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the owner operator of a personnel business I knocked on the door of every business in my 

marketplace.  Talking with employers about the jobs they were filling I learned about the type 

of employees business owners wanted to hire. This helped me understand the things that made 

an employee successful and the habits that lead to termination.   As program director of the 

Madison Jobs and Housing Partnership, I had the opportunity to develop and lead classes on 

Life Skills and Job search Skills to individuals who were in the process of turning their lives 

around. 

The Job Hunting Field Guide is a straight forward collection of what steps need to be taken to 

maximize your efforts and increase your chances for success.  It is a jungle out there – survival 

of the most prepared! This is no time to go it alone or work from pure intuition. You need a 

guide to navigate through the uncharted waters of underemployment and unemployment. I 

pray this book and these ideas bring you the success you deserve. 

Sincerely yours, 

Steve 
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Introduction 
Every day in places all around the world people 

head off to work. In overalls and business suits, 

with lunch buckets and briefcases, in crowded 

urban centers and quiet country roads, men 

and women fill their roles in the marketplaces 

of the world.  

Whether you stand at a machine or sit at a desk 

you are part of the machinery that feeds, 

clothes, protects or supplies the people of the 

planet with products and services.  

The part you play in this whirling and shifting 

machinery can whirl and shift your role and 

your responsibility in unexpected and 

unwelcome ways. Nothing is 

certain in the changing 

economies of the world and the 

only sure thing is that change is 

inevitable. 

 

The reason you are reading this 

right now is probably due to a 

change in your life. Either you 

may have lost your job, quit your 

job, want a new job or maybe 

need a second job. Change has 

hit you and the faster you learn to flex, bend 

and accept the change the happier you will be. 

 

Success in life is all about adapting to change 

and coming out a winner. When the wind blows 

it is the swaying pines that survive, the 

unbending oaks often break. Towering 

skyscrapers are built to sway – not to fight the 

inevitable storms. Winning in this game is not 

only about finding a new job or career, but 

figuring out who you are; your talents, gifts, 

skills, likes and dislikes, and then matching 

those with the perfect job so that going to work 

is enjoyable.  

Wouldn't it be great if you loved your work so 

much that you felt bad taking money for doing 

it? 

 

Whether this is your first job or you are shifting 

into your retirement years, this manual is 

designed to prepare you for the job search. 

Along the way you will learn about yourself and 

increase your awareness of your place in the 

world.  Your career and job is not the only 

definition of who you are on this earth. It is 

important that a person discovers all the roles 

they fill in the lives of others as well as 

themselves.  While you may be 

an employee, supervisor, forklift 

driver, customer service 

representative, account 

manager, director or supervisor 

you are also a son, daughter, 

father, mother, sister, brother, 

friend, uncle, aunt and  neighbor 

as well. How well we succeed in 

all of these positions is 

foundational to our happiness 

and health. 

 

The importance of The Balanced Life will not be 

forfeited in our search for a job.  How well you 

are situated in all areas of your life will 

determine your emotional stability through all 

of life and create the positive attitude that is so 

crucial to a successful job search during this 

career transition. 

 

Let's get started! 
 

 

 

 

Success in life is 

all about 

adapting to 

change and 

coming out a 

winner 



Allowing 

yourself time to 

'get-over- it' is 

important as 

you start 

looking for the 

next 

opportunity. 

A Time to Grieve 
There really isn't one starting point. Many tasks 
and events will and should happen 
simultaneously, but first we need to get our 
head right. 
 
A beginning question is whether you have really 

grieved for your 
current 
situation? If you 
were let go and 
immediately 
began the job 
search you 
possibly are not 
functioning at 
your best 
because you 
have not let 
your feelings be 
recognized and 
released.   
 

No matter how many years you spent on your 
last job, you invested time energy and emotions 
and anyone who is human cannot help but have 
hurt feelings. Allowing yourself time to 'get-
over- it' in a constructive way is important to 
being truly effective as you start looking for 
the next opportunity. 
 
A first step in this is recognizing and admitting 
to how you really feel. Is there anger? Blame? 
Confusion? Probably a mixture of all of these 
plus more.  Once you have recognized and 
admitted to these feelings – (speaking them out 
loud – telling a close friend) the next step is 
forgiving.   
 
The carrying around of anger and blame toward 
another person or company is the heaviest 
burden a person can lift. It will drag you down 
and affect every day of your future. And guess 
what? The person you are angry toward may 
not know it and even if they did – they are not 
carrying any of the burdens. Never withhold 
forgiveness – it will harm you and those around 

you for a long time. If this is a big (or even a 
small) problem for you – get help. 
http://www.forgiveness-institute.org  and  
http://www.mayoclinic.com/health/forgiveness
/MH00131 are good places to start. 
 
Don't let your grieving period last too long, one 
or two days at the most. If it can be combined 
with a truly productive activity maybe let it go a 
little longer, but not much.  
 
A productive activity may be a home project or 
a visit to see a friend, or a short camping trip.  
You'll want to avoid things that could become 
habit forming or addictive like day time 
television or frequent snacking or fishing or 
whatever you love so much that it becomes an 
excuse for not 
filling your days 
with job search 
activities. A 
person can 
justify getting 
into a workout 
program, but if 
working out 
extends over 
too many hours 
or occurs 
during hours you normally would be on the job; 
it goes from being a good activity to an excuse. 
  
The point is to regain a sense of who you are 
outside of your employment. To identify with all 
the things that makes you who you are. Your 
interests, your hobbies, your skills and your 
talents are all a part of the person you are. 
These are the things that made you a good 
employee in the past and the things that will 
make you a good employee in the future. The 
ability to clear your head, step away and look 
back at yourself and your life up to this point 
will give you a better idea of where you want to 
go next.  
 Finding a job is easy - finding 'The Job' that is a 
perfect fit for you will take a little more work. 

 

Your 

hobbies, 

skills and 

talents are 

all a part of 

the person 

you are. 

http://www.forgiveness-institute.org/
http://www.mayoclinic.com/health/forgiveness/MH00131
http://www.mayoclinic.com/health/forgiveness/MH00131


Getting balance in your life is 

the key to success in finding a 

job, keeping a job and being 

satisfied as a whole person 

Gather Yourself Together / 

Taking Your Life Inventory 
If the reason you are in the hunting mode is 

that you have lost your previous job - 

Congratulations! You have been given a chance 

to revitalize and re-look at your live from a 

variety of perspectives. Using the free time you 

now have wisely is important. In truth this 

unallocated time should not be looked at as 

free time at all. 

After a short period of feeling sorry for yourself 

and finding forgiveness, it is 

time to Seize the 

Moment! and set 

up a plan that 

will bring 

lifelong 

benefits.  

This is a 

great 

opportunity 

to consider all 

the areas of life 

that have gone 

unattended for so long and to 

begin a program of getting in balance. 

 

While the career search is a top priority there 

are only so many hours in each day that a 

person can spend on this activity. Resist the 

temptation to spend 10 and 12 hours a day 

'looking for work'. While this appears to 

yourself and others that you are doing your 

best, it is better to be 110% effective in 6 to 8 

hours then 70% effective in twelve hours. After 

all - you want to appear your best in letters, on 

the phone and in person and this is hard to pull 

off if you are exhausting yourself. It is also 

important to arm yourself for the onslaught of 

rejection that is a normal part of the job search. 

The best way to accomplish this is to strengthen 

yourself in all the other areas of your life. 

Let’s begin by taking a fun survey. 

 

The Wheel of Life is divided into 6 labeled 

sections representing an area of your life. (If 

you feel there may be another area in your life 

that just does not fit into one of these six, feel 

free to add it to the Wheel) 

 

On your sheet put a zero -0- at the center, 

where all the sections meet. Now put a number 

(10) ten just outside the wheel at the point 

where each line hits the outer edge of the 

wheel. 

 

This next step should be taken 

with honesty and sincerity. 

If ten is the best and 0 the 

worst - along each line make a 

mark and give it a number (1 to 

10) on where you feel you are in 

that area of your life. 

For example, in Mental / 

Educational, if you read a book a month 

and attend workshops and classes a few 

times a year give yourself a 9 or 10. 

If the last book you read was in high school and 

that was the Cliff Notes version, give yourself a 

zero. 

If you wheeze climbing up the stairs and can't 

see your shoes when you look down you've 

earned a zero in the Physical area. 

But if you have a regular weekly workout 

program and feel younger than your age mark a 

big number 10 on the line near the edge of the 

wheel. 

After you have carefully considered each area 

and marked it with an honest number - connect 

the dots. 

Here is the question -Looking at the new wheel 

you have drawn - if you have been moving 

quickly through life, with not much time for 



anything else, and this was the shape of the 

wheels of the vehicle you were driving on - 

would speeding up be a good idea? For most of 

us the answer would be a big ‘No’. Speeding up 

with our life out of balance can be disastrous. 

We are an accident waiting to happen and it 

could be fatal. 

 

While this may seem off track and a waste of 

your time, (after all - "I need to find a job") stick 

with me. Many times the reason a person loses 

a job is because it was a poor fit for who they 

are; their talents, skills and abilities; in addition 

to their likes and dislikes. Even if your job loss 

was the result of a company shift in philosophy 

or structure and had nothing to do with you and 

your performance, this exercise will greatly add 

to your clarity as you pursue new opportunities 

By taking the time to reevaluate your life you 

will greatly increase your chances for a better fit 

in your next career. Reevaluating your life, and 

acting on what you learn about yourself returns 

balance, health and satisfaction, as well as 

improved relationships with yourself and 

others. 

While it is important to find a job in order to 

provide for your needs, finding the right job is 

even more important. Satisfaction with your 

employment is one of the keys to feeling good 

about whom you are and the role you play in 

the world. But to derive that satisfaction 100% 

from your job can rob you of the richness that 

life has to offer. Human beings are complex 

creatures. We are capable of so many 

emotions, created with a wide range of 

interests and equipped with so many talents. By 

limiting our exposure and involvement to a 

small number of experiences we fail to grow to 

our full potential. 

Many people enjoy their job. A smaller number 

have been fortunate in finding a career that is a 

perfect match for their talents, aptitude and 

enjoyment. Our goal is the latter; we may need 

to settle for the former. Consider a third option. 

A job that provides an income that supports 

your needs, the needs of your family and your 

hobbies and interests. In order to see your 

career in this way you need to discover what 

hobbies or activities interest you. It’s easy to 

put up with the office politics or repetitive 

duties of a job if you are looking forward to 

coaching the volleyball team, training for the 

marathon or your entry at the garden show.  

Wall Street, Madison Avenue, ABC, NBC, FOX, 

People Magazine and others have all 

shanghaied our minds and told us what and 

who we should admire and strive toward. The 

challenge here is to shut out these inscient 

noises, do your own thinking and discover your 

real interests. This may take some time and also 

some experimentation. Try things out. Attend 

local club meetings. Step out of who you think 

you are and take some chances. Live Life! 

Use the Wheel of Life exercise to discover areas 

of opportunity.  Looking at your completed 

Wheel of Your Life consider the narrow areas 

close to the outer ring and congratulate 

yourself for the things you are doing. 

Now look at the larger areas between your 

wheel and the original wheel and admit there is 

work to be done. There is always work to be 

done and that’s okay. 

 

Find the sheet marked #1 Goal 

Here is your chance to figure out what will 

make you a ten. What is one major change that 

if it was to occur in your life would move your 

Wheel of Life ranking in this area right up to a 

10? 



 

 

 

Your Wheel of Life 
(An example of a completed wheel) 

 

Health  

Physical Financial 

Career 

Spiritual 

Mental 

Education 

Social  

Cultural 

Home 
Family 



 

 

 

Your Wheel of Life 
 

Health  
Physical 

Financial 
Career 

Spiritual 

Social  
Cultural 

Mental  
Education 

Home  
Family 



My Number #1 Objective in the Spiritual 
area of my life is: 

My Number #1 Objective in the Physical & 
Health  area of my life is: 

My Number #1 Objective in the Mental & 
Educational  area of my life is: 

My Number #1 Objective in the Home & 
Family area of my life is: 

My Number #1 Objective in the Social & 
Cultural area of my life is: 

My Number #1 Objective in the Financial 
& Career area of my life is: 

I will let repetition and my mind work for me by filling in my Number  #1 goals,  

carry this form with me always and read it at least twice a day. 



Tool Box  

check off Items I need to have for a successful career search 

   Completed fact sheet on all my personal and work data 

  Tracking system /  TA forms 

  Watch 

 
Date / Appointment Book 

  Email address 

  Library card 

  Social security card 

  Thank you note cards / Stamps / Cheat Sheet 

  Portfolio and legal pad 

  List of Questions 

  My Resume  (one or two or three) 

  My Personal Growth Statement one or two 

  Personal Time Line 

  Drivers license / State issued picture ID 

  My Court Records 

  My Credit Report 

  List of my advisors, friends and references 

  File to keep all my important papers 

  School documents - diplomas and transcripts 

  Certifications and completion certificates 

  Birth Certificate 

  Paper Clips / White Out 

  Affirmations for each of my goals 

  My Mission Statement memorized 

  Personal and Professional Goals 

  Plans to reach my goals 

  A Vision for my life and my family 

  My Personal List of Priorities 

  Faith in Myself 

 



Tool Box Explained 
Let’s look at the items in the tool box to better understand why they are important.  They are not listed 

in an order of importance since it would be hard to say if one item is more or less important than 

another.  Most of these tools are not only crucial for the job search but play a useful role in the life of a 

responsible adult.   We’ll take one at a time. 

Completed fact sheet on all my personal and work data 
This is a document given to you in the Masterpiece manual.  It is the document where you need to 

record all the important information that will be asked when you are filling out job applications. By 

having this form completed and always ready you will be able to easily fill out applications without being 

concerned about spelling (obviously you will confirm all the spelling as you carefully complete this form), 

without having to always look up addresses of past employment, and with accurate dates of when you 

began and ended each of your past positions.  All of the information on the sheet needs to be accurate 

and confirmed so that even if you are tired after a long day you will still be able to copy the information 

onto an application. 

Tracking system / TA forms 
These are also forms you will find in the masterpiece manual.  By using these forms you will know where 

you have been, where and when you need to follow up and what it is you are going to do each day 

toward finding new employment. There are places on the form for all the contact information you 

should have for each business you have visited.  Learn how to use the form and carry blank copies with 

you always.  These TA (tracking my activities) forms are an organized way to make all your efforts count. 

Watch 
There is no better way to ruin your chances of securing a job than to be late for the interview.  A watch 

keeps you on track and displays to the world that you are in control of yourself and your time.  This is 

one of the tools that you might argue can be handled by a cell phone or clock in your car, but during the 

job search period of your life, a watch on your wrist is a reminder to you and a statement to the 

potential employer that you are one serious person. 

Date / Appointment Book 
This is a very important item for both you and to the world. Since perception is everything, how we are 

perceived by the people and the company we want to get an interview and a job with is crucial. Keeping 

your appointments in a date book is a statement to yourself and others that you are a person who has 

responsibilities, places to go and people to see. In many ways it is what differentiates those who are 

mature adults from those who have not yet reached that stage.  Depending on the type of work you do, 

appointments can be recorded on a wall calendar or a sophisticated hourly appointment calendar. Some 

are of the paper fashion and others use electronic versions on their computers.  

As an adult we need to be responsible and not let things like dentist appointments, children’s school 

concerts, birthdays, etc. get past us. We want to be a person others can count on.  A simple notebook 



and pen carried with us at all times is the difference between being a responsible adult and being the 

guy no one can count on.  Write things down and refer back to your notes often.  

Some people consider their cell phones a good place to put things.  This may be the case, but you will 

need to decide if this is really working for you or just a rationale. Pen on paper engages a lot of other 

parts of your brain and allows for creativity that a text message cannot. 

In the quest for a new job another dynamic is in play. A real appointment book is needed. These can be 

gotten for free from many businesses, purchased for a couple of dollars or created on your won.  For 

many years I used a 99 cent bound school size notebook.  By dividing each page into thirds I could see a 

whole week at a time with each turn of the page. There was plenty of room to write notes and I could 

record where and when I needed to be each day. 

Consider the impression on a job interviewer in this scenario.  You have just completed an interview and 

all is moving along well.  The interviewer wants you to meet with the warehouse supervisor and asks if 

Thursday at 2:00 would work.  In your enthusiasm you agree to the date and time. Later, while looking 

through your papers you realize that you already have an interview at noon on the other side of town 

and will never be able to make it to your appointment with the warehouse supervisor by 2:00.  This is an 

unacceptable situation you have put yourself in.  A call to change the appointment will only lose you 

points in the eyes of the interviewer, who is probably sending others to meet the supervisor as well.   

Missing one of these two appointments isn’t good either since they are your key to finding a job.   

Take the same scenario again.  The interviewer completes the interview and says “I would like for you to 

meet with Sam our warehouse supervisor, would it be possible for you to stop in again on Thursday at 

2:00?”  Your response: “Let me check my date book, actually that time wouldn’t be possible, could we 

make it earlier in the morning or maybe on Wednesday at 2:00?”  In the eyes of the interviewer you 

have just gained points, showing yourself to be organized and responsible.  It is all about perception.  

The use of a cell phone calendar, in my opinion, fails to convey the same message. The above scenario 

played out by checking your cell phone calendar implies your reliance upon your cell phone, an item 

which no employer wants to see their employees using during work hours.  Get an appointment book 

and use it.  If after you have found work you no longer need a date book – no problem. But find a 

workable method that fits your lifestyle to keep track of your responsibilities. Be a person others can 

count on. 

Email Address 
In today’s day and age a person without an email address is not a complete person. In the past it may 

have been a phone number or a mailing address, but today an email address tells the world you are a 

player, a part of the game and in touch with the world. More importantly it is a method of 

communication that tells a potential employer that not only can you be reached but you are 

comfortable and knowledgeable about computers.  

Very seldom will you find an employment application that does not include a field for your email 

address. Without an email address that field would be left blank and that is a mistake we do not want to 



make.  Free email addresses are available from Yahoo, Google and many other places. You will be asked 

to pick a unique email address and a password.  Your password should be something you will easily 

remember.  For an email addresses choose something that will not be embarrassing when shared with a 

potential employer.  samj@yahoo.com  may be a good choice.  studmuffin@gmail.com  is not the best 

decision. 

Library Card 
Join a club that can bring you adventure, education, entertainment and a private office space with 

access to the world. 

Your local library is a tremendous resource for your job search. With the daily newspapers and journals 

and free internet access you can research and review companies and job listings. There are usually quiet 

areas to work, study and write.  You can check out books, books on tape and videos.  Join a great 

organization – get a library card. 

Social Security Card 
This is a required document that all employers will need to see when they decide to hire you. Be ready 

by making sure you have your social security card with you at all times. If you have lost your card you 

can obtain another at the local social security administration office. They will usually give you a receipt 

which will work for employment purposes until the official card arrives in the mail.  There is probably a 

way to order a social security card through the mail but then you are without a receipt and no way to 

complete the employment process until it arrives.  That could take six to 8 weeks – a poor reason for 

failing to land the job. 

Thank You Notes / Stamps / Cheat Sheet 
You have just left a very promising interview. You really liked the interviewer and the position sounds 

perfect for you. The interviewer really seemed to enjoy the meeting also and promised to get back to 

you real soon. Everything felt perfect. She was even open enough to tell you it was between you and 

another candidate.  You have heard the importance of sending a thank you note following a interview 

and now feel that would be the right thing to do in this case.  

You make it to the stationary store just in time to pick up a small note card and envelope. That night you 

write a nice note saying how you feel your skills are a perfect fit for the position. The next morning you 

stop at the post office to buy a stamp and drop the note in the mail box. It arrives at the potential 

employers the next day. 

Unfortunately, the other top candidate was better prepared. He already had note cards and stamps. 

Before going home that evening he stopped at his office “the library” and completed a thank you note. 

It was easy to do, even after a long day of job hunting because he had with him a cheat sheet of well 

crafted paragraphs from which he simply choose the most appropriate and copied them onto his note 

card. Before heading home he dropped his thank you note in the mail box of which he already knew the 

last pick up time  and his note landed on the recruiters desk the very next day – one day ahead of yours! 



The recruiter spent the night tossing back and forth which of her two best candidates was the right 

choice. They both seemed equally qualified and capable. Still uncertain who to choose, the morning mail 

delivers a well written thank you note and her decision is made.  

Thank you notes work. They add one final positive topping to a good interview. They work best when 

they are well written, (prepare a cheat sheet ahead of time when you are relaxed and have someone 

edit it for you), and arrive on time, (have stamps and cards with you each job searching day and find a 

mail box with a late pick up). 

 Portfolio and legal pad 
Here is one of the most powerful tools you can own – if you learn to use it properly. First let’s explain 

what a portfolio is. This may seem elementary for you – or not.  A portfolio is a ‘leather like’ binder that 

when opened will hold a legal pad on the right side and a slip in pocket or two on the left side. This is a 

simple design and then they get more elaborate. Multiple side pockets, calculators, zippered pockets, 

etcetera. Some portfolios zip shut and others simply close.  I think the simpler the better as long as it 

looks professional – which means a clean dark cover.  I have found these at thrift stores and office 

supply stores.  Ask around – friends or relatives probably have one lying around. If there is a company 

name on it, it could work as long as the name isn’t overly distracting or noticeable. 

Your portfolio will serve multiple functions.  It is a place to store clean, unfolded, un-creased copies of 

your resume to attach to applications.  It provides a writing surface when you need to fill out an 

application in the employer’s office or waiting area. It can hold your calendar, thank you notes and pen. 

Who usually carries a portfolio?  Most typically it is a sales professional calling on a prospect or client. 

The receptionist greets this person a little differently. By walking in with your portfolio carefully tucked 

under your arm you have already begun to make yourself more ‘memorable’, different from the crowd.  

The receptionist may not be sure how to deal with you. To keep this persona growing you will want to 

practice using the portfolio during the interview or any communication with a prospective employer.  

Most interviewers are not accustomed to a job candidate taking notes – which is exactly why you want 

to do it.  

When sitting down to the interview, with a flourish, open the portfolio, rest it on your lap or crossed 

legs, turn to a clean sheet of paper, (which should be on top-this is no place to collect useless papers), 

grab your pen  and look like you are ready to take notes – which you of course you are ready to do.   

If you should be asked what you are doing you might respond with “anything and everything we talk 

about here I’m sure will be important when I am on the job” or “I’m certain you have some important 

things to share with me and I don’t want to leave any of it to memory”.   You are becoming memorable! 

Most interviewers will ask “do you have any questions for me?” If you are truly interested in the job for 

which you are being interviewed the answer should always be Yes.  Be prepared with some questions to 

ask the interviewer – write them down ahead of time and keep them in your portfolio. When your 

question is answered be sure to write down the answer.  All this information will be useful in follow up 



emails, phone calls and thank you notes.  When used properly – your portfolio can be your most 

powerful tool for providing a professional appearance.  

List of Questions 
When asked in an interview if you have any questions the answer should always be ‘Yes’. Asking 

questions shows you are interested, thinking, and that you have done your homework. Some guidelines 

for asking questions are provided in the appendix. 

One of the most important questions you always need to ask is “What is your timeline for filling this 

position?”  Knowing this will give you a clue as to the immediacy of your call backs and follow ups. If 

they are hoping to fill the position as soon as possible you will want to call back often – every day. If 

their timeline is to have the position filled in a month than you can space out your contacts. 

Prior to going to an interview or making any visit to a company, it would be wise to take a look at the 

company’s website. What can you learn from it? What questions does it prompt? How did the company 

get started? Who owns the company now? How large is their marketplace? Do they promote from 

within? What is their mission statement? What happened to the previous person who had this position? 

All these lead to good questions to ask. But be careful – ask questions that the interviewer can answer 

and that are truly meaningful to the position for which you are applying.   

Many questions are important for any job for which you are applying.  Keep a written copy of these in 

your portfolio and practice asking them with sincerity. Always write down the answers you are given.  

This shows the person that you feel what they say and the time you have been given is important and 

appreciated. When the time is appropriate use words to tell them this as well, when saying good bye or 

in a thank you letter.  Become likable and memorable. 

Important Documents  
Your social security card and state issued ID are required for completing a W9. A passport will also work. 

Your birth certificate, school records, transcripts and diplomas, health and immunization records, court 

records and credit reports are all important documents. An adult must maintain these in a safe and 

accessible place.  Keeping them at your mother’s home is not acceptable. Know what these are, keep 

them up to date and understand their meaning to you and your employer. A sturdy box or folder to 

store them in is a smart move. 

List of my advisors, friends and references 
Know who is in your corner. Who can you call upon for comfort and sympathy? Who can you share your 

feelings with, your successes and your failures? Who is always encouraging and inspiring and who is 

good at giving you a swift kick in the butt?  We all need a variety of people in our life to fulfill these 

roles.  Some friends are good to party with, have laughs and pass the time. But are they still the best 

person to ask for advice or open your heart to?  

To have friends you need to be a friend. Are you the kind of person someone can talk with about their 

struggles? Can you offer a listening ear to a friend that just needs to talk? 



In the job hunt and throughout life we will fare better if we can look into our corner and see 

encouragers, cheer leaders, mentors and others who can speak positively about us and honestly to us. 

Know who these people are in your life. Be ready with their contact information if asked to provide 

personal and business references on an application or along with a resume. Ask their permission to us 

them as a reference. 

If you find you don’t have people like this in your life right now – (and this can be difficult) – find them! 

The only difference between a crotchety old person and a cheerful senior is the friends they have. 

Vision Goals Affirmations & Faith 
There is much to be said about the power of a Clear Vision, Written Goals, Positive Affirmations and 

Strong Faith.  What these are and how to use them properly will be discussed in future publications. 

Even without instruction, you can still begin to make these ‘tools’ a part of your life and your future. The 

umbrella that covers all of these is Passion. That drive in your heart that says ‘I want this so bad I can 

taste it, feel it, see it and I will work toward achieving it no matter what obstacles life puts in my way!’ 

What dream can you say that about? 

 



What is the TimeLine 
 
Our life and who we are is the sum of all 
that we have experienced. The places 
we have been, the work we have done, 
the activities in which we participated 
and the relationships we have had.  
More important is how much we 
involved ourselves in these experiences 
and how much we allowed the 
experience to impact us. 
 
Taking inventory of these events and 
placing them on a timeline provides two 
important ingredients to who we are and 
how we face the world. 
 
The first is the opportunity to transfer to 
paper the dates and places of our 
personal history so that we do not have 
to trust our memory. This gives us a 
written journal of the important events in 
our life, and should be fun to create and 
then look back on over the years. You 
may even choose to use a small 
notebook with lots of pages. Each page 
can be a different year and you can then 
fill the page with all the events, big and 
small that you remember. Future years 
will be more complete as you record 
events as they happen.  This is different 
than a journal in that it is just a 
statement of what happened and does 
not include emotions and feelings. 
 
For example: 
 Painted Ms Howard’s garage 
 Got my motorcycle license 
 Tommy learned to ride his two-
wheeler. 
 Had Thanksgiving at Auntie Sue 
 
The second important ingredient within 
the time line is to be able to pull out the 
experiences that added skills and 

learning opportunities to who you are 
today.  What events gave you a chance 
to try something new that you: 
 Really enjoyed?  
 Found easy to do? 
 Taught you something new? 
 Could do again for a job? 

 
After creating your personal time line go 
through it again and again looking for 
things you did that answer those 
questions.  Did you mow lawns and do 
other landscaping work? Did you help 
paint? Build something? Fix something? 
Do something creative? Plan a party or 
event? Baby-sit? 
 
Each of these experiences has a 
relationship to a real world job. If you 
watched younger children during your 
summer vacations you probably learned 
skills that could lead toward a job at a 
day care or within a school system. If 
you grew up around people who were 
always working on cars you might have 
developed a natural talent for 
mechanics and engineering. A 
carpenter, sheet rock hanger or painter 
may have gotten started helping an 
uncle or neighbor. 
 
Use the two forms Labeled:  Time Line 
TL and Timeline Questionnaire to 
reminisce and discover all the skills you 
have acquired over your lifetime.   
 
Caveat:  If you are young or have not 
had a lot of experiences this is a good 
opportunity to look deeper at what you 
have learned from your past even if it is 
not related to building skills. Start your 
timeline today and look forward to filling 
it up in the coming years 



TimeLine Questionnaire 
 
Name                                                                                                                         My birth date is: 
 
I was born in: 
 
I started school at:                                                              in 19 
 
The best things I remember about grade school are: 
 
  
 
 
 
I started High School at: ____________________________in 19 _______ 
The best things I remember about high school are: 
 
 
 
 
I started College at: ____________________________in 19 _______ 
The best things I remember about post high school years are: 
 
 
 
 
During high school I helped:  ____________________________________________________ 
 
During high school I was a part of: _________________________________________________ 
 
During college I was a part of: 
 
I made money doing: 
 
I hung out with: 
 
I learned to: 
 
My family moved to: _______________________ when I was ______ years old 
 
Then we moved to _______________________when I was ________ years old 
 
I moved to _________ in ______________________ . 
 
I moved to _________ in ______________________ . 
 
I moved to _________ in ______________________ . 
 
In grade school my best friends were: ____________________________________________________ 



 
In high school my best friends were: _____________________________________________________ 
 
In college my best friends were: ________________________________________________________ 
 
I finished my formal education in _______________ when I was ______ years old. 
 
Today I participate in: ________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
 
I would like to: _____________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
I’m really good at: ___________________________________________________________________ 
 
___________________________________________________________________________________ 
 
What I enjoy doing the most is: _________________________________________________________ 
 
___________________________________________________________________________________ 
 
In _1976_ I _Helped a neighbor remodel his basement and learned basic carpentry and electrical skills 
 
In __________ I _______________________________________________________ 
 
In __________ I _______________________________________________________ 
 
In __________ I _______________________________________________________ 
 
In __________ I _______________________________________________________ 
 
In __________ I _______________________________________________________ 
 
In __________ I _______________________________________________________ 
 
In __________ I _______________________________________________________ 
 
In __________ I _______________________________________________________ 
 

Use the other side if you need more space  



TimeLine 

TL Where Have I Been                                  What Have I Done 

2009  

2008  

2007  

2006  

2005  

2004  

2003  

2002  

2001  

2000  

1999  

1998  

1997  

1996  

1995  

1994  

1993  

1992  

1991  

1990  



1989  

1988  

1987  

1986  

1985  

1984  

1983  

1982  

1981  

1980  

1979  

1978  

1977  

1976  

1975  

1974  

1973  

1972  

1971  

1970  

1969  

1968  



1967  

1966  

1965  

1964  

1963  

1962  

1961  

1960  

1959  

1958  

1957  

1956  

1955  

1954  

1953  

1952  

1951  

1950  

1949  

1948  

1947  

 



Questions Needing Answers   
 
If you have a child of your own, or 
have ever played with a 3 or four 
year old – think about what they 
were always asking.  Why? And of 
course your answer was never 
sufficient. The young child would ask 
over and over why? Why? Why? 
Was it because they didn‟t hear the 
first answer? Of course not.  
It was because they weren‟t satisfied 
with the first answer, or the second – 
they really truly wanted to know 
Why? 
Why does this happen? How did that 
come to be? When will we be there? 
Children are curious, curious about 
everything. 
 
Researchers have determined that 
one dimension of intelligence is 
curiosity.  
 
The great artist, sculptor scientist 
and inventor Leonardo Da Vinci lived 
in the 15th century.  Those were the 
years of 1452 to 1519.  In his 
drawings Da Vinci has sketches of 
parachutes and helicopters!  How 
could that be? 
The word helicopter didn‟t come 
about until 400 years later and the 
first actual helicopter, which only 
stayed aloft for a minute, wasn‟t until 
1907! 
 
Part of what made Leonardo Da 
Vinci the genius he was is the same 
thing we all had as children – 
Curiosity, the need to question and 
question and the desire to know and 
understand.  But then we get older 
and parents and teachers and 
society force us to just accept things 
the way they are and cause us to 
quit asking so many questions. 

 
How did Leonardo envision such a 
thing as a helicopter?  We‟ve all 
seen it, in springtime, when the 
Maple trees start to drop their seeds 

and 
the seedpods fall to the ground in a 
spiraling motion. Or the cotton like 
seeds of the cottonwood tree – looks 
like a parachute doesn‟t it. 
 
Leonardo Da Vinci kept into 
adulthood and even old age what 
most of us gave up in childhood – he 
asked questions. By questioning and 
not being satisfied with the first and 
easy answers he was able to create 
new ideas and invent new things. 
 
The same happens today – the rich 
and famous make similar amazing 
discoveries.   How about the 
musician that combines different 
notes, sounds and instruments?  Or 
the visual artist who combines a 
variety of entertainment forms and 
creates a spectacular performance 
like Blue Man Group or Circus de 
Solie. 

   
 



In the world of business a man 
named Frank Smith was curious 
enough, even after most people said 
it couldn‟t be done, to start a delivery 
service that would deliver packages 
anywhere in the United States 
overnight. That was the start of 
Federal Express. 
 
The question for us is what 
questions do we have? What 
questions have we left unanswered 
because we told ourselves „that‟s 
just the way things are‟, or „quit 
asking so many questions‟ or „there 
is no time for that now‟ or worse yet, 
„I‟ll figure that out later‟. 
In the arena of jobs and careers, 
unanswered questions can 
be very detrimental to our 
success. 
Do we have all the correct 
information about our past 
places of employment? 
Do we have all the 
necessary documentation? 
Where do I get a 
replacement social 
security card or birth 
certificate? What does my 
credit report say? Why is the sky red 
at sunset? What would my last 
employer say about my work 
performance? How much would it 
cost to take a vacation at the ocean? 
 
All of these unanswered questions 
could be the reason we lose job 
opportunities or have never taken a 
seaside vacation.  In order to 
accomplish things – big or small we 
always begin by finding things out 
and finding things out always begins 
with asking the right questions. 
 
A good vacation question might be 
“what does it cost to go to 
California”? But a better question 

might be, “what are the different 
ways I could travel to California”?  A 
good job search question might be 
“what could I write on an application 
about the things I did on past jobs”? 
A better question might be “what are 
all the skills I have learned during my 
life and careers that I bring to a new 
place of employment”? 
 
The form labeled QA – Questions 
Needing Answers is for you to use 
for the following exercise. Find a 
comfortable table to sit at, a good 
working pen and a clock. A good 
name for this exercise is „mind 
dump‟. For the next 30 minutes or 
until you have 100 questions, 

whichever comes first, you 
are going to dump on the 

paper all the questions that 
are in your mind. You do 
not want to get up or put 
your pen down, just keep 
writing. What you are 
writing are all the 
questions that are on the 
top of your mind and those 

you have buried over the 
years. Questions about life 

and nature and relationships and 
jobs and money and yourself and 
whatever else pops into your mind. 
Don‟t go back to look over what you 
have written during this time, that will 
happen later. Don‟t worry if you think 
you wrote the same question twice, 
that tells you something we‟ll talk 
about later. 
Just keep writing. 
 
Get Ready - Set – Go! 

 



Questions Needing Answers QA 
Why 

  

How Come 
  

How Many 
  

How Much 
  

How Far 
  

How Long 
  

Who 
  

What 
  

What Else 
  

Where 
  

When 
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How Many 
  

How Much 
  

How Far 
  

How Long 
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An assertive person 

is decisive and 

forceful without 

being pushy. 

Being Memorable 
Becoming memorable is an important part of a 

successful job search. Your ability to stand out 

from the crowd – both in person and in the 

documents you leave behind – is one of the 

main keys to getting the interview and landing 

the job.  But it is a fine line you must walk in 

order to be memorable in a good way as 

opposed to being remembered as an overly 

aggressive or “strange person” 

What is the difference between assertive 

and aggressive? 

Assertive means to display confidence in a self-

assured and positive manner.  On the 

other hand an aggressive person is 

pushy, competitive and forceful. 

People are not comfortable 

around aggressive people. 

Assertiveness is admirable as long 

as it is positive and considerate.  

So how does Being Memorable look in the 

job search ? 

It’s ten o’clock on Tuesday morning and Josh 

rolls into the parking lot of Acme Widget Inc.. 

The Sunday paper had an ad that Acme was 

hiring for their warehouse staff. As Josh opens 

the door of his car a soda can drops out onto 

the pavement. He tosses it back inside as he 

takes a quick look at himself in the rearview 

mirror.  As he walks toward the door he shoves 

his shirt into his jeans and stops to tie his shoes. 

Once inside Josh saunters over to the 

receptionist’s desk and asks: “I’d like to fill out 

an application for the warehouse job”.  The 

receptionist hands him an application and tells 

him he must fill it out now, that it cannot be 

taken out of the building. Before he is done Josh 

has asked for a pen and a phonebook. His 

application is incomplete and messy since he 

had to write on his lap. 

Consciously or unconsciously - we judge others. 

We think about other people and judge them. 

Their hair, the clothes they wear, their accent, 

the type of car they drive, where they live.  In 

the job – we are being judged, every step of the 

way. On a scale of negative 5 to positive 5 in the 

story above Josh started off as a zero – nothing 

good and nothing negative. But as he pulled 

into the parking lot and the receptionist 

watched him exit his car, toss the soda can back 

in and stuff in his shirt he went 

from a 0 to a negative 1 or 2.  

His approach in asking for 

an application, then a 

pen, then a phone book 

all brought Josh deep into 

the negatives.  Will this 

receptionist have a say in 

whether Josh gets an interview? Maybe 

not – but it is safer to act as if she will have a lot 

of input. 

Now Patricia also saw the ad in Sunday’s paper 

and arrived at the same location as did Josh – 

but she came as soon as the office opened on 

Monday morning. Patricia stepped from her 

clean car looking neat and properly dressed for 

the job she was applying for. She carried her 

resume in a portfolio which she carried 

professionally in her arm. When she entered 

the waiting area she approached the 

receptionist with purpose, extended her hand 

for a firm handshake and after introducing 

herself by name and offering a friendly “Good 

Morning” confidently asked to see the person 

who was conducting the interviews for the 

position advertised in the paper.  WOW – bing – 

bing – bing. While Patricia started off at the 



same 0 as Josh she quickly climbed the scale 

and was now a +4 or +5 in the mind of the 

receptionist. She was able to fill in the 

application in record time using her portfolio as 

a writing surface, copying the necessary 

information from the documents she had with 

her, attach her resume to the application and 

do it all with the pen she no doubt carried with 

her at all times. 

Josh was memorable – but not in the way that 

would get him a job or even an interview. 

Patricia on the other hand was memorable and 

very likely a prime candidate for the job.  

 

Let’s look at how Patricia used assertiveness to become memorable.  

 She carried herself with purpose 

 She arrived early 

 She offered her hand in a firm handshake (tactile senses) 

 She gave her name (auditory senses) 

 She asked the receptionist how she was feeling and for her name 

 She ** assumed the next step**by asking for the person who conducted the interview 

 She attached her resume to the application 

 She completed her application quickly and completely 

 She left by **asking for the next step ** 

Assuming and asking for the next step  

Assuming and asking for the next step is a way to be assertive and memorable without being aggressive. 

Consider the table below to gain a sense of this approach: 

I’d like to fill out an application What is the name of the person who hires for your 
company? 

 May I see the person who does the hiring for office 
staff 

Do I have to fill out the application here? I’d like to take this application with me and bring it 
back at a time I can meet with Mr. Weyerhauser in 
human resources 

Here is the completed application – do you know 
when I might hear back? 

Here is the completed application and a copy of 
my resume. May I set an appointment to meet 
with Mr. Weyerhauser please? 

 

In each of these examples the person assumed they could speak immediately to the hiring person or set 
an appointment with the person. With the take charge attitude and demeanor of an assertive person, 
plus the professional appearance accented by the portfolio it is possible that their request may be 
granted.  If not and the receptionist points out that “We’ll call you if we are interested in interviewing 
you” nothing has been lost. In addition the receptionist will remember Patricia favorably and might 
mention her to the hiring person or put her application on top with a note. 

 Try these statements with confidence, a smile and lots of appreciation and you will become memorable 
and likable both on the job hunt and through all of life. 



 

 

Becoming Memorable 
 

What does it mean to be Memorable? 
 
 
 

 
 
 
What can I do to gain points? 
 
 
 
 
 
 
 
 
What things steal my points? 
 
 
 
 
 
 
 
 
 
What is your most powerful tool in the job search? 

 
 

 
 

YOU’RE  
HIRED!! 

 
+ 4 

 
+3 

 
+2 

 
+1 

 
0 
 

-1 
 

-2 
 

-3 
 

-4 
 

 

 



Managing Your Week 
The hardest thing about being on the hunt for a 

new career is that you are hunting alone. While 

you might have a support network or a friend to 

encourage you – each day it is up to you to find 

the drive to get done what needs to get done. 

Managing your time and your activities is the 

key. In order to accomplish this you need to 

have a plan, a schedule of what, when and 

where things need to get done, a sense of 

priorities of these items and the ability to say 

NO when obstacles get in the way. Those 

obstacles will come from within yourself and 

from outside.  If money is tight it is hard to 

justify paying for child care or burning up gas.  

 

If working out of the home or taking over 

household duties while your spouse works is 

part of a prearranged agreement then that is 

great. But if you have a real need to find a new 

job, then spending full time in the job hunt 

must take priority over household duties.  

Are there other people you know who are also 

on the job hunt? Is sharing in child care a 

possibility? Can you pick up applications for one 

another or car pool to appointments and job 

fairs?  While you are not working at a paying job 

– you are still working. Others may not 

understand this and may ask for favors during 

the work day. You must be firm in being able to 

help – but after 5 o’clock. 

 

The page called Managing My Week gives an example of how a well organized week would look. Let’s 

look at each area of the calendar to understand its importance.  

Preparing to Meet the World is that 

important time of each morning when you 

engage physically (working out / eating 

breakfast); Spiritually (meditating / praying); 

Mentally (reading) and renew your 

commitments to your goals. Better than rolling 

out of bed and facing the world half asleep and 

uncertain of what the day’s plans are, taking 

time to prepare your mind and your body is the 

first step toward a day of success. 

Go Time are the hours best spent 100% 

devoted to the hunt. This is when businesses 

are open for you to talk with. This is when you 

are sharp enough to communicate in person 

and on the phone with prospective employers. 

It is important to allow for Go Time on Saturday 

mornings, Sunday nights and each night before 

transitioning to personal time and sleep. These 

non-work day Go Times are crucial for research 

and preparation so you can hit the ground in 

motion the next work day. 

Blue time is for family, friends and personal 

time. You may decide to use a majority of this 

Blue time personally or with family in quiet 

activities that enhance your abilities to work 

well during the week. Respect routines and 

sleep times – you need all the energy you can 

for the hunt. 

Gold time is crucial. Spend it connecting with 

others or working on dreams and hobbies. 

Being out of work can easily lead to feelings of 

depression and loneliness. Gold time is 

important to bring balance, perspective and a 

sense of belonging. Use it well for fun, laughter 

and good times. 



 

 Managing 

My Week Mon Tues Wed Thurs Fri Sat Sun 

7:00 AM 
Preparing to meet the World 

    

8:00 AM 

  

  

9:00 AM 

Green is Go Time - work hours to be used for 

filling out applications, interviews, phone and face 

to face time with potential employers. Use only 

some of this time for research and planning – like  

on weekends and evenings 

  

10:00 AM 

Gold is time for 

Family, Friends, 

God, and self. A 

time for projects 

and fulfilling 

dreams. All in the 

proper proportion. 

11:00 AM 

12:00 PM 

1:00 PM 

2:00 PM 

3:00 PM 

4:00 PM 

5:00 PM 

Blue is family, friends and personal time 
6:00 PM 

7:00 PM 

8:00 PM 

9:00 PM Review and plan for tomorrow       

10:00 PM Personal time    



 

 

  Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

Date 
       

7:00 AM 
     

    

8:00 AM 
     

    

9:00 AM 
     

    

10:00 AM 
     

    

11:00 AM 
     

    

12:00 PM 
     

    

1:00 PM 
     

    

2:00 PM 
     

    

3:00 PM 
     

    

4:00 PM 
     

    

5:00 PM 
     

    

6:00 PM 
     

    

7:00 PM 
     

    

8:00 PM 
     

    

9:00 PM 
     

    

10:00 PM 
       

 



New Man 
New Woman 

Who I Am Now 
Who I Am 

Becoming 

Time 

& 

Activities 

Do not be foolish 
– if a potential 
employer has any 
chance of seeing 
your record – you 

should be the first 
one to tell the 

story 

What is a Personal Growth Statement? 
 
We have all made mistakes. They are like physical injuries. Sometimes they heal and leave no scar at all.  
Some injuries leave scars.  Scars sometimes are cool and add character, but most are ugly and remind 
us, and others, of a bad situation. 
 
Sometimes injuries cause a permanent change in who we are and how we will live the rest of our lives. 
An accident that causes blindness or a lost limb.  The person who now must learn to adjust to only one 
leg, or only hearing the world around them. 
 
When a mistake we have made causes a permanent change in who we are - we need to learn how to 
adjust.  A foolish mistake that leads to a police and court record is similar to someone with a physical 
disability. A person now has a barrier that needs to be adjusted to if we are to live as a whole person in 
society. 
 
That was then, this is now.  That’s the old me, this is the 
new me. 
Then I was young and stupid.  Today I am older and 
wiser. 
 
It is our job to educate our audience, (landlord, 
employer, mentor) about the changes we have made.  It 
is our responsibility to enlarge the gap between who we 
were and who we want to become. To distance 
ourselves in time and achievement from our old foolish 
self. In a handful of states, court records are open to the 
public and can be accessed in minutes on any home 
computer. Each state has its own policies on who and 
when these records can be seen. Do not be foolish – if a 
potential employer has any chance of seeing your record 
– you should be the first one to tell the story. 
  
To be effective a Personal Growth Statement must: 
 Be sincere 
 Be truthful 
 Be well written 
 Be typed  
 Be memorized 
 Be used 

 

Old Man 
Old Woman 

Who I Was 



How to Use Your Personal Growth Statement 
After you have determined how accessible your court records are and what can be read by your 

potential employers you must read them yourself and get a complete understanding of what is written. 

Are the records listing something that is harsher sounding than it really was? Are there things listed that 

were dropped or actually not an offense such as a divorce or a lawsuit you filed against someone else? 

Can your name be confused with another person because of a different middle name or initial, similar 

birthday? Has someone been using your identity and violations are on your record that someone else 

committed?  If any of these are a problem you need to work at clearing them up and direct a potential 

employer to the accurate information.  This can be touchy but it shows honesty and creativity. 

All job applications have a section that asks something similar to: 

Please list any felonies within the past 5 years that 

would make it unsuitable for you to perform the 

duties of this job. 

This is followed by a couple of lines in which you are to explain all the details of your past. Don’t Do It! 

First, the person reading your application did not write the application and takes very liberally the 

terminology. If your court records can be accessed, the interviewer does not care whether it was 5, 7 or 

15 years ago or if it was a felony or a misdemeanor. If it can be seen, it becomes a big red flag and must 

be explained quickly or your application never sees the light of day. You may not think it causes you to 

be unsuitable for the job, but they do. 

You Personal Growth Statement is your memorable and assertive method of fully explaining the 

blemishes of your past in a positive way. It clarifies your understanding of what you did and what you 

did to change and correct your mistakes. 

1 – Memorize it in a conversational manner.  If you are in a situation to have an interview before your 

application is reviewed you should be ready to talk candidly about your past. Practice telling your story. 

Be concise and to the point. Don’t belabor the negatives or draw too graphic of a picture. Do draw a 

very colorful and graphic picture with your words about how you have changed and what your life is like 

today. Be honest and sincere. If you can’t be they’ll see right through you. Look the person in the eye as 

you tell your story! 

2 – Have clean printed copies of your Personal Growth Statement with you at all times in your portfolio. 

When filling out an application attach it to the back of the application. 

3 – In the space asking you to list any violations, use the couple lines to write ‘See attached’. This 

immediately provokes curiosity and gets your Personal Growth Statement read. If you have told the 

story right it will help to get the interview. Everyone likes honesty and a chance to help someone who 

has changed their ways. 

Please contact us with your experiences in using a Personal Growth Statement, good or bad – thanks! 



Example of a Personal Growth Statement 
 

 

 

 

To Whom It May Concern: 
 

Thank you for taking the time to read the following and consider my application for 
employment. 

 
 When you review my court records you will find _____ entries.  These actually relate to 
____ incidences.  The majority of these (occurred when I was much younger / were a result of 
underage drinking / are traffic related / foolish mistakes I made as a teen-ager)   
 The most recent incident occurred in   (month / year).  It involved ___________. 
 
 Since that time of (my youthful foolishness) I have  (gone to school, made full restitution 
/ have begun a repayment plan/ attended Phoenix Life Skills training / attended Blackhawk 
Technical College / received my Certified Nursing Assistant certificate / volunteered at / 
become a regular attendee at my church…..) 
 
 The lessons I have learned have been difficult. I look forward to fulfilling the new 
commitments I have made for life and my family. In order to realize my goals I will be one of the 
best employees of the organization kind enough to offer me the opportunity. 
 
Thank you again. 
 
Sincerely yours, 
 
  
 
 
 
 
 
 
 
 
  

Here is the key phrase 
– since that time – it 
sets a distance between 
what was and what I 
have done about it.  Is 
it Sincere? It must be! 



Tracking Activities 
Knowing each day what needs to be accomplished will give you motivation, a purpose and a standard by 

which to chart your progress.  A tracking system has been provided for you in the form of single sheets, 

each holding space for two prospective employers. Make yourself copies of these pages and keep them 

handy. 

 

 Date of App is the date when you filled out an application or dropped off a resume. 

 Company Name / address / Zip / Phone are self explanatory 

 Title, Interviewers Name and email are those of the person who you will follow up with – was it 

a supervisor, recruiter or department head.  Make certain the spelling is correct. 

 Title, Receptionist Name and phone will give you an ally inside the company. When you call and 

talk to this person by name you will gain rapport that will help you learn a lot about where 

things are at in the hiring process. 

 Sending a thank you note to each of these people is important. – send the note and mark the 

date sent. 

 The empty box at the end is for additional information – bus stop? Location? Etc? 

 Date of interview and notes. This is where pertinent information from the interview can be 

noted and then used in a follow up phone call.  

 The next four lines, (and you may need more), are where you track the date and record the 

method of follow up. Did you call, email, stop in or send a fax? Every action deserves an equal 

and opposite reaction. Every follow up requires planning the next follow up.  How soon after is 

determined by how soon they intend to fill the position. This is one of the major questions you 

need to ask in the interview or before. Will you follow up again this week or wait till next week? 

Date of App Company Name Address Zip Phone 

  

Title Interviewers Name email or phone ext Thank you note sent? 

Title Receptionist Name email or phone ext Thank you note sent? 

Date of Interview Notes From Interview 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 



Once you are actively using these tracking sheets, a simple glance at the left hand columns will give you 

an idea of what needs to be followed up on each day. Your goal is to keep following up till they tell you 

they have already filled the position or you have landed another job.  At that time it is important that 

you contact everyone you have interviewed with and kindly thank them while sharing your good news. 

Not only have you avoided burning bridges, but you have strengthened them for the future. 

 

 



 

 

 

 

Date of App Company Name Address Zip Phone 

  

Title Interviewers Name email or phone ext Thank you note sent? 

Title Receptionist Name email or phone ext Thank you note sent? 

Date of Interview Notes From Interview 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

       

Date of App Company Name Address Zip Phone 

  

Title Interviewers Name email or phone ext Thank you note sent? 

Title Receptionist Name email or phone ext Thank you note sent? 

Date of Interview Notes From Interview 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 



 

 

 

Date of App Company Name Address Zip Phone 

  

Title Interviewers Name email or phone ext Thank you note sent? 

Title Receptionist Name email or phone ext Thank you note sent? 

Date of Interview Notes From Interview 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

       

Date of App Company Name Address Zip Phone 

  

Title Interviewers Name email or phone ext Thank you note sent? 

Title Receptionist Name email or phone ext Thank you note sent? 

Date of Interview Notes From Interview 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 

Follow up Date Follow up Activity Notes From Activity 



The Purpose of Your Resume 
A resume is a brief, concise document that 

presents and effectively sells your most relevant 

and positive credentials for employment.  An 

effective resume gets you an interview, not a 

job. An employer will usually spend 15 to 20 

seconds reviewing your resume, so the content 

of your resume must be clear, concise, and targeted 

to the type of job for which you are applying. If 

your resume has a typo or grammatical error, it 

will probably jump off the page to an employer, 

and this is a way to weed you out of a candidate 

pool. Your resume may be the only chance you 

get to make an impression, so your goal is to 

make it a good one. 

This is a competition between all the applicants 

and there is usually only one 

winner. Your well crafted resume 

has one purpose – to get you past 

the cut and into an interview. In 

today’s employment climate the 

first objective of a recruiter is to 

reduce the stack of resumes and 

applications to a hand full of 

potential candidates who will 

then be offered an interview. As 

each resume/application is quickly reviewed the 

recruiter is sub-consciously looking for a reason 

to toss it out.  

Initially your resume must provide a great first 

impression. Easy to read, clean, good font 

choices and formatting.  Many jobs will require 

that an application be filled out along with your 

resume. If this is true or not – the resume 

should not be a duplication of the same 

information an application would request. 

 The wording used must paint a word picture in 

the mind of the reader. By choosing words that 

express the two Q’s you will add color to the 

picture you are going to paint.  The first Q is 

Quality. A resume can state that the applicant 

has “management and supervisory experience”, 

or it can tell the recruiter that the applicant has 

“Extensive Experience in office management 

and staff supervision”. Are you beginning to see 

the picture a little clearer? 

The second Q is Quantity. How much, how 

many, how long, how much. A person might 

have “Warehouse Experience” or they could 

have “Seventeen years experience in a 300,000 

square foot warehouse shipping 45 trailers 

daily”.  “Proven supervisor of up to 14 staff 

members responsible for increasing department 

sales by 23% over a three year period”.  Is the 

picture clear and colorful enough to truly see 

the job applicant?  

The style you choose for your resume will 

depend on your background and work 

experience, as well as the skills 

which you wish to highlight. A 

resume is a dynamic document. It 

needs to be flexible and quickly 

changeable to reflect the skills 

needed for the particular position 

you are applying. Having your 

resume with you at all time in an 

electronic format is crucial. 

Knowing how and where to make 

changes to your resume quickly is important. If 

you stumble upon an opportunity do you know 

where the closest library is to stop in at, pop 

your disk or jump drive into an available 

computer, make changes to your resume that 

accentuate the skills required and print out a 

clean copy for delivery to the human resource 

department of your new employer?  

The most important skill to have today is 

knowing how to look for work. 

 

  

The words 

you use must 

paint a word 

picture in the 

mind of the 

reader 



The following pages show examples of the three 

most common types of resumes.   

The Chronological Resume is good for someone 

with a consistent job history with long terms of 

employment with fewer employers.  It is a good 

way to highlight longevity and job 

responsibilities. 

The Functional Resume is a good choice for a 

person whose job history has breaks and many 

employers. It is the best way to highlight the 

skill sets of the person including those not 

learned or used on the job. 

The List Resume highlights job duties and 

responsibilities in a different way than the 

Functional Resume does for the person who 

might be a good employee but not a leader or 

manager. 

 Quality and Quantity are the keys to 

painting a strong word picture in the 

mind of the reader. 

 Grammar and proper spelling are a 

must. 

 Stick with one style – either full 

sentences or statements. 

 Be concise, avoid being too wordy. 

 Use strong action words (see examples 

on the pages following the resume 

examples. 

 Attempt to write your own resume first, 

before enlisting the help of others.  A 

resume is a personal document that 

you will need to know how to tweak 

and adjust repeatedly.  

 Look for additional publications from 

LivingReal about resume writing. 

 



6221 East Washington Ave     Madison WI 53704       608/786-8746  
skthirpe@charter.net 

Sam K. Thirpe 
 

My objective is to acquire an executive level sales position through which my 
background and experience are fully utilized and challenged in meeting and 
exceeding company goals.   

 

 Proven sales professional, trainer, presenter, and manager  

 Self-managing, goal-directed, and highly organized  

 Well-developed listening and interviewing skills 

 Quick learner, creative and resourceful 

 Comfortable and competent with computers and technology 

      Proficient communicator, both written and verbal 

 

2000-present AMERICAN EQUITY COMPANY – ACCT REPRESENTATIVE 

                   Prospecting marketing and sales of individual health insurance plans,  

life insurance, and disability insurance.  Recipient of Top Ten Agent  

award 4 of 8 months, Top New Agent award and Silver Sapphire award.   

1992-2000   AGENCY SOFTWARE SOLUTIONS, LA JOLLA CA.   - SR. ACCT REP. 
Consulted and demonstrated computer automation. Surpassed all  

previous territory revenues, resulting in membership in Presidents Club  

and Top Performers.   

 

1990-1992   McBride & ASSOCIATES, FOUNTAIN VALLEY CA   - AREA SALES MGR. 

Developed and conducted sales skills seminars. Consulted with  

management teams on staff development. Hired and trained sales  

staff while opening new territory for company.  

 

1983-1990   COMMUNITY PROTECTION AND INVESTMENTS - INSURANCE SPECIALIST,   

Personal producer, seminar leader, and brokerage specialist, introducing  

financial products to clients and agents.  Producer and Manager of satellite  

office of a property casualty agency.  

 

1982          B.S., UNIVERSITY OF WISCONSIN       STEVENS POINT, WI 

                         Wisconsin and Illinois Intermediary Insurance licensed since 1983 – No. 02007946 
LUTCF to be completed in 2003  

 

This is an example of a Chronological 
Resume where the dates and job 

duties are emphasized 

 



 

 

John G. Public 

2861 Williams Dr. 
Madison, WI 53519 

608-275-8646 
emailmetoday@yahoo.com 

 

Objective 

To apply my skills as a team member of a professional 
organization. 

Professional Profile 

 Extensive experience in senior residential care including all aspects 
of ambulating, dressing, hygiene and meal preparation. 

 Working knowledge of individualized dietary requirements for 
seniors and preschoolers. 

 Experienced developer of activities for preschoolers. 

 Well-developed customer service skills including phone, face to face, 
order fulfillment and appointment scheduling.  

 Experienced in inventory control, ordering, shipping and inventory 
maintenance. 

 Friendly, outgoing and determined 

 Self managing and well organized 

 

 

Work History 

February 2003 to June 2003, CNA, St. Elizabeth Nursing Home, Janesville, WI 

October 2002 to December 2002, CNA, Rosewood Manor, Delavan, WI 

CNA, Evansville Manor and Rehabilitation, Evansville, WI 

Caregiver, Kelly House, Evansville, WI 

Assistant Teacher, Kids Korner daycare, Evansville, WI 

Education 

Stoughton High School, Stoughton, WI 

   CNA certificate earned at Blackhawk Technical College, Janesville, WI 

References 

References are available on request. 

 

 

 

 

 

This is a 
Functional 
Resume example 
where Skills are 
emphasized 
 



  

Jane H. Proud 

2861 Williams Dr. 
Stoughton, WI 53589 

628-205-9298 
emandme@yahoo.com 

 

Objective 

To obtain a career with a leading organization in the heath care field. 

Professional Profile 

Caring for the elderly: 

 Individualizing dietary requirements 

 Ambulating residents 

 Assisting residents with dressing 

 Assisting residents with Hygiene 

 Doing laundry 

 Light housekeeping 

 Meal preparation 

Childcare teacher: 

 Planned activities for 2-5 yr olds 

 Prepared snacks 

 Planned and chaperoned field trips 

Factory work: 

 Packing orders 

 Reading invoices 

 Assembly work 

 Meeting order requirements 

Customer service: 

 Answering phones 

 Searching database for part numbers 

 Ordering parts  

 Arranging shipment of parts 

 Setting up appointments for repair calls 

Work History 

February 2003 to June 2003, CNA, Elizabeth Nursing Home, Janesville, WI 

October 2002 to December 2002, CNA, Rosewood manor, Delavan, WI 

June 2002 to October 2002, CNA, Evansville Manor, Evansville, WI 

May 2000 to June 2002,  Teacher, Kids Korner daycare, Evansville, WI 

Education 

1996 - 1998  Stoughton High School, Stoughton, WI 

   2001 – 2003 Blackhawk Technical College, Janesville, WI 

 GED certificate earned  

 CNA certificate earned 

 

In this example of 
a List Resume 
dates are 
downplayed and 
skills & job duties 
are presented 
 



Words for building a powerful Resume 
 

Action Verbs 
Accelerated * 
Accepted 
Accomplished * 
Achieved * 
Acquired Adapted 
Adjusted 
Administered * 
Advanced * 
Advertised Advised 
Analyzed 
Announced 
Anticipated Appointed 
Appraised 
Approved Arbitrated 
Arranged Assembled 
Assessed Assigned 
Assisted Attained * 
Audited Authored 
Authorized Automated 
Averted Balanced 
Bargained Bought 
Briefed Budgeted * 
Built Calculated 
Captured Cared for 
Carried out * 
Catalogued 
Centralized Chaired 
Changed Charted 
Checked Clarified 
Closed Coached 
Collaborated 
Collected 
Commanded 
Communicated 
Compared Compiled 
Completed Composed 
Compounded 
Computed Conceived 
Conceptualized 
Concluded 
Condensed 
Conducted 
Confronted 
Constructed 
Consulted Contacted 
Contracted 
Contrived Controlled 
Converted Conveyed 

Convinced 
Cooperated 
Coordinated * Copied 
Corrected Correlated 
Corresponded 
Corroborated 
Counseled Created * 
Critiqued Cultivated 
Curtailed Cut * 
Decentralized 
Decided 
Decreased * Defined 
Delegated Delivered 
Demonstrated 
Described Designed 
Detailed 
Detected Determined 
Developed * Devised 
Diagnosed Directed 
Discovered 
Dispensed 
Displayed Disproved 
Dissected Distributed 
Diverted Documented 
Doubled * Drafted 
Drove Earned Edited 
Educated 
Effected Eliminated * 
Employed Enacted 
Encouraged Enforced 
Engineered Enjoyed 
Enlarged Enlisted 
Ensured Entertained 
Equipped Established 
* Estimated Evaluated 
Examined Exceeded * 
Exchanged Executed 
Exhibited Expanded * 
Expedited * 
Experimented 
Explained Explored 
Extracted Fabricated 
Facilitated 
Familiarized 
Fashioned Figured 
Filed Financed Fixed 
Focused 
Followed directions 
Forecasted 
Formalized Formed 

Formulated Founded * 
Furnished Gathered 
Generated * 
Governed Graded 
Graduated 
Grouped Guided 
Halted Handled 
Headed * Helped 
Hired Identified 
Illustrated 
Implemented * 
Improved * 
Improvised 
Increased * Indexed 
Induced Influenced 
Informed Initiated * 
Innovated * Inspected 
Inspired Installed 
Instituted Instructed 
Insured Integrated 
Intensified Interpreted 
Interviewed 
Introduced * Invented 
* Inventoried 
Invested Investigated 
Issued Joined 
Judged Justified Kept 
records Key noted 
Launched * Learned 
Lectured Led * 
Lifted Liquidated 
Listened Loaded 
Located Logged Made 
Maintained 
Managed Manipulated 
Manufactured 
Marketed 
Mastered Measured 
Medicated Memorized 
Merchandised 
Modeled Moderated 
Modified 
Monitored Motivated 
Named Navigated 
Negotiated Nominated 
Nursed Nurtured 
Observed Obtained 
Offered Officiated 



Words for building a powerful Resume 
 

Operated Ordered 
Organized * 
Originated * 
Overcame * 
Overhauled * 
Oversaw Packed 
Participated 
Perceived Perfected * 
Performed 
Persuaded 
Photographed Piloted 
Pinpointed 
Placed Planned 
Predicted Prepared 
Prescribed Presented 
Presided Printed 
Problem solved * 
Processed Procured 
Produced 
Programmed 
Prohibited Projected 
Promoted 
Prompted Proofread 
Proposed Protected 
Proved * Provided 
Publicized Published 
Purchased 
Questioned Raised 
Ran 
Rated Read 
Reasoned Received 
Recommended 
Reconciled Recorded 
Recruited 
Rectified * 
Redesigned * 
Reduced * Referred 
Regulated 
Rehabilitated 
Reinforced Related 
Removed Rendered 
Renewed 
Reorganized * 
Repaired Reported 
Represented 
Researched 
Reshaped Resolved * 
Responded 
Responsible for 

Restocked Restored 
Restructured * 
Retrieved 
Revamped * 
Reversed * Reviewed 
Revised 
Satisfied Saved * 
Scheduled Screened 
Searched Secured 
Selected Separated 
Sequenced Served 
Serviced Settled * 
Set up Shaped 
Shared Showed 
Signaled Simplified * 
Sketched Sold 
Solved * Sorted 
Sought Sparked 
Spearheaded * 
Specified Spoke in 
public Staffed 
Standardized 
Stimulated Stocked 
Streamlined * 
Strengthened 
Structured Studied 
Submitted 
Succeeded 
Summarized 
Supervised Supplied 
Supported Surveyed 
Symbolized 
Synthesized 
Systematized 
Tabulated Tailored 
Taped 
Taught Team built 
Tended Tested 
Tightened Traced 
Tracked Traded 
Trained Transcribed 
Transferred 
Transformed 
Translated 
Transmitted 
Transported Traveled 
Trimmed Tripled * 
Trouble shot * Turned 
around * 

Tutored Typed 
Uncovered 
Understood 
Unified * United * 
Unraveled Updated * 
Upgraded * Used 
Utilized Validated 
Verified Visited 
Volunteered Washed 
Weighed Widened 
Won * Worked 
Wrote 
 



Words for building a powerful Resume 
 

Descriptive 
words 
Able Accurate Active 
Adaptable 
Adept Administrative 
Advantageous 
Aggressive 
Alert Ambitious 
Analytical Articulate 
Assertive Astute 
Attentive Authoritative 
Bilingual Broad 
minded Calm Candid 
Capable Cheerful 
Committed 
Competent 
Completely 
Comprehensive 
Confident 
Conscientious 
Considerate 
Consistent 
Constructive 
Continuous 
Contributions 
Cooperative Creative 
Curious 
Decisive Dedicated 
Deliberate 
Dependable 
Detailed Detail-
oriented Determined 
Diligent 
Diplomatic Disciplined 
Discreet Diversified 
Driven Dynamic 
Eager Easily 
Easygoing 
Economical Effective 
Efficient 
Effortlessly 
Empathetic Energetic 
Enterprising 
Enthusiastic Excellent 
Exceptional 
Experienced 
Expert Expertly 
Extensive Fair 

Farsighted Fast 
learner Flexible 
Forceful 
Friendly Generalist 
Hard-working Honest 
Imaginative 
Increasingly 
Independent In-depth 
Initiative Innovative 
Insightful Instrumental 
Inventive 
Knowledgeable 
Leadership Logical 
Loyal Major Mature 
Meaningful 
Methodical Meticulous 
Motivated Multilingual 
Objective Open-
minded Optimistic 
Orderly 
Organized 
Outstanding Patient 
Perceptive 
Persistent Personable 
Personally Persuasive 
Pertinent Pleasant 
Positive Practical 
Precise Problem-
solver Productive 
Professional 
Proficient Profitable 
Progressive Proven 
Punctual Qualified 
Quality conscious 
Quick learner 
Realistic Recent 
Reliable Repeatedly 
Resilient Resourceful 
Respectful 
Responsible 
Responsive Risk-
taker Routinely 
Satisfactorily 
Scope Self-confident 
Self-controlled Self-
reliant 
Self-starter Sharp 
Significantly Sincere 
Skilled Skillful Solid 
Sound 

Specialized Specialist 
Stable Strategically 
Strong Substantial 
Successful Superior 
Systematic Tactful 
Talented Team player 
Technical Thorough 
Timely Uniform 
Universal Up-to-date 
Valuable Varied 
Versatile Vigorous 
Well-educated Well-
rounded 
Wide background Will 
travel Will relocate 

* Starred words are 
especially good for 
indicating your 
accomplishments. 
 

 
 



Words for building a powerful Resume 
 

Management skills 
administered 
analyzed 
coordinated 
developed 
directed 
evaluated 
improved 
supervised 
 
 
Clerical skills 
arranged 
catalogued 
compiled 
generated 
organized 
processed 
persuaded 
systemized 
 
Creative skills 
conceptualized 
created 
designed 
established 
fashioned 
illustrated 
invented 
performed 
 

 
Helping skills 
assessed 
coached 
counseled 
facilitated 
represented 
 
 
Technical skills 
assembled 
built 
calculated 
designed 
operated 
overhauled 
remodeled 
repaired 

Communication 
skills 
arranged 
addressed 
authored 
drafted 
formulated 
 
 
Financial skills 
administered 
analyzed 
balanced 
budgeted 
forecast 
marketed 
planned 
projected 
 
 
Research skills 
clarified 
evaluated 
identified 
inspected 
organized 
summarized 
 
 

 



 

 

My Complete Employment Search Information 
 

Name: ______________________________S.S.#_________-_____-_________ 

Birth date: _____/_____/_____      Email _____________@_______________  

Address:___________________________________________ _____ 

City, State, ZIP:___________________________________________________ 

Day Phone:___________________      Night Phone:_____________________ 

 

Schools Attended: 

Name _________________________________________ Graduate Date__________ 

Address ______________________________City _____________________________ 

 

Name _________________________________________ Graduate Date__________ 

Address ______________________________City _____________________________ 

 

Name _________________________________________ Graduate Date__________ 

Address ______________________________City _____________________________ 

 

Places I have worked: 

 

Name ________________________________________________________ 

Address ____________________________  City___________ Zip___________ 

Phone __________________________ Supervisors Name__________________ 

Job Title_________________________________   Pay____________________ 

Reason for Leaving ________________________________________________ 

Dates of Employment    _____/______/_______ to _____/_____/_______ 

 

Name ________________________________________________________ 

Address ____________________________  City___________ Zip___________ 

Phone __________________________ Supervisors Name__________________ 

Job Title_________________________________   Pay____________________ 

Reason for Leaving ________________________________________________ 

Dates of Employment    _____/______/_______ to _____/_____/_______ 

 

 



 

 

Places I have worked: (continued) 

Name ________________________________________________________ 

Address ____________________________  City___________ Zip___________ 

Phone __________________________ Supervisors Name__________________ 

Job Title_________________________________   Pay____________________ 

Reason for Leaving ________________________________________________ 

Dates of Employment    _____/______/_______ to _____/_____/_______ 

 

Name ________________________________________________________ 

Address ____________________________  City___________ Zip___________ 

Phone __________________________ Supervisors Name__________________ 

Job Title_________________________________   Pay____________________ 

Reason for Leaving ________________________________________________ 

Dates of Employment    _____/______/_______ to _____/_____/_______ 

 

Name ________________________________________________________ 

Address ____________________________  City___________ Zip___________ 

Phone __________________________ Supervisors Name__________________ 

Job Title_________________________________   Pay____________________ 

Reason for Leaving ________________________________________________ 

Dates of Employment    _____/______/_______ to _____/_____/_______ 

 

Name ________________________________________________________ 

Address ____________________________  City___________ Zip___________ 

Phone __________________________ Supervisors Name__________________ 

Job Title_________________________________   Pay____________________ 

Reason for Leaving ________________________________________________ 

Dates of Employment    _____/______/_______ to _____/_____/_______ 



 

 

 

Other Training and Certifications: 

What    When

 

 

 

 

 

 

 

 

 

 

 

Skills I have learned throughout my life: 

 

What: 

 (i.e.:  house painting)  

When: 

(i.e.: summer in high school) 

 

 



Always be Ready with a Question 
During or following most interviews you may be given a chance to ask questions of the interviewer. 

Don’t miss this opportunity to display your interest and enthusiasm for the job. Have your questions 

written so you don’t forget them and as the answers are given – write them down! By writing down the 

answers you are displaying sincerity in really wanting to know.  Do a little homework about the company 

and ask a question or two that shows you have done your research. 

 Ask open-ended questions (These are questions where the answer can't be 

answered with a simple 'yes' or 'no’). 

 Keep it short and concise. Make sure that the interviewer will understand what you 

are asking.  

 Don't interrupt during the reply. This is rude. It shows that you are not listening to 

the answer. If after the answer you believe you need some clarification, ask another 

question. But always listen first. And take notes. 

 Use Inclusive Language. Use words like 'We', 'My' or 'Our· ... such as, "When our 

team is working on a project, how ... ?”  This paints the picture of you already in the 

position. 

 Save questions about benefits until a second interview unless the interviewer brings 

up the subject. 

 “What is your timeline in filling the position?” is an important and excellent 

question. 

 Ask questions the interviewer can answer. The interviewer from the human 

resources department probably won't know what equipment is used in the plant. 

Neither will the plant supervisor know much about the health plan.  

 Avoid questions that are obvious or easy to determine. Ask question that show you 

have thought through the process.  

 Avoid "Why" questions. For the most part this remains as annoying as it did to our 

parents when that was the only question out of our mouths.  

 Avoid veiled threats. Don't say "If I don't get this job I will have to ... "  

 Avoid questions that hint of desperation. Even if you have been out of work for six 

months, the rent is past due and your car is being repossessed, your approach needs 

to be positive.  

 Avoid asking questions that focus on what the company can do for you.  

 Remember the interviewer is looking for how you fit into the company, not how 

well the company will fit you.  

 Don't ask questions that are irrelevant to the job or organization. This is not the 

time to ask about the company softball team or "did you see how those Brewers are 

playing".  

 Relax.  

 



Good Questions That You Should Ask In an Interview  
 

Always research the company before you go to the interview. Your goal is to 

impress the interviewer with your knowledge of their organization.  

1. I am interested in knowing how the position came to be open.  

2. How would you describe a typical day in this position?  

3. Do you have a written job description for this position?  

4. What do you see as the greatest challenge in this position?  

5. What characteristics does a successful person have at your company?  

6. What type of ongoing training do you offer new employees?  

7. Do you have a mentoring system here?  

8. Does the person work independently or with others?  

9. To whom does the position report?  

10. What specific skills have you found to be valuable in this job?  

11. Are there any recent or anticipated changes in the structure of the organization 

(merger, cutbacks)?  

12. What are your short-term and long-term expectations of the person you will 

hire?  

 

At the end of any interview you should ask for the position. This can take on many 

approaches however, it is important to do because it shows your desire to work for 

this company. One way is to say "I am very impressed with what you have told me 

today about this position (use the position name). After my research about 

(company name) I know I would be a good fit. I would like to start as soon as 

possible. Who else do I need to meet with?" The purpose is to show your 

enthusiasm for both the company and the position.  

 



The Interview  
 

The interview gives the employer a chance to determine if the applicant has the skills and abilities to 

perform the job, possesses the enthusiasm and work ethic that is expected and is a team player that will 

fit into the organization  

The traditional interview  

In this type of interview the interviewer is posing questions that deal with made-up situations,  

'What would you do if ... ?"  

"Tell me about yourself"  

"What did you do in your last position with XYZ Company."  

The success or failure of the interview is more often based on the ability of the student to communicate 

rather than on the content of their answers.  

The Behavioral Interview  
 

In the Behavioral Interview the emphasis is on what you "did" not on what you "would do."  

1. Describe a major problem you had faced and how you dealt with it  

2. Give an example of when you had to work with your hands to accomplish a task or project  

3. What class did you like the most? What did you like about it?  

4. "Can you give me an example?"  

5. "What did you do?"Or "What did you say?"  

6. "What were you thinking?" Or "How did you feel?"  

7. "What was your role?" Or " What were the results?"  

8. Tell me about a situation where you "blew it/~ How did you resolve that situation?  

9. Tell me about a time you experienced fat'lure. How did you deal with it?  

10. Describe how you deal with meeting deadlines. Give me some examples.  

11. Tell me about how you have dealt with working with difficult co-workers or customers.  

12. What have you learned from some of the positions you have previously held?  



Interviewing Successfully Is an Art  
 

Here are a few tips that have helped others get the job they wanted.  Remember - you only get one 

chance to make a good first impression.  

 Begin by being well prepared with accurate dates, names, places and correct data.  

 Present yourself confidently with assurance and give precise answers to all questions asked - 

with thought, directness and enthusiasm.  

 Dress appropriately for the interview, but remember you are never well dressed until you're 

wearing a smile.  

 A breath mint is a must before you go into your meeting.  

 Review your presentation in front of a mirror before you go to an interview.  This may be 

uncomfortable at first, but mirrors don't lie.  

 Emphasize your background in a positive and truthful way.  

 If you've made a mistake, stress the lessons you learned from it. A prospective employer will 

respect you for your honesty and your willingness to grow.  

 Never complain about your present or previous employer .  

 If you've had a personality clash say so in a positive way.  

o “There were things we didn't agree on and this did contribute to my leaving, but the 

primary reason was to find a company where I could use my skills to make a solid 

contribution.” (This will only work if it's true.)  

 Express a positive interest in the job. Here are some ways to do it:  

o “I'm very interested in this position. Based on the information you've given me. I'm 

confident that I can make a positive contribution to the company’s growth. “ 

o “This is the opportunity I've been looking for. I know that the skills I've developed can be 

put to work to help you solve problems, and increase your profits. “ 

o “It sounds like you and I could work well together. What's left to do before you decide 

to hire me?” (If you can say this genuinely and with a smile you are probably hired 

already in his/her mind)  

 Keep your earning requirements reasonable. It is sometimes necessary to take a small step 

backward to take a bigger step forward.  

 

Be sure to follow up by writing a short note to everyone in the company you talked to at any length. 

Having someone else edit it will help eliminate spelling and grammar errors. Employers have told us that 

getting these notes has often been the deciding factor between two equally qualified candidates.  It is 

worth the effort!  

 

 



 
 

Credit Reports and Why they are Important  
 
When there is information available to 
an employer, landlord or bank about you 
it is important that you become aware of 
what that information is first.  When it 
involves your credit report you need to 
know: 
 

- Is the information correct? 
- What does this information say 

about me and my past actions? 
- Is the way in which the 

information is documented sound 
worse then what actually 
occurred? 

- Is there any information that is 
not about me and may have been 
misreported? 

- How can I become the ‘story-
teller’ about this information first? 

- What about me is different now 
than the person who did what 
these reports say? 

 
A credit report is a record of financial 
transactions. This could include money 
borrowed like a car or home loan; credit 
cards used like a store or gasoline card, 
a Visa or MasterCard, or a bank debit 
card or money you owe to a medical 
clinic, landlord or others. 
 
There are three national credit-reporting 
agencies. A business may report to one, 
two or all three of these agencies. The 
information you see reported on your 
credit report from one credit reporting 
company may or may not be on the 
other company’s report. For this reason 
it is important that you check your 
personal credit report from each agency 
at least once a year. 
 
A credit report is a lot like the report 
card you were given back in grade 

school. Just as the report card listed all 
the classes you were in, the credit report 
will include most of the loans and 
financial transactions you have entered 
into. It then goes on to report how well 
you are doing in fulfilling the 
commitments of that loan. Do you pay 
on time? Are your payments ever late? 
Have you missed payments? What  
balance is still outstanding? What was 
the largest balance you have carried?  
Your ability to make regular payments 
on time is the key to good credit. Late 
payments and missed payments work 
against you.  
 
Money owed to a landlord, retail store or 
medical clinic is often not reported to a 
credit bureau unless it is not paid on 
time.  
 
Another important reason to make 
regular checks of your personal credit 
report is to watch for stolen identity. 
Were mistakes made by the credit 
bureau and someone else’s information 
put into your report? (This is more 
common if you have a popular name).  
Did you pay off a debt and the report still 
shows it unpaid? (There is not a lot of 
incentive for a company to report a paid 
debt). Has someone else used your 
name in a lease, cell phone contract or 
doctor’s bill? You need to check for 
these and make corrections when 
mistakes are found. 
 
Each company has a different method 
for the consumer to report mistakes in 
their record and you need to learn the 
process. Removing these errors can 
take time and might require some leg 
work on your part.  
 



 
 

The federal government passed a law in 
2005 that allows you to 
receive a copy of your 
credit report once a year 
for free.  In the past there 
was a charge for this 
unless you had been 
refused credit or a service 
based upon an 
unfavorable credit check. 
This still is true and if you 
find out a bad report was 
the reason for getting 
turned down, definitely call 
the credit bureau and get 
your free copy. 
 

In the document file you will find the 
form needed to request 
your annual report. Since 
there are three national 
credit bureaus it would be 
strategically wise to 
request a copy from one of 
the bureaus every four 
months. You could also 
request a copy over the 
internet.   
 
The three credit bureaus 
are TranUnion, Experian 
and Equifax.  Keep in mind 
that these are private, for-
profit businesses. They are 

not government agencies and they are 
not required to look out for your best 
interests. They serve their clients who 
are banks, landlords and other 
businesses. 
 

Since there are 
three national 
credit bureaus it 
would be 
strategically wise 
to request a copy 
from one of the 
bureaus every 

four months 



Your Access to Free Credit Reports

The Fair Credit Reporting Act (FCRA) requires 
each of the nationwide consumer reporting 

companies — Equifax, Experian, and TransUnion 
— to provide you with a free copy of your credit 
report, at your request, once every 12 months. 
The FCRA promotes the accuracy and privacy of 
information in the files of the nation’s consumer 
reporting companies. The Federal Trade Commission 
(FTC), the nation’s consumer protection agency, 
enforces the FCRA with respect to consumer 
reporting companies. 

A credit report includes information on where 
you live, how you pay your bills, and whether you’ve 
been sued or arrested, or have filed for bankruptcy. 
Nationwide consumer reporting companies sell the 
information in your report to creditors, insurers, 
employers, and other businesses that use it to 
evaluate your applications for credit, insurance, 
employment, or renting a home. 

Here are the details about your rights under the 
FCRA and the Fair and Accurate Credit Transactions 
(FACT) Act, which established the free annual credit 
report program.

Q:	 How	do	I	order	my	free	report?
A:  The three nationwide consumer reporting 
companies have set up a central website, a toll-free 

telephone number, and a mailing address through 
which you can order your free annual report.

To order, visit annualcreditreport.com, call  
1-877-322-8228, or complete the Annual Credit 
Report Request Form and mail it to: Annual Credit 
Report Request Service, P.O. Box 105281, Atlanta, 
GA 30348-5281. The form is on the back of this 
brochure; or you can print it from  
ftc.gov/credit. Do not contact the three nationwide 
consumer reporting companies individually. They 
are providing free annual credit reports only through 
annualcreditreport.com, 1-877-322-8228, and 
Annual Credit Report Request Service, P.O. Box 
105281, Atlanta, GA 30348-5281.

You may order your reports from each of the 
three nationwide consumer reporting companies at 
the same time, or you can order your report from 
each of the companies one at a time. The law allows 
you to order one free copy of your report from each 
of the nationwide consumer reporting companies 
every 12 months.

A Warning About 
“Imposter” Websites 
Only one website is authorized to fill orders for the 
free annual credit report you are entitled to under 
law —  annualcreditreport.com. Other websites 
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that claim to offer “free credit reports,” “free credit 
scores,” or “free credit monitoring” are not part 
of the legally mandated free annual credit report 
program. In some cases, the “free” product comes 
with strings attached. For example, some sites sign 
you up for a supposedly “free” service that converts 
to one you have to pay for after a trial period. If 
you don’t cancel during the trial period, you may 
be unwittingly agreeing to let the company start 
charging fees to your credit card.

Some “imposter” sites use terms like “free report” 
in their names; others have URLs that purposely 
misspell annualcreditreport.com in the hope that 
you will mistype the name of the official site. Some 
of these “imposter” sites direct you to other sites that 
try to sell you something or collect your personal 
information.

Annualcreditreport.com and the nationwide 
consumer reporting companies will not send you 
an email asking for your 
personal information. If you 
get an email, see a pop-up 
ad, or get a phone call from 
someone claiming to be 
from annualcreditreport.
com or any of the three 
nationwide consumer 
reporting companies, do not 
reply or click on any link in 
the message. It’s probably a scam. Forward any such 
email to the FTC at spam@uce.gov. 

Q:	 What	information	do	I	need	to	provide	to	get	
my	free	report?

A: You need to provide your name, address, Social 
Security number, and date of birth. If you have 
moved in the last two years, you may have to provide 
your previous address. To maintain the security 

of your file, each nationwide consumer reporting 
company may ask you for some information that 
only you would know, like the amount of your 
monthly mortgage payment. Each company may 
ask you for different information because the 
information each has in your file may come from 
different sources.

Q:	 Why	do	I	want	a	copy	of	my	credit	report?
A: Your credit report has information that affects 
whether you can get a loan — and how much you 
will have to pay to borrow money. You want a copy 
of your credit report to:

•  make sure the information is accurate, complete, 
and up-to-date before you apply for a loan 
for a major purchase like a house or car, buy 
insurance, or apply for a job.

• help guard against identity theft. That’s when 
someone uses your personal information 

— like your name, your 
Social Security number, or 
your credit card number 
— to commit fraud. Identity 
thieves may use your 
information to open a new 
credit card account in your 
name. Then, when they don’t 
pay the bills, the delinquent 
account is reported on your 

credit report. Inaccurate information like that 
could affect your ability to get credit, insurance, 
or even a job. 

Q:	 How	long	does	it	take	to	get	my	report	after	I	
order	it?	

A: If you request your report online at 
annualcreditreport.com, you should be able to 
access it immediately. If you order your report by 

Only one website is 
authorized to fill orders for 
the free annual credit report 
you are entitled to under law 
— annualcreditreport.com.
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calling toll-free 1-877-322-8228, your report will be 
processed and mailed to you within 15 days. If you 
order your report by mail using the Annual Credit 
Report Request Form, your request will be processed 
and mailed to you within 15 days of receipt.

Whether you order your report online, by 
phone, or by mail, it may take longer to receive 
your report if the nationwide consumer reporting 
company needs more information to verify your 
identity. 

There also may be times when the nationwide 
consumer reporting companies receive a high volume 
of requests for credit reports. If that happens, you 
may be asked to re-submit 
your request. Or, you may 
be told that your report 
will be mailed to you 
sometime after 15 days 
from your request. If either 
of these events occurs, 
the nationwide consumer 
reporting companies will 
let you know.

Q:	 Are	there	any	other	situations	where	I	might	
be	eligible	for	a	free	report?

A: Under federal law, you’re entitled to a free report 
if a company takes adverse action against you, such 
as denying your application for credit, insurance, or 
employment, and you ask for your report within 60 
days of receiving notice of the action. The notice will 
give you the name, address, and phone number of 
the consumer reporting company. You’re also entitled 
to one free report a year if you’re unemployed and 
plan to look for a job within 60 days; if you’re 
on welfare; or if your report is inaccurate because 
of fraud, including identity theft. Otherwise, a 
consumer reporting company may charge you up to 

$10.50 for another copy of your report within a  
12-month period.

To buy a copy of your report, contact:
• Equifax:1-800-685-1111; equifax.com
• Experian: 1-888-397-3742; experian.com
• TransUnion: 1-800-916-8800; transunion.com

Under state law, consumers in Colorado, 
Georgia, Maine, Maryland, Massachusetts, New 
Jersey, and Vermont already have free access to their 
credit reports.

Q:	 Should	I	order	a	report	
from	each	of	the	three	
nationwide	consumer	
reporting	companies? 

A:  It’s up to you. Because 
nationwide consumer reporting 
companies get their information 
from different sources, the 
information in your report from 
one company may not reflect 
all, or the same, information in 
your reports from the other two 

companies. That’s not to say that the information in 
any of your reports is necessarily inaccurate; it just 
may be different.

Q:	 Should	I	order	my	reports	from	all	three	of	the	
nationwide	consumer	reporting	companies	at	
the	same	time?

A: You may order one, two, or all three reports at 
the same time, or you may stagger your requests. It’s 
your choice. Some financial advisors say staggering 
your requests during a 12-month period may be 
a good way to keep an eye on the accuracy and 
completeness of the information in your reports.

If you request your report 
online at  

annualcreditreport.com,  
you should be able to access 

it immediately. 
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Q:		What	if	I	find	errors	—	either	inaccuracies	
or	incomplete	information	—	in	my	credit	
report?

A: Under the FCRA, both the consumer report-
ing company and the information provider (that is, 
the person, company, or organization that provides 
information about you to a consumer reporting 
company) are responsible for correcting inaccurate or 
incomplete information in your report. To take full 
advantage of your rights under this law, contact the 
consumer reporting company 
and the information provider.

1. Tell the consumer 
reporting company, in writing, 
what information you think is 
inaccurate.

Consumer reporting 
companies must investigate 
the items in question — 
usually within 30 days — 
unless they consider your dispute frivolous. They also 
must forward all the relevant data you provide about 
the inaccuracy to the organization that provided 
the information. After the information provider 
receives notice of a dispute from the consumer 
reporting company, it must investigate, review 
the relevant information, and report the results 
back to the consumer reporting company. If the 
information provider finds the disputed information 
is inaccurate, it must notify all three nationwide 
consumer reporting companies so they can correct 
the information in your file.

When the investigation is complete, the 
consumer reporting company must give you the 
written results and a free copy of your report if the 
dispute results in a change. (This free report does not 

count as your annual free report under the FACT 
Act.) If an item is changed or deleted, the consumer 
reporting company cannot put the disputed 
information back in your file unless the information 
provider verifies that it is accurate and complete. The 
consumer reporting company also must send you 
written notice that includes the name, address, and 
phone number of the information provider.

2. Tell the creditor or other information provider 
in writing that you dispute an item. Many providers 

specify an address for disputes. 
If the provider reports the 
item to a consumer reporting 
company, it must include a 
notice of your dispute. And 
if you are correct — that is, if 
the information is found to be 
inaccurate — the information 
provider may not report it 
again. 

Q:	 What	can	I	do	if	the	consumer	reporting	
company	or	information	provider	won’t	
correct	the	information	I	dispute?

A: If an investigation doesn’t resolve your dispute 
with the consumer reporting company, you can 
ask that a statement of the dispute be included in 
your file and in future reports. You also can ask the 
consumer reporting company to provide your state-
ment to anyone who received a copy of your report 
in the recent past. You can expect to pay a fee for this 
service.

If you tell the information provider that you 
dispute an item, a notice of your dispute must be 
included any time the information provider reports 
the item to a consumer reporting company. 

Tell the consumer reporting 
company, in writing, what 
information you think is 

inaccurate.
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Q:	 	How	long	can	a	consumer	reporting	company	
report	negative	information?

A: A consumer reporting company can report most 
accurate negative information for seven years and 
bankruptcy information for 10 years. There is no 
time limit on reporting information about crimi-
nal convictions; information reported in response 
to your application for a job 
that pays more than $75,000 a 
year; and information reported 
because you’ve applied for more 
than $150,000 worth of credit 
or life insurance. Information 
about a lawsuit or an unpaid 
judgment against you can be reported for seven years 
or until the statute of limitations runs out, which-
ever is longer.

Q:	 	Can	anyone	else	can	get	a	copy	of	my	credit	
report?

A: The FCRA specifies who can access your credit 
report. Creditors, insurers, employers, and other 
businesses that use the information in your report to 
evaluate your applications for credit, insurance, em-
ployment, or renting a home are among those that 
have a legal right to access your report. 

Q:	 	Can	my	employer	get	my	credit	report?
A: Your employer can get a copy of your credit 
report only if you agree. A consumer reporting 
company may not provide information about you to 
your employer, or to a prospective employer, without 
your written consent. 

For More 
Information
The FTC works for the 
consumer to prevent 
fraudulent, deceptive, and 
unfair business practices in the 
marketplace and to provide 

information to help consumers spot, stop, and 
avoid them. To learn more about credit issues and 
protecting your personal information, visit  
ftc.gov/credit.

To file a complaint or to get free information on 
other consumer issues, visit ftc.gov or call toll-free, 
1-877-FTC-HELP (1-877-382-4357); TTY:  
1-866-653-4261. The FTC enters Internet, 
telemarketing, identity theft, and other fraud-related 
complaints into Consumer Sentinel, a secure online 
database available to hundreds of civil and criminal 
law enforcement agencies in the U.S. and abroad. 

Your employer can get a 
copy of your credit report 

only if you agree.

 For The Consumer Federal Trade Commission
 ftc.gov 1-877-ftc-help

Federal Trade Commission
Bureau of Consumer Protection 

Division of Consumer and Business Education
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You have the right to get a free copy of your credit file disclosure, commonly called a credit report, once every 12 months, from each of
the nationwide consumer credit reporting companies - Equifax, Experian and TransUnion.
For instant access to your free credit report, visit www.annualcreditreport.com.

For more information on obtaining your free credit report, visit www.annualcreditreport.com or call 1-877-322-8228.
Use this form if you prefer to write to request your credit report from any, or all, of the nationwide consumer credit reporting companies. The

following information is required to process your request. Omission of any information may delay your request.

If additional information is needed to process your request, the consumer credit
reporting company will contact you by mail.

Your request will be processed within 15 days of receipt and then mailed to you.

Annual Credit Report Request Form

Once complete, fold (do not staple or tape), place into a #10 envelope, affix required postage and mail to:
Annual Credit Report Request Service P.O. Box 105281 Atlanta, GA 30348-5281.

Copyright 2004, Central Source LLC

Equifax

Experian
TransUnion

I want a credit report from (shade
each that you would like to
receive):

Shade here if, for security
reasons, you want your credit
report to include no more than
the last four digits of your
Social Security Number.

Shade Circle Like This >

Not Like This >

Social Security Number:

- -
Date of Birth:

/ /
Month Day Year

First Name M.I.

Last Name JR, SR, III, etc.

Current Mailing Address:

House Number Street Name

City State ZipCode

ZipCodeStateCity

Apartment Number / Private Mailbox For Puerto Rico Only: Print Urbanization Name

Street NameHouse Number

Previous Mailing Address (complete only if at current mailing address for less than two years):

Fold HereFold Here

Fold HereFold Here

Please use a Black or Blue Pen and write your responses in PRINTED CAPITAL LETTERS without touching the sides of the boxes like the examples listed below:

For Puerto Rico Only: Print Urbanization NameApartment Number / Private Mailbox

31238

A B C D E F G H I J K L M N O P Q R S T U V W X Y Z 0 1 2 3 4 5 6 7 8 9


	1 cover
	2 Biography of Author
	3 Table of Contents
	4 Introduction
	5 A time to Grieve
	6 Gather Yourself Together
	7 wheel of lifefilled in
	8 wheel of life
	9 #1goal
	10 ToolBoxList
	11 Tool Box Explained
	12 What is the TimeLine
	13 Timeline Questionaire
	14 TimeLine
	15  Questions Needing Answers
	16 Questions Needing Answers Chart two
	16 Questions Needing Answers Chart
	17 What does it mean to be Memorable
	18 Becoming Memorable
	19 Manging Your Week expl
	20 Managing my week
	21 My weekly schedule
	22 What is a Personal Growth Statement
	23 How to use a personal growth statement
	24 personal growth statement example
	25 Tracking Activities Explaned
	26 TrackingActivities
	27 The Purpose of Your Resume
	28 Chronological Resume Example
	29 Functional Resume Example
	30 List Resume Example
	31  Action words
	32 My Complete Employment Search Information
	33 Always be Ready with a Question
	34 Good Questions for an interview
	35 Interviewing is an Art
	36 Credit report
	37 Credit report Report and Form

