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Welcome!
This workbook is broken into three sections.  Each section is designed to help you discover what type of job would work best for you based upon your interests, likes and assets.
Part I –  Lets you learn about your strengths and qualifications to go with available jobs
· Find a job that fits you!

· Whether you are looking for part-time or full-time employment, being able to represent yourself to potential employers as the best, or at least a strong fit for the job you want gives you the greatest chance of being hired.

· It’s worth the time you’ll invest to go through each step, click on any links and complete each activity because you will use the information you gather in this section in Part II – Job Search. 

· The steps are designed to help you narrow your choices and make informed decisions --- based on your individual interests, values, skills, and preferences.

· There are 11 steps in Part I, and each step will take 15-20 minutes to complete. When you schedule time to complete each step you will be finished in no time! 
Part II –  Find the right job for you
· Explore excellent job search websites  to learn more about the job opportunities that match the skills, traits and qualifications you identified in Part I. Using these sites will help you find available jobs. 

· Develop job search tools using the information from Part I.

Part III – Explore new career opportunities
· Complete this part only if you find that your current job or career is not a good fit for you.
· You may need additional training or experience to be able to enter the career you select. 
Just call or email your RESTART Coach with any questions!
NHHFA 2014

How to Use This WorkbookTo make this a successful job search tool, we recommend:
1. Start at the beginning and go through each step, even if you are already working in a job you love.
2. Open the workbook on a computer with internet access. Many of the activities are online, providing you with immediate results!
3. You may want to print the results from activities and save them in your RESTART Portfolio to refer to later or when working with your RESTART Coach.
4. Before closing a website, return to the workbook and answer any questions. Remember to save your workbook to your computer or a data drive frequently.
5. Write your results in your printed workbook as you complete each section as well. 
6. Don’t have internet service? Contact your GOAL Coach for other resources.


Here’s your step-by-step guide to finding employment that fits you!
This workbook is divided into three parts:
Part I – Assessment: Identify your strengths and qualifications to match available jobs
Part II – Job Search: Find the right job for you 
Part III – Career Exploration and Education: Explore new career opportunities
The activities in this workbook will help you:
· Find jobs that fit your skills and personality.
· Grow in the company where you currently work.
· Decide whether more education will help you reach your employment goals.
Whenever you see this icon, there is an online activity to complete before continuing. To do the activity you will need to be on a computer with internet access. Using your mouse, roll over Click Here, hold the Ctrl button down and click the mouse to go to the activity. 
Call or email your RESTART Coach as you complete each part of this workbook. Your RESTART Coach is available to answer questions, discuss the results of the activities, and provide additional resources, including activities that do not require the internet.  

[image: ]
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Identify your strengths and qualifications to match available jobs!




















Target Completion Date: 								

Many people wonder, “What is the difference between a job and a career?” Often used interchangeably, a career is a job or a series of jobs that support the goals of a person, while a job is work that is done primarily to have money to support your lifestyle and/or family. -*Are you receiving Social Security Disability Benefits (SSI or SSDI)? 
If you are, the Vocational Rehabilitation Program is a great resource.  Click Here to find the office closest to you or call 1-800-698-4440 / TTY: Maine relay 711 and ask about their employment supports and services.  
This can help you develop an employment plan; help with job search and placement supports; and help you understand how working may affect your SSI or SSDI benefits. 
Contact your RESTART Coach for more information. Click Here to learn about Social Security’s Ticket to Work Program.


[image: ]Click Here to read more about the differences between a job, a career, and a calling and see which one applies to your current employment. Knowing this can help you create greater satisfaction in your current job as well guide your search for a job that fits you. 
[bookmark: _Toc414616916]Step 1 – My Learning Style
Understanding your learning preferences can help you work smarter. VARK is a questionnaire that provides users with a profile of the ways they take in and give out information. Your VARK preferences can be used to help you develop additional effective strategies for learning and for improving your communication skills. 
[image: ]Click Here and complete the VARK Questionnaire. Click on the button by Helpsheets on the upper left-hand side of the web page after you’ve finished the VARK assessment to find learning strategies that fit your style(s). 
Click in the boxes below to enter your scores for the VARK questionnaire.
	  Visual  			  Kinesthetic		  Auditory		  Read/Write 


[bookmark: _Toc414616917]Step 2 – My Strengths and PassionsDo you experience difficulties learning?
There are several organizations that provide information and resources for adults who have, or may have, a learning disability (LD): 
Click Here for the National Center for Learning Disabilities 
Click Here for the Learning Disabilities Association of America
Click Here for LD Online 

Ask yourself the following questions:
· What am I good at—what are my strengths?
· What am I interested in—what are my hobbies?
· Which subjects in school did I excel in?
· What unique skills do I have that family and friends notice in me?
For example: “I’m a really talented guitar player, and I’ve always dreamed of making it big someday. During my junior and senior years in high school I led the school band during practice and performances. Friends and family are always asking me to perform at events and have even asked me to teach their children how to play.” 
This hobby, strength and passion may provide this individual with a natural ability to work as a music educator, audio engineer, etc. Now it’s your turn. Below list five things you feel you are good at and have a passion for. 
1. 		
2.   		
3.   		
4.   		
5.   		

[bookmark: _Toc414616918]Step 3 – My Personality and Temperament Preferences
[image: ]Click Here to take the Keirsey personality temperament and preferences assessment to learn which jobs are a better fit for your type. To begin, click in the upper-right corner of the page on Free Sort (there is no need to pay for this service). 
Record your 4-letter personality type here: Click here to enter text.
[image: ]


[bookmark: _Toc414616919]Step 4 – My Interests 
[image: ]Click Here to set up an account in the Maine Job Bank. 
Record your username 				and password 			. 
You will need this information every time you log into the Maine Job Bank.
[image: ]
Setting up this account will allow you to receive e-mails for jobs that may be posted which fit your skill criteria.
[image: ]Click Here to explore what careers fit your interests by completing the Interest Analyzer.
[image: ]
Completing the Interest Analyzer will give you your score for each of the following areas. Below, record your results from the Interest Analyzer next to each area. 
· Artistic	Click here to enter text.
· Social	Click here to enter text.
· Investigative	Click here to enter text.
· Realistic	Click here to enter text.
· Conventional	Click here to enter text.
· Enterprising	Click here to enter text.

[bookmark: _Toc414616920]Step 5 – My Core Values 
Understanding what you value, what your core values are, will make it easier for you to decide the type of job you really want.  You can think of them as the foundation for employment as well as other life decisions you make.
“We all have them…But have you actually defined them? Values are who you are, not who you think you should be in order to fit in.”			                                      Debra  Smouse, Life Coach 
[image: ]Click Here to find a brief overview of what values are and then complete the 6-Step activity to define what your current life values are!


Notes to Self:


[bookmark: _Toc414616921]Step 6 – My Traits	
Character traits define your personality, your underlying values and your beliefs.  In the table below, review the lists of traits.  Put an X in the box if you consider the trait to be one of your strengths or one of your weaknesses.    
	Strength
	Weakness
	Trait
	
	Strength
	Weakness
	Trait

	
	
	Adapt well to change
	
	
	
	Honest / Sincere

	
	
	Can-do attitude
	
	
	
	Intelligent

	
	
	Conscientious
	
	
	
	Investigative

	
	
	Considerate
	
	
	
	Inquisitive

	
	
	Cooperative
	
	
	
	Learn quickly

	
	
	Courteous
	
	
	
	Mature

	
	
	Creative
	
	
	
	Mentally strong

	
	
	Detail oriented
	
	
	
	Neat and well groomed

	
	
	Dependable
	
	
	
	Neat in work habits

	
	
	Determined
	
	
	
	Outgoing

	
	
	Discreet
	
	
	
	Patient

	
	
	Eager to work
	
	
	
	Persistent

	
	
	Empathetic
	
	
	
	Physically strong

	
	
	Enthusiastic
	
	
	
	Positive attitude

	
	
	Friendly
	
	
	
	Punctual

	
	
	Good communicator
	
	
	
	Responsible

	
	
	Good listener
	
	
	
	Self-confident

	
	
	Good memory
	
	
	
	Self-Motivated

	
	
	Good natured
	
	
	
	Tactful

	
	
	Hard working
	
	
	
	Tolerant of differences

	
	
	High stress tolerance
	
	
	
	Trustworthy


[bookmark: _Toc414616922]Step 7 – My Transferable Skills 
Unlike job-related skills, which tend to be used only in one type of work, transferable skills are skills that can be used in every occupation.  Review the lists of transferable skills below.  Put an X in the box next to the skills you consider yourself good at and those you enjoy doing.  
	Good At
	Enjoy Doing
	Skill
	
	Good At
	Enjoy Doing
	Skill
	
	Good At
	Enjoy Doing
	Skill

	
	
	Analyze/compare data
	
	
	
	Edit copy
	
	
	
	Paint

	
	
	Assemble products
	
	
	
	Eye/hand coordination
	
	
	
	Problem solve

	
	
	Audit records
	
	
	
	File records
	
	
	
	Public speaking

	
	
	Budget money
	
	
	
	Fix/repair
	
	
	
	Raise money

	
	
	Build/construct
	
	
	
	Follow directions
	
	
	
	Research

	
	
	Calculate numbers
	
	
	
	Gather information
	
	
	
	Run meetings

	
	
	Check for accuracy
	
	
	
	Handle complaints
	
	
	
	Schedule

	
	
	Collect/calculate money
	
	
	
	Handle equipment
	
	
	
	Sell

	
	
	Compile/record data
	
	
	
	Inspect products
	
	
	
	Set goals

	
	
	Complete tasks
	
	
	
	Install equipment
	
	
	
	Set up equipment

	
	
	Coordinate activities
	
	
	
	Inventory items
	
	
	
	Sew

	
	
	Copy information
	
	
	
	Lead others
	
	
	
	Sketch/illustrate

	
	
	Customer service
	
	
	
	Manage people
	
	
	
	Sort items

	
	
	Cut costs
	
	
	
	Meet deadlines
	
	
	
	Plan ahead

	
	
	Delegate tasks
	
	
	
	Mentor others
	
	
	
	Think logically

	
	
	Design
	
	
	
	Negotiate
	
	
	
	Track progress

	
	
	Distribute items
	
	
	
	Order items
	
	
	
	Train/teach

	
	
	Driving
	
	
	
	Organize
	
	
	
	Translate


Notes to Self:




Other Skills/Traits:
Click on the box or mark an X for each statement that is true for you.
	☐	Strong; not afraid of heavy, dirty work.
	☐	Considered a careful, steady, efficient worker.
☐	Always take pride in a job well done.
☐	Work well as part of a team.
☐	Gain great pleasure from real accomplishments on the job.
☐	Always look for ways to work smarter and more efficiently.
☐	Capable of thoroughly thinking things through to solve problems.
☐	Always take a personal interest in my work.
☐	Hope to continue my education through part-time studies as work permits.
☐	Like to be assigned challenging jobs where I can take pride in the results of my work.
☐	Invest intensity and motivation in whatever projects I undertake.
☐	Willing to learn new tasks and capable of completing them efficiently.
☐	Take the initiative to ensure that everything required to do the job gets done – and then some.
☐	Capable of completing work assignments without constant supervision.
Now that you’ve identified your transferable skills and traits, choose four you feel you do best and record them on the following page.  Then develop them into a statement you can share about yourself at an interview.  See the box on the next page for sample statements with examples and connections to specific jobs. 

SAMPLE STATEMENTS
Skill #1: Meet deadlines
Statement: “I can meet deadlines.”
Example: “While in school, I rarely missed a due date on an assignment.”
Connection: “If I was able to meet deadlines in school, I will also be able to meet your work deadlines and quotas.”
Skill #2: Budget money
Statement: “I can keep financial records.”
Example: “As a full-time homemaker I handled all of the family money, including savings and checking, without ever bouncing a check or failing to pay a bill on time.”
Connection: “If I could handle the family finances so well for twenty years, while taking care of all of the other household chores at the same time, I could be a good account clerk for you.”
Skill #3:  Organized 
Statement: “I am a well-organized person.”
Example: “At my last job I had six bosses. I had to organize my time and set priorities to get the job done to everyone’s satisfaction.”
Connection: “If I could handle that confusion, I’m sure I’ll be able to deal with the organizational demands of this job.”
Skill #4:  Train/teach 
Statement: “I’m a good explainer.”
Example: “Whenever anyone at work had trouble understanding a procedure, they came to me for an explanation.”
Connection: “I can learn quickly, train new workers, and help others.” 
Adapted from the Wisconsin Job Center Transferrable Skills Publication, www.wisconsinjobcenter.org (5/2014)
[bookmark: _Toc414616923]My Top Four Skills/Traits
Skill/Trait #1:		
Statement:			
Example:			
		
Connection:		
Skill/Trait #2:		
Statement:			
Example:			
		
Connection:			

Skill/Trait #3:		
Statement:			
Example:			
		
Connection:		

Skill/Trait #4: 		
Statement:			
Example:			
		
Connection:		
Notes:







[bookmark: _Toc414616924]Step 8 – My Challenges to Employment
This section identifies challenges to employment and the resources to help you move more easily and confidently beyond those challenges and toward your job and career goals. Click on the box or mark with an X the answer that fits most of the time. If the question doesn’t apply to you at all, choose NA.
CHALLENGES	 	
Personal & Financial	YES 	NO	NA
I need reliable transportation to and from work or job search activities.	☐	☐
I need a current driver’s license.	☐	☐
I need insurance for my vehicle.	☐	☐	☐
I need childcare for employment and/or job search activities.	☐	☐	☐
I need more money for basic needs, such as food, clothing, medication, utilities, etc.	☐	☐
I need to look for another place to live.	☐	☐
I need access to affordable healthcare for myself and my family.	☐	☐
I have bad or no credit.	☐	☐
Legal	YES	NO	NA
I have been convicted of a misdemeanor crime other than traffic violations.	☐	☐
I have been convicted of a felony crime.	☐	☐
I am currently involved with bankruptcy court or have been in the past.	☐	☐
I have a dishonorable discharge from the military.	☐	☐	☐
I am having a difficult time making payments on a child support order.	☐	☐
I am concerned about employment discrimination based on gender, race, religion, age,
sexual orientation, national origin, or other: 		☐	☐
Emotional, Mental & Physical							           YES     NO
I am concerned about my physical fitness, my weight, and/or my appearance.	☐	☐	
I, or an immediate family member, have a serious physical or mental health issue.	☐	☐
I have depression, low self-esteem, a lack of energy and/or a lack of motivation.	☐	☐
Drug and/or alcohol use has caused problems for me.	☐	☐
Domestic violence is present in my household.	☐	☐
I have learning challenges.	☐	☐
I have applied for Social Security Disability benefits.	☐	☐


Training & Work Experience								           YES     NO
I need help with reading and/or math skills.	☐	☐
I need help with speaking, reading, or writing English.	☐	☐
I have little or no work experience.	☐	☐
I have been fired from a job.	☐	☐
I have been laid off from a job in the last 12 months.	☐	☐
Job Seeking Knowledge & Preparedness						           YES     NO
I need help listing my personal strengths and weaknesses.	☐	☐
I need a resume.	☐	☐
I need computer skills to find and apply for jobs on the internet.	☐	☐
I need help completing job applications online with attachments.	☐	☐
I could use some help with my interviewing skills.	☐	☐
I need to get references to include on a job application.	☐	☐
I need additional skills for the work I want to do.	☐	☐
I need a job referral network list.	☐	☐
[bookmark: _Toc414616925]Step 9 – My Solutions to Challenges
Choose your top four employment challenges and brainstorm solutions below. Call your RESTART Coach for help.
Challenge #1:		
Possible Solutions: 		
			
Resources Needed: 		
			
Family and Friends Who Can Help: 		
			
Agencies That Can Help: 		
			



Challenge #2: 		
Possible Solutions: 		
			
Resources Needed: 		
			
Family and Friends Who Can Help: 		
			
Agencies That Can Help: 		
Challenge #3: 		
Possible Solutions: 		
			
Resources Needed: 		
			
Family and Friends Who Can Help: 		
			
Agencies That Can Help: 		
Challenge #4: 		
Possible Solutions: 		
			
Resources Needed: 		
			
Family and Friends Who Can Help: 		
			
Agencies That Can Help: 		
			


[bookmark: _Toc414616926]Step 10 – My Education 
Fill in the following information to be prepared when you apply for jobs.
What is your level of education? Check all that apply.
	☐	I do not have my High School Diploma/GED-HiSET
	☐	I have my High School Diploma/GED-HiSET
	☐	Community College/Trade School 
	☐	College
Name of High School:		
City: 	
State: 		
Graduated:    Yes ☐      No ☐    GED/HiSet ☐
Years Attended: 		
If you earned your G.E.D./HiSet other than at the high school above:
Location: 		
City: 		
State: 		
Dates Attended: 		
1. Name of Training Program or College:		
City: 		
State: 		
Courses included:		
Graduated:    No ☐      Yes ☐ Degree Received: 				
Dates Attended: 		
2. Name of Training Program or College:		
City: 		
State: 		
Courses included:		
Graduated:    No ☐      Yes ☐ Degree Received: 				
Dates Attended: 	                                     
3. Name of Training Program or College:		
City: 		
State: 		
Courses included:		
Graduated:    No ☐      Yes ☐ Degree Received: 				
Dates Attended: 			
Notes to Self:

[bookmark: _Toc414616927]Step 11 – My Work Experience 
Fill in the following information to be prepared when you apply for jobs.
List your most recent job first:
1. Job Title: 		
Company: 		
City: 		State: 		
Name of supervisor: 		Phone #: 		
Starting rate of pay or salary:		  	Ending rate of pay or salary: 		
Skills/Work Performed (Please be SPECIFIC and DETAILED): 		
		
		
		
Dates of employment (month, year) 	From:	  	To: 		
2. Job Title: 		
Company: 		
City: 		State: 		
Name of supervisor: 		Phone #: 		
Starting rate of pay or salary:		  	Ending rate of pay or salary: 		
Skills/Work Performed (Please be SPECIFIC and DETAILED): 		
		
		
		
Dates of employment (month, year) 	From:	  	To: 		
3. Job Title: 		
Company: 		
City: 		State: 		
Name of supervisor: 		Phone #: 		
Starting rate of pay or salary:		  	Ending rate of pay or salary: 		
Skills/Work Performed (Please be SPECIFIC and DETAILED): 		
		
		
		
Dates of employment (month, year) 	From:	  	To: 		
4. Job Title: 		
Company: 		
City: 		State: 		
Name of supervisor: 		Phone #: 		
Starting rate of pay or salary:		  	Ending rate of pay or salary: 		
Skills/Work Performed (Please be SPECIFIC and DETAILED): 		
		
		
		
Dates of employment (month, year) 	From:	  	To: 		

Notes to Self:

[bookmark: _Toc414616928]Step 12 – My Volunteer Experience 
Fill in the following information to be prepared when you apply for jobs.
1. Name of agency: 		
Agency address: 		
Name of supervisor: 		Phone #: 		
Dates of service (month, year) 		From:			  	To: 		
2. Name of agency: 		
Agency address: 		
Name of supervisor: 		Phone #: 		
Dates of service (month, year) 		From:			  		To: 		
3. Name of agency: 		
Agency address: 		
Name of supervisor: 		Phone #: 		
Dates of service (month, year) 	From:			To: 		
[bookmark: _Toc414616929]Step 13 – My Certifications, Licenses & Professional Organizations  
Fill in the following information to be prepared when you apply for jobs.
1. Name of Certifying Organization: 					
Certification: 			Date(s) Valid: 	
2. Name of Licencing Organization: 		
License Name (Number if applicable): 		Date(s) Valid: 		
3. Name of Professional Organization: 				
Position (member, officer): 		Date(s): 		
4. Name of Professional Organization: 				
Position (member, officer): 		Date(s): 		
Congratulations on completing Part I!
[image: ]Click Here and log into the Virtual Goal Coach to update your Steps under the Find Work-Career To Match Abilities goal and mark them completed!  
Now you’re ready for Part II, where you will use your assessment information to start your job search. Notes to Self:
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[bookmark: _Toc414616930][bookmark: _Toc388535375]Part II – Job Search






Find the right job for you!


















Target Completion Date: 								
[bookmark: _Toc414616931]Step 1 – Create My JIST Card
Now that you have identified your skills, traits, and qualifications it’s time to start matching them to potential jobs. If you are not currently employed, then begin your job search based on your current skills, education and experience. 
The first step is to take the information you gathered in Part I and put it into a format that you can give to potential employers, friends, family – really anyone who you may know about a job opening. 
A JIST Card is a combination of a resume and a business card that fits on a 3" by 5" card. JIST means Job Information and Seeking Training.
[image: ]Click Here to go to Mini Resumes – JIST Cards for samples. Get started on yours using the three fillable templates below. Make copies on card stock to simulate business cards. Hand them out when picking up applications. Include them in thank you notes after an interview. Give them away to family, friends and people you meet while searching for a job.   
Under Skills/Accomplishments: Address your work experience, knowledge, skills, volunteer experiences and personal traits that match the jobs you are interested in. 

[bookmark: _Toc414616932]Sample JIST Cards
Alice Jobseeker
youremailaddress@gmail.com
(123)-456-7890
Objective: Experienced LNA seeks position in hospital. (Keep this statement brief and to the point.)
Skills/Accomplishments: Over 5 years experience working in health care field in various settings, including home health care and skilled nursing facilities. Currently licensed in the State of NH, completed training through the American Red Cross, including the Medication Nursing Assistant Program. Compassionate care to patients of all ages, with a focus on eldercare and dementia patients as well as hospice. Motivated, works well independently or as part of a team. Excellent attendance record.














Robert Franklin
youremailaddress@gmail.com
(123)-456-7890 
Objective: Seeking administrative assistant position. (Keep this statement brief and to the point.)
Skills/Accomplishments: Three years of work experience. Managed large supply orders, composed and proofed routine communication, created weekly company reports, able to type 50 WPM. Working knowledge of: administrative and clerical procedures, word processing and spreadsheet software, and standard office machines. Strong customer service skills. Organized, friendly, efficient, self-initiator, flexible











Ryan Jist
youremailaddress@gmail.com
(123)-456-7890 
Objective: Motivated professional with four years experience in customer service in the retail industry. Associates Degree in Accounting.  

Skills/Accomplishments: Strong computer skills. Enjoys challenges and accepts responsibility. Interacts well with team members at all levels. Hardworking. Volunteering activities include …. Promoted to …. Set up and organized department … Recognized for …. Received “Values in Action” Award for resourcefulness, teamwork, customer service












[bookmark: _Toc414616933]Step 2 – Create My Networking List
Tell everyone you know that you are looking for a job. Ask if they have any advice and/or contacts who might offer you advice and give them one of your JIST cards.  Networking has always been the best way to get a job! According to the U.S. Bureau of Labor Statistics, 70% of all jobs are found through networking.
[image: ]Click Here to understand the power of networking and review networking tips at GCF Learn Free. 
· Pursue your own contacts. People you already know, even if they aren't in fields of interest to you, can lead you to people who are. This includes family, friends, teachers and former employers.
· Call organizations or companies directly or visit their websites for names of people working within a particular area of interest.
· Visit the library and ask your librarian for directories of leading employers in the area.
· Check for listings at your local chamber of commerce.
· Read the business section of the local paper or magazine articles in your field of interest.
· Contact professional or trade associations in the fields you are interested in.
· If you use social media, such as LinkedIn, this can also be a useful tool in identifying possible contacts.  
[image: C:\Users\jg0714\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\K6GUF0UU\MC900432663[1].png]Manage your list of contacts below. In the Notes, add where/how you met the person and any jobs they referred you to. Be sure to call or email your contacts when you use their name for a job and again to thank them when you get an interview or the job!
[bookmark: _Toc414616934]My  Networking  Contact  List

1. Name:	 Phone:	 Email:			

Notes:		


2. Name:	 Phone:	 Email:			

Notes:		


3. Name:	 Phone:	 Email:			

Notes:		


4. Name:	 Phone:	 Email:			

Notes:		


5. Name:	 Phone:	 Email:			

Notes:		


6. Name:	 Phone:	 Email:			

Notes:		


7. Name:	 Phone:	 Email:			

Notes:		


8. Name:	 Phone:	 Email:			

Notes:		


9. Name:	 Phone:	 Email:			

Notes:		


10. Name:	 Phone:	 Email:			

Notes:							


11. Name:	 Phone:	 Email:		

Notes:							


12. Name:	 Phone:	 Email:		

Notes:							
[bookmark: _Toc414616935]Step 3 – Explore Jobs That Match My Skills/Traits
[image: ]Click Here for My Next Move. Start by typing the name of a job or a skill into the Search Careers box.  A list of potential jobs will come up. Click on a job you are interested in.
[image: ]
Next, you will be brought to a screen with information about that job and the education, skills and traits needed to be successful in it. 
[image: ]
How does the job match up with your education, skills and traits? If it’s a good match, scroll to the bottom of the screen to the Job Outlook box to see if there are many job opportunities and click on the Check Out My State button for more information. 
Print out or save this page to use when searching for a job later. It will note the average salary, and you can compare this later to a job offer. For more detailed information about the job, click on the link to O*Net Online at the bottom of the screen. Click the back button on your browser to view additional jobs.
[image: ]Click Here to learn more about incomes and job prospects for jobs on CareerOneStop. 
Click Here to search for jobs by education needed, potential income, or rate of growth at the Bureau of Labor Statistics. 
[bookmark: _Toc414616936]Step 4 – Learn About Jobs Through Informational Interviewing
Want to really understand what a job or career is all about? Ask someone who does it. That is the best way to learn about what skills and traits are needed to be successful in a particular job, the day-to-day tasks and responsibilities, similar jobs that may pay better, and contacts for potential jobs. 
[image: ]Click Here to read, Informational Interviewing: Get the Inside Scoop on Careers. It even includes a sample letter to request an informational interview.  
Click Here for more informational interview questions.
Be sure to send a thank you letter to everyone you interview – you want them to remember you as a thoughtful and professional person with a sincere interest in the job or career you discussed.
[bookmark: _Toc414616937]Step 5 – Find Jobs That Fit My Current Skills
Select jobs in your chosen field of employment if you have the required experience for the position or if they will provide immediate income while you are working on your education goals.
[image: ]Click Here and log into the Maine Job Bank begin your search. Select the location you want to work in and then enter key words about the type of job you want in the Search Criteria box. 
To see more available job opportunities use the following link:
[image: ]Click Here for CareerOneStop. Start typing a job title or key word in the Job? field in the Find a Job box and select a job title from that list. Then enter the location where you want to work into the Where? field. 
[image: ]More online resources are:
Click Here Jobsinme.com
Click Here Indeed.com
                             Click Here Monster.com 
[bookmark: _Toc414616938]Step 6 – Begin Applying for Jobs
Use the Job Decision Matrix on the next page to compare five job opportunities that you found in Step 4. Ask yourself, how well do these positions make use of my interests, strengths, work values, and physical abilities? How well do they meet my personal and/or family needs? List additional pros and cons for each job on a separate piece of paper.
Decide on three jobs to apply for this week, and adjust your resume and cover letter to address the requirements of each position.
[image: ]Click Here  and/or Click Here for  tips on targeting your resume to a specific job.


Notes: 

[bookmark: _Toc414616939]Job Decision MatrixUse this matrix to jot down five jobs you want to pursue.  Compare the jobs to the criteria listed in the left column. Put a √ mark in the box under each job that fits the criteria listed. Which job has the most √ marks?  

	
	Job #1: 


	Job #2: 


	Job #3: 


	Job #4: 


	Job #5: 



	I have the skills needed for this job.
	
	
	
	
	

	I will need additional education.
	
	
	
	
	

	This job’s annual wage is sufficient for me.
	
	
	
	
	

	The outlook for this kind of job in my state is good.
	
	
	
	
	

	My work values fit this job.
	
	
	
	
	

	My interests, skills, and strengths fit this job. 
	
	
	
	
	

	I have reliable transportation to get to and from this job:
	
	
	
	
	

	Add your own personal criteria:
	
	
	
	
	




[bookmark: _Toc414616940]Step 7 – Build My Resume
[image: ]Click Here to go to CareerOneStop and click on the Resume Guide. Read the introduction and move through the guide by clicking the links in the column on the left-hand side of the introduction page. When you are finished, return to this workbook and use one of the sample resume formats on pages 32 and 33. 
[image: ]
CareerOneStop's Resume Guide will help you create a resume that will stand out in today’s job market.
You will find:
· A step-by-step plan for what to include in your resume
· Tips for writing, formatting, and polishing your resume
· Sample resumes from a variety of job seekers
· Ways to market your resume and get it into the right hands
· How to make the most of the internet and tools like LinkedIn and Facebook
[bookmark: _Toc414616941]Resume Writing Instructions
Enter information directly into one of the fillable resume templates found on pages 34 and 35. On page 33 is a sample functional resume. This resume consists of six sections with an example in each section that shows what to write. Create each section with the education, skills, traits, and work history that you identified earlier in Part I of this workbook. Write over or delete the examples before you start. 
Section 1 – Contact Information: Include your full name, address, phone number, and an email address that you check regularly. Many employers use email to set up dates and times for an interview. Also, listen to the voicemail message for the phone number you provide from the point of view of an employer. What may be funny to your friends may not be what you want an employer to hear as their first impression of you.
Section 2 – Objective:  A strong objective relates to the job you are applying for and includes three or four descriptive words that you feel qualify you for the job.  Refer to the My Top Four Skills or Traits you identified in Part I on pages 14-15 and combine them into one sentence, or two at most.     
Sample Objective:  To obtain a retail sales associate position for an employer seeking a detail oriented, dependable, and hardworking individual who learns new skills quickly. 
In this sample objective, four skills/traits are included: detail oriented, dependable, hardworking, and learns new skills quickly. 
Section 3 – Summary of Skills: Use specific skills and work performed that you identified in Part I, pages 11-13. Also review your skill statements on pages 14 and 15 to build this section.    
Sample Summary of Skills:
Customer Service: Handled and resolved customer complaints respectfully and efficiently. Collected and calculated product costs. Processed incoming orders. 
Section 4 – Experience:  Include the job information from Part I, pages 8-9. You may also want to include specific accomplishments and skills that directly relate to the job you are applying for.  
Section 5 – Education: Include the education you identified in Part I, pages 6-7. You may also list any related courses/classes you’ve taken that highlight the skills needed for the job you are applying for. Remember not to use abbreviations – not everyone will know what the letters mean.  
Sample Education (Do not abbreviate):  
Medical Assisting Certification not MA Certification
Associates Degree in Medical Assisting not AS in Medical Assisting
Section 6 – Qualifications: 
Include volunteer work, any professional organizations you belong to, and any certifications and licenses you hold from Part I, page 10. You may want to add skills and character traits you think should be mentioned that are not already highlighted in the previous sections of your resume. 
Sample Qualifications (Do not abbreviate): 
Member of the National Career Development Association not NCD Assoc.
Volunteer for the American Red Cross not Volunteer for the ARC
The sample functional resume on the following page shows how all of the sections fit together. Review the sample and then fill in your own information. Use the functional resume if you do not have a lot of work experience. Use the second resume in the chronological format if you have quite a bit of work experience. In the chronological resume, your skills are included in the description of your work responsibilities rather than in a separate section. Talk with your RESTART Coach if you are not sure which resume is the best fit for you. 
Click Here and log into [image: ]resumizer.com to access their free downloadable resume templates. Just follow the steps and instructions on each screen.
Notes: 

[bookmark: _Toc388442825][bookmark: _Toc414616942]Sample Resume – Functional Format

RYAN RESUME
1234 Employment Street | Money, OH 90210 | 419-555-2274 | rresume@yahoo.com
OBJECTIVE
Construction or industrial worker position for an employer seeking an intelligent, dependable and responsible individual who learns new skills quickly.
SUMMARY OF SKILLS 
Construction: Experienced in all phases of construction. Ability to roof, frame, and side buildings. Capable of hanging windows and doors. Adept at stringing electrical wiring, installing plumbing, and hanging drywall. Ability to lay and finish concrete for garages, basements, porches, driveways, and sidewalks. Experienced operating trowels, bow floats, wheelbarrows, sledgehammers, chainsaws, and hydraulic log splitters.
Industrial:  Possess knowledge of manufacturing processes and procedures. Ability to set up, operate, and maintain industrial machinery and equipment for manufacturing and fabrication. Capable of handling assembly, inspection, and packaging responsibilities. Ability to operate forklifts drill presses, band saws, hand grinders, torches, and precision measuring devices. Experienced welder.
Human Relations:  Ability to associate and interact with supervisors, co-workers, and general public.  Skilled at functioning on individual assignments and group projects.
EXPERIENCE
Construction Worker, CKS Home Improvement, Findlay, Ohio	2014 to Present
Concrete Finisher, Tomz Construction, Jerry City, Ohio.	2011-2014
Welder Fabricator, Standard Metal, Melanta, Ohio.	2007-2011
Industrial Worker, Capital Plastics of Ohio, Bowling Green, Ohio	2005-2007
EDUCATION 
Penta County Career Center, Perrysburg, Ohio.  Obtained General Educational Development (GED).
Bowling Green High School, Bowling Green, Ohio.  Studied general academic courses.
QUALIFICATIONS
Certificate in drywalling, CKS Home Improvement, Findlay, Ohio.  	2014
License for fork lift operation, Fork Lift Operators of America, Columbus, Ohio	2005
[bookmark: _Toc414616943]
Fillable Resume – Functional Format

YOUR NAME
Street address | City, State Zip | Phone Number | Email Address
OBJECTIVE
A strong objective relates to the job you are applying for and includes three or four descriptive words that you feel qualify you for the job.  
SUMMARY OF SKILLS 
Use specific skills and work performed that you identified in Part I, pages 11- 13. Also review your skill statements on pages 14-15 to build this section.    


EXPERIENCE
Job Title, Company Name, City, State	Dates worked
Job Title, Company Name, City, State	Dates worked
Job Title, Company Name, City, State	Dates worked
Job Title, Company Name, City, State	Dates worked
EDUCATION 
School Name, City, State.  Degree obtained or courses studied
School Name, City, State.  Degree obtained or courses studied
QUALIFICATIONS
Name of Certificate or License, Issuing Organization, City, State.  	Date Received
Name of Certificate or License, Issuing Organization, City, State.  	Date Received 



[bookmark: _Toc414616944]Fillable Resume – Chronological Format
	Name

	Street address | City, State, Zip | Phone number | Email address

	Experience 

	
	
	

	




	

	
	
	

	




	

	
	
	

	




	Education

	
	
	

	

-Certifications-

	
Additional  Qualifications

	







[bookmark: _Toc414616945]Step 8 – Write My Cover Letter
Click Here to go to CareerOneStop for information on writing cover letters[image: ] if you need help.  
[image: ]
Next, try writing your own cover letter using the sample provided on the next page or 
[image: ] 
Click Here to get a cover letter template


Your RESTART Coach can help you with writing one – just ask!



[bookmark: _Toc414616946]Sample Cover Letter
Your Name 
Street Address
City, State Zip Code 
Phone Number
Date
Individual's Name 
Job Title 
Name of Organization 
Street Address 
City, State Zip Code
Dear Mr./Ms.						:
First Paragraph: State the reason for writing. Name the specific position or type of work for which you're applying. Mention how you learned of the opening.
Second Paragraph: Explain why you're interested in working for this employer and specify how you're PERFECT for this position. Don't repeat the information on your resume. Include something special or unique about yourself that will benefit the employer. Remember, the reader will consider this an example of your writing skills.
Third Paragraph: Mention that your resume is enclosed and indicate your desire to meet with the employer. You may want to suggest alternate dates and times, or simply advise them of your flexibility to the time and place. Include day and evening contact information. Include a statement or question that will encourage the reader to respond. Be sure to communicate your plan to follow up. You might state that you'll be in the area on a certain date and would like to set up a meeting, or you'll call on a certain date to set up a meeting. Finally, thank the employer for his/her time.
Sincerely, 


(Your Signature in blue or black ink) 
Your typed name
Enclosure



Source: Creative Job Search, a publication of the Minnesota Department of Employment and Economic Development.


[bookmark: _Toc414616947]Step 9 – Organize and Track My Job Search
You may also want to explore the following online websites with job search organizing features – all are free – or use the Job Search Weekly Planner on the following pages. Choose the one that works best for you.
[image: ]Click Here for My Indeed, a popular job search website that provides organizing features. Create or sign in to your account to save your job search. Then type in a job title or key words and a city or zip code to get started.

[image: ]Click Here for Fresh Transition, a system that saves all of your job search data and sends a daily email reminding you of upcoming interviews, the status of an application, follow-up activities, etc. You will need to sign up for a free account.
Many people choose to organize their job search on paper, keeping an ongoing record of activities. Use the Success Job Search Weekly Planner template below, or check with your RESTART Coach for additional resources. Once you have established a system, check and date the box below. 
☐I’ve established a Job Search System! Date: 				
[bookmark: _Toc414616948]Success Job Search Weekly Planner
Weekly Job Search Goals:
																										
													
Example:  Send out seven resumes. Make a follow-up phone call to Comcast regarding the interview I had 10 days ago. Make a list of all the folks I know, let them know I am hunting for a new job and ask if they have any suggestions or leads. 
This Week’s Results:
																										
													
Example:  T.J. Max called me back in for a 2nd interview and it is scheduled for September 9th at 1 p.m. 

	Job Search Weekly Planner
	Date of Activity:

	Employer name, address & phone number   
	Interviewer’s name
	Called  about a position
	Sent or completed application
	Sent or dropped off resume
	Notes – Results and follow up activity needed 
	Thank you
note sent 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Job Search Weekly Planner
	Date of Activity:

	Employer name, address & phone number   
	Interviewer’s name
	Called  about a position
	Sent or completed application
	Sent or dropped off resume
	Notes – Results and follow up activity needed 
	Thank you
note sent 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




[bookmark: _Toc414616949]Step 10 – Prepare for My Interviews
[image: ]Click Here for additional interview question tips by Quintessential Careers.  These tips will help you feel confident and prepared for the interview process!
[image: ][image: ]Click Here for the BBC’s Get That Job: Virtual Interview. You can choose your own character, decide what they will wear and how they will answer ten questions in a mock interview. It’s quick and fun to do!
Click Here to learn about the different types of interviews you may need to be prepared for. 
[bookmark: _Toc414616950]Interview Flow Chart Instructions
Let the interview flow smoothly and confidently. There are six pieces to this Interview Flow Chart. Each piece corresponds to the interview categories listed below. Using the I Will Statement Bank on the next page, choose two “I will” statements for each interview category. Write them down in the corresponding flow chart pieces. The statements you choose should remind you of the tasks that are most important to you when preparing for an interview.    
· Every Minute Counts
· Fashion Emergency
· First Impressions
· Prepare for Pitfalls
· Stand Out from the Crowd
· Finish Strong



[bookmark: _Toc414616951]“I will” Interview Statement Bank
Every Minute Counts:
I will have directions to the interview and know how to get there.  Mapquest, Google Maps, Yahoo Maps
I will call to confirm the time of the interview.
I will arrive to the interview 10 minutes early. 

Fashion Emergency:
I will wear an appropriate outfit for the interview that is clean and neat.
I will be well groomed, feeling showered and fresh.
I will bring a “just in case bag” that contains breath mints, a hair brush, wipes, tissues, etc.

First Impressions:
I will greet everyone in a friendly manner and with courtesy and respect. 
I will be aware of my body language and be sure to maintain eye contact. 
I will show enthusiasm about the position and the company.
I will avoid using poor language, slang, and pause words like “um,” “like,” and “you know.”
I will turn my cell phone off while in the interview.

Prepare for Pitfalls:
I will bring extra resumes and support materials.
I will do a mock interview with a supportive person.    
I will refrain from saying anything negative about former colleagues, supervisors, or employers.
I will answer questions truthfully, frankly, and succinctly and not let an answer drag on.
I will avoid answering questions with a simple "yes" or "no;" instead, I will explain and give examples whenever possible.
I will refrain from bringing up or discussing personal issues or family problems.
I will postpone inquiring about salary, vacations, bonuses, retirement, or other benefits until after I've received an offer.

Stand Out From the Crowd:
I will research the organization I’m interviewing with, the industry, and the job itself.
I will review common interview questions I might be asked.  
I will stress my achievements and avoid offering any negative information about myself. 
I will describe things about myself that showcase my talents, skills, and determination. 
I will remember that the interview is also an important time to evaluate the interviewer and the company he or she represents. 
I will be prepared for a question about salary requirements but will try to delay salary talk until I have an offer.
I will ask intelligent questions about the job, company, or industry. 

Finish Strong:
I will close the interview by telling the interviewer(s) that I would like this position and will ask what the next steps are in the process.
I will request business cards from each person I interviewed with, or at least ask the correct spelling of their first and last names. 
I will  avoid making assumptions about simple names (ex. was it Jon or John?).
I will thank the interviewer(s) for their time. 
I will immediately write down notes after the interview concludes so I don't forget important details.

[bookmark: _Toc414616952]Interview Flow Chart

Hint: Double click on the line you want to type in before beginning to type.



[bookmark: _Toc414616953]Step 11 – Follow Up on My Interviews
At the end of every interview ask about the timeline for hiring decisions to be made and time your follow-up accordingly. Say “thank you” to everyone involved in the interview within two days and briefly remind them you are interested in the position and how your qualifications will make an impact if you are hired. Hopefully you have a business card or the correct spelling of every interviewer’s first and last names – if not, you may be able to get this information from the company’s website or receptionist. You can send a thank you note by mail or email, or call or stop by and thank them in person depending on the situation – just do it!
If you have not heard anything after the date you were given for a hiring decision has passed, follow-up one time with an email or telephone call letting the interviewer know you are still interested and asking if a hiring decision has been made yet. Following up more than once when you haven’t heard from them can appear desperate or annoying, and that can hurt your chances of being hired. 
[image: ]Click Here for Job Interview Follow-ups Do’s and Don’ts.
Click Here for details on writing a strong thank-you note.

Notes: 

[bookmark: _Toc414616954]Sample Thank You Letter
Street Address 
City, State Zip Code 
Phone Number 
Date
Individual's Name 
Job Title 
Name of Organization 
Street Address 
City, State Zip Code 
Dear Mr. /Ms. 						:
Thank you for the opportunity this morning to discuss the secretarial position. Our conversation gave me a better understanding of ABC Company and the requirements of the job. The additional information from Max and Katherine was helpful in gaining a better perspective of the position.
My strong office and interpersonal skills will definitely make a contribution to your company. I am proficient in all the computer software packages you use, and I feel I possess the customer service experience you want.
I enjoyed meeting the office staff and touring the facility. This is clearly a quality organization with an emphasis on efficiency and a dedication to teamwork. I would consider it a privilege to join your team and will contact you next week to inquire about the hiring decision.
Again, thank you for your time and consideration.
Sincerely,
(Your Signature in blue or black ink) 
Your typed name


Source: 	Creative Job Search, a publication of the Minnesota Department of Employment and Economic Development.

[bookmark: _Toc414616955]Step 12 – Negotiate My Job Offer
Once you know what you should be earning, how do you go about getting it? Start by being very patient. When interviewing for a new position, do your best not to bring up compensation until the employer makes you an offer. If you're asked what your salary requirements are, say that they are open based upon the position and the overall compensation package. Or tell the employer you'd like to know more about the responsibilities and the challenges of the job prior to discussing salary. 
Another option is to give the employer a salary range based upon the salary research you've done up front. Once you've received the offer you don't need to accept (or reject) it right away. A simple "I need to think it over" can get you an increase in the original offer. 
If you're ambivalent about the position a "no" can bring you a better offer too. Be careful though; if you definitely need that new job, there's a risk the employer may accept you’re declining the position and move on to the next candidate. 
Source: 	About.Com Job Searching, Salary Negotiation Tips: How to Negotiate a Compensation Package, by Alison Doyle, May, 2014. Click Here to go to website.
[bookmark: _Toc414616956]Step 13 – My First Few Days on the Job
Effective Communication
Pay attention to how you communicate with your supervisor and co-workers.  As you know, communication is critical to relationships, and when you start working you will be building many relationships.  
[image: ]  
Click Here for Active and Proper Listening ideas

[image: ]
Click Here for thoughts on Communicating Effectively with Your Boss





Observe your communication style, and ask yourself the following:
“During this conversation am I…..”
· thinking about their concerns or mine?
· distracted by other things happening around us?
· in a rush to be somewhere else?
· doing all the talking and not listening?
· able to reflect back to the person what was said to me?
· aware of their perspective?
· feeling judgmental in some way?
· feeling defensive, or do I feel open and relaxed?
· looking directly in their eyes?
· talking with a pleasant and even tone of voice?
· sitting or standing in a comfortable, but alert position? 
· giving the person the time they need to think and respond?

These are strategic questions that can help you become a better communicator and listener.  Also, keep in mind it’s always important to remain positive in every interaction. If a situation or relationship becomes challenging take some time to brainstorm solutions with your RESTART Coach.

Congratulations on completing Part II!
Now you have all of the tools you need to find a job that fits your needs. 
[image: ]Click Here and log in to the Virtual Goal Coach to update the Steps under the Job Search Goal and mark them as completed.
In Part III you can explore careers that require additional education and skills than those you currently have and decide if getting more education in order to change careers is a good option for you.



Is Self-Employment or Working from Home the Right Choice for You?
If you find after completing the job assessments that you are interested in exploring self-employment or working from home, go to the Virtual Goal Coach website:
www.virtualgoalcoach.net
Select the goal Find Work-Career to Match Abilities and choose the Self-Employment  step. To activate this step check the box next to it and then choose a target date for when you will complete it. After you’ve selected and dated this step, the Resource Links will become available to you. These links help you decide if working from home is a good choice for you! 

If you have any questions with this process call your RESTART Coach for help. 
[image: ]



48 | Part II – Job Search	 NHHFA 2014


[bookmark: _Toc414616957][bookmark: _Toc388535398]Part III – Career Exploration and Education


Explore new career opportunities!

















Target Completion Date: 								

[bookmark: _Toc414616958]Step 1 – Choosing My Career
Consider the results from the previous parts of this workbook, and spend some time thinking about jobs you can see yourself doing in the future with the right education. Begin by focusing on what you are most interested in, passionate about and have a natural ability to do (refer to Part I). Next, choose three possible future jobs to research from your saved Interest Analyzer (refer to Part II). Use the following resources to research the jobs that interest you most. There is no need to use every website listed unless you want to; just use the one that works best for you.
[image: ]Click Here for My Next Move, which can help you decide what you want to do for a living.
Click Here for The Occupational Profile, which can help you search by occupation.
Click Here for The Bureau of Labor Statistics, which can help you search by various methods.
List three careers below that you want to explore more.
Career #1:		__		___								
Career #2: 		__		___								
Career #3: 		__		___								
[bookmark: _Toc414616959]Step 2 – Research Local Companies
List three local companies in your field(s) of interest to call and schedule an informational interview with. You may have done informational interviews when working on the Job Search section (the resources are repeated here for your convenience). If so, only do more if you are interested in a different career or there are additional questions you want to ask. Ask your RESTART Coach for help finding companies.
Company #1:		Phone: 	
Company #2: 		Phone: 				
Company #3: 		Phone: 				
An informational interview is an opportunity for you to ask questions about the job duties, skills, and education required for the position you are interested in. 
[image: ]Click Here to get the inside scoop on the why’s and how’s of informational interviewing, including a sample letter to request an informational interview.[image: ] Click Here for more informational interview questions.
Be sure to send a thank you letter to everyone you interview – you want them to remember you as a thoughtful and professional person with a sincere interest in the job or career you discussed.
[bookmark: _Toc414616960]Step 3 – Select My Three Career Jobs
Now that you’ve had a chance to do a little research and talk with a few individuals,
write down three career jobs you would like to have.  
Career Job #1:		__		___							
Career Job #2: 		__		___							
Career Job #3: 		__		___							
[bookmark: _Toc414616961]Step 4 – Research My Education, Certification and License Requirements
[image: ]Click Here to research whether you need to continue your education or training to meet job requirements at My Next Move. Jobs will be listed in alphabetical order and are organized by the amount of preparation and education needed. Click on the job title you listed above to view a number of details about the job, including job outlook, potential salary, and education required. Be sure to click on the Check Out My State and the Local Salary Info buttons (when available) in the Job Outlook box for specific job prospects and salaries unless you are willing to move to where the jobs are. 
List the education, certifications and/or licenses usually needed for each career job you listed above:
Career Job #1:		__		___							
Career Job #2: 		__		___							
Career Job #3: 		__		___							
You can do a direct search for training programs from the web page for each job by clicking on the Find Training button in the Education box. Be sure to look under Other ways to prepare for this career for links to certifications, licences and apprenticeships when you are on the education page. 
[image: ]
[bookmark: _Toc414616962]Step 5 – My Certifications and Licenses
List any certifications or licenses that you will need:
1. 	Certification/License:						
Training Required: 		
Training/Certifying Organization:		
	Web Address:					Phone Number: 	
	Cost of Training: 				Certification/License Fees: 	
2. 	Certification/License:						
Training Required: 		
Training/Certifying Organization:		
	Web Address:					Phone Number: 	
	Cost of Training: 				Certification/License Fees: 	
3. 	Certification/License:						
Training Required: 		
Training/Certifying Organization:		
	Web Address:					Phone Number: 	
	Cost of Training: 				Certification/License Fees: 	
[bookmark: _Toc414616963]Step 6 – Select My Education and Training Programs
[image: ]Click Here to explore additional training opportunities available in Maine.
Click Here for job training opportunities offered by Work Ready ME. Need more information? Talk with your RESTART Coach about your options. 

[image: ]Click Here for information on higher education in Maine
Use the Education Decision Matrix on the following page to help you consider the pros and cons of choosing a job that requires additional education.    

Notes:

[bookmark: _Toc414616964]Education Decision MatrixUse this matrix to see if additional education is for you. Compare your current job potential with future job potential at the completion of education or training. Answer the questions for each job.

	
	Title of Current Job: 

	Title of Future Job #1: 

	Title of Future Job #2: 

	Title of Future Job #3: 

	Title of Future Job #4: 


	What is this job’s average annual wage?
	
	
	
	
	

	Is the outlook for this kind of job in my state good?
	
	
	
	
	

	Do I have the skills needed for this job?
	
	
	
	
	

	What additional education do I need?
	
	
	
	
	

	Is this education available near me?
	
	
	
	
	

	Do I have the time and support to study in addition to the classes?
	
	
	
	
	

	What is the total cost of the education I need?
	
	
	
	
	

	Will I qualify for childcare assistance to help with costs?
	
	
	
	
	




Once you have researched the preparation needed for your career job(s) of choice, list the training or education programs that will meet your needs.  
1. 	School Name:						
Education Program:						   
Web Address:				Phone Number: 	
2. 	School Name:						
Education Program:						   
Web Address:				Phone Number: 	
3. 	School Name:						
Education Program:						   
Web Address:				Phone Number: 	
List any possible apprenticeships available:
1. 	Name of Apprenticeship Program:				
Sponsoring Organization:		
Web Address:					Phone Number: 		
[bookmark: _Toc414616965]Step 7 – Financing My Education
Deciding to further your education is a big step and it can be expensive. Click on the following links to learn how to pay for your education. 
[image: ]Click Here for Understanding College Costs on the Federal Student Aid website
Click Here to estimate your expected family contribution for college.
Click Here to learn how opening an Individual Development Account (IDA) can help you pay for higher education for you or your child. Your RESTART Coach can walk you through the application process, or you can contact another Community Partner listed on the web page for assistance. 

Congratulations on completing  Part III!
[image: ]
Click Here and log into the Virtual GOAL Coach to update your Steps under the Find Work-Career To Match Abilities goal and mark them completed!  
We encourage you to keep using your Employment Plan during your job search and/or while you are accomplishing your education goals. As you move forward with your employment goals, continue to brainstorm and share your thoughts with your RESTART Coach.  Notes: 
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Links to resources

[bookmark: _Toc414616967]Part I – Assessment
Page 2
Working and Social Security Disability Benefits
Vocational Rehabilitation Program – http://www.maine.gov/rehab/dvr/index.shtml
Social Security’s Ticket to Work Program – http://www.chooseworkttw.net/index.htmlLearning 
Difference Between a Job and a Career
Job, Career, Calling: Key to Happiness and Meaning at Work? by Katharine Brooks, Ed.D.;Psychology Today, Career Transitions, June 29, 2012 – http://www.psychologytoday.com/blog/career-transitions/201206/job-career-calling-key-happiness-and-meaning-work  
Step 1 – My Learning Style
VARK – http://www.vark-learn.com/english/page.asp?p=questionnaire 
Page 3
Learning disability websites 
National Center for Disabilities – http://www.ncld.org/adults-learning-disabilities/do-i-have-ld
	Learning Disabilities Association of America – http://ldaamerica.org/adults/
	LD Online – http://www.ldonline.org/questions/adults
Page 4
Step 3 – My Personality and Temperament Preferences 
Keirsey Temperment Sorter – http://www.keirsey.com/  
Page 5
Step 4 – My Interests – http://gateway.maine.gov/dol/mjb/jobseeker/jobseekerwelcome.aspx
	My Next Move – http://www.mynextmove.org
Page 6
Step 5 – My Core Values
Mind Tools – http://www.mindtools.com/pages/article/newTED_85.htm
Page 10
Wisconsin Job Center Transferrable Skills, original publication– http://www.wisconsinjobcenter.org/publications/8961/8961.pdf 
Page 20
	The Virtual Goal Coach – http://www.virtualgoalcoach.net
[bookmark: _Toc414616968]Part II – Job Search
Page 22
Step 1 – Create My JIST Card
	Mini Resumes / JIST Cards – http://pattyinglishms.hubpages.com/hub/Mini_Resume 
Page 23
Step 2 – Create a Networking List
GCF Learn Free, Job Search and Networking – http://www.gcflearnfree.org/jobsearchandnetworking/networking-basics
Page 26
Step 3 – Explore Jobs That Match My Skills/Traits
	My Next Move – http://www.mynextmove.org/ 
Page 27
Career One Stop, Job Prospects – http://www.careerinfonet.org/Occupations/select_occupation.aspx?next=occ_rep&level=&optstatus=&id=1&nodeid=2&soccode=&stfips=&jobfam=
Bureau of Labor Statistics – http://www.bls.gov/ooh/
Step 4 – Learn About Jobs Through Informational Interviewing
Informational Interviewing: Get the inside scoop on careers, by Olivia Crosby; Occupational Outlook Quarterly, Summer 2002, pages 32-37 – http://www.bls.gov/careeroutlook/2002/summer/art03.pdf 
Quintessential Careers, Questions to Ask at the Informational Interview – http://www.quintcareers.com/information_interview.html 
Step 5 – Find Jobs That Fit My Current Skills
Page 28
CareerOneStop, Find a Job – http://www.careeronestop.org/JobSearch/JobSearch.aspx
Jobs in Maine – http://www.jobsinme.com
Indeed – http://www.indeed.com
Monster – http://www.monster.com
Step 6 – Begin Applying for Jobs
How to Match Your Qualifications to a Job Description, by Alison Doyle; About.com, Job Searching – http://jobsearch.about.com/od/how-to-apply/fl/match-qualifications-to-job.htm, 
10 Steps to Match Your Resume to the Job, by Ronnie Ann; Work Coach Café, March 14, 2011 – http://www.workcoachcafe.com/2011/03/14/10-steps-to-match-your-resume-to-the-job/, 
Page 30
Step 7 – Build My Resume
Career One Stop, Resume Guide – http://www.careeronestop.org/ResumesInterviews/ResumesInterviews.aspx  
Page 32
Step 7 – Build My Resume
	Resumizer – http://www.resumizer.com/free_resume_creator.htm
Page 36
Step 8 – Write Your Cover Letter
Career One Stop, Cover Letters – http://www.careeronestop.org/ResumesInterviews/ResumesInterviews.aspx; click on Cover Letters
Sample Resumes- http://www.powerful-sample-resume-formats.com/cover-letter-templates.html
Page 37
Minnesota Department of Employment and Economic Development – http://mn.gov/deed/job-seekers/job-guide/resumes-letters/cover.jsp
Page 38
Step 9 – Organize and Track My Job Search
My Indeed – http://www.indeed.com/my/myjobs
Fresh Transition – http://www.freshtransition.com/
Page 41
Step 10 – Prepare for My Interviews
Quintessential Careers – http://www.quintcareers.com/interview_question_database/
BBC’s Get That Job: Virtual Interview – http://www.bbc.co.uk/northernireland/schools/11_16/gogetit/getthatjob/interviewgame.shtml
Minnesota Department of Employment and Economic Development – http://mn.gov/deed/job-seekers/job-guide/job-interview/types.jsp 
Page 42
MapQuest – http://www.mapquest.com/ 
Google Maps – https://www.google.com/maps/
Yahoo Maps – https://maps.yahoo.com/
Page 44
Step 11 – Follow Up on My Interviews
Quintessential Careers, Job Interview Follow-Up Do’s and Don’ts for Job Seekers – http://www.quintcareers.com/interview_follow-up-dos-donts.html
Career One Stop, Thank You Notes – http://www.careeronestop.org/ResumesInterviews/Letters/ThankYouNotes.aspx 
Page 45
	Minnesota Department of Employment and Economic Development - 	http://www.mn.gov/deed
Page 46
Step 12 – Negotiate My Job Offer
About.Com Job Searching– http://jobsearch.about.com/od/salaryinformation/a/salarynegotiat.htm, Salary Negotiation Tips: How to Negotiate a Compensation Package, by Alison Doyle, May, 2014
Step 13 – My First Few Days on the Job
Ezine Articles, Active and Proper Listening by Denise Taylor – http://ezinearticles.com/?Active-Listening:-Improve-Your-Relationships-at-Work-and-in-Life-Through-Proper-Listening&id=392053
The Tapping Site, Communicating Effectively with Your Boss, by Sandy Ross – http://thetappingsite.com/communicate-effectively-boss/ 
Pages  47 and 48
	The Virtual Goal Coach – http://www.virtualgoalcoach.net
[bookmark: _Toc414616969]Part III – Career Exploration and Education
Page 50
Step 1 – Choosing My Career
My Next Move – http://www.mynextmove.org/
Career One Stop, Occupational Profile – http://www.careerinfonet.org/Occupations/select_occupation.aspx?next=occ_rep&level=&optstatus=&id=1&nodeid=2&soccode=&stfips=&jobfam= 
Bureau of Labor Statistics, Occupational Outlook Handbook– http://www.bls.gov/ooh/
Page 51
Step 2 – Informational Interviewing
Quint Careers -  http://www.quintcareers.com/information_interview.html
Step 4 – Research My Education, Certification and License Requirements
My Next Move – http://www.mynextmove.org/.
Page 53
Step 6 – Select My Education and Training Programs
	Maine Career Center – http://www.mainecareercenter.com/employment/training-adults/index.shtml
	Work Ready – http://www.workreadyforme.org
	Higher Education - http://www.maine.gov/doe/highered
Page 55
Step 7 – Financing My Education 
Federal Student Aid  –  https://studentaid.ed.gov/sa/types
FinAid, Quick Expected Family Contribution Calculator – http://www.finaid.org/calculators/quickefc.phtml
Individual Development Accounts – https://www.cfed.org/programs/idas/directory_search
Page 56
	Virtual Goal Coach – https://www.virtualgoalcoach.net

To make sure my interview is a success 
I will.....




Every Minute Counts

1. _______________________
_________________________

2. _______________________
_________________________




Fashion Emergency

1. _______________________
_________________________

2._______________________
________________________


First Impressions

1. _______________________
_________________________

2._______________________
________________________


Prepare for Pitfalls
1. _______________________
_________________________

2._______________________
________________________


Stand Out
1. ______________________
________________________

2._______________________
________________________


Finish Strong 

1. ______________________
________________________

2. ______________________
________________________

























58 | Appendix	NHHFA 2014


image14.jpg
BN FRBT aLTIRN Rian 18F SRLLRII

NHH Test Program

[ personai space | TR SURCR il | Resource Directory

Goal Center

[ Selpc pole | [ use this area to manage your goals.
[ Goal Search || [clentGoas
Find Resources To Meet My Everyday Needs £ & &
Find Work-Career To Match Abilities B 3 =
L. Find out what jobs are a good fit for you CompletelvV] (3 = v
L Develop/update your resume and cover letter Completelv] (4 &
[ Message center | L. Start your job search Completel¥] (3 = v G
‘ L. Keep motivated while on your job search CompletelY] (3 ¢ ¢ A
L Prepare for job interviews Pending [V] 4 = i}
& Follow-up after the interview Completely] (3 & v A
T Evaluate and negotiate job offers Complete[d] (3 & v A
L Explore self-employment Complete[v] 3 v B
Manage My Money <
X § - Click here to ol
Continue My Education & Training select this step
Succeed At My Work / Career =
Own My Own Home.





image15.jpg
Math and Science
« psychology

PERSONALITY

People interested in this work like activities that include hel

people, teaching, and talking.

They do well at jobs that need:

« Attention to Detail .
* Integrity .
o stress Tolerance .

EDUCATION

T €€

associate's degree or

bachelor's degree
usually needed

Get started on your career:

= Find T - certiatitions

B

click here to

search for training
broorams

« looking for ways to help people
« understanding people’s reactions

Hand and Finger Use
= keep your arm or hand steady
« put together small parts with your
fingers.

Visual Understanding
= quickly compare groups of letters,
numbers, pictures, or other things

TECHNOLOGY

You might use software like this on the job:

Medical software
« eClinicalWorks software
« GE Healthcare Centricity EMR

Concern for Others
Adaptability/Flexibility
Dependal

v
JOB OUTLOOK

New job opportunities
ght  are very likely inthe
future

SALARY: o
$65,470

per year, on average
—

Find Jobs

EXPLORE MORE

« Critical Care Nurses

« Diagnostic Medical Sonoaraphers
« Radiation Therapists

« Redistered Nurses

« Respiratory Therapists

You might like a career in one of these
industrie:

« Health & Counseling




image3.jpeg
EQUAL HOUSING,
OPPORTUNITY




image4.jpeg
New Hampshire Housing
Bringing You Home




image5.emf
 


image6.png




image7.jpg
TAKE THE KTS-II! -1
FREE! Find out your
Keirsey 4-letter type!

D Kelrsey com

Home  Products  Services  AbouttheKTS-II  AboutKeirsey The Four Temperaments ContactUs [oepe=—ne

determine your
Keirsey Temperament Sorter-I1d ¢ <ol ty

il fomperament and
organizational analysis.  [SESISEMSY

Keirsey® Signature Workshops.

Keirsey® Temperament Certification

“Our attempts to reshape others may produce change, but the changeis distortion rather than transformation.”

- David Keirsey, PhD “Please Understand Mell”
For Books By @ Keirsey Click Here

The Keirsey Temperament Sorter (KTS®-1T)
is relied upon as the world's leading assessment for
individuals, teams, and organizations. We deliver
actionable, personal, and organizational insights

‘addressing the opportunities and challenges
e e poiole il dlenet. Wharton
e
Performance * Used :y‘{wnvamesﬁw start-ups to the Global 1000.
Through + Used by Universities and Colleges woridwide.

4 Useg by Consutans, Coaches, and Traiers. .
Understanding e o Keirsey™ Users





image8.tmp
b Bank

Welcome to the Maine CareerCenters' Job Bank

An online job posting and job search system! Maine Job Bank
With a Maine Job Bank account you can: Returning Customers
* Access mainecareercenter.com 24 hours a day, 7 days a
week
1f you are at your local CareerCenter and need
« Search for local and statewide job openings based upon ¥ assictance with your login, please seek
your individual qualifications “Sesistance at the Information Center.
« Receive automatic email notifications when jobs that
match your qualifications and preferences are posted New Customers
« Post a Personal Resume that can be sent to employers
« Receive advanced job notification for veterans
« Meet registration requirements for Unemployment
Tneoranes Browse All Maine Job Bank Postings
Kayword and/or distance and =ip e required
1f you have filed or plan to file for Unemployment Insurance an Keprd(s)
account satisfies registration requirements. If you already have
registered with the Maine Job Bank and want to search for jobs Limit rezults 5 Seloct Distance +

from your account you do not need to register again. Simply click
the Log In button.

fomzipcode

For more information about how the Maine Job Bank works for you
click here.

Click here for Frequently Asked Questions




image9.tmp
o DEAMAA

W SAMGH NOUSES  WTERESS

"l wanttobea..."

Search careers
with key words.

Describe your dream career in a few
words:

Examples: doctor, build houses.

.

( search ©

“I'll know it when | see it."

Browse careers
by industry.
“There are over 900 career options for
you to look at. Find yours in one of
these industries:

‘Administration & Support Services [+

Cwe®

“I'm not really sure.”

Tell us what you
like to do.
Answer questions about the type of
work you might enjoy. We'll suggest

careers that match your interests

( st ®




image10.png




image11.png
MY NEXT MOVE

What do you want to do for a living?

“lwanttobea..” “I'll know it when | see it.” *I'm not really sure.”
Search careers Browse careers Tell us what you
with key words. by industry. like to do.
Dascriba your dream carser in 3 e There ars over 900 carser options for Answer qusstions sbout the typs of
focr You o ook 5t Find yours in ona of T e g arsey. W'l Sugert
ool et e o et ané
Examples: doctor, build houses. [Administration & Support Services. ~] e
search  © Browse & sat ©

Still not sure? Check out carsers in these groups:
g Stk

Are you 2 veteran looking for

wworkc
) SRR R .
VETE! civilian “similar to your military job.

sareen | ®ioborer )




image12.png
NYUWLLUuL

Business.
- Sminisauve senvices

Arts and Humanities
= Engish language

PERSONALITY

Pacple interested in this viork like activities that indlude data, detail,

‘2nd regular routins.

They o vl at jobs that need:
« Dependability
« Integr
« Attention to Detail

EDUCATION

=
high school diploma/GED

bachelor’s degree
sually nesded

o e o vour creer:
et ) (% i

SRNILD

Basic skills
- lscaning o others, not incerrupeing,
ndaeig e
- reading ok related nformasion

ADILITIES

verbal
- commanicace by speaking
P
v

Ideas and Logic
e g e emye
< 2oce winan oroblems hapoan

TECHNOLOGY

‘You might use software like this on the job:

Data base user interface and query software

Cooperation
Self Control
Independence

JOB OUTLOOK

-
.

$28,050 LA

peryemr.onaversge g oot

New job appersunites
2% ey Takely i e
s

s Fmasone

2t O*NET OnLine sbout
“Office clerks, general.

EXPLORE MORE

* Sarming & Saoms Book Wekters &
Sl

‘Garming Caze workers

Eotel Motel & Resors Desk Clrks

2 == & Iorormaton Clarke

[rrye—

You might ike 3 career In one of these

P
« Heswne counseling
+ Adminscradon & Suppors Senvices

&




image13.png
prin | Emai ThisPage | A | Rate This e |

-~ Lostyour s e 22AA

=] job? [rem——— [T —

— Worker RoEmployment. [ RO

careeronestop Mor Resoures: [Feress Comeroerd 2] )
e — W_ Transies TS

amerfaniobenter” @ 51 0| (et 5 [ s

Explote Careers - Salary + Benefis: Education + Training - Job Search : Resumes + Interviews - People + Places to Hel
broussoooupsions - plrscreen carsrs g3 o ke sty e uris o Gesertons | Gssser esouen senvces

[ ——
imes + Interviews. Brouse the sectons belowto gat saried!

Resume Advice Letters Interviews
thinkabout: e esume o Getmesny
Feums Cute Trenvos toes ormtors enisne
Imoroe Resume oy et Lot merves
‘Sompls Tenpises ‘e To Go? Crestist

Besy To Go? Crestist

Fohelp using

5773480502 or

TV 1877-348-0501

P Careeronesiop i sonsored by the U.S Deparmentof sor
Empioyment 3 Tranng Adminstaton

Home | Expore Gareers | Slay  Benefs | Educaton + Train | Job Srch | Resumes + o | Peoge + Paces o Hel  Mobie
“aboutUs| St Prvcy | Accassibse | Gontac Us | Link o Us St Mo | Dowricsé. %5 B W)
‘Copyright© 14 Sate o Mehsota





image1.jpeg




image2.png
MaineHousing

Maine State Housing Authority




