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Employment and Career Exploration

• Career Exploration can be a difficult experience for clients

• Going through and examining work history, skills and experience is not 
easy nor fun 

• Career exploration and should be done as often as possible in a small 
group or one on one setting in order to better engage the client 



Skills Analysis 

Resume Writing

Digital Literacy 

Job Seeking 

The Interview

The Follow-Up 



Skills Analysis – First Steps

• Interviewing your clients with simple questions is a great icebreaker and helps inform 
which style of resume to create

• List the jobs you have had over the last ten years
• With City and years worked

• List any certificates and education 
• List any skills or experience you feel that you have 

• Skills Analysis does not always need to be a overly structured process 
• The most important thing in the beginning is to ask as many questions as possible! Try to get as 

much information about your client as you can. 
• Starting with a drawn out career inventory and analysis is not always the best model.



Why not start with a Career Inventory?!
And Resume Builder?! 



Skills Analysis

• Clients and students sometimes don’t  respect their own 
experience. 

• Just because you did not get a paycheck every week does not 
mean you did not have a job
• It is important for the career coach or instructor to shape skills 

and experience for the client
• When applying for entry level work or re-entering the work force after a long gap 

every job counts!



Skills Analysis

•Clients need as much guidance as 
possible in creating and crafting a 
resume before they do it on their own
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Skills Analysis

Without guidance individuals with 
limited work experience lack the 
ability to highlight their skills. 
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Chronological Resume

Chronological  Resume 
A chronological  resume is a step by step 
reverse chronological list detailing all work 
history 
Organized by dates of employment 
A chronological resume is the most 
commonly used resume format



Chronological Resume

When you have a steady work history with 
few or no gaps 
If your work history shows a steady rise in 
employment in a similar field in which you 
are applying. 
This format is also a simple format for 
students with limited work history as it is 
easy to change and edit over time. 



Functional Resume

Functional Resume 
Allows a job applicant to highlight 
specific skills, accomplishments, and 
responsibilities 

Shifts the employer  away  from 
recent employment  or gap in 
employment history



Hybrid Resume

• Combines the Functional and 
Chronological resume formats 

• This  demonstrates how your skills 
directly resulted in accomplishments 
within the company  in both the skill 
sets and work history section 

• Shows progression over similar job 
field 



Service Integration

• You do not have to reinvent the wheel

• There are plenty of tools to assist you and your clients with career 
exploration 
• Illinois workNet 
• O*Net Online 
• My Next Move – Partner of the American Job Center 
• CareerOne Stop

https://www.illinoisworknet.com/
https://www.onetonline.org/
https://www.mynextmove.org/
https://www.careeronestop.org/


Service Integration

Illinois worknet has many 
fantastic tools to assist the 
Career Navigator, Instructor, 
and student in Career 
Exploration 

• Resume writing
• Career Inventory 
• Interview Help 
• Job Seeking 
• Many others!!!



Service Integration



Service Integration



Illinois workNet

Illinois workNet has one of 
the most robust resume 
creators

FOR FREE!

https://illinoisworknet.optimalresume.com/

https://illinoisworknet.optimalresume.com/


Illinois Worknet
Sample Resume Section



Illinois Worknet
Sample Resume Section



Illinois Worknet
Sample Resume Section



This tool will auto fil a 
resume. Based upon 
experience. 

You can edit and 
change anything you 
like. 

The tool itself is free to 
sign up and use!!



Digital Literacy

A basic level of Digital Literacy 
is required to obtain 
employment 

- How to apply for jobs on 
line 

- How to spot fake jobs 
- How to create a proper e-

mail 
- How to respond to e-mails



Digital Literacy

• According to the National Skills 
Coalition (2020)
• Nearly 1 out of 3 workers have 

limited or no foundational digital 
skills  needed to do their current 
jobs 

https://www.nationalskillscoalition.org/news/press-releases/new-nsc-analysis-finds-significant-
digital-skills-gaps-for-workers-across-industries-with-workers-of-color-most-likely-to-have-
limited-or-no-digital-skills-2/

https://www.nationalskillscoalition.org/news/press-releases/new-nsc-analysis-finds-significant-digital-skills-gaps-for-workers-across-industries-with-workers-of-color-most-likely-to-have-limited-or-no-digital-skills-2/


Digital Literacy 

• GCF Learn Free is a great resource 
for those just getting started. 

• https://edu.gcfglobal.org/en/topics/c
omputers/

• It shows you and students step by 
step how to use any computer 
function

• Step by step basic computer skills

https://edu.gcfglobal.org/en/topics/computers/




Job related computer skills 



Digital Literacy – COABE Resources

• Going Deeper with 
Digital Literacy

• COABE has a 
multitude of 
resources to help 
Clients and Student 
learn digital literacy

https://adultedresource.coabe.org/

https://adultedresource.coabe.org/


Digital Literacy – COABE Resources

• Use Google Digital Skills to enhance job potential 

https://coabe.org/google-applied-skills/

https://coabe.org/google-applied-skills/


Job Seeking

Where should students find and look for 
jobs?



Job Seeking

Clients have a hard time looking for work

Most job applications have moved online 

• Fake jobs 
• Spam
• Lack of feedback or results 



Tips for avoiding fake job 
advertisements 

Job Scams to watch out for 

a) Pay for Start-up kit Scams - Companies may offer to sell you a kit you can use to assemble products to 
sell. You'll most likely end up paying for a kit and you won't make any money.

b) Bait and Switch Scam: Door to Door - This job description isn't what it seems: Start entry-level, develop 
transferable skills, work with the world's leading corporations, advance to new positions, make money, 
and along the way figure out what you really want to be when you grow up. It sounds good, but the job 
is actually door-to-door sales.

c) Work from Home Scam-

(1) Here is an example : Healthcare Admin Assistant: “This is a work from home job. Work 
hours is from 9am-4pm Monday-Friday You will earn $45 per hour for this position, you 
are also expected online at Yahoo Messenger during working hours. We also offer flexible 
hours....”

https://www.indeed.com/career-advice/finding-a-job/how-
to-know-if-a-job-is-a-scam

https://www.indeed.com/career-advice/finding-a-job/how-to-know-if-a-job-is-a-scam


Recognizing predatory security 
ads 



Job Seeking

Service Integration can help!

• Help students navigate the 
following job search websites
• Illinois workNet 
• O*Net Online 
• My Next Move – Partner of the American 

Job Center 
• CareerOne Stop
• USA Jobs

https://www.illinoisworknet.com/
https://www.onetonline.org/
https://www.mynextmove.org/
https://www.careeronestop.org/
https://www.usajobs.gov/


Job interview

Why clients don’t get the job? 

• Having a poor personal appearance 
• Inability to communicate clearly, poor voice, and 
• grammar 
• Lack of purpose or goals 
• Lack of enthusiasm and confidence in the interview 
• Negative comments about past employers 
• Failure to look the interviewer in the eye 
• Weak handshake 
• Arriving late to the interview  
• Does not thank the interviewer for his/her time  
• Asks no questions 



Job interview

• Do your homework on the organization that you are about to 
interview with. 
• Learn as much as you can about the company before the interview. 
• Do some research: ask people who work there, look up the job 

description on internet. 
• Find out what services/products the company provides 
• How long they have been in business, whether the company is 

growing or downsizing, the company’s reputation, etc. 
• An interviewer should be impressed that you have made an effort to 

learn about the company.



Mock Interviewing is Key

• Clients should participate in a mock 
interview if possible
• No matter how much you review nothing 

is better than practice 

• Career Navigators should perform 
frequent mock interviews and produce 
best job interview questions and answers 

• Best Job Interview Questions and 
Answers
• https://www.thebalancecareers.com/job-

interview-questions-and-answers-2061204

https://www.thebalancecareers.com/job-interview-questions-and-answers-2061204


Prepare for a Virtual Interview

• A virtual interview is a possibility
• This requires more thought than a face to 

face interview 

• Career Navigators should prepare students 
for virtual interviews

• Helpful tips such as 
• Have a clean, uncluttered background
• Good Lighting 
• Rehearse 
• Use the platform before interview 
• Look at camera 

• Virtual Interview tips
• https://hbr.org/2021/03/4-tips-to-nail-a-virtual-job-

interview

https://hbr.org/2021/03/4-tips-to-nail-a-virtual-job-interview


The End of the Interview 

Ask the job-related questions you prepared for the interview

• You may be offered the job immediately. In that case, you should ask about specific 
salary, benefits, and work hours. You do not have to give them an immediate answer. 
Ask for a day to think about it.  

• If you are told you will be contacted, ask about how long it will be. Offer to call in a 
few days to find out the decision. 

• This shows your continued interest. 
• Make sure the interviewer knows how best to contact you and that you are available 

for any additional information that may be needed. 
• Thank the person for the interview and their interest in you as a potential employee 

or student. Shake hands firmly on the way out. 



The follow-up

• Send the interviewer a thank-you letter soon after the interview. 
• Call the company about a week after the interview to find out if 

they have made a decision. If they have not, find out when they 
expect to have a decision. 



Career Exploration

Begin Career Exploration should begin after the client feels comfortable



Career Exploration

Before beginning a career inventory use the  
Occupational Outlook Handbook with 
clients

• The handbook tracks and measures 
all occupations in the United States 

• Students can enter any job or 
occupation and see qualifications 
and job trends



Additional Helpful links

• Free* Websites can help you incorporate digital literacy
• https://edu.gcfglobal.org/en/
• https://coabe.org/google-applied-skills/
• https://adultedresource.coabe.org/

• Resume Builder 
• https://illinoisworknet.optimalresume.com/

• Spotting Fake Job Postings
• https://www.thejobnetwork.com/how-you-can-spot-a-fake-job-posting/
• https://www.indeed.com/career-advice/finding-a-job/how-to-know-if-a-job-is-a-scam

• Job Interview Questions and Answers
• https://www.thebalancecareers.com/job-interview-questions-and-answers-2061204

• Helpful Workforce Service Sites
• llinois workNet 
• O*Net Online 
• My Next Move – Partner of the American Job Center 
• CareerOne Stop
• USA Jobs

https://edu.gcfglobal.org/en/
https://coabe.org/google-applied-skills/
https://adultedresource.coabe.org/
https://illinoisworknet.optimalresume.com/
https://www.thejobnetwork.com/how-you-can-spot-a-fake-job-posting/
https://www.indeed.com/career-advice/finding-a-job/how-to-know-if-a-job-is-a-scam
https://www.thebalancecareers.com/job-interview-questions-and-answers-2061204
https://www.illinoisworknet.com/
https://www.onetonline.org/
https://www.mynextmove.org/
https://www.careeronestop.org/
https://www.usajobs.gov/
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