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All About ROP

TheRiverside County Regional Occupational Program
(ROP), offers career preparation training to high school
and adult studentswho areresidents of Riverside County.

ROP currently offerstrainingin over 40 car eer areas
based upon current and future labor market demands and
availability of statefunds. Programsarelimitedtotraining
inthose occupationswherethere isareasonable expecta-
tion of employment and wherethereis sufficient student
interest and need. ROP courses are listed on page 46.

Why take ROP?

Experienceisthe best teacher. ROP can help you get the
experience needed to get ajob of your choice, or help you
upgrade your skills, or to trainin acompletely new field.
You may havethe opportunity to actually do your training
inacommunity-based business.

Who can enroll?

ROP classes are open to all students 16 years of age or
older, regardless of sex, race, creed, marital status, or
physical handicap. Priority isgivento high school
seniors, then juniors, followed by persons 16 years of age
or older, and adults. Some classes have special require-
ments and/or age prerequisites.

How much doesthetraining cost?

Thereisno tuition fee. Unless exempt, adults pay a
$20.00 registration fee. Students may incur some costsfor
books, uniforms, protective equipment, supplies, medical/
legal clearances, and state certification exams as required
by the specific courses of study. (Feesfor specific courses
are shown on page 4; registration fees and exemption
information are shown on pages 3 & 4).

What do | get when | finish my

training?

Upon successful demonstration of competency, you will
receive a Certificate of Training - your ROP diploma. The
certificate and accompanying competency list will verify
your employability inyour areaof training.

What career guidance services does ROP
provide?

ROP Student Services Representatives (SSR) provide
career guidance, aptitude and intereststesting, and
educational and occupationa information. High school
students may contact the SSR at the local high school
campus. Adults should contact the ROP A ssessment
Center at (800) 606-4001, or (909) 826-6450 (Riverside),
or (760) 863-3300 (Indio). Career assessmentswill be
provided by appointment.

How are ROP classes taught?
ROPtrainingisgivenin actual business/ industry
locations or classrooms equipped to industry stan-
dards. Classes are a combination of classroom
instruction and on-the-job training taught by profes-
sionalsin theindustry who are credentialed by the
State of Californiato teach in their areas of exper-
tise.

Can | get creditsfor taking ROP classes?
Credit isgivento high school studentsthrough their home
high school. Some ROP courses offer the opportunity for
advance placement and/or credit at local community
colleges. Please check individual course descriptionsfor
details.

WIIl | get ajob?

Your ROP instruction will includejob search skills. While
you are not assured of ajob, our placement rateis
generally very high.

Sound good?

If you' ve been looking for theright job, feel it'stimefor a
change, or would liketo improve your skills, ROP may be
just what you are looking for.

FOR ADDITIONAL INFORMATION CALL
(800) 606-4001
(909) 826-6450 - RIVERSIDE
(760) 863-3300 - INDIO
T.D.D. Available (Hearing Impaired)



The Job Search

Introduction

Thejob market isone of themost exciting marketsin
America. Itistheplacewhereyou sdll your skillsand
talentstofulfill your dreams. This Job Search Handbook
has been designed to hel p you secure ajob by presenting
yoursdlf positively.

Knowing how to secure ajob isaskill that will serve
you for alifetime. The number of occupations (not
just jobs) one hasin alifetime averages between three
and seven. Knowing how to do the job search will
help you during your entirelife, whether you stay with
one career or have several.

A magjor job search goal isto get to aninterview, foritis
through theinterview that the hiring decisionismade.
How do you get an interview? Through your cover

letter (letter of application), résumé, and application.

The process involved in securing ajob is called the
Job Sear ch. The stepsinvolved often include:
1. Learning about yourself. (Self Evaluation)
2. Finding out what opportunitiesexist. (Resear ch)
3. Creating acover letter and résumé. (Prepar a-
tion)
4. Contacting employers. (TheJob Sear ch)
* Filling out applications
» Goingtointerviews
5. Sending athank-you letter. (Follow-Up)

Thishandbook will cover Steps 2-5.

It isimportant to makeit aseasy aspossiblefor the
prospective employer to noticeyour skills. Toaccomplish
this, provide completeinformation ontheapplication,
make your cover letter and résumeé easy to read. Include
names, addresses and phone numbers of referenceson
therésumé or on aseparatereferences page.

Gettingajobisajob! Be prepared to spend time at this—your job satisfaction and livelihood depend onit.

There may be others who applied there who could have done
the job better than you could. But it is true today, and it will ever
be true: the person who gets hired is not necessarily the one
who can do that job best: but, the one who knows most about

how to get hired.

Richard Nelson Bolles



Who am [?

CaliforniaOccupational Guide Job Hunt Survival Kit (#600) saysthat thefirst thing to think about inyour job huntisto
ask yourself the question: WHO AM |1 ?First and foremost, you need to analyze who you are and what you want to do.
Thereare many resource booksavailableto help youif you go to your school or locd library. There also are many self-
assessment toolsyou can take. Talk with you school’s career counselor or your teacher to get moreinformation.

You can begin tolearn moreabout yoursalf by answering thefollowing questions. Compl eting these sentenceswon't tell
you what you should or should not be. However, thisactivity will help you become more aware of what you likeand
don't like. Moreimportantly, you will betaking another step on your career exploration journey.

Intrying to determinethe best job or career for you, there are several areasto consider. To respond to thisbroad
questionof “WHO AM 17, fill inthe blanksto these questions:

Thingsthat | really liketodo are

Thingsthat | anreally good at are

Other peopledescribemeas

| amskilled at

| aminterestedin

| enjoy suchactivitiesas

My job experiences, paid or volunteer, are

My interestsand past jobsaresimilar inthat they

(Contributed by Riverside County Economic Development Agency)
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The Cover Letter

Cover Letter/Letter of Application
 Cover Letter Practice
o Sample Cover Letter
o Cover Letter Check List




Cover Letter
(Letter of Application)

The purpose of the cover letter isto interest the pro-
spective employer in reading your résumé, which
should further interest that employer to giveyou an
interview. The cover letter should not be arepeat of
therésumé, but rather, it should highlight qualitiesthat
make me prospective employer want to invest thetime
to read your résumé.

TherearethreebasicpartstoaCover Letter: The
letter should...

1. beginwithaninterestingfirst paragraph that
getsattention andtellswhy you arewriting.
| dentify theposition for which you are
applyingand explain why you ar einter ested
injoiningthecompany. Also, you may mention
how you learned about the position.

Example: | am enthusiastic, hard working,
thorough, a quick learner, and committed.
These are words my teachers (or employers
use to describe me. | would like the opportu-
nity to use these qualities in the administra-
tive assistant position at Community Hospi-
tal.

2. briefly summarizeyour qualificationsfor the
job, describing relevant training or experience
you have had; refer them to your résumé.

Example: | am skilled in Microsoft
Word, Windows, Excel, and Access. My office
skills are excellent, and | am familiar with the
basic operation of a business office. | am
eager to learn, enjoy a challenge, and con-
tinually strengthen my skills. The enclosed
résume gives more details about my back-
ground.

3. endwith aclosing paragraph that asksfor
an interview appointment.

Example: On Friday, January 15, |
will call to seeif an interview can be ar-
ranged at a time that is convenient for you.

1.

oA

10.

Guidelines: (Alwaysspell check your document and
proofread carefully!)

Addresstheletter toan individual whenever
possible. Be sureyou have correct address
information, names, titles, etc. If you arewriting
toawoman, itissafetouse Ms. if marital status
isunknown.

Usethe*you” approach. Tell themwhat you
can dofor their company, not what they canto
dofor you!

Behonest, confident, and enthusiastic.

Do not be boastful, negative, or too modest. Do
not call attention to weaknesses. Be specific
about what you can do.

Beconcise- kegp it short, one page maximum.
Refer them toyour résumé, sinceit gives
facts.

Beprofessional. Avoid appearing aggressive,
overbearing, familiar, or cute. Remember, you
arewriting to astranger about asubject that is
seriousto you both.

M akeaction easy. Instead of “may | hear
fromyou,” say “I will call you Friday morningto
arrange an appointment at your convenience.”
Givetheletter eyeappeal. Usebusiness
letter format and good quality stationery that
matchesyour résumé—color could bewhite,
cream, or gray, and avoid fluorescent colors.
Printit onalaser printer. Hand deliver letter and
résumeif possible. If you must mail them, usea
largeenvel opeto avoid folding them.
Useproper English and action ver bs. Avoid
abbreviationsexcept for Mr./MissMrs./Ms. and
two-letter state abbreviations.

K eep a copy of each letter you writefor future
reference.



Cover Letter Practice

Return address may be typed here or at the bottom as shown.

Date (Full nameandtitle)
(Mr./MisgMs/Mrs))

(Company name)
(Company street address)
(City, state, zip code)

Dear Ms.

Paragraph One: (Write astatement that capturesthereader’ sattention. State your reason for writing, identify the
positionfor whichyou are applying, and explainwhy you areinterested in joining the company. Also, you may mention
how you learned about the position.)

Paragraph Two: (Briefly summarizeyour qudificationsfor thejob, describing relevant training or experienceyou have
had. Refer them to your enclosed résume.)

Paragraph Three: (End with closing paragraph that asksfor aninterview appointment.)

Sincerdly,
(your signature)

Your typed name

Your street address

City, state, zip code
Phonenumber

E-mail address(if you have one)

Endlosure

Formatted in block style with open punctuation



Sample Cover Letter
Return Address at Bottom

January 18,20

Ms. Kathy Taylor, Director
Human Resources
Community Hospital

234 Tenth Street

Riverside, CA 91720

Dear Ms. Taylor,

| am enthusiastic, hard working, thorough, aquick learner, and acommitted individual. | would like the opportu-
nity to usethese qualitiesin the administrative assistant position at Community Hospital. Mrs. Sundeen, your
accountant, told me about the opening and the qualifications needed for thejob. | am interested in the medical
field and would be pleased to be part of the Community Hospital team.

| am skilled in Microsoft Windows, Word, Excel, and Accessand familiar with the basic operationsof an office.
Through the Regional Occupationa Program, | have earned aComputer Information Systems Certificate. | am eager to
learn, enjoy achallenge, and continually strengthen my skills. Inaddition, | am ateam player with astrong work ethic.
The enclosed résumé gives more detail s about my background.

I would liketo work for Community Hospital and would wel come an opportunity to meet with youto discussthis
further. On Friday, January 22, | will call to seeif aninterview can bearranged at atimethat isconvenient for you.

Sincerdly,

Mary AnnWaiting

3879 South Fourth Street
Riverside, CA 92507
(909)785-3281

E-mail: mawaiting@yahoo.com

Enclosure

Formatted in block style with open punctuation



Sample Cover Letter
Return Address at Top

(Could be formatted with return address as your own letterhead or as shown below.)

3879 South Fourth Street
Riverside, CA 92507
January 18,20

Ms. Kathy Taylor, Director
Human Resources
Community Hospitd

234 Tenth Street
Riverside, CA 91720

Dear Ms. Taylor:

| am enthusiastic, hard working, thorough, aquick learner, and acommitted individual. | would like the opportunity to
usethese qualitiesin the admini strative assi stant position at Community Hospital. Mrs. Sundeen, SSyour accountant,
told me about the opening and the qualifications needed for thejob. | havelong been interested inthe medical field and
would be pleased to be part of the Community Hospital team.

| am skilled in Microsoft Windows, Word, Excel, and Accessand familiar with the basi c operation of an office. Through
the Regiona Occupationa Program, | have earned aComputer Information Systems Certificate. | am eager tolearn,
enjoy achallenge, and continually strengthen my skills. In addition, | am ateam player with astrongwork ethic. The
enclosed résumé gives more detail sabout my background.

I would liketo work for Community Hospital and would wel come an opportunity to meet with youto discussthis
further. On Friday, January 22, | will call to seeif aninterview can bearranged at atimethat isconvenient for you.

Sincerdly,

Mary AnnWaiting
(909)785-3281
Enclosure

Formatted with return address above the date
Block style with mixed (standard) punctuation



Sample Cover Letter
Response to a *Blind Ad in a Newspaper

January 18,20

Press Enterprise
PO. Box 792
Riverside, CA 92503

ToWhom It May Concern:
Ad Reply No. 3759

Your ad stated your need for an administrative assistant skilled in Microsoft Word, Excel and Windows. | have
earned aComputer Information Systems Certificate through the Regional Occupational Program. | am skilledin
Microsoft Windows, Word, Excel, and Access and am familiar with the basic office operations. Your job descrip-
tion in the Press Enterprise sounds like just the position | am interested in securing.

In additionto my computer skills, | am organized, possessastrong work ethic, and am ateam person. | enjoy achal-
lenge, am eager tolearn, and continual ly strengthen my skills. The enclosed résumé givesmore detail s about my back-
ground.

| welcome an opportunity to meet with you to discussthisfurther. Please phonemeat (909) 785-3281 to arrangean
interview at atimethat isconvenient for you.

Sincerdy,

Mary AnnWaiting
3879 South Fourth Street
Riverside, CA 92507

E-mail: mawaiting@yahoo.com

Enclosure

*Ablind ad is one that doesn't list the company name, address or phone number, but rather, an Ad Reply No. at the newspaper
address.

Formatted in block style with mixed (standard) punctuation.
10
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Cover Letter Check List

Is the letter dated?

Is your letter addressed to an individual? (if possible)
Do you have the correct spelling of the name?

Do you know the person’s correct title?

Do you have the correct address?

Does your letter include your skills and abilities as they apply to the job in
question?

Does the cover letter express an interest in the specific job and a desire to work
for the particular company to which you are corresponding?

Is the cover letter neatly and perfectly typed?

Is the letter well-organized?

Did you spell check and proofread thoroughly?

Is the letter grammatically correct?

Is your address included and accurate?

Did you include your current phone number and area code?
Did you print on a laser printer?

Did you use good quality paper?

Does the letter state how you will follow through for setting an appointment for an
interview?

Is the letter signed?

11



The Application

» Application Process
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The Application Process

Most employersrequire acompl eted employment appli-
cation. Theemployment application givestheemployer
factsabout you that can bekept onfile. Theinformation
you provideand how well you present theinformation
indicatesto anemployer thefollowing:

* Your ability to follow instructions
* Your character and professionalism
* Your thoroughness

Application Form

Makeacopy of theoriginal application; usethe copy as
arough draft. **

Print neatly, useblack ink, and maintain consistent style
of writing.

Don't leave aquestion blank. If you cannot respond,
useadashor N/A (not applicable). Thisletsthe
employer know that you read the question and did not
skipoverit.

Check spelling.

If possible, have someone proofread for accuracy and
neatness before you transfer information onto the
origina gpplication.

KEEPA COPY of your original applicationfor your
persond file. You may need theinformationonthis
application at alater time (it may beyearslater).

Make sureyou follow ingtructions. If you haveany
guestionsregarding the application, it'sbest to call the
employer toclarify.

13

» Know names and addresses of previous employers.

» Know the position you held at each job, dates, and
sdaries

» Know the schoolsyou attended, locations, and dates.

* Listdiplomas, degrees, and/or certificates earned.

» Know names, addresses, and tel ephone numbersof at
least three persond references (other than former
employers—use adults, avoid high school friends).

» Know thedate of military services(if applicable).

» READ thefineprint!

» Besuretosigntheapplication.

Materials Needed

» Two black pens

* Socia Security Card

* Driver’sLicense, Resident Card (sometypeof formal
documentation)

* Réaumé

* Information listed above (see APPLICATION
FORM above).

** Be prepared to compl ete an application onthe pre-
mises. Some employersmay not alow you to takethe
applicationhome.



The Résumé

* The Résumé

* Résumé Headings

* Résumé Wor ksheet

» Contacting Employer by Phone
* Employer Contact Sheet

» Sample Résumés

» Scannable Résumeés

* Résumé Check List
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The Résumé

Résumé: French word: meanssummary. (Itisashort
summary of important factsabout you.) Planto spend
timeonthis. Itisoneof themost important documents
youwill ever create. Oftenitisthedeciding factor in
whether or not you get aninterview. A résumémay be
mailed, e-mailed, faxed, or hand-delivered to prospective
employers.

Preparing arésumeéwill hel p you makeaninventory of
your experience and abilities. Therésuméoffersyouthe
best opportunity to demonstratethat you arequalified for
theposition. Having all thefactsabout yourself at your
fingertipswill increase your self-assurance and confidence

for themake-or-break personal interview withan em-
ployer. You candiscussyour quaificationswithan
employer without fumbling for datesand significant facts.

Most employersprefer one-pagerésumés. If ajob
objectiveisused, beas specific aspossible. A résumé
should beresults-oriented, built on your strengthsand
accomplishments, clarify experience and progression, be
concise, logical, and to the point. A résumé should not
list your reasonsfor leaving previous employers,
include personal information (marital status, number of
children, religion, etc.), contain negative comments, or
list lengthy job descriptions.

résumé

REMEMBER: Résumésoften get |essthan one minute of an employer’stime—makethat time count
foryou! Your goal isto get aninterview. Ask yourself thisquestion before presenting or mailing your

“Would [, if | were an employer, call me for an interview after looking at this résume?”

CHRroNoLOGICAL REsum E—emphasizes dates
v listspositionsyou have held by dates, beginning with themost recent

v gressesorganizationsfor which you' veworked
v highlightsstrong steady work background

FuNCTIONAL RESUME—emphasizesskills

v ligsskillsand abilitiesfor thosewith limited work experience
v gtressesprofessiona or persona growth (e.g. volunteer experience or classestaken)
v lessensimpact of weak job history (peoplewho taketimeout of career to start family, etc.)

ScANNABLE RESUME

v morebus nessesarerequiring résumesto beformatted for scanning into their computer systems
v omitsfeaturesthat we useto makerésumés moreattractive such asgraphics, lines, and symbols

Résumés must never have an error! Proofread carefully!

Print a résumé on good quality paper—preferably from a laser printer.



Résumé Headings
Topicsor categoriesmay vary according to your background. Your résumémay include someof thefollowing
categories.

* Awards  Related Studies

* Clubs « Specia Certificates

« Community Involvement * Special Interests

» Education « Specid Skills

« Extracurricular Activities . Spepi_al Studies

« Familiar Tools/M achines * Training

» Field Related Experience » Volunteer Work

» Memberships » Work Experience

« Publications  Workshops and Seminars

Key Résumé Action Words
Thefollowing list of workswill help you in describing your duties, skills, or abilities when writing your résume.

ACCOUNTING OFFICE developed SUPERVISORY influenced
administered approved diagnosed lectured moderated
allocated arranged educated administered motivated
anayzed cataloged enabled anayzed negotiated
appraised classified encouraged assigned persuaded
audited collected evaluated attained publicized
balanced compiled expedited chaired recruited
budgeted dispatched explained contracted reconciled
calculated executed facilitated consolidated spoke
computed generated familiarized coordinated trandated
developed inspected guided delegated wrote
forecast monitored informed developed
managed operated initiated directed Miscellaneous
marketed organized instructed executed accelerated
planned prepared persuaded increased accomplished
projected processed referred organized assembled
researched purchased rehabilitated oversaw built
recorded represented planned conceived
ARTISTIC retrieved set goals prioritized conducted
acted screened stimulated produced demonstrated
conceptuaized specified recommended designed
created tabulated RESEARCHED reviewed eliminated
developed vdidated clarified strengthened engineered
directed collected supervised equipped
established PEOPLE critiqued fabricated
fashioned adapted developed VERBAL founded
illustrated advised diagnosed addressed implemented
indtituted assessed assisted evaluated arbitrated improved
integrated clarified examined arranged motivated
introduced coached extracted authored organized
invented communicated identified corresponded overhauled
originated coordinated inspected directed recommended
performed counseled interpreted drafted remodeled
planned demonstrated interviewed edited revamped
revitdized investigated enlisted scheduled
reviewed formulated upgraded
summarized

16



Sample Job Objectives

Itisnot necessary to useajob objective. However, if you
usean objective, youwill want to carefully write onethat
meetsthe employer’sneedsaswell asoutlinesthejob
you are seeking.

Automotive

 Interested in aposition with an auto body repair shop.
Ability to performauto body repair, sanding, and
panting.

 Seeking an entry-level position asamechanic’shel per.
Trained inrepairing and replacing engine parts, tune-
upsand basi c automotive principlesand applications.

Bankingand Finance

» Seeking aposition asabank teller wherel can utilize
my skillsin banking proceduresfor receiving and
disbursing cash, performing customer services, and
sdespromoation.

» Toobtainapositioninabank asaclerk-typist.

 Seeking aposition asanew accountsclerk. Vocation-
aly trained in customer servicetechniques, compiling,
typing, andfiling new accountsinformation.

Child Care

» Seekingan entry-level preschool aide position.

« Toobtainaposition asapreschool teacher withthe
ultimategoal of becoming apreschool director. Health
Occupations

» Seekingapositionasamedical receptionist to utilize
my excellent peopleand organizationd sKills.

» Toobtainapogtionintheheath servicesfiddwiththe
ultimategoa of being an emergency roomregistered
nurse.

17

OfficeOccupations

» Seekinganentry-level clerica positioninabusiness

office

Seeking aposition with an accounting firmasan office

clerk.

* Interestedin an officereceptionist position wherel can
usemy word processing skills. Long-rangegod isto
advanceto amanagement position.

» Interestedinadataentry positionwithinalarge
company. A long-rangegoal isto earnamaster’s
degreein BusnessAdministration.

* Interestedin applying my database, spreadsheet, and
word processing skillsto securean entry-level position
inabusinessoffice.

Restaur ant

» Seeking aposition ashost/hostessand food server
wherel can utilizemy experiencein customer service
and cashiering.

» Seeking aposition asan assstant manager. Qualifiedin
kitchen management, inventory control, customer
servicesand cooking methods.

Retail Salesand Marketing

» Tosecureanentry-level positioninamajor fashion
outlet. Flexibleand willing to take on avariety of tasks.

* Offering excellent communication, fashion, and mar-
keting skills. Seekingto apply these skillsasasales
associateinaretail store.

* To utilizemy business, communication, and human
relation skillsto sall products/servicesfor your organi-
zdion.



Résumeé Worksheet

NAME:

ADDRESS:

TELEPHONE:

JOB OBECTIVE:

EDUCATION

NAME AND ADDRESS OF HIGH SCHOOL :

LAST YEAR COMPLETED:

DID YOU GRADUATE?

NAME AND ADDRESS OF COLLEGE:

YEAR GRADUATED:

LAST YEARCOMPLETED: DID YOU GRADUATE?
MAJOR: MINOR:

SKILLS

CHECK AREAS OF PROFICIENCY:

Q Typing WPM Q Accounting

Q Shorthand WPM Q4 10-Key By Touch
0 Word Processing Q Fling

0O Spreadsheets Q Answering Phones
0 Database Q Caligraphy

0 Windows O CameraReady Art
0 Desktop Publishing Q Cashier

O Presentation Program

0 Computers (Please indicate specific programs you have used)

Q Auto Technology

YEARGRADUATED:

DEGREE:

Q Drafting (Auto-CAD)
Q Offset Printing

O Digital Camera Scanner
Q InsuranceBilling

O Medical Terminology
O Marketing & Sales

U Public Relations

O Computer Networks

O Dentd:

0 Medical:

0 Second Language:

O Other (Be Specific):

WORK EXPERIENCE

(BEGIN WITH MOST CURRENT EMPLOYMENT. BE SPECIFIC. INCLUDE ALL PAID WORK SUCH AS CHILDCARE, LAWN SERVICES, PAPER

ROUTE, ETC.)
Date Date Employer's Name, Address, Supervisor’'s Duties Performed
Stated Ended and Phone Number Name and Skills Acquired

18




VOCATIONAL TRAINING

Course Name and Address Skills Acquired Certificate Date

VOLUNTEEREXPERIENCE

Date Date Employer's Name, Address, Supervisor's Duties Performed
Stated Ended and Phone Number Name and Skills Acquired

EXTRACURRICULARACTIVITIESINTERESTS
(INCLUDECLUBS, SPORTS, SCOUTS,ETC.)

Activity Organization Years
Involved

AWARDSCERTIFICATES
(INCLUDE SPORTS, ACADEMICS, EXTRACURRICULARACTIVITIES,ETC))

Organization/Group Awards/Certificates

REFERENCES
(DONOT USERELATIVESORHIGH SCHOOL FRIENDS)

Name Address, City, State, Zip Code Phone Number

19
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Contacting an employer by phonerequires preparation on
your part. Expressing yoursdlf clearly will impressthe
employer and giveyou asense of confidence. Practice
your speech Write down some questionsthat you want to
ask and some notes about what you want to say about
yoursalf. Take notesduring the conversation so you can
remember what was said after you hang up.

TelephoneCalling Script:

1. Speak clearly and loudly enoughto be under-
stood. Develop afriendly speaking voice. Use
good grammar.

2. If youknow aspecific person at the company
you arecalling, havethe nameand telephone
extension handy. Otherwise, ask to speak to the
person in charge of hiring—or the person a
want ad may have directed you to contact.

Contacting
An Employer
By Phone

State the purpose of your call. Namethe
specific job opening if you know it.

Ask if theposition hasbeenfilled yet. If not,
describeyour qualificationsfor thejob and
request aninterview.

If the position hasbeenfilled, tell theindividual
you aretalking to that you areinterested in
being considered for any future openingsand
offer to send arésumé. Ask whenwould bea
good timeto call back in case an opening occurs.
If you don’t already know it, get the nameand
jobtitle of the person with whom you are speak-
ing.

Be pleasant and positive. Say “ thank you”
before hanging up. Remember, thisisthe
employer’sfirstimpression of you. Makeit
good!

Remember, this is the employer’s first
Impression of you. Make it good!

20
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456 Rocky Road
Morgan City, CA 92876
(909) 853-9876

Ann L. Kesder

Objective

Education

Experience

Skills

Awards

References

To use my sales and fashion knowledge and positive
communication skills in a retail sales position.

6/99 San Simeon High School Oakridge, CA 92876
Diploma

* College Prep Courses

* Retail Sales and Marketing — Regional Occupational Program

2/99 to present ToysR Us Oakridge, CA 92876

Sales Associate

« Cashier, inventory, display design, sales promotion, pricing, stocking,
customer service

11/98 to 2/99 ToysR Us Oakridge, CA 92876
Sales Associate - ROP Internship
« Cashier, customer service, stocking

» Microsoft Word » Microsoft Excel

» Computer Graphics » Computer Scanning
* Trustworthy * Reliable

* Articulate « Efficient

Outstanding Student of the Month (January 2000) — ROP
Varsity Basketball (1998/99) — Lettered
CIF League Champions (1998/99)

Available upon request (or attached).

Formatted with Word Résumé Wizard - Professional
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Abby Hatfield R

OBJECTIVE

Automotive Insurance— Claims Adjuster

QUALIFICATIONS

» Estimated parts-labor cost on 40 mgjor auto collisions.

« Edtimated parts-labor cost on 15 auto electrical fires.

e Edtimated parts-labor cost on 8 auto theft recoveries.

*  Negotiated settlement with insurance company on 35 collisons.

* Negotiated settlement with customersfor insufficient coverage.

*  Negotiated settlement with automakersfor refinishing charges.

e Disassembled and repaired front/rear/side collisionjobs.

* Repaired collisonjobswith bent framesor cowls.

»  Experienced with smog check evauations, certifications, and repairs.
*  Experienced with Tri-Acme Auto computer software.

WORK EXPERIENCE

Currently employed: Auto body Technician Crunch’s Auto Repair
Riverside, CA 92504

70% of my repair estimatesare not challenged by insurance companies.

20% of my estimates, employer agreed to reducerepair costs.

10% of my estimates, customer agreed to pay added costs.

EDUCATION

» Certificate of Training, Automotive Technology Class—Regional Occupational Program

e Certificate of Excellence, Insurance-Claims Adjusting Certificate—Auto body National Association
» Certificate, Insurance Estimates, Frame Straightening, Refinishing—Auto body National Association
* Diploma, RiversdeValley High School, Riverside, CA 92508

REFERENCES

Availableupon request (or attached)

Functional Résumé Format
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GILBERTO ESPINOZA

2876 Enchanted Way, Hemet, CA 92672 Telephone: (909) 767-2403

OBJECTIVE To obtain a challenging position in an office that will utilize
my skills with the long-range goal of being in a management level
position.

EDUCATION

6/99 VALLEY WEST HIGH SCHOOL Hemet, CA 98732
Diploma

Courses: Computer Aided Drafting (CAD), Computer Graphics,
English, Math, and Science

9/98 to 6/99 Word Processing REGIONAL OCCUPATIONAL PROGRAM
Certificate of Training

EXPERIENCE

1/99 to 6/99 VALLEY WEST HIGH SCHOOL
Guidance Office Receptionist/Clerk (ROP Internship)
Responsibilities: Answered multi-line phone, processed messages
for counselors, answered questions from students and parents,
filed student cum records, prepared student records for mailing,
and other general clerical duties.

6/98 to 1/99 PARKVIEW HOSPITAL Hemet, CA 98732
Medical Records Clerk (Volunteer)
Responsibilities: Filed medical records, separated and alphabetized
doctors’ reports, entered data into the computer on medic 555I
information, prepared records for closing files, and other general
clerical duties.

6/96 to 6/98 THE PRESS ENTERPRISE Hemet, CA 98732
Delivery Person
Responsibilities: Delivered the paper to subscribers and solicited
new customers.

SKILLS * Knowledgeable in Microsoft Word, Excel, and WordPerfect
« Skilled in AutoCAD and computer graphics
» Experienced in public relations and multi-line phone systems

REFERENCES Available upon request (or attached).

Chronological Résumé Format
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Scannable Résumés for Today’s Job Search

Many organizationsincluding IBM, MCI, Motorola, and
UCLA, arebeginning toincorporate applicant tracking
computer systemsinto their human resource departments.
With the applicant tracking systems, when apotential
employeesendsinarésumeéfor either asolicited or
unsolicited position, the résuméis scanned and placedin
an eectronic employment folder. Therésuméisthen
compared with thejob opening possibilitiesand either a
letter for aninterview or aletter of rgectionisgenerated
depending onthefinal recommendation of the human
resource personnel.

Résumeésfor individualswho arehired arestoredinan
electronicfolder that isperiodically updated with their job
performanceinformation. Thisdatabaseisused to locate
candidatesfor job advancement. Therefore, if you are
hired by afirmwith thissystem, remember to update your
résuméevery six monthsand date your résumeé! A word
of caution—sincethemgjority of these computer scanning
systemsare housed in the human resource department, be
careful about sending duplicate résumésbecauseit will
appear that you don’t know what position you want or
what you want to do! Some companiesthat do not have
their own computer systemsfor human resourceare
leasing the scanning servicesfrom providers.

K eywor ds. The scannablerésuméfollowsthetraditional
style, but includesasection with alisting of thekeywords.
Keywordsare placed at thetop of the résumé because
many programswill scan only thefirst 50 wordsof a
résumeé. Keywordsaregenerally nounsthat label you; itis
best to have around 20-25 keywordsfor ascannable
résumé. Sincethe keywordsmark theelectronictrail, you
must learnthekeywordsthat areused inthefield for
which you are applying toimproveyour chancesfor ajob
interview. Eachtimeone of your keywordsmatchesa
keyword for the particular position, you havea“hit.” The
more* hits’ you receive, the better your chancefor ajob
interview! Includeonly keywordsthat correctly and
honestly describeyou and your quaifications. Thekey-
wordsaregeneraly nouns. Includejobtitles, department
names, companies and organizations, degrees, skillsor
knowledge possessed by the applicant, classranking,
skills, and interpersonal traits. Example of keywordsare
asfollows:

Examplesof Keywords
ability to delegate
analytical ability
communication skills
Fortune 500

loyal

organized

student body president
2 yearsexperience
accountant

accurate

assertive

ethics

B.S.

flexible

highenergy

human resources

MBA

manager

payroll

SHRM

team player
tenacious
willingtotravel
Windows
adaptable
collegegraduate
fluent in Spanish
leadership
marketing
salesperson

50 wpm

Word

Source: Joyce Lain Kennedy and Thomas J. Morrow, Elec-
tronic Résumé Revolution (John Wiley & Sons, NY, 1994).

Preparing a Scannable Résumé. Organization and
appearance of the scannablerésuméare essential tothe
success of your job search. The applicant’sname and
address should be centered and bethefirst linesof the
résume because the scanned résumé must conformto the
client’sstandardized profile sheet. Thetypefont should be
sansserif and thefont size between 10-14 points—12is
thepreferred font size. Boldf aceisacceptable, but the
résumeé should not haveany itdic, script, or underlined
text. The computer will read these stylesasblurs. Your
god istohaveaplainvanillastyled résumé. Usehigh
quality, clean, 8 1/2 by 11 inch white bond paper. The
résumeé should be printed on alaser printer. Remember to
send your résuméto thecompany ina9" by 12" mailing
envel opeto avoidfolding therésumé; otherwise, thefold
may causethe scanner to skip words.

To haveyour résumeé selected for humanreview inthis
computerized process, you must learn how the computer
programming works. If you know your résuméwill be
scanned by acomputer, find out—from the company or
another source—the nature of the computer program so
you know what content to include. Thiscomputer-friendly
résumeé can beread easily and accurately by scannersas

well ashuman eyes.

Copied with permission by Carol Larson Jones,

Professor, Cal Poly Pomona



Sally Kwan
186 Durango Circle
Livermore, CA 94550
Home: (510) 555-1751
Email: skwanl@netcom

KEYWORDS
Human Resources, Management, Organizational Skills, Project Coordinator, Supervisor, 4+ years expe-
rience, Team Player, 401K, Service Award, B.S., IBM, Macintosh. MS Word, PowerPoint, GroupWare,
Outlook 98, Resumix, communication, President’s List. SAM, SHRM, willing to relocate, willing to train,
Spanish Fluency

OBJECTIVE
Seeking a Human Resources position, which will utilize my management and organizational skills and
lead to increased responsibility and advancement.

EDUCATION
Cal State Hayward, Hayward, California
Bachelor of Science, Business Administration Degree, 1998
Management and Human Resources Major, 3.33/4.0 (Overall) GPA

Chabot College, Livermore, California
Associate in Arts Degree, 1995
Liberal Arts Major. 3.25/4.0 (Overall) GPA

Computer Experience and Training. Hardware: IBM PC, Macintosh, VAX VT120 (UNIX); software:
MS Word 7.0, MS Excel 7.0. MS PowerPoint 7.0, MS Access 7.0, MS Schedule+, Outlook 98,
NetMeeting, email, Synchronics, GroupWare.

Relevant Coursework. Human Resources Principles, Staff Development, Training and Development,
Compensation and Benefits Planning, HR Computer Applications, communications for Management.

EXPERIENCE
Tools-R-Us, Livermore, CA 94550
September 1995 to present
Human Resources Specialist and Supervisor

Manage 15 employees in human resources department, coordinate medical, 401K, and pension plans,
train employees in human resources hiring procedures, ensure compliance with affirmative action
programs.

ACHIEVEMENTS/ACTIVITIES
President’s Honors List; Community and High School Tennis Coach; BSA Den leader; Member of
Society for the Advancement of Management and Society for Human Resource Managers.

Copied with permission by Carol Larson Jones, Professor, Cal Poly Pomona
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Résumé Check List

Is the résumé neatly typed?

Is it free of spelling errors?

Is it grammatically correct?

Is it presented in a well-organized format?
Is the information provided job related?

Is the résumé limited to one page?

Does the result highlight your strengths?

Is the following information included?

(I Ny Wy Wy W Wy W

Name

Address

Telephone number E-mail address if available.

Work and/or voluntary experience

Educational background

Skills and abilities related to the target job

Outstanding accomplishments and awards if applicable
References on a separate sheet if not on the résumé

Is it PERFECT?
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The Interview

* Interview Process
* Tipson Interview Questions
e Dress for Success
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The Interview Process

The primary ideaof theinterview isto shareinformation.
Itisyour goal to sell the employer on the concept that you
arethebest personfor thejob. To be prepared, hereare
sometipsto remember before, during, and after the
interview.

Beforethelnterview

*  Researchthe company, thejob, the salary range, and
theinterview process.

*  Doyour homework, practice answersto questions
that might be asked. (Practice, Practice, Practice)

*  Preparequestionsto ask theinterviewer.

» Haveacopy of your résumeéready.

* Developand prepareyour career portfolioto take
withyou.

»  Taketimefor good grooming and hygiene.

* Godoneandplantoarriveat least 15 minutesearly.

* Vidtthedteprior totheinterview to determine
location, parking, and travel time.

29

Duringthelnterview

*  Donot chew gum or smoke.

* Rdax, beyoursdf, and demonstrate self-confidence.

* Don'ttel hard luck storiesor appear desperate.

* Maintain eyecontact withtheinterviewer.

» Don'tinterrupt theinterviewer.

*  Demongtrate good posture and mannerisms.

* Beenthusiastic. Don’t be negative, impatient or
hodtile.

o Stressyour qualitiesand skills.

*  Don't speak unkindly of former employersor
teachers.

» Keegpabusnesdikeattitude.

» Ask questionsabout thejob or company.

* Donot ask about salary, unlesstheinterviewer brings
it up or you are offered thejob.

*  Onceyou have been offered thejob, you can
negotiate salary.

After thelnterview

Thank theinterviewer(s) for their time; smileand shake

hands.

» Thank thereceptionist for his/her courtesy, and ask
for theinterviewer’s business card for the thank-
you card or letter.

* Send athank-you card or letter within 24 hours of
theinterview.



Tips On Answering Interview Questions

Tell mesomething about your self.

Theinterviewer doesnot want to know your lifestory. He
or shewantsto know how your skillsand background
aregood for thejob. For example, you might say:

“1 dwaysknew | wanted to work in abusinessenviron-
ment. Over the past ten years|’ veworked in avariety of
businessesand havelearned how variousbusinessesrun.
For example, | wasgiven completeresponsbility for daily
operationsof aclothing retail outlet. Therel learnedto
supervise other people and to solve problemsunder
pressure. 1 really enjoyed working with thepublicsol
went towork for ABC Airlines. After working asa
Reservation Agent for two years| was promoted to
Customer Service Manager....”

Remember, a different job would require you to stress
different skills.

Why doyou think you would liketowork for our
company?

Theusual answer to thequestionsis®| amlooking for a
job,” whichissaying that your only interest in the com-
pany isthat the company has something that Y OU want
- ajob opportunity. One of themost important things
you should do beforeyou gotoan interview isto
find out all you can about thecompany. Thisinfor-
mation is availablein the business section of any
library. People who have a good reason to seek work
in aparticular organization will be seen as more
organized and more committed. Hereisan example:

“Thisparticular organization seemsto bethetypethat
wouldlet medevel op my problem-solving kills. Itiswell
run, rapidly growing, and opento new ideas. If | work
hard and provemy valuehere, | fedl | would havethe
opportunity to stay with thebusinessasit grows, and
grow withit.”

What would your former employer say about you?
Theinterviewer redly wantsto know if youwill be easy
to get along with and if you can be depended on. Besure
to emphasize your good worker traitsand work habits.
Then givean exampleto proveit! For example, you might

Sy.

“Hewould tell you | can always be counted on to get
thejob done. | even took work home afew timesto
help him meet an important deadline. He would also
tell you that I’ ve only missed two days of work over
thelast fiveyears.”

If you haveapersonal |etter of recommendation from
your last supervisor thiswould beagood timeto shareit.
You could asolet theinterviewer know you' requite
comfortablewith having your former supervisor con-
tacted.

Almost everyone has had sometype of problemwithan
employer. If theinterviewer islikely tofind out about your
problem by checking with previousemployers, honesty
could, be the best policy. Tell it like it was and accept
responsibility for being part of the problem. If you learned
something from the experience, say so. Hereisan ex-
anple

“My threeformer employerswill dl tell you | worked
very hard and awaysgot thejob done. Thereason | | eft
my previousjob, however, istheresult of what | canonly
call apersondity conflict. | wasdeeply upset but we both
agreed it wastimel moved on. They would givemea
positivereference, but they may alsotell you therewere
conflicts. | had no ideathe problem was so serious
because| wasso involved in my work. That wasmy
error and | have sincelearned to pay moreattentionto
interpersonad matters.”

Note: Often previous employerswill only disclose
information about your start and end date of employ-
ment and possibly whether you are eligiblefor rehire.

Why should we hireyou instead of someone else?
When answering thisquestion, quickly informtheinter-
viewer of your skills and positive characteristics as
they relateto thejob for which you are seeking. Be
specific with your response. For instance, if thejob
requires meeting deadlines, tell the interviewer how
ofteninthe past you have worked evenings and week-
ends to make sure an assignment or project was com-
pleted on time. Remember, know what the job calls
for, then take time to prepare aresponse.



Here isan example from a person who has recent
training but little work experience:

“I haverecently completed vocational traininginthisfield
and know about all thelatest equi pment and methods.
That means| can get to work and be productive almost
right away. And, asyou know, | havefiveyearsexperi-
enceinavariety of jobs. Whilethisjobisinadifferent
industry, it requiressimilar skillssuch asmanaging people
and meeting thepublic. | anasowillingtowork hard to
learn new things. | amwillingtoinvest extratimeafter
regular hoursto learn anything thisjob requires.”

Wheredo you want to be one (threeffivelten) years
from now?

Thisisnot thetimeto talk about your dream of opening
your own business. An employer wantsto know how
much*“ staying power” you havewhenthey ask this
question. If they believeyou will smply moveonto
another position at your first opportunity, you probably
will not behired. Ontheother band, if theinterviewer
feelsthreatened by you (that you may take his/her job),
you may not be hired. The best responseisonewhere
you indicateyour sinceredesireto get into acompany
willing to utilize your skillsand talents, and whereyou can
make acontribution to ass sting the company in meeting
itsgoals.

What areyour biggest strengths?

Theemployer isconcerned with both skillsand personal
qudities. Mention two or three strengthsthat will make
you successful inthepositionyou areinterviewing for. Be
suretotell theinterviewer that you are agood worker
who can be counted on. Emphasize qualitiessuch as
determination, cooperation, reliability, etc. Thenfollow it
up by giving aspecific exampleto demonstrateyou are
what you say you are.

What isyour biggest weakness?

Thisisaquestion most job seekersdon’t handlewell. If
you tell what you do poorly, you may not get thejob. If
you say you have no weakness, theinterviewer won't
believeyou. Ask yoursdf what theinterviewer redlly
wantsto know. Shewantsto know that you are aware of
your weaknesses, and that you havelearned to overcome
them so they don't affect your work. Whatever weakness

you choose, your answer should emphasize “thefix”
not the weakness. One approach to useisto construc-
tively criticize yourself. A secretary might say, “Al-
though I’ ve had excellent training in word processing, |
need to become familiar with your computer system.
Another approach would beto state a*“weakness’ that
could actually be construed as astrength. For example,
you could say, “| tend to beimpatient. I’ m accustomed
to working quickly and efficiently, so | becomefrus-
trated with myself when aproject isnot doneontime.”

What did you likemost about your last job?

Bevery positive and enthusiastic when answering this
question. Thiswould beagood timeto compliment your
former supervisor and/or company. Thecomplimentisa
nicetouch, especidly if youwerelaid off fromyour last
job. It'll show theinterviewer you handle adverse situa-
tionsinamature and professional manner. In addition, the
interviewer will regard you asappreciative and pleasant if
you speak in apositiveway about thejob you just | eft.

What did you likeleast about your last job?

Don't criticizethe company or the supervisor when
answering thisquestion. State something relatingtothe
jobitsalf or toyour ahilities. If you make negative com-
ments about the company or supervisor, theinterviewer
will believeyou’ d do the sameto himv/her if youwere
hired. Whatever situation you focuson, make certainthe
samenegative situationisn’t part of thejob for whichyou
areinterviewing.

What problemsdid you haveon your last job?
Thisquestion can bedifficult. You don’t want to complain
or makeit seemasif al the problemsyou had with your
last job were caused by those with whom you worked.
At the sametime, you don’t want to respond with state-
mentsmaking you look inefficient. Thebest responseis
demonstrating disappointment inyoursalf asaresult of
desperately wanting to do well for the department/
company. For instance, you could state you were disap-
pointed at being unableto expand your department dueto
budget cuts. Or, you could state that you believed you
could have done abetter job on aspecific project had
you had moretimetowork onit.



Why did you leaveyour last job?

Theinterviewer wantsto know if you had difficultieswith
your last company that may be problematic with hisher
company. Many employerswill check references. Soiif
you are not honest you could get caught. Employees
usually quit ajob for numerousreasons. You should
mention only thosereasonsthat arefavorablefor you. If
youwerelaid off, you might mention other factorsthat
contributed to your readinessto moveon. For example,
youmight explain how thejob didn’t sufficiently useyour
skills, training, or abilities. Many peoplehave been
terminated at sometimeintheir careers: It'snosinand
often haslittleto do with being agood worker. If you
learned something from the experience, say so. Theright
answer to thisquestion could get you thejob, evenif you
reveal somenegativeinformation.
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What salary would you expect if you wer e offer ed
thisjob?
Thereal point of thisquestionisto help theemployer
either eliminateyou from consideration or save money at
your expense. If you’ ve done your homework, you
should know what smilar positions pay. However, never
mentionasdary figureunlessyou' reabsolutely certain
thereisaset figure, with no room for negotiation, aready
established for the position. Your objectiveinaninitia
interview isto createapositiveimpression. Itisunlikely
youwould get afirmjob offerinafirstinterview, soif
salary comesup, avoid getting nailed town. Hereare
somethingsyou could say:

* Areyou offeringmetheposition?’

» “Canyoudiscussyour salary rangewithme?’

* “What would you pay someonewith my skills?’

*“I'mveryinterestedinthepositionand my saary is

negotiable.”

(Contributed by Riverside County Economic Devel opment Agency)
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Dress For Success

Chooseyour clothing based on your body type,
age, work function, seasons, and skintone.
Plan your wardrobethe day/night before.

Have acorewardrobe you can build around.
You can create dozensof lookswith just afew
pieces.

Typeof styles: soft, flowing - deek, tailored -
casua, simplelines- bold, trendy, traditional,
conservative.

Choose appropriate footwear.

Casual doesn’t mean you can't bedressy. The
right accessories can extend your wardrobe
(belt, jewdry, vest, scarf).
Sportsprideisawonderful thing, but it doesn’'t
belong on clotheswornintheworkplace. Team
sportsapparel can often excite passions between
fansof rival teams.

What NOT TO DO:

1
2.
3.

4.

o o

© ®

10.

11
12.

Don't wear floppy, dipper type shoes.

Don’'t wear well-worn pantsor jeans.

Don’t wear spandex, Lycraor other body-
huggingfabrics

Don't wear anything that barestoo much skin
(halter-topsor muscle shirts); cover any tattoos.
Don't wear anything ripped or tattered.

Don't wear mini skirts; skirtsshould be of an
appropriatelength.

Don't wear excessivejewelry (gaudy, noserings,
10ringsinyour ear).

Don'twear loud expressiveartistic nail polish.
Don't wear decorated designer hosiery.

Don’'t wear clothesthat aretoo tight or too short;
don’t wear baggy clothes.

Don't wear see-through fabrics.

Don't wear tiesthat aretoo loud, cartoonish, too
busy indesign.

What TO DO:

1.
2.

3.

o O

~

10.

11.

12.

13.

Wear nedt, ironed clothing.

Wear itemsthat match (look inthemirror before
you leave home) (ask for asecond opinion).

K eep accessoriesand jewelry comfortableand
moderate.

Keep ablazer or jacket at the officein caseof an
important meeting getsscheduled or visitors
arive.

Wear socks.

Keep nailsclean and manicured.

K eep cosmetics/makeup applied moderately and
appropriatefor daywear.

If new shoesaren’tinyour budget, keep your
shoespolished and get old run over heelsredone
at a shoe repair shop.

If you' renot surewhat is*too casua” ...ask
management.

Think quality, comfort and asuccessful-image
when shopping,

Your smileand positiveattitude are part of your
wardrobe, don’t forget to put them on each day.
K eep safety pins(or pocket-sized sewing kit) in
your desk, purse or pocket in case of unex-
pected |ost button, broken zipper, brastrap
showing, ahem that becomesunraveled.
Remember to get dressed to go to work, not a
fashion show or a backyard barbecue.

(by Jewel Diamond Taylor,

Motivational Speaker/Consultant/Author 213-964-1736)
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Follow-Up Skills

(After the Interview)

WHEW! It'sover and timetorelax, right? WRONG!

After leaving theinterview:
» record the names and titles of the people you met
» listthekey pointsabout thejob
» list questionsyou did not answer very well

After theinterview, itisgood mannerstowritea
follow-up letter, thanking the person for theinterview.
Fewer than half the people follow up an interview
with athank-you letter. A simplethank-you letter helps
you stand out from the competition (which could get
you thejob.) It keepsyour namein the manager’smind
and lets him/her know you want the job enough to take
thetimeto write.

Within 24 hours create and mail the follow-up | etter,
thanking theinterviewer for theinterview. Indicate
your understanding of what the job entails and how
your skillsqualify you for the job. Make surethe letter
is perfect. Print the letter on alaser printer on good
quality stationery.
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After oneweek, phonethe company to find out their
hiring decision. If you weretold adate to call back, be
sure you do so on the given day. You could say some-
thing likethis:

“Thisis Mary Ann Waiting. | interviewed for the
administrative assistant position last Thursday. Ms.
Taylor said the decision would be made by Wednes-
day. | wonder if that decision has been made.”
(Besureto thank the person for theinformation.)

If you aretalking to theinterviewer, review the points
you madein your letter and find out when the company
intendsto make its selection. Keep noteson thiscal. If
you didn’t get thejob, say you would be happy to be
considered for future opportunities.

When you least expect it, you may get acall offering
you thejob. Keep alist of questions handy in case you
need moreinformation to eval uate the offer.



Follow-Up Letter Practice

Return address may be typed here or at the bottom as shown.

Date

(Full name andtitle)

(Mr./Miss/Ms./Mrs.)

(Company name)
(Company street address)
(City, state, zip code)

Dear Ms.

Paragraph One: (Write athank-you statement)

Paragraph Two: (Express appreciation for meetin with interviewer(s) and tell why you fed your qualificationsmatch
thejob requirements.)

Paragraph Three: (End with closing paragraph, restating your desireto work for their company and that you are
looking forward to hearing from them or that you will phonethem.)

Sincerdly,
(your signature)

Your typed name

Your street address

City, state, zip code
Phonenumber

E-mail address(if you haveone)

Formatted in block style with mixed (standard) punctuation
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Sample Follow-Up Letter
(Thank You Letter)

January 18,20

Ms. Kathy Taylor, Director
Human Resources
Community Hospitd

234 Tenth Street
Riverside, CA 91720

Dear Ms. Taylor:

Thank you for giving methe opportunity on Thursday, January 18, to interview for the administrative ass stant position at
Community Hospital.

| really enjoyed meeting you and learning more about the position. After talking with you, | am even more excited about
working for Community Hospita. Therequirementsfor the position and my qudificationsareamatch! | enjoy usng my
officeskillsand take pridein doing excellent work. | hope youwill give methe opportunity to demonstrate these skills.

| amvery interested in being part of the Community Hospital team and hopeto hear from you soon.

Sincerdly,

Mary AnnWaiting

3879 South Fourth Street
Riverside, CA 29507
(909)785-3281

E-mail: mawaiting@yahoo.com

Formatted in block style with mixed (standard) punctuation
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Keeping A Job

 Twenty Tipsto Keep a Job
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Twenty Tips On How To Keep A Job

Number 1- Get off toagood start

Whenyou get ajob, you win animportant opportunity. It
isan opportunity to be successful and proveyour valueto
yoursdlf, your family, your friendsand thosewho hired
you. Getting off to agood start isreally vital. Do some
advance planning so that you are sureto REPORT ON
TIME. Check distances, locations, traveling timesand
arrangethedetailsof your transportation beforehand.
Remember that thefirst few dayswill be hecticand
energy draining. Get some extrarest so that you can
REPORT FEELING FIT and ALERT. BUCKLE
DOWN to BUSINESS immediately and learn to do your
jobasquickly aspossible. Remember that you are of little
valueto your employer until youlearn how to handleall of
your respons bilitiesonyour own.

Number 2 - Follow therules

Most employersknow that peoplewho arenew toa
company really feel lost. For that reason, theseemployers
oftengotoalot of troubleto provide specia directions
for their employees. A Company Handbook isone such
direction-givingtool. Read and study it carefully. Itisa
good way tolean the policies of your company and avoid
asking unnecessary questions. Following directionsaso
includesusing thetime clock properly. People, who
continualy forget, forcetheir supervisorsto sgntheir time
cards. Thiscreates poor impressions. Remember tardi-
ness: and unreasonable absencesare causefor dismissal.
Don't abusesick timeor other employee benefits.

Number 3- Keep alearningattitude

A learning attitude means staying dert for any new
knowledgeor training. That meansobserving where
suppliesarekept and how varioustools, machinery, and
work areasare used, aswell ashow your particular
responsibilitiesare completed. Be sureyou understand
al: ingtructionsthoroughly and correctly. It' sagood idea
to carry anotebook with you at all times, jot thingsdown
asyou noticethem, take notes and make diagramsduring
al training sessions. Pay attention. If you arenot clear
about something, ask about it. Use common sense and
demonstrateyour maturity by handling smpleproblems
yoursalf. Spare co-workers unnecessary interruptions.
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Number 4 - Find out whereyou fit

You should know how what you dofitsinto the bigger
picture, In other words, learn how thework that you are
doing isprocessed beforeit getsto you and what hap-
pensafter you havefinished withit. Thiswill helpyouto
understand your part intheflow of work andto solve
some of your own problemson the spot. Do thejob as
instructed. Remember that you were hired for aspecific
job. Follow your supervisor’sinstructionsand do thejob
aswell asyou know how. L ater, when your experience
and skillsare established, your ideasand suggestionswill
bewel comed, but not at the beginning.

Number 5- Work smoothly with others

Peoplewho work together in aparticular department or
on acertain project can be compared to the gearsof a
machine. If each gear doesitsjob smoothly andin
cooperationwith the others, the machinerunssmoothly
and efficiently. The success of your job assignmentscould
depend on cooperation with your co-workers. Expect to
cooperatewith othersand help them cheerfully. Be
friendly and give othersachanceto get to know you. Be
willingto meet othershafway. A give-and-takedttitudeis
amark of amature person who understandsthat two
heads are better than one.

Number 6 - Bewareof thegrapevine
Don't become part of the grapevine. Many an unthinking
employeehasfalenintothat trap. Yet it'san easy oneto
avoid. Simply refuse to pass on the rumor—no matter
how strongly you might believethat itistrue. There
arethreeimportant thingsto remember about agrape-
vine:

1. Usudly, whatever isbeing passed around through

thegrapevineisinaccurate.

2. Moreoftenthan not, grapevinerumorswill
interrupt asmooth workflow, hurt people's
fedings, and may resultindismissal.

3. Just one person who refusesto passonthe

rumor can break agrapevinecircuit.



Number 7 - Respect others

You will be more comfortable and more productivein
an atmosphere where fellow employees like and
respect each other. You do your part when you:

1. Respect theimportance of others. Weall liketo
feel needed and important. Weall liketo be
complimented for ajob well done, so makeita
point to compliment others

2. Respecttheideasof others. Listentotheplans
and ideas of your co-workers. Beagood
listener.

3. Respecttheambitionsof others. Usudly there

aremany opportunitiesfor advancement. Befair.
Don't takecredit for thework of afellow
employee.

Number 8- Beloyal - but betrueto your self

Most peoplelikefeding and behaving loyaly toward the
company that employsthem. Thatiswhy itisimportant to
consider aposition carefully beforeacceptingit. How you
perform onyour job and the possibility for future ad-
vancement will depend on how you feel about your
company. Don’t takethejob if you can’t honestly have
faith and confidencein the firm’s products and poli-
cies. Once ajob isaccepted, loyalty to the company
usually does not become a problem unlessthereis
some question of honesty and ethics. In those situa-
tions, employees must age decide for themsel ves.
Usually it isnot an easy choice becauseit may mean
being significantly different and standing up for what
you believe.

Number 9- Show strength of char acter

It isno accident that Americans chose an eagle asone of
their national symbols. The eagle haslong stood for
strength and courage - two characteristicsmost of us
admire and that areimportant to theway inwhichwedo
our jobs. People devel op and show strength and courage
when they: don’t alwaystakethe easy way; stand up for
what isright; admit mistakesand takeresponsibility for
errors, master their problemsby seeking hel p; work with
poise, dignity and patience; assumeall of their responsi-
bilitiesand offer to help others. Remember that “ passing
thebuck” may bean easy way out, but it will reap |oss of

respect.
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Number 10- Develop positivetraits

Usually, whatever we practice becomes a natural and
automatic part of usif wedoit often enough. That isone
reason why actorswork from ascript and rehearse and
practice so much. They want their performances- or
whatever goeson that red - to be believable by being
natural-looking. You can writeyour own script for
developing positivework traits. Simply decidewhat you
want thosetraitsto be and begin practicing them. Three
traitsworth developing are: Enthusiasm - themagic
ingredient that makestaskslighter; Responsibility - the
characteristic that makes an employee someonethe
employer can depend on and trust; Good judgment - the
ability that makesaworker reliable.

Number 11 - Eliminatenegativetraits

None of usareperfect, but wecanal work at eliminating
our negativetraits. By doing so, you can becomeamore
productive, pleasant and enjoyableintheworkplace.
Remember: Don’t beaknow-it-all. Such peopledis-
couragethefriendly help and cooperation of othersand
often creatediscord. Don'tindulgein self-pity. People
whofed sorry for themselveswaste val uable energy that
can be put to better use. Don’t belazy and indifferent.
Peoplewho have an |-don’ t-care-about-anyone-but-
myself attitude are soon |eft to their own misery. Don’t be
argumentative. Peoplewho continually argueshow a
severelack of respect for theopinionsof others. Don’t
flaunt your knowledge. Peoplewho do, usually create
resentment.

Number 12 - Communicate

Inorder for any businessto succeed, the staff involved
must communicatewith one another. Infact, poor com-
munication can be the reason an employeeisnot pro-
moted, or the reason aproject, department or entire
company fails. Most companiesgoto agreat deal of
trouble and expenseto set up variouscommunications
systems. Learn asmuch asyou can about the purpose
and mechanicsof the systemsavailableto you and use
them properly. But remember that the systemyou useis
just that - asystem - and each timeyou useit you are
really communicating with aperson. Remember aso that
communicating meanslisening to or receivinginformation
aswell astalking or giving information.



Number 13 - Usethetelephone properly
Always use the telephone properly at work:

1. Identify yourself when you answer by giving
your company or department namefollowed
by your own.

2.  Respondwarmly.

Your voicereflectsthe pleasure you find in your position
and it can affect the mood of acustomer or co-worker.
Makeit aruleto smilewhenyoutak onthephone. It
will automatically help you useapleasant voice. Be
attentiveand listen carefully and patiently. Sometimes
people havetroubleexpressing their needsso givethema
chance. Taketimeto behelpful. If you personaly cannot
help, try to find someonewho can. Watch your manners
and your language. Thereisno room for rudeness,
vulgarity or dang at thework place. If aperson has
waited to speak with you, thank them for their patience;
thiswill set abetter tonefor the conversation.

Number 14 - Createabusinessikeimage

Every company and every department within that com-
pany hasabusinessimage. It can be one of successand
productivity or one of shoddiness. You areanimportant
part of the businessimage at the placeyou work. Make
surethat your businessimageisprofessionad. Pay atten-
tionto your personal appearance; dress appropriately and
use good grooming. Remember most people consider
smoking unhealthy, discourteous, unbusinesdike and often
asafety hazard. If you smoke, do so only in designated
smoking areas. Do not chew gum or eat whileonthejob.

Number 15- Plan your work

Efficiency and productivity hingeon planning. Planning
ahead may seem likeawaste of time, but, in reality, good
planning isatime saver. People who begin theworkweek
by listing their tasksand mentally reviewing the steps
necessary to completethem usualy avoid making false
steps or repeating work that has already been done.
Efficient workersawaysplantheir work toi meet dead-
lines. They schedul e appointmentsappropriately and are
careful about keeping them. They diminatewasted time,
suchasarrivinglate, leaving early, needless conversations
or phonecalls, and personal visitorsat thework place.
Remember overtimeisonly for work that could not be
completed within normal working hours.
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Number 16 - Increaseyour efficiency

You can increase your value and importance to your
employer and your feelings or self-worth by increasing
your efficiency. You can do thisby:

1. Beingneat and orderly. A well-organized work-
station and key planning produces better results.

2. Concentrate. Pay attentionto detailsaswell as
theoverall picture.

3. Showinginitiative. Taketheinitiative. Becomea
sf-arter.

4. Being punctua and devel oping aconsciousness
of time.

5. Avoiding carelessness. Carelessnesscan be
costly to people s safety, your career and your
employer’sproperty.

6. Treat otherswithrespect.

7. Exercisesdf-control.

8. Alwayscooperate, but especidly whenthe

pressureison.

Number 17- Don’t beatroublemaker

Inthelong run, most troublemakers make moretrouble
for themselvesthan they do for anyoneelse. Most people
do not likeworking with troublemakers. And, given
enoughtime, every troublemaker usually losesany
support or friends he or shemay have. Thentoo, oncea
person has established her/himself asatroublemakeritis
almost impossibleto changethat perception. Thebest
policy isto avoid establishing such areputationinthefirst
place. Follow thesmplerulesof courtesy. Bemindful that
somethingisnot funny or ajokeif it hurtssomeone. Use
sympathy, warmth, tact and understanding. Leanto
discussand present apoint of view without , arguing.
Don't speak negatively about others.



Number 18 - Takeadvantageof in-servicetraining
If your company hastraining or education programs, it
expectsyou to take advantage of them. You oweit to
yourself and to your employer to increase your value
by increasing your knowledge. Don’t be afraid to learn
something new. The best way to copewith changeisto
learn al you can and begin using the new procedure, toal,
or machinejust as soon as possi ble. Wel come the oppor-
tunity tolearn something new andincreaseyour efficiency.
Thisalonewill set you apart from other employeeswho
resist change. Learning and changeare partsof alifetime
processor salf-improvement and growth. Don't stunt
your growth by refusingtolearn.

Number 19- Challengeyour self

Whenit comesto chalenge, wecanal learnfromthe
lowly ant that will not hesitate attempting to move some-
thing hundreds of timesitsownweight. What'smore, itis
often successful in doing so. To agreat extent theant’s
successisduetothefact that it never considersfailure.
Theant automatically assumesthat if it triesit will succeed
and thereforedoes. You will never know what you can
do, unlessyoutry. Don't let fear of failure keep you from
trying. Remember that not succeeding isdifferent from
failing. Peoplewho never attempt arefailures. Thosewho
try may not be successful at that time, but they are not
failures.
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Number 20 - Think about your management
potential

Itisnever too soon to begin thinking about your potential
for amanagement position. Begin devel oping theseskills:
Ord Communication; Written Communication; Hexibility
(changing on€e'sapproach to better accomplish atask);
Performance Stability (maintaining aconsistent level of
performance) Decison-Making; Leadership; Organizing
and Planning; Inner Work Standards (on€e'scapability,
potentia andwillingnessfor challenge). Discussyour
futureand plansfor salf-improvement with your supervi-
sor. Show an activeand acuteinterest inany training and
education programs. Takerespons bility for your own
continued education.



Sources of Employment




Sources of Employment

Thereare many avenuesto usewhen looking for ajob. Useasmany asfit your search and usethem at the sametime!
Thisiscaled marketing yoursdlf. Temporary agenciesand volunteer organizationsare excel lent placesto gain experi-
ence. Often atemporary worker ishired asapermanent employee. Seventy-five percent of job openingsarefilled
through networking, and 5-10% arefilled through answering ads. Here arethe approaches:

Resources
Networking: Inthismethod, you tell peopleyou know that you arelooking for ajob. Tell them what type of job you
areseeking and ask if they know of openings. Ask:

o friends o parentsof friends
e reaives » friendsof parents
* neighbors » teachers

Broadcagting: Thisisthemethod that utilizesamass mailing to companiesthat interest you. Mail each company a
letter, asking for ajobinterview. Sinceit takes about 50 contactsto get oneinterview, to tripleyour return, identify the
person in each company who hasthe power to hire you and send your |etter to him or her. A few dayslater, phone each
person and ask for aninterview. Thisincreasesyour chances of getting aninterview to 1 out of 17 contacts. This
approach permitsyou to zero in on those specific companiesthat interest you.

Sourcesof placesto send letters:

*  Chambersof Commerce * NewspapersAds

e Community Agencies » Referras(from peopleyou know)

»  Computerized Job Banks o Statelndexes

*  Employment Devel opment » TradeDirectories

*  Depatment (EDD) e TradeJournds

e JobFairs * YelowPages

e Library * Local Businesses
Advertisements:

*  Newspapers * Professond Journals

» TradeJournasand Magazines * YelowPages

Placement Services: Private Employment Agencies-for permanent and temporary jobs (check for phone numbersunder
“Employment Agencies’ inyour Yellow Pages.)

*  AccountantsOverload *  PublicEmployment Agencies

* AppleOne e School and College Placement Offices
» Kély Temporary Services

e Manpower



Internet

Job opportunities, volunteer positions, internships, high school student jobs and more:
www . 4work.com

Accessto over 55,000 jobsworldwide, dl levels, dl fields: www . monster. com

Federa Government job openings: www . usajobs . opm. gov

America's Job Bank, (pathway to statejob openings): www.ajb.dni.us

Job openingsin America: www . hot jobs . com

Résuméhelps. www.edd.ca.gov/eddjs.htm

Two good search engines. www . yahoo.com and www.altavista.com

(Just enter your search word like.. . . résumes, job search, etc., and it will find sites
containing that informetion.)

Miscellaneous
County Agencies

School Didtricts

U.S. Office of Personnel Management (202) 606-1800

(202) 202-6459. Web Address— www.usajobs.opm.gov

Job postingsontheInternet — www.ajb.dni.us

County Personnel Department (909) 955-3500, Recorded Job Information (909) 955-3550

City Human Resources Department (909) 826-5808, Recorded Job Information (909) 782-5492
Professona Associations

Volunteer Services

Volunteer Center of Riverside City of Riversgde
2060 University Avenue 3900 Main Street
Room 212 6th Floor
Riversde, CA Riversde, CA
(909) 686-4402 (909) 826-5709

(Smilar agencies will be available in your area. The possibilities are endless!)
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Riverside County Regional Occupational Program

RIVERSIDE COUNTY

OFFICE OF EDUCATION
Regional Occupational Program

o _ LiC o ¢ Landscape Design and Construction
e kit st ROP ey offersraning ¢ LendsapeManetement and Mintenence
over 40 career areas based upon current and future ¢ LawEnforcement
labor market demands. ¢ Manufacturing Technol ogy/Machine Shop
¢ Masonry Occupations
INDUSTRY COURSESINCLUDE: ¢+ Medical Assisting - Clinical*
Acute Hospital/Community Health Services* ¢ Medical Assisting - Front Office*
Agricultural Mechanics ¢ Nursery Greenhouse Practices
Auto Collision and Refinishing o N urse Assistant*
Automotive Technology ¢ Restaurant Occupations
Banking and Financial Serv_i ces ¢ Retail Fashion Merchandising
Certified Computer Specialist ¢ Retail Salesand Marketing
Child Care Occupations ¢ Small BusinessManagement
Cisco Network Training ¢ Sports Therapy and Fitness
Computer Al de(_j Drafting ¢ Television/Video Production
Computer Reparr ¢ Welding Occupationsand Certification
Construction/Cabinet Making
Construction Technology Upon successful completion of course you will receive
Cosmetology aCertificate of Training. The certificate and accompa-

® ¢ & 6 6 O O O O O O O O O O O O O > o > o

nying competency list will verify your employability in

Dental Assisting* .
your area of training.

Dental X-Ray Technician*

Registered Dental Assisting* *Health coursesrequire adultsto take an assessment test
Digital Imaging prior to enrolIment.

Electronics OCC‘?pa“ ons o Peasecall to schedule an gppointment. Additiond
Emergency Medical Technician® support services provided for CAl WORK s partici-
Floral Design pants. If you’ ve been looking for theright job, feel it's
Graphics Technology - Printing Occupations time for achange or would like to improve your skills,

Hospitality/Hotel Services ROP may bejust what you’ relooking for.

For Additional Information
(909) 826-6450 or (760) 863-3300

“Success StartsHerel” «u
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