 
 

 
 

 2. Face-to-Face Interview  
Overview: Face-to-face interviews are extended to applicants who pass 
the phone screen. This stage involves an interview with one or more 
hiring representatives to identify the top candidate for the job. 
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The Interviewing 
Process (Cont.) 
 

What to Expect:  
A series of common, behavioral, and competency-based interview 
questions designed to determine how the applicant will fit in the role. 
Topics of discussion include: 
 How the applicant has handled certain work situations 
 Why the company should offer the job 
 Job or industry specific questions 
 Professional achievements and accomplishments 
 

Video: Top 10 Job 
Interview Questions 
Time 3:32 
 

Let’s watch a video that will feature some common questions asked by 
hiring managers during interviews. 

Follow the link to show video, “Top 10 Job Interview Questions.” Make 
sure projector and sound are turned on. 
 

During the Face-to-
Face Interview 
PPT—Slide 57  
 

 

 Some things to do during the interview: 
Arrival & Entrance: 
 The interview starts immediately upon arrival—you never know 

who is observing! 
 Be professional in parking lot, lobby, waiting area, etc. 
 Be polite to all staff (e.g., receptionist, front desk staff, etc.) 
 Do not smoke near or outside company building 
 Do not bring in extra belongings (cigarettes, drinks, food, etc.) 

Body Language 
 Be aware of body language and the message it is sending 
 Firm handshake—not bone crushing or limp fish 
 Posture—sit up straight or lean forward to express interest 
 Eye contact—there’s a balance between too much and too little! 
 Avoid fidgeting, tapping, nail biting, knuckle cracking, etc. 
 Smile! 
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The Interviewing 
Process (Cont.) 
 

Body language is extremely important during an interview. Even if you 
nail your responses to the interview questions, inappropriate body 
language can say something entirely different. 

Let’s look at the dos and don’ts of body language in this video. 
 

Video:6 Bad Body 
Language 
Behaviors to Avoid 
Time 2:41 
 

Follow the link to show video, “6 Bad Body Language Behaviors to 
Avoid.” Make sure projector and sound are turned on. 
 
Who knew that your body language could speak just as loudly as your 
words?! Keep this in mind through the rest of the interview process. 
 

Follow Up & Thank 
You 
PPT—Slide 58 
 

 

Once the interview is complete, you should follow up. 

3. Follow Up & Thank You 
Overview: Follow up every phone or face-to-face interview with a 
handwritten or electronic thank-you. Nearly half of applicants skip this 
step. Send a personal thank you to the employer within 24 hours of the 
interview to stand out among other candidates.  

What to Expect: 
Capture details during the interview that can be mentioned later in the 
thank you note, such as: 
 Memorable quotes or information 
 Express gratitude for the interviewer’s time 
 Communicate why you are the best candidate for the job 
 Inquire about next steps in the hiring process 

Video: How to 
Write a Post-
Interview Thank 
You Note and Why 
They’re Important 
Time 2:58 

Let’s watch a video for more details about post-interview thank you’s. 

Follow the link to show video, “How to Write a Post-Interview Thank 
You Note and Why They’re Important.” Make sure projector and sound 
are turned on. 
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The Interviewing 
Process (Cont.) 
 
Background Check 
PPT—Slide 59 
 

 

4. Background Check 
Overview: If the previous steps of the interview process go well, a 
tentative offer may be extended, pending the outcome of a background 
check. Cooperate with the employer to provide the necessary 
information and execute in a timely fashion. 

What to Expect: The applicant must give authorization for the potential 
employer to conduct a background check. Results can take up to several 
days or weeks to process. A check of the candidate’s background may 
include the following: 
 Criminal Record 
 Employment Verification 
 Motor Vehicle Record 
 Credit History 
 

Video: Background 
Checks and 
Criminal Records” 
Time 2:40 
 

Here’s a quick video on pre-employment background checks. 
 
Follow the link to show video, “Background Checks and Criminal 
Records.” Make sure projector and sound are turned on. 
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The Interviewing 
Process (Cont.) 
 
 
Pre-Employment 
Drug Screen 
PPT—Slide 60 
 

 
 

 5. Pre-Employment Drug Screen 
Overview: As a legal obligation, certain employers will drug test 
applicants prior to extending a final job offer. This is particularly 
common among industries where safety is important (e.g., construction). 
Ask the employer to explain the testing process, in addition to the 
company’s drug and alcohol policy. 

What to Expect: The employer’s drug and alcohol policy will impact 
what kind of drug test is used. The test is usually conducted at a third-
party location and a sample will be requested for one of the following: 
 Saliva 
 Urine (most common) 
 Hair 
 Blood 
 

Video: What to 
Expect: Urine Drug 
Testing 
Time 3:41 
 

Let’s learn more about to what to expect from SureHire’s video on urine 
drug testing. 

Follow the link to show video, “What to Expect: Urine Drug Testing.” 
Make sure projector and sound are turned on. 
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The Interviewing 
Process (Cont.) 
 
 
Final Job Offer 
PPT—Slide 61 
 

 

6. Final Job Offer 
Overview: Evaluate each job offer after it is received to make sure it’s 
the right fit. Upon making a final decision, notify the employer and 
extend a thank you. 

What to Expect: Regardless of whether the offer for employment will 
be accepted or declined, conduct yourself in a manner that won’t burn 
any bridges. Based on evaluation and satisfaction with the offer and 
compensation, follow up action will include: 
 Negotiate/Counter 
 Accept 
 Decline 

Direct your attention to the screen for a video about what to consider as 
you evaluate an offer for employment. 
 

Video: The 5 
Components of a 
Job Offer that You 
Can’t Afford to 
Ignore 
Time 2:51 
 

Follow the link to show video, “The 5 Components of a Job Offer that 
You Can’t Afford to Ignore.” Make sure projector and sound are turned 
on. 

There’s certainly a lot that goes into the process of getting a job, isn’t 
there? Fortunately, you should now be better equipped to navigate this 
process and shine among other candidates.  

What questions do you have? 

Close with short discussion.  
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Video Interviews 
120 Minutes  
  
 

Make sure video equipment is set up in classroom and stage materials 
(interview questions, pens, paper, etc.) for the interview. Place one desk 
and two chairs in front of the recording station and face the 
Candidate’s chair towards the camera. 

First, everyone please pull their “Tough Questions from your Life 
Journal (page W-24) and pass them to the front. Make sure your name is 
at the top of the page. 

Now. Let’s kick off this lesson with something a little bit different. 

Everyone stand up. 

Wait for Candidates to stand. 

Now, put your hands up…. 

Wait for all hands to raise. 

…and say, “I’m awesome.” 

Join in with Candidates. 

Why did I ask you to do this? Because something as small as putting 
your hands up and proclaiming that you are awesome can reduce 
anxiety in uncomfortable situations. 

It’s already been stressed to you that practice and preparation are key to 
entering a job interview with confidence. However, it should also be 
noted that nerves and anxiety are a normal part of the interview process! 

In fact, sometimes nerves cause people to say and do things that they 
aren’t even aware of! 

These tendencies come in many different forms such as rambling, 
stuttering, tapping feet, nervous ticks, nail biting, etc. Many times, the 
individual only becomes aware of these habits because someone else 
brought it to their attention. 

So, how do you prevent those nervous reactions from being visible 
during an interview if you don’t even realize they’re happening? 

During this lesson, you will be conducting individual video interviews 
to increase awareness of how your own nerves translate in an interview 
setting. 

Who just got nervous? That’s okay, it’s to be expected! The intent is to 
establish a platform for you to evaluate yourself and simulate the nerves 
felt from an actual interview. 

This may seem uncomfortable now, but you will be better equipped to 
tackle your next real interview with this increased awareness and 
insight. 
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Video Interviews 
(Cont.) 
 

Before getting started, it’s necessary to emphasize that perfection isn’t 
the expectation or goal of this exercise. 

Although preparation is important, you may be a thrown a curveball the 
day of the interview that you simply cannot prepare for—life happens, 
everyone is human, and we all make mistakes. 

Don’t dwell on minor slipups and roll with the punches when you 
approach something unexpected. This will demonstrate to the employer 
that you can adapt in a real professional setting and bounce back when 
matters don’t go according to plan. 
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Video: The Pursuit 
of Happyness - 
Interview Clip 
Time 4:46 
 

 

I’d like to show a short clip from the movie, The Pursuit of Happyness 
that might put some of this into perspective. 

Follow the link to show video, “The Pursuit of Happyness - Interview 
Clip.” Make sure projector and sound are turned on. 

What are your thoughts after watching the video? How did Chris 
overcome the unexpected? 

Prompt discussion. 

Keep this in mind as you transition into video interviews. Remember, 
put your hands up and say, “I’m awesome.” 

Everyone has a role in this upcoming activity. Each of you take a turn as 
the applicant, and I will act as the interviewer. While interviews are 
taking place, the other candidates will wait in another room until it is 
their turn. 

At the end of all of interviews, we will watch the individual videos 
together, and the class will provide brief feedback to the applicant after 
each video. 
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Video Interviews 
(Cont.) 
PPT—Slide 63 
 

 

The interview will be kept short (5-7 minutes) and will be structured 
with the following prompts:  
 Tell Me About Yourself 
 Star Story 
 Tough Question 
 1 Typical Interview Question 
 1 Question for the Interviewer 
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The applicant video process will go as such: 
1. Exit the room and wait outside until greeted by the interviewer 

(recording will start) 
2. Greet and shake hands with the interviewer 
3. Enter the room and follow the interviewer’s lead to sit down 
4. Respond to interview questions 
5. Ask the interviewer a question 
6. Conclude with a handshake and thank you (recording will stop) 
7. Exit the room and send in the next candidate for their interview. 
8. When all interviews are complete, return to your desk for class 

feedback – 2 positive observations and 1 area of improvement 

Lastly, don’t forget to breathe! This is just practice! Do you have any 
questions before we get started? 
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Video Interviews 
(Cont.) 
 
 

Address questions 

Do I have a volunteer who would like to go first? 

Select first Candidate to be interviewed. Instruct to exit outside of the 
room. 

Start recording (you may also assign another volunteer or a Candidate 
to assist). 

Acting as the interviewer, begin the interviewing process listed above. 

 
Welcome the applicant into the room, shake hands, and lead to sit down 
at desk/interview station. 

Ask following series of questions: 
1. “Tell me about yourself”- TMAY 
2. “Tell me about a time where you’ve had to handle a difficult 

situation at work and how you made it better”- STAR Story 
3. “I see you have a (Insert Candidate’s Tough Question). Can you tell 

me more about that?”-Tough Question 
4. Select one from the options below- Typical Interview Questions 

 Share one strength and one weakness. 
 What is your biggest achievement? 
 How do you determine success? 
 Describe the characteristics of a successful manager. 
 What would your last boss say about you? 
 Would you rather work alone or in a team? 
 What steps have you taken toward reaching your goals? 
 Where do you see yourself in 5 years? 
 

 Ask applicant, “Do you have any questions for me?” and address. 
Wrap up interview and conclude with a handshake. 

Stop recording. 

Instruct the Candidate to exit the class and send in the next candidate for 
their interview. 

Repeat the process until every Candidate has been interviewed. When 
complete gather all candidates back into the room. 

 

  

Facilitator Tip:  
Adjust interview duration to class size to ensure each Candidate 

has a turn. 
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Video Interviews 
(Cont.) 
LJ—Page W-38 
thru W-39 
 

Show class the Candidates’ recorded interviews and provide feedback. 
Redirect/guide class to turn to the interview checklist on Life Journal 
pages W-38 and W-39 to guide their feedback to the applicant. 

Give yourselves a round of applause! I commend each of you for your 
courage and open mindedness throughout this activity!  
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Video: The Pursuit 
of Happyness 
Movie CLIP- Final 
Scene 
Time 2:40 
 

 

Let’s close with an encouraging message. Do you recall the Pursuit of 
Happyness clip from earlier? Let’s see the outcome of that 
unconventional job interview… 

Follow the link to show video, “The Pursuit of Happyness Movie CLIP 
- Final Scene”. Make sure projector and sound are turned on. 

Pretty powerful stuff, isn’t it? 

Keep a positive mind and stay persistent throughout the job interview 
process. The celebration at the end will be worth all your hard work! 

Great job and thank you for your participation. 

I just want to take a moment to remind you that when the Mock 
Interviews are conducted, you will be expected to dress professionally 
and have copies of your resume.  
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Wrap Up & 
Evaluations 
10 Minutes 
 

Pat yourself on the back for all your hard work. 

Let’s quickly recap what you learned during this class with a short 
discussion. 

Prompt the following discussion points and facilitate 3-5-minute 
discussion: 
 What topic or lesson did you find to be the most interesting or 

enjoyable? 
 What was learned as a result of the class? 
 Share an achievement or a moment you were proud of. 
 Did you experience any struggles or challenges? If so, how did you 

overcome it? 
 How could the class have been improved? 

Thank you for sharing!  

As usual, evaluation forms are the last item on the class agenda.  

Distribute evaluation form to each Candidate and remind them: 
 Put their name on the evaluation form 
 Of the importance of completing all parts of the form 
 Comments are an expectation and should be given 
 To provide facilitator feedback on back of form 

Facilitator will collect the evaluations. Ensure all Candidates submit a 
form and both sides are filled out. 

Submit collected evaluations to LLC Administrative Assistant at the 
front desk. 
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Welcome Mock 
Interview 
5 Minutes 
 
 
 
 

Welcome to today’s class. My name is ____________ and I’m a 
volunteer faculty member. 

As usual, your daily schedule is posted on the classroom door. You can 
reference it for the following information: 
 Scheduled Break/Mealtimes 
 Volunteer Faculty 
 Lesson Topics & Time Durations 
 Assigned Location (i.e. classroom, technology lab, café, etc.)  

Everyone has a life and responsibilities outside of Life Learning Center. 
However, now is the time to shift gears from whatever may be going on 
at work or at home. Leave it at the door for the next few hours and allow 
yourself to be present in this moment. 

This is your seventh session on Working for a Better Life. In 
preparation for these Mock Interviews, you have already done practice 
interviews where you were recorded. That might have been some time 
ago. How did that go? Any thoughts or comments? 

Today we are continuing on to the interview process. However, today, 
we have invited representatives from some local employers who will be 
and conducting the mock interviews. 

Any questions? 

Ok. Let’s get started! 
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Mock Interview 
Preparation 
60 Minutes  
 

Welcome! In just a while, we’ll be joined by local employers and 
volunteers who will conduct your Mock Interviews. 

You may be nervous, and that’s to be expected! Luckily, you have the 
duration of this segment to prepare and ensure you are as confident as 
possible before going into the interview. 

Let’s first review the agenda and discuss how the event will run. 
 

Mock Interview 
Agenda 
PPT—Slide 66 
 

 
 
Review the Mock Interview Agenda below: 
Mock Interview Preparation: 
 Appropriate Interview Dress/Attire 
 Resume & Typical Interview Question Packet 
 Who are the Mock Interviewers? 
 Mock Interview Materials 
 Interviewer Cubicle Stations 
 Review- Interview Question Responses  

Mock Interviews: 
 Employer Introductions 
 Mock Interviews  

Mock Interview Feedback & Wrap Up:  
 Employer Feedback & Questions 
 Employer Dismissal & Thank You Notes 
 Evaluations 
 Dismissal 

Listen up for further instruction as we speak about each of these agenda 
items in detail. 
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Mock Interview 
Preparation 
(Cont.) 
 
Appropriate 
Dress/Attire 

Appropriate Dress/Attire: 
Did you spend a little more time on your appearance today? Perhaps 
you are wearing the outfit you got from Dress for Success, Well Suited, 
or the LLC Hanger. 

How do you feel about your polished appearance? 

Look for responses. Encourage those who report feeling uncomfortable 
or out of place in professional attire. 

Regardless of whether you are feeling confident or possibly even 
uncomfortable in your business attire, keep in mind that dressing 
appropriately for the interview shows the employer that you care about 
the job and are willing to put forth the effort. 
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Let’s run through an attire and hygiene checklist to wrap up any loose 
ends before Mock Interviews. 

Clothing & Accessories: 
 Clothes are clean and free of wrinkles 
 Proper fitting: not too tight, short, loose, or revealing 
 Shirt buttoned and tucked in 
 Tie is properly tied  
 Shoes are clean and business appropriate 
 Lip, tongue, and eyebrow piercings removed 
 Remove sunglasses, hats, bandanas, etc. 

Personal Hygiene: 
 Hair is combed and styled appropriately 
 Facial hair freshly shaved and/or groomed 
 Nails are clean/free of dirt 
 Natural looking makeup/cosmetics 
 Avoid cologne and perfume 
 Brushed teeth and fresh breath—dispose of gum before the 

interview!! 
 Wash hands and air out clothing after smoking 
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Mock Interview 
Preparation 
(Cont.) 
 
 

Scan the room to make sure all Candidates are dressed and groomed 
appropriately. Assist as needed and direct individuals requiring 
alternative clothing items to the LLC Hanger. 
 

Resume & Typical 
Interview Question 
Packet 

Resume & Typical Interview Question Packet 
Upon arrival, each of you should have found a packet at your desk 
enclosing a revised copy of your resume and a document of typical 
interview questions. Please take that out and listen up for details. 

Allow a moment. 

First, look at your resume. You may notice some minor changes relative 
to formatting, wording, etc., as each Candidate’s resume is reviewed 
and edited by an LLC staff member or volunteer prior to Mock 
Interviews. 

Please note, the adjustments to your resume do not diminish the hard 
work you put into creating it—this is simply an enhancement tool and 
the original copy should remain saved to your LLC flash drive. An 
electronic version of this document will be emailed to you if you choose 
to use it for submitting online applications. 

Now, flip over in your packet to the list of Typical Interview Questions. 

At the top of this document, you will find your name, Tough Question, 
and the position you are seeking. Located beneath it, is a standard list of 
questions that the employer may choose to use during the interview. 

It’s important to know that this packet is identical to what’s provided in 
the employer’s interview station. Therefore, you can familiarize yourself 
with what the interviewer will be referencing as they conduct your 
interview. 

Hint: You will be asked about your Tough Question and items listed on 
your resume! 

Take a few minutes now to review your resume and be prepared to talk 
about it during the interview. Don’t spend too much time on the list of 
interview questions just yet. You’ll have time to review those a little 
later.  

Who are the Mock Interviewers? 

Now, onto the big question…who are the interviewers?! 

Great question! You should have noticed a handout at your desk titled, 
“(Month) Cohort Mock Interviewers.” Please take that out and listen up 
for more information. 
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Mock Interview 
Preparation 
(Cont.) 
 

 
 

 In addition to the list of employers who will be in attendance for Mock 
Interviews, there are several key details that can be found in this 
document including: 
 Interviewer’s name 
 Company  
 Company bio 
 Space to document cubicle number where the employer is stationed 

Some of the interviewers on this list are real employers seeking to hire 
Candidates for their company. There may also be interviewers in 
attendance who are serving in a volunteer capacity to familiarize you 
with the interview process and are not looking to hire for a specific 
organization. 

Here’s the catch—unless it is disclosed by the interviewer, you will not 
be informed of who is hiring and who is not. Hear me out. 

Candidates may be disgruntled about this. That’s okay—continue with 
explanation. 

Would you agree that you are more likely to be nervous while engaging 
with an employer who is knowingly looking to hire for their company, 
versus a volunteer who is simply there to help you practice? 

Look for responses. 
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Mock Interview 
Preparation 
(Cont.) 
Mock Interview 
Materials 

Would you demonstrate the same level of interest or effort during an 
interview conducted by a volunteer, versus a real employer? 

Look for responses. 

Withholding this information will allow you to enter each interview 
with the same mindset, interest, and level of effort. 

Keep this in mind and let’s review the interviewers who will be in 
attendance for Mock Interviews. 

Reference the document enclosing list of Mock Interviewers. Review 
employer names, companies, and bios. Candidates will enter the 
interviewer’s assigned cubicle number later. 

Mock Interview Materials 
Walking into an interview empty handed would be like showing up to a 
marathon without running shoes. On the other hand, showing up with 
unnecessary items can make an equally bad impression. 

Bringing the right materials into the job interview will reflect that you 
are organized and prepared—both are desirable qualities for potential 
employees. 

PPT—Slide 68 
 

 

Follow along to the PowerPoint slide as we review which materials you 
should prepare to bring to Mock Interviews. 

What to Bring to Mock Interviews: 
 Padfolio or folder 
 Several copies of resume 
 List of Mock Interviewers 
 Pens 
 Paper or notepad 
 Business cards (if you have them) 
 Questions for the interviewer 
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Mock Interview 
Preparation 
(Cont.) 
LJ—Page W-40 
 
 

What NOT to Bring to Mock Interviews: 
 Chewing gum 
 Food 
 Drinks 
 Cell phone—turn in to cell phone basket 
 Earbuds 
 Purse/bags—leave in classroom 

Take some time to gather and organize these materials for Mock 
Interviews. 

Don’t forget to have questions prepared for the interviewer! I 
recommend writing them down and taking them into the interview. 
Check out the section titled, “Interview Follow-Up Questions” on page 
W-40 in your Life Journal if you need some ideas. 

Allow time. Make sure Candidates have the appropriate materials set 
aside for Mock Interviews.  

Interviewer Cubicle 
Stations 
 

Interviewer Cubicle Stations 
The interviewers will be stationed in the cubicles located outside of the 
classroom on the 2nd floor. All cubicles are numbered and have a sign 
displayed with the interviewer’s name and company. 

Once the event begins, you will visit the cubicles “round robin” style to 
be interviewed. An LLC staff member or volunteer will lead you to a 
station, introduce you to the employer, and the interview will begin. 

The duration of the interview will vary based on the interviewer—they 
typically range from 5-15 minutes. Once finished, you will either be 
guided to your next interview, or observe quietly until a cubicle 
becomes available. 

Because of time restraints, you may not have the opportunity to 
interview with every employer. That’s okay, the goal is to make it to as 
many as possible. 

LJ—Page W-41 Take the next 5 minutes to visit the 
interviewer stations and familiarize 
yourself with the setup. Use the 
cubicle signage to fill out the 
information on page W-41 in your 
Life Journal. 
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Mock Interview 
Preparation 
(Cont.) 
 

Allow 5 minutes to visit Mock Interviewer cubicle stations and return to 
classroom. Resume overview once all Candidates return. 
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LJ—Page W-12, 
W-13, W-23, W-24, 
W-25, W-26 and 
W-29 
 

 

Review- Interview Question Responses 
You have the remaining time until employer introductions to practice 
your interview question responses. This is your last opportunity to 
prepare before Mock Interviews begin! Consider revisiting these key 
Working for a Better Life topics in your Life Journal: 
 TMAY- Life Journal Page W-12 and W-13 
 Tough Questions-  Life Journal Page W-23 and W-24 
 Typical Interview Questions - Life Journal Page W-25 and W-26 
 Standing out from the Crowd - Life Journal Page W-27 
 STAR Stories - Life Journal Page W-29 

Allow Candidates to practice independently and signal to wrap up when 
5 minutes remain, or employers begin to arrive. 

 

 
  

Facilitator Tip:  
Instruct Candidates to keep chatter and volume to a minimum, as 

employers will begin settling into their stations nearby. 
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Mock Interviews 
90 Minutes 
 

It’s about that time! Shake off the nerves, gather your materials, and get 
yourself in the right frame of mind as you gear up to meet the 
interviewers. 

In just a moment, our guests will be joining us in the classroom for brief 
introductions to share a little bit about who they are and the company 
they are representing. 

After introductions, the interviewers will report to their assigned 
cubicles and await their first applicant. 

Take 30 seconds to tidy up the area around you and end all side 
conversations to ensure the employers have your undivided attention—
the interview has officially started. 

Be mindful of your body language—sit up straight, feet on the floor, 
smile, eye contact, etc. This will set the tone for your first impression. 

Are you ready? Deep breath! 

I will round up the employers and be back shortly for introductions. 

Gather interviewers from assigned cubicle stations and lead to front of 
the classroom for brief introductions to the class. 

Address Candidates. 

Let’s give a warm welcome to the Mock Interviewers and thank them 
for taking time out of their busy schedules to join us! 

Applause. 

Introductions are an opportunity for both Candidates and employers to 
match faces to the names of individuals they’ll be interviewing with. 
This tends to help reduce pre-interview jitters by realizing that the 
interviewers are people just like you and me. They aren’t so scary! 

With that being said, I will hand the floor over to the interviewers for 
self-introductions! 

Prompt interviewers to share the following in a quick 30-60 second 
introduction: 
 Name 
 Company 
 Job Title 
 Short company bio  

o Tip: Volunteer interviewers may share personal or professional 
background instead 
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Mock Interviews 
(Cont.) 
 

Wonderful! Thank you for sharing! I’ll ask that all interviewers now 
return to their assigned cubicles and the first applicant will arrive 
shortly! 

Wait for interviewers to exit and return to cubicles. Address Candidates 
for final instructions before Mock Interviews begin. 

I hope everyone is feeling more at ease since meeting the interviewers! 

Here are some final reminders before heading out to the cubicles: 
 Absolutely no talking while waiting for an interview station to 

become available—act as you would in a company lobby! 
 All cell phones are to be placed in the designated basket and 

personal belongings remain in the classroom. 
 Take your resume, pens, paper, padfolio/folder, etc.  
 Wait for LLC staff or volunteer to direct you to each station. 

You will be notified when the interview portion of the event is over. At 
that time, the employers will join us back in the classroom for feedback 
and a panel discussion. Any questions? 
 
Address questions as necessary. 
 
Let’s get started! Please gather your belongings and follow me out to 
the cubicle stations. Wait for instructions as to whether you will be 
interviewing or sitting out the first round. 

Guide class towards second floor cubicles. 

Assign and lead Candidates individually to their first interview. 
Introduce them to the employer and exit the cubicle after they shake 
hands. Repeat until all interview stations are occupied. 

Instruct any remaining Candidates to be seated outside of the cubicles 
as they wait. Lead them to the first available interviewer. 

Continue to guide Candidates to next vacant cubicle or seating area if 
stations are full. 

 
Repeat process for outstanding duration of Mock Interviews. Notify 
employers and Candidates of final interview when 10 minutes remain. 

Direct all to nearby classroom for feedback as interviews conclude. 
 

 
  

Facilitator Tip:  
Check in regularly with Candidates to make sure all have 

attended a similar or equal number of interviews. 
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Mock Interview 
Feedback 
30 Minutes 
 

Prompt interviewers to be seated at the employer panel table located at 
the front of the classroom. Instruct Candidates to be seated at their 
desks and address the group. 

Congratulations, Candidates! You have officially conquered Mock 
Interviews! 

Not many applicants are afforded the opportunity to receive 
interviewing critiques from an employer panel. So, before you celebrate, 
let’s take advantage of the valuable insights these employers have to 
offer by welcoming their feedback! 

The employers will now have the floor to offer group feedback relative 
to what they observed during the interviews—this can include both 
strengths and areas with room for improvement. 

Prompt each employer to offer constructive group feedback. Expand on 
critiques by encouraging further discussion and collective input on the 
following topics:  
 Disclosing a criminal history during an interview 
 Describing a weakness without impacting chance of being hired 
 Importance of body language 
 Strategies for standing out among other applicants 

Thank you all for sharing! There were several great points mentioned 
and it’s always helpful to capture feedback from a variety of 
interviewers! 

Lastly, are there Candidates who have questions for any of the 
interviewers on the panel? 

Prompt Candidates to ask questions. Facilitate or guide discussion as 
needed. 

Great questions!  

Lastly, if there are any Candidates that employers would like to speak 
further with, please feel free to exchange contact information or meet 
for discussion. 

Otherwise, thank you again for your time and we hope to see you again 
soon! Let’s give the interviewers a final round of applause for joining 
us. 

Applause. Dismiss employers. 
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Thank You 
Notes 15 Minutes 
 

As you know, every interview should be followed by a professional 
thank you note or email. 

Some of you may have prospective job leads after Mock Interviews, and 
all of you formalized new professional relationships with local 
employers—making this the perfect time to craft thank you notes of 
your own! 
 

Thank You Note 
Examples 
 

Each of you will have the opportunity to select two mock interviewers 
that you’d like to write a thank you note for. I even have post cards and 
envelopes for you to use. These will be collected at the end of the 
segment and given to the front desk to be mailed. 
 
Distribute two post cards and envelopes to each Candidate. 
 

PPT—Slide 70 
LJ—Page W-42 
 
 

 

Before you start writing, let’s revisit what should be included in a post-
interview thank you. 

The note should be kept brief and feature a few basic elements:  
 Memorable quotes or information  
 Express gratitude for the interviewer’s time 
 Communicate why you are the best candidate for the job 
 Inquire about next steps in the hiring process 

Now, let’s read through the example #2 in your Life Journal, page W-40, 
together: 
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Thank You 
Notes (Cont.) 

Hello [Interviewer’s Name], 

Thank you for taking the time to speak with me [yesterday/Friday/etc.]. 
It was a pleasure talking with you and learning more about [company 
name]. I’m looking forward to hearing from you about the next steps 
and/or any feedback you’d like to offer. Please don’t hesitate to contact 
me in the meantime if you have any questions. Thank you again, and I 
hope to hear from you soon. 

 Best Regards, 
[Your Name] 
[Phone Number] 
[Email Address] 

Do you feel like you have the gist of this? 

Gauge conceptualization. Clarify as needed. 

 
 Turn to page W-42 in your Life Journal for more examples. 

You may use the provided examples to help you draft your own thank 
you notes to two of the employers you met at Mock Interviews. 

First, decide who you’ll be writing to. Then, get started on writing the 
body of the note. Look up when you are finished. 

Allow time. Aid as needed. Move on to addressing the envelopes when 
all Candidates finish. 
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The final step is addressing the envelope. 

The return address is already located in the top left corner of the 
envelope you were given, and LLC will take care of the stamp. 
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Thank You 
Notes (Cont.) 
 

Your action item is to insert the following in the center of the envelope:  
 Recipient’s Full name 
 Business/Company Name 
 Street Address 
 City, State, Zip Code 

 
Place the post card in the envelope when you’re finished, but do NOT 
seal it. 

Allow time and collect all thank you notes as Candidates finish. Submit 
to front desk staff. 
 

 
  

Facilitator Tip:  
Assist Candidates in researching company address as needed. 
Leave address blank and notify LLC staff if the company has 

multiple locations or address cannot be found. 
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Wrap Up & 
Evaluations 
10 Minutes 
 

Pat yourself on the back for all your hard work. 

Let’s quickly recap what you learned during this class with a short 
discussion. 

Prompt the following discussion points and facilitate 3-5-minute 
discussion: 
 What topic or lesson did you find to be the most interesting or 

enjoyable? 
 What was learned as a result of the class? 
 Share an achievement or a moment you were proud of. 
 Did you experience any struggles or challenges? If so, how did you 

overcome it? 
 How could the class have been improved? 

Thank you for sharing!  

As usual, evaluation forms are the last item on the class agenda.  

Distribute evaluation form to each Candidate and remind them: 
 Put their name on the evaluation form 
 Of the importance of completing all parts of the form 
 Comments are an expectation and should be given 
 To provide facilitator feedback on back of form 

Facilitator will collect the evaluations. Ensure all Candidates submit a 
form and both sides are filled out. 

Submit collected evaluations to LLC Administrative Assistant at the 
front desk. 
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Facilitator’s 
Checklist Job 
Search 

The facilitator should make sure of the following before beginning Job 
Search activities. 

Check Supplies 
 Basket to collect cell phones 
 Post-It Easel pad with markers (check markers to make sure they 

have ink) 
 Pens, Tape, Crayons, Markers, Scissors, Glue 
 Video Equipment 

Check Presentation Equipment 
 Power On 
 PowerPoint appropriate for sessions 
 Video: Tips for Creating a Cover Letter 
 Video: How to Search for Jobs on Indeed 
 Video: Dealing with Online Application Headaches 

 
Reference Material During Session 
 Life Journal Pages: W-43 through W-50 
 

 
Check Facilitator Bin for Supply of Handouts 
 Evaluations 

 

 
  

Facilitator Tip:  
Remind Candidates to turn cell phones off or place on silent and 

put in basket. They are free to use on breaks. 

Facilitator Tip:  
As this text is used universally, check schedule to incorporate use 

of such terms as: “this afternoon/evening,” “break/meal.” 
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Welcome Job 
Search 5 Minutes 
 
PPT—Slide 72 
 
 

Welcome to today’s class. My name is ____________ and I’m a 
volunteer faculty member.  
 

 
 
As usual, your daily schedule is posted on the classroom door. You can 
reference it for the following information: 
 Scheduled Break/Mealtimes 
 Volunteer Faculty 
 Lesson Topics & Time Durations 
 Assigned Location (i.e. classroom, technology lab, café, etc.)  

 
Everyone has a life and responsibilities outside of Life Learning Center. 
However, now is the time to shift gears from whatever may be going on 
at work or at home. Leave it at the door for the next few hours and allow 
yourself to be present in this moment.  
 
Have you had your Mock Interviews yet? If not, this will be your next to 
last Working for a Better Life. You have completed a lot of work related 
to resume building, and interview skills. It has been a long process, with 
a lot of work getting done. How are you feeling about all you have 
done? Any thoughts or comments? 
 
Today we going to focused on tools you can use to find the right job for 
you. First we will spend some time writing a cover letter – which might 
be needed for some job applications. Then we will learn how to search 
for jobs, and then ultimately spend time looking for jobs. 
 
Any questions? 
 
Ok. Let’s get started! 
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Cover Letters 
and References 
75 Minutes 
 
 

Let’s begin by spending some time talking about, and creating, a cover 
letter. We will also talk about preparing a list of references. These are 
often necessary when applying for jobs. 

We’ll start with the basics—who has an idea of the cover letter’s 
purpose? 

Look for responses. 

A cover letter is actually seen by an employer before your resume. 
Although both documents are attached together, they serve two different 
purposes. 

Whereas your resume consolidates your education, work experience, 
and skills—the cover letter will act as an introductory piece to help the 
employer filter through which applicant resumes to review in detail. 

However, similar to your resume, your cover letter must be tailored to 
the job you are applying for and include specific language from the job 
description. 
 

PPT—Slide 73 
 

 

Video: Tips for 
Creating a Great 
Cover Letter 
Time 1:58 
 

I’m going to show a video that should help bring all of this information 
together before and start painting a picture of what the final product 
should look like. 

Play video: Tips for Creating a Great Cover Letter. Make sure 
projector and sound are both turned on.  
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Cover Letters 
and References 
(Cont.) 
Cover Letter Tips 
LJ—Page W-41 
 
 

That video had some great tips. 

Before you write the cover letter, pull: 

 The Job Posting: 
o Highlight the job title. 
o Highlight the company name and address. 
o Highlight the name of the hiring manager. If no name given, try 

to find out. If unable to find out, address letter to Director of 
Human Resources or whatever department is listed in the Job 
Posting. 

o Highlight instructions on where to send your resume and cover 
letter: Note emailing instructions. 

o Highlight the Qualifications Section. 
o Highlight instructions regarding references. 

 Your Resume: 
o Make sure the resume you are sending matches the Job Posting. 

The cover letter is typically only one page long and contains only three 
or four paragraphs. 

The first paragraph includes information on why you are writing; i.e., 
you wish to be considered for a particular job a company has posted. If 
someone referred you to apply for the job, you might mention their 
name. Be clear and concise regarding your request. 

The next section – which could be two paragraphs or be in a table 
format, should describe what you have to offer the employer. Like the 
accomplishment section of your resume, make strong connections 
between your abilities and their needs. Mention specifically how your 
skills and experience match the job you are applying for. Remember, 
you are interpreting your resume, not repeating it. Try to support each 
statement you make with a piece of evidence. Use several shorter 
paragraphs or bullets rather than one large block of text. 

Conclude you’re your letter by thanking the employer for considering 
you for the position. Include information how the prospective employer 
can reach you. 
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Cover Letters 
and References 
(Cont.) 
LJ—Page W-41 
and W-42 
PPT—Slide 74 
 

 

Cover Letter 
Template 
 

Let’s talk about how to use the cover letter templates. Please turn to Life 
Journal Page W-41. This is the typical “paragraph” style.  

First Look at the subject line. Replace the <Position Job Title> 
placeholder with the actual name of the position. 

In the first paragraph, first line, replace the <name of mutual contact; 
or your website or Indeed> that <name of company> placeholders 
with actual information of where you learned of the position and repeat 
the name of the company. 

In the second paragraph, replace the placeholders with one or two 
examples that prove you deliver results. Keep this section brief. You can 
pull some content from your resume’s Summary and/or Skills and 
Accomplishments sections. 

In the third paragraph replace the placeholders with the company’s 
name, and with your actual email address and phone number where 
indicated. 

Closing remarks is the “Respectfully Yours” or “Sincerely.” Choose 
one. 

After the Closing remarks, leave room to sign your name. 
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Cover Letters 
and References 
(Cont.) 
PPT—Slide 75 
 

 

References 
 

It is not unusual for the Job Posting to request a list of references. Life 
Learning Center recommends making up a master list of references, 
which could have as many as 5 to 10 names and contact information. 
However, the list of references submitted in response to a Job Posting, 
should be limited to only three names. The references should be 
pertinent to the position. 

Reference List Tips 
LJ—Page W-44 
 

Let’s turn to Life Journal page W-44 and review tips for creating a 
reference list. 

The most important thing to remember about a reference is that they are 
busy people and it is crucial to not inundate them. So, if at all possible, 
avoid giving your reference list until after you have had an interview. 
That way, you can contact your reference and share what you discussed 
and ask them to cover other important facts you meant to mention but 
forgot. 

Reference Template 
LJ—Page W-45 
 

The Reference Template is also on your flash drive. Access the file and 
immediately rename it “Reference Job Title Company.” 

The Reference Template heading is set up exactly as the heading of your 
resume. This makes it easy for the prospective employer to realize for 
whom the References apply. Also note, the template includes a place in 
insert the Job Posting Title and the Company Name so both you and the 
prospective employer know which position the references pertain. 

Make sure you include the references with the appropriate cover letter 
and resume. 

Any questions? 
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Indeed and 
ZipRecruiter 
30 Minutes 
 
 

Next, we’re going to visit a couple of websites that will pair you with 
available jobs that match your skills, employment goals, and the 
information you provide while creating your account. 

Show of hands, how many of you have heard of Indeed.com and/or 
ZipRecruiter? 

Wait for response. 

Ok, of those who’ve heard of them, how many of you have an account 
set up with Indeed and/or ZipRecruiter? 

Wait for response. 

For the first few minutes or so of this lesson, we’re going to set up an 
Indeed account using the professional email address that you created 
several weeks ago and should have been using throughout this Work 
Development portion of the program. 

Afterwards, we’ll create an account with Zip Recruiter and search for 
jobs on both websites. 

Indeed 
LJ—Page W-46 
 
 

Let’s get started with creating your Indeed accounts. Please turn to Life 
Journal page W-46. You’ll notice there’s space for you to list your login 
information, so that you don’t forget it. 

First, turn on your monitors and follow along with my instructions. 

Provide directions, allowing necessary time in between steps: 

 Creating an Indeed Account: 
1. Double click on the Google Chrome or Internet Explorer 

application on your desktop. 
2. Type Indeed.com into the address field and hit Enter. This should 

take you to the Indeed home page. 
3. Looking at the upper right-hand corner of the page, you’ll see where 

it says, “Sign In”. Click on that. 
4. If you already have an account with Indeed, I’d like for you to 

continue with creating a new account, as this will be linked to your 
professional email address. Select the option at the bottom of the 
page that says, “Not a Member? Create an account.” 

5. On the page that you’re taken to, enter your professional email 
address in the area indicated. Then retype your email address in 
the next space to make sure it matches your first entry. Now, create 
a password you want to use for this account. The password must be 
at least 8 characters and include at least one number, and one capital 
letter or symbol. 
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Indeed and 
ZipRecruiter 
(Cont.) 
 

6. Be sure to uncheck the box that says, “Keep me signed-in on this 
computer,” so that others using the computer do not have access to 
your account. 

7. Document your login information in your Life Journal on page 
W-46. 

8. You’ll then be prompted to a page where you have the option to 
upload your resume. If you have access to the resume you recently 
created via your flash drive or email, go ahead and take a minute to 
upload that now. If not, you’ll need to do that at a later date. 

9. Confirm your account and resume by opening a new tab in your 
internet browser and sign into your professional email account. 
You should have received an email from Indeed. Click on the 
confirmation link in that email to confirm your account. (If the 
email was not received, click Email link again. If the participant 
didn’t upload a resume, click Find Jobs or Return to Job Search). 

Now that everyone has an Indeed account, let’s watch a short video that 
will show you how to navigate the website. 
 

PPT—Slide 77 
 

 

Video: How to 
Search for Jobs on 
Indeed 
Time 2:57 
 

Follow the link to play video, How to Search for Jobs on Indeed. Make 
sure the projector and volume are turned on. 
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Indeed and 
ZipRecruiter 
(Cont.) 
ZipRecruiter 
LJ—Page W-46 
 
 

Alright, on to ZipRecruiter! 

Similarly, to Indeed, ZipRecruiter is another job search engine where 
you can apply directly to job postings. Let’s create an account. 

Follow along as I provide your instructions. 

Provide directions, allowing necessary time in each step: 
 

 Creating a ZipRecruiter Account: 
1. Open a new tab in your internet browser, then type 

ziprecruiter.com in the address field and hit Enter. This should 
take you to the ZipRecruiter home page. 

2. In the top right-hand corner, click Sign In. 
3. If you already have an account with ZipRecruiter, I’d like for you to 

continue with creating a new account, as this will be linked to your 
professional email address. Select the option on the Account Sign-In 
page that says, “Job Seeker Sign Up” (located in small blue text 
below the sign info). 

4. You’ll then be prompted to a screen requesting your desired salary. 
Go ahead and select a salary range—but, make sure it’s realistic 
(Suggest choosing something between the $25,000-$40,000 range, 
depending on experience, as this will expand their results). 

5. Next, enter your professional email address in the space provided. 
Be sure to list your login info on page W-46. 

6. Enter your full name in the space provided. Click Continue. 
7. Enter the kind of job you want in the space provided. Click 

Continue. 
8. Enter the location you’d like your job to be in. Click Continue. 
9. You’ll then be prompted to a screen with recommended jobs based 

on the information you just entered. In the top right-hand corner, 
select Me and in the dropdown menu, click My Resume. 

10. You will be redirected to your account information page. Locate the 
+ Add Resume option and click on it to upload your resume. 

11. In the Contact Information box to the left, select Verify Email. 
You’ll be directed to the Gmail login page (This may appear in a 
new tab/window). Enter your email address, password, and click 
Next. Select the confirmation link in your Gmail Inbox.  

12. Return to the ZipRecruiter tab, and select Suggested Jobs. 

Your ZipRecruiter page should now be successfully created! Let’s start 
searching on both Indeed and ZipRecruiter. 
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Indeed and 
ZipRecruiter 
(Cont.) 
Indeed and 
ZipRecruiter 
Exercise 
LJ—Page W-46 
 
 

Spend a little time now working in these 2 tools. If you are actively 
looking for a job (or a new job) use this time to begin applying for jobs. 
You can use your Life Journal page W-46 to keep track of the jobs you 
have applied for. If you are in this situation, there will be more time 
later today to do this also. 

If you have a job or are not yet in a position to apply for a job, use this 
time to practice with the tools to do some research on the kinds of jobs 
you might be interested in for the future.  This will give you an idea of 
what jobs are out there. 

Take some time to search for jobs, by entering the kind of job you’re 
looking for into the What field and enter the location you’d like your 
job to be in into the Where field on Indeed’s website. Once you’re 
done, click Find Jobs. (Reference below) 

 
Once you identify a job you feel would be a fit, click the Apply Now 
option and complete any next steps that the website asks of you. 
(Reference below) 

 

Apply for three jobs on Indeed and write them down on page W-46.  
Once you’ve finished applying for three jobs on Indeed, you’ll transition 
to ZipRecruiter and apply for three more. 

Switch back to your ZipRecruiter tab and begin your search by viewing 
your Suggested Jobs or entering the job title and location you’re 
seeking into the provided space at the top of the web page. (Reference 
below) 

 

Identify three jobs you feel would be a good 
fit and select the quick apply option. Be sure 
to write them down on page W-46.(Reference 
below) 
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Direct Websites 
and Online 
Assessments 
30 Minutes 
 
 

Now we are going to focus on applying to employers with career pages 
on their websites. 

How many of you are currently applying directly on company websites, 
like Kroger? 

Often when we apply for jobs through direct websites, we are asked to 
complete a Talent Assessment. 
 

LJ—Page W-47 
 
 

Let’s look at page W-47 in your Life Journals. 

Question: What Are Talent Assessments and How Do Companies Use 
Them? 

Answer: Talent assessments, also called pre-employment tests or 
employment screening tests, are used to help employers identify 
candidates that will be a good fit for jobs at their company. 

Talent assessments help predict a new hire’s on-the-job performance 
and retainability, so, in theory, applicants that pass the screening test 
should perform better as employees if they're hired. 

Talent assessment tests are based on hiring and retention case studies 
and analyzing employee data. The test results will give the company an 
indication of how close a match the candidate taking the test will be to 
the company's hiring specifications. 

Let’s take turns reading about the different kinds of assessments listed 
on W-47. 

PPT—Slide 78 
Video: Dealing 
with Online 
Application 
Headache 
Time 2:07 
 
 

 

Now, for the sake of learning, we are going to watch a short video about 
online applications and some tips that may help you as you fill out 
online applications. 

Show video, Dealing with Online Application Headaches. Make sure 
projector and sound are turned on. 
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Direct Websites 
& Online 
Assessments 
(Cont.) 
 
LJ—Page W-48 & 
W-49 
 
 

If you are looking for a job from a particular company or are open to 
exploring this with real job applications, there are few companies listed 
on pages W-48 and W-49 of your Life Journal. 

If you’re unsure where to apply on the company website, always look 
for a section at the top or bottom of the site that says “Careers, Jobs, 
Apply Here, etc.”  

Complete the application process and upload your resume if it requests 
you to do so. Be sure to fill out the application entirely and raise your 
hand if you need help.  

Any questions? 

Pause. 

Notify candidates when 10 minutes of this lesson remain. Independent 
job search will take place after; therefore, they will be permitted to 
continue working on their applications as you lead into the next 
segment. 
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Independent Job 
Search 
45 Minutes 
 
 

Please dedicate the next 45 minutes or so to continue your job search 
online. You may choose to proceed with applying directly to company 
websites, or you can transition to applying on job search engines such as 
Indeed and ZipRecruiter. This is your time to do job search or research 
as you need to. 

I’ll be around to offer assistance. 

Use duration of this segment for participants to apply for jobs online. 
Offer assistance as needed. Notify participants when 10 minutes remain 
and instruct to wrap up. 
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Wrap Up & 
Evaluations 
15 Minutes 
 

Pat yourself on the back for all your hard work. 

If you have already had Mock Interviews, this concludes the Working 
for a Better Life segment of your Transformational Journey. If you still 
have Mock Interviews yet to come, then keep all that you have learned 
in mind from these Working for a better Life sessions. This will ensure 
a great Mock Interview experience. 

Let’s quickly recap what you learned during this class with a short 
discussion. 

Prompt the following discussion points and facilitate 3-5-minute 
discussion: 
 What topic or lesson did you find to be the most interesting or 

enjoyable? 
 What was learned as a result of the class? 
 Share an achievement or a moment you were proud of. 
 Did you experience any struggles or challenges? If so, how did you 

overcome it? 
 How could the class have been improved? 

Thank you for sharing!  

As usual, evaluation forms are the last item on the class agenda.  

Distribute evaluation form to each Candidate and remind them: 
 Put their name on the evaluation form 
 Of the importance of completing all parts of the form 
 Comments are an expectation and should be given 
 To provide facilitator feedback on back of form 

Facilitator will collect the evaluations. Ensure all Candidates submit a 
form and both sides are filled out. 

Submit collected evaluations to LLC Administrative Assistant at the 
front desk. 
 

 
 


