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Where iIs
Your Local
Area?

Which partner do you
best represent?
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2 Different Approaches

Self-Directed Job Staff-Directed Job
Placement Placement

Increasing The Placement Rate during Recession:
Job Seekers Must Create Better Tools

Today’s Agenda

Helping people build better tools to get jobs
How to coach participants on moving from one-size fit
all resumes to customized resumes.
Showing participants how to write stronger cover
letters
Understanding interview questions and what is really
being asked.




-

During Periods of High
Unemployment, your
participants must be even more
competitive.

Improve Your Chances
Getting a Job

Using Chat:

O Lots of people are out
of work

O Lots of people are
applying for jobs

O Lots of people are
willing to take jobs
below their skill level
and salary
requirements just to
have a job.

O Employers are
inundated with
applicants.
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Improve Your Chances
Getting a Job

Using Chat:

7 Seconds:
A or B?
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7 Seconds:
Aor B?
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Customize!!!
One size does
not fit all.




You are the

employer

How did they
do in your

screening?

12/7/2020

Review the HVAC Job Description

Evaluate Both Cover Letters and
Resumes

Complete Rating Scale as though
you are the employer for both
applicants

Be prepared to say who you would
be the better candidate for you
and why.

Who is the best candidate for the job on paper?

Rating | Numerical Score | Description of Score i
| Does not meet 10 | (no evidence)

Might Meet [ 1 | (not clear in resume or cover letter that |

[ candidate has specified skillrequirement) |

Does meet 2 | (clear evidence in resume or cover letter |

| that skillrequirement has been met).

Miguel Michael

3 years' experience -
| Start up and troubleshoot furnaces, air handlers, heat pumps |
| and condensation units |
| Residential and commercial experience B
| Understands low voltage wiring, relays, transformers, wiring |
| diagrams -

Excellent customer relations skills i
| Experienced in layout, design, fabrication and installation of |
| duct work
| Knowledge of tools, testing devices used to adjust, clean and
| calibrate systems

Ability to train entry level personnel
[ TOTALSCORE:

| | l

— 1]
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Resume/Cover Letter Activity

Discussion Questions:
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List all of the skills and requirements listed in the job posting.
Review your cover letter and your resume to make sure every point in
the job posting is addressed.

Tool to Use with Participants

Writing Cover Letters

“Ah, do | have to?”

10
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7
//

Cover Letters

. read cover letters
and consider them important in their
decision to hire.

* Another
suggests that 56% want
applicants to attach a cover letter to
the resume.

A found that 49%
of HR managers consider a covering
letter the second-best thing to give
your resume a boost (number one
being .

7
//

To write a cover letter, have a job description that
outlines assets and qualifications

Medical Assistant Posting: Cover Letter

“We are seeking Medical “l am
Assistant who is
, and



https://www.jobvite.com/wp-content/uploads/2017/05/2017_Job_Seeker_Nation_Survey.pdf
http://journals.sagepub.com/doi/abs/10.1177/1080569909334015
https://www.careerbuilder.com/share/aboutus/pressreleasesdetail.aspx?ed=12%2F31%2F2015&id=pr909&sd=8%2F13%2F2015
https://zety.com/blog/tailor-your-resume
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To write a cover letter, have a job description that -
outlines assets and qualifications

/ Producfion Worker Job Posting:

and

A problem: People
start writing cover

letters and resumes
before gathering

the raw material.

12
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Information to Gather:

* Professional email address
» Job descriptions in your field
* Education and Training

» College/Vocational/Technical Education
* Classes that you took that relate to job

» Other Credentials
* Marketable Skills

» Work History and Job Duties
» Accomplishments List

* Volunteer and Unpaid Work

Some highlights of Gathering the Information-
- The Basics: Email Addresses

'fl'hat is on the Email Address You will Use for Job Search:
orm

* Anna.Prentice@gmail.com * Anna1990@gmail.com

« Prentice.Anna@gmail.com * HotMama@gmail.com

« Aprentice@gmail.com » Doobie911@gmail.com

« AnnaP@gmail.com * SportsAHolic@gmail.com
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If you have no experience in your field, then
list courses you have successfully passed

Phlebotomist TransForce Professional Truck Driving School

- CDL with Hazmat endorsement.
Skin punctures Course Work included:
« Basic Truck Driving Controls
« Pre-Trip Inspections
« Cargo Handling
« Emergency Protocols

Specimen « Operation and Vehicle Controls

processing « Defense Driving
« Road Safety
« Collision Prevention Techniques
« Electronic Driving Log-Books and DVIR
« 320 Hours of Instruction and Driving

Clerical
responsibilities

Gather job descriptions for past jobs and
future interests

DUTIES and ESSENTIAL JOB FUNCTIONS:

*Provide excellent customer service, greet and assist customers.

*Operate cash register and scanner to itemize and total customer’s purchase, collect payment from
customers and make change, bag merchandise, and assist customers with merchandise as necessary.
*Follow company merchandise processes; unpack, stock, restock, and rotate merchandise on shelves
and build merchandise displays.

*Clean the store, take out trash, dust and mop store floors, clean restroom and receiving room, and
help set up sidewalk displays.

Qualifications

KNOWLEDGE and SKILLS:

*Effective interpersonal and oral communication skills.

*Understanding of safety policies and practices.

*Ability to read and follow planogram and merchandise presentation guides.
*Knowledge of basic cash handling procedures.

*Basic mathematical skills.

*Ability to perform cash register functions.

*Ability to stock merchandise.

14
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Finding Accomplishments

Did you train other workers?

Did you resolve a challenging service issue, such as turning around a dissatisfied or
irate customer or fix a problem?

Did you or your team get any recognition for meeting goals?

Did you complete any on-the-job training programs?

Were you better, faster or more efficient than others?

Did you win any employee awards?

Did you get a promotion, earn more hours or increase your responsibilities?

Did you think of new ideas to make the job more efficient?

Did you make suggestions or recommendations that got implemented that speeded up
productivity or saved money?

Did you receive praise, recognition, or pats on the back from your supervisor or
colleagues? For what (e.g., completing projects ahead of deadline, calming down irate
customers, saving money)?

Did you receive a promotion, award, or commendations from employer/customers/clients?
Were you selected for special projects?

Did you complete a particularly challenging assignment?

Duties Versus  Accomplishments

» Cashier, Target Department Store, =+ Cashier, Target Department Store,
March 2017 June 2019 March 2017 = June 2019

Ran cash register Delivered fast, friendly service to Target

Took money, checks, credit cards customers
Balanced cash drawer Hﬁ?dled 250-300 customers at check-out per
. shift
é;lé%? SESS[%TSE if they wanted Collected cash, checks and credit card
S d it payments totaling several thousand dollars a
canned 1tems day with 99.9 percent accuracy.

Bagged items Responded quickly and responsibly to
customers and team members
Cross trained to work in multiple areas of the
store




12/7/2020

Creating Effective Job Search
Tools Makes a Difference

Employers risk.
Interviews (like
resume review) are
to weed out risks.

32
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Get Your Ducks in Row for Interviewing

* Need a job order
* Need to anticipate questions

* Need to prepare answers to the common
questions remembering to build into
answer:

* Do you have skills for the job?
+ Will you fit in and be a member of a team.
* Will you stay if | hire you?

* Need to prepare answers to the tougher
interview questions:

» Job hopping (short term jobs)
* Have been fired
» Conflict on a job

* Need to practice, practice, practice

Having a Job Description is The Core of
Preparing

Cover
Letter

Description

Interview
Questions

12/7/2020
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Interview questions: What Are

They Really Asking?

100’s of potential
questions an employer
could ask.

35

36
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Memorizing answers to 100 questions is too hard.

Reduce the number of questions to 3 and it is easier.

37

Pull out the interview question strips you cut out.

What is the question behind the question?

38
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Build Your Answers Based on Three Categories

To build interview answers
that show that you are the
right person from the job,
you need to have the job
description!

In your answer:

* Have
skills/qualifications

» Show how you will fit in
* Show that you will stay

20
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Build a bulleted list of things you want to
make sure that you cover in the interview.

Skills and Demonstrate that |
Qualifications Will fit in to team will stay/retain.

Key Concepts to Increase Job Seeker Success

During downturned economy, job
search is more competitive. Job
Seekers must have stronger tools.
Build entire strategy around
customizing.

* Resume

* Cover Letter

* Interviewing answers
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Questions

43
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