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IF YOU WANT TO:

* Palish your employment skills
* Write a more powerful resume

and cover letter

* Meowork, including via social

media

+ Learn vo interview for jobs
more effectively

* |dentify your skills

+ Develop a career portfolio

* Budget and manage finances

YOU NEED TO:

* Commit to 2-4 weeks
of intensive employment
preparation

* Be able and available to work

full-time

* Secure child care and reliable

transporeation
* Be on time

* Wear appropriate business
casual/professional dress

* Be 18 years of age or clder
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NEED AN EXTRA EDGE FOR

SUCCESS?

WORKFORCE
SERVICES
WORKFORCE DEVELOPMENT

SIGN UP FOR
WORK SUCCESS

an intensive
employment
preparation program
with a
79% success
rate!

COACH NAME:

To sign up, please
talk to an employee
in the office

Make a
commitment
to be
successful
today!
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EXPECTATIONS

Work Success Expectations

Attendance

* Include start time, break times, lunch time, and end time

« Participation in morning and afternoon check-in sessions

« Arrival process — On-time arrival and if applicable share procedure for coach
meeting participants in the lobby area, sign-in and sign-out process and Work
Success badges/name tags.

« Protocol for contacting coach if late, absent, or in emergency situation

« Notify coach of appointments and if leaving early

Work appropriate clothing

Enter completed activities and job contacts daily
*  Work Success participation hours
« Job Search Activity Record in Job Contacts

Behavioral Guidelines

« On-time arrival at start, after breaks and lunches

» Active and meaningful participation

* Respect for self for others — i.e. responsive listening, courtesy to peers,
presenters and coach, no side-bars or inappropriate comments

« Appropriate computer user, i.e. social websites are to be used for job search
only, no streaming, no accessing inappropriate sites

« Save documents on flash drive, cloud storage, or online like Google docs

Specific Site elements — i.e. restrooms, drinking fountains, break room use, cell phone
use, employee-only areas, smoking, emergency exits, etc.
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CHECKLIST

I:] Master Application

[ Resume & Cover Letter Wr
[ Job Search Strategies

O Interviewing Skills

[ professionalism: Success in the Workplace

[ Budgeting Component
geting pol
] Mock Interview

[ career Portfolio:
[ Master Application
[ Marketing Message
O Targeted Resume
[ Targeted Cover Letter

[ Recommendation i.e., letter, performance
review, Linkedin recommendation, customer
thank you, etc. (optional)

[ Reference Sheet

[ Certificate of Comple
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GOAL SETTING GUIDANCE

* Aim for something you truly care about
Consider something that Is challenging but within your reach
Be specific about the goal

Imagine how your life will be different when you accomplish the
goal - tap into motivation
Develop an action plan and commit 10 &
Break your plan down into small steps

+ Committo a start date and completion day

C start date

F-% Identify the pothole - something within your control that is most
likely to get in the way of accomplishing your plan
OL‘ + Identify a detour - something you could do to overcome or work
X

Plan

through your pothole

+ Combine your pothole and detour in the form of a “If [pothole),
then [detour]” statement

Example: Goal complete my CNA training by February 28, 2019.
if i breaks down | will contact a Fred {classmatel for a ride. ) will aiso

have money set aside for public transportation or a ride share (LYFT or Uber)

Share your goal and plan with someone who will provide support
DO and nelp hold you accountable
Use reminders (such as an app on your phone) to help getyou
started, manage your time and stay organized

Review progress in response to these questions: What did you

Review & learn? What worked well? Where are you stuck? We got in your
R 2 way? What could you do differently?
evise + Revise your goal, your plan, and/or your pothole-detour

combination based on what you've learned,
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L] PROFESSSIONAL IMAGE

Employment-appropriate email address

[ Including your name and initial(s)
[ Avoid numbers, nick-names, slang or personally identifiable inforrmation

Phone etiquette

[ Remove ring back tones and use a raditional ring
D Record a professional voicemail message

Quality profile on jobs.utah.gov

[ cComplete registration information
Upload a professional resume
Include specific skills, keywords ond detailed descriptions in each section

lobs Desired
Experience
Education

[ \dentity Sacial Media sites
Allow Employer access
= Work-appropriate attire
D Wear dothing and accessories tailored to your desired position, industry and company
= Hygiene
D Clean teeth, hair and breath
Low-scent or no scent lotions, perfume and cologne
= Positive presence on social media
D LinkedIn, Facebook, Twitter, Instagram, Snapchat, etc. — display professional image,

ensure private settings and carefully consider who you choose to connect with

® Organized Job search tracking system
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