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O n e  r e s o u r c e  t h a t  i s  p a r t i c u l a r l y  u s e f u l  i s  t h e  O c c u p a t i o n a l  O u t l o o k

H a n d b o o k  ( O O H )  c o m p i l e d  b y  t h e  B u r e a u  o f  L a b o r  S t a t i s t i c s .  T h e

w e b s i t e  i s  h t t p s : / / w w w . b l s . g o v / o o h /  a n d  i t  p r o v i d e s  a  w e a l t h  o f

i n f o r m a t i o n  a b o u t  s t a r t i n g  s a l a r i e s ,  j o b  o u t l o o k ,  e d u c a t i o n

r e q u i r e m e n t s ,  j o b  g r o w t h  e x p e c t a t i o n s ,  a n d  o t h e r  i n f o r m a t i o n .

I n  t h e  f i r s t  s e c t i o n  w e  w i l l  c o v e r  s o m e  f a c t o r s  t h a t  i n f l u e n c e  y o u r

c a r e e r  c h o i c e .  M a n y  o f  t h e  a n s w e r s  t o  t h e s e  q u e s t i o n s  w i l l  b e  f o u n d  i n

t h e  O O H .  

W h a t  d o  I  n e e d  t o  c o n s i d e r  w h e n

c h o o s i n g  a  c a r e e r  p a t h ?

H o w  c a n  I  l e a r n  m o r e  a b o u t  c a r e e r

p a t h s  a n d  s a l a r i e s ?

W h a t  s k i l l s  a r e  n e e d e d  t o  b e

s u c c e s s f u l  i n  p a r t i c u l a r  i n d u s t r i e s ?

INTRODUCTION: CAREERS AND
CAREER PATHS
P i c k i n g  a  c a r e e r  a n d / o r  c a r e e r  p a t h  i s  o n e  o f  t h e  m o s t  i m p o r t a n t

f i n a n c i a l  d e c i s i o n s  y o u  c a n  m a k e ,  s i n c e  y o u r  c a r e e r  c h o i c e  i s  t h e

p r i m a r y  d e t e r m i n a n t  o f  y o u r  i n c o m e .  W h i l e  i n c o m e  i s  i m p o r t a n t ,  y o u

s h o u l d  a l s o  p i c k  s o m e t h i n g  y o u  t h i n k  y o u  w o u l d  e n j o y  d o i n g .  A f t e r  a l l ,

y o u  w i l l  s p e n d  a  l o t  o f  t i m e  a t  w o r k  a n d  y o u  d o n ’ t  w a n t  t o  h a t e  y o u r

j o b .  T h a t  s a i d ,  m o s t  o f  u s  c a n  t h i n k  o f  s e v e r a l  d i f f e r e n t  t h i n g s  w e

e n j o y  d o i n g .  T o  b e g i n  a n y  l e s s o n  o n  c a r e e r s ,  s t u d e n t s  s h o u l d  s p e n d

s o m e  t i m e  t h i n k i n g  a b o u t  t h e  t h i n g s  t h e y  l i k e  a n d  d o n ’ t  l i k e .  T h i s  i s  a

s t a r t i n g  p o i n t  t h a t  w i l l  h e l p  d e t e r m i n e  t h e  b e s t  c a r e e r  p a t h  t h a t

c o m b i n e s  a  g o o d  i n c o m e  w i t h  p e r s o n a l  p r e f e r e n c e s .  

ESSENTIAL QUESTIONS 

NOTES:

T h e r e  a r e  n u m e r o u s  f a c t o r s  t h a t  w i l l  i n f l u e n c e  y o u r  c h o s e n  c a r e e r .

T h e  f o l l o w i n g  l i s t  i s  n o t  e x h a u s t i v e  b u t  i t  d o e s  c o v e r  s o m e  o f  t h e  m o r e

i m p o r t a n t  f a c t o r s  t h a t  i n f l u e n c e  y o u r  c a r e e r  c h o i c e .  T h e  f a c t o r s

i n c l u d e :

Y o u r  i n t e r e s t s  –  T h i s  i s  o n e  o f  t h e  m o s t  i m p o r t a n t  f a c t o r s  t h a t  s h o u l d

g u i d e  y o u r  c a r e e r  c h o i c e .  Y o u  d o n ’ t  w a n t  t o  b e  l o c k e d  i n  t o  a  c a r e e r  o r

j o b  t h a t  y o u  h a t e .  Y o u  w a n t  a  p o s i t i o n  t h a t  y o u  e n j o y  s o  y o u  c a n  g e t

u p  a n d  l o o k  f o r w a r d  t o  g o i n g  t o  w o r k .  S i t  d o w n  a n d  l i s t  w h a t  y o u

e n j o y  d o i n g .  W r i t e  d o w n  e v e r y t h i n g  t h a t  c o m e s  t o  m i n d .  Y o u  c a n

e l i m i n a t e  s o m e  o p t i o n s  l a t e r .  T h e r e  a r e  a l s o  f r e e  i n t e r e s t  a s s e s s m e n t s

t h a t  y o u  c a n  t a k e  o n l i n e  t h a t  w i l l  t h e n  m a t c h  y o u r  i n t e r e s t s  w i t h  s o m e

c a r e e r  o p t i o n s .  T h e  f o l l o w i n g  l i n k  w i l l  t a k e  y o u  t o  o n e  o f  t h o s e  t e s t s .

h t t p : / / w w w . o h e . s t a t e . m n . u s / s P a g e s / i n t e r e s t A s s e s s m e n t . c f m

Y o u r  s k i l l s  a n d  a b i l i t i e s  –  Y o u  a l s o  n e e d  t o  f i g u r e  o u t  w h a t  y o u  a r e

g o o d  a t  d o i n g .  A r e  y o u  g o o d  w i t h  p e o p l e  a n d  d o  w e l l  i n  s o c i a l

s e t t i n g s ?  A r e  y o u  m a t h e m a t i c a l l y  m i n d e d ?  D o  y o u  h a v e  a  s t r o n g

i m a g i n a t i o n  o r  a r e  y o u  a r t i s t i c ?  A r e  y o u  o r g a n i z e d ?  A r e  y o u  g o o d  a t

s t a r t i n g  a n d  f i n i s h i n g  p r o j e c t s ?  J u s t  l i k e  y o u  d i d  w i t h  y o u r  i n t e r e s t s

t a k e  s o m e  t i m e  a n d  l i s t  y o u r  s k i l l s  a n d  a b i l i t i e s .  B e  r e a l i s t i c .  A s k

f a m i l y  &  f r i e n d s  t o  h e l p  a n d  g i v e  t h e i r  o p i n i o n  a b o u t  w h a t  y o u  d o  w e l l .  

FACTORS THAT INFLUENCE CAREER CHOICE

Page 1

SUGGESTIONS FOR TEACHING
WITH THE OCCUPATIONAL
OUTLOOK HANDBOOK

T h i s  o n l i n e  r e s o u r c e s  i s  a  g r e a t  w a y

f o r  s t u d e n t s  t o  e x p l o r e  c a r e e r

o p p o r t u n i t i e s .  S t u d e n t s  c a n  f o c u s  i n

o n  s p e c i f i c  c a r e e r  p a t h s  o r  s e a r c h

g e o g r a p h i c a l l y  b a s e d  o n  w h e r e  t h e y

p l a n  t o  l i v e .  H a v e  s t u d e n t s  s p e n d

s o m e  t i m e  e x p l o r i n g  t h e  r e s o u r c e

i n d e p e n d e n t l y ,  t h e n  a s k  t h e m  t o

s h a r e  w h a t  t h e y  l e a r n e d .  

Y o u  c o u l d  a l s o  u s e  t h e  r e s o u r c e  t o

h i g h l i g h t  a  s p e c i f i c  c a r e e r  ( n u r s i n g ,

t e a c h i n g ,  p r o g r a m m i n g ,  e t c )  t o

c o m p a r e  s a l a r i e s  a n d  c o s t  o f  l i v i n g

a c r o s s  t h e  U . S .  

https://www.bls.gov/ooh/
http://www.ohe.state.mn.us/sPages/interestAssessment.cfm


SALARY RANGES

L i c e n s e s  a r e  r u l e s  a n d  r e g u l a t i o n s

t h a t  d e t e r m i n e  w h o  c a n  e n t e r  a

g i v e n  w o r k i n g  p r o f e s s i o n  a n d  w h a t

r e q u i r e m e n t s  i n d i v i d u a l s  m u s t  m e e t

b e f o r e  t h e y  c a n  b e g i n  w o r k i n g  i n

s a i d  p r o f e s s i o n .

M o s t  p e o p l e  a r e  a w a r e  t h a t  d o c t o r s

a n d  l a w y e r s  a r e  l i c e n s e d ,  b u t

l i c e n s e s  c o v e r  m a n y  m o r e  a r e a s  o f

w o r k ,  r a n g i n g  f r o m  l a n d s c a p e r s  a n d

r o o f e r s  t o  a c u p u n c t u r i s t s  a n d

m a s s a g e  t h e r a p i s t s .  L i c e n s i n g  h a s

a l s o  g r o w n  d r a m a t i c a l l y  i n  r e c e n t

d e c a d e s .  I n  1 9 5 0 ,  r o u g h l y  f i v e

p e r c e n t  o f  o c c u p a t i o n s  w e r e

l i c e n s e d ,  b u t  t h e s e  d a y s  i t ’ s  c l o s e r

t o  2 5  p e r c e n t .

O n e  2 0 2 2  s t u d y  f o u n d  t h a t  w h i l e

l i c e n s e s  i n  A r k a n s a s  t e n d  t o  b e

s l i g h t l y  c h e a p e r  a n d  r e q u i r e

s o m e w h a t  f e w e r  e d u c a t i o n  h o u r s

t h a n  t h e  n a t i o n a l  a v e r a g e ,  A r k a n s a s

l i c e n s e s  f a r  m o r e  p r o f e s s i o n s  t h a n

a v e r a g e .  I n  a  s a m p l e  o f  1 0 2

o c c u p a t i o n s ,  A r k a n s a s  w a s  f o u n d  t o

l i c e n s e  7 1  p e r c e n t ,  c o m p a r e d  t o  t h e

5 3  p e r c e n t  n a t i o n a l  a v e r a g e .  

E d u c a t i o n  a n d  l i c e n s i n g  r e q u i r e m e n t s  –  D i f f e r e n t  c a r e e r s  h a v e

d i f f e r e n t  e d u c a t i o n a l  r e q u i r e m e n t s .  F o r  e x a m p l e ,  i f  y o u  w a n t  t o

b e c o m e  a  C e r t i f i e d  P u b l i c  A c c o u n t a n t  ( C P A )  i n  A r k a n s a s  y o u  w i l l  n e e d

a  m i n i m u m  o f  a  b a c h e l o r s  d e g r e e  i n  a c c o u n t i n g  w i t h  a t  l e a s t  3 0  h o u r s

o f  u p p e r  d i v i s i o n  a c c o u n t i n g  c o u r s e s ,  a  t o t a l  o f  1 5 0  h o u r s  o f  c o l l e g e

c r e d i t ,  a n d  p a s s  t h e  C P A  e x a m i n a t i o n .  A f t e r  t h a t  y o u  w i l l  n e e d  o n e

y e a r  o f  w o r k  e x p e r i e n c e  b e f o r e  y o u  o f f i c i a l l y  b e c o m e  a  l i c e n s e d  C P A .

M o s t  c a r e e r  p a t h s  w i l l  r e q u i r e  s o m e  l e v e l  o f  t r a i n i n g  o r  e d u c a t i o n  s o

i n v e s t i g a t e  t h i s  r e q u i r e m e n t  a s  y o u  e v a l u a t e  p o t e n t i a l  c a r e e r s .  

J o b  m a r k e t  c o n d i t i o n s  –  O n e  f a c t o r  y o u  s h o u l d  a l w a y s  c o n s i d e r  i s  t h e

j o b  m a r k e t  i n  t h e  g e o g r a p h i c  r e g i o n  w h e r e  y o u  w a n t  t o  w o r k .  F o r

e x a m p l e ,  i n  s o m e  a r e a s  t h e  d e m a n d  f o r  a  c h o s e n  s k i l l  s e t  w i l l  b e  m u c h

h i g h e r  t h a n  i n  o t h e r  a r e a s .  H o w e v e r ,  g i v e n  t h e  t r e n d  t o w a r d  r e m o t e

w o r k  o r  w o r k - f r o m - h o m e  y o u  m a y  b e  l o o k i n g  a t  t h e  n a t i o n a l  o r  g l o b a l

j o b  m a r k e t  i n s t e a d  o f  j u s t  c e n t r a l  A r k a n s a s  o r  s o u t h  A r k a n s a s .  T h e

O c c u p a t i o n a l  O u t l o o k  H a n d b o o k  a l s o  r e p o r t s  t h e  j o b  m a r k e t  p o t e n t i a l

f o r  v a r i o u s  c a r e e r s .  

P e r s o n a l i t y  t y p e  -  Y o u r  p e r s o n a l i t y  t y p e  w i l l  b e  a  b i g  f a c t o r  t h a t

d e t e r m i n e s  t h e  t y p e  o f  w o r k  y o u  e n j o y .  F o r  e x a m p l e ,  i f  y o u  a r e  a n

i n t r o v e r t  y o u  p r o b a b l y  w o n ’ t  e n j o y  w o r k i n g  a r o u n d  a  l o t  o f  p e o p l e .

Y o u  m i g h t  b e  m u c h  m o r e  s u i t e d  t o  w o r k i n g  a l o n e .  I n  c o n t r a s t ,

e x t r o v e r t s  w a n  t o  b e  a r o u n d  p e o p l e  a n d  h a t e  t o  w o r k  a l o n e .  T h i s  i s

j u s t  o n e  d i m e n s i o n  o f  y o u r  p e r s o n a l i t y .  T h e r e  a r e  s e v e r a l  e x a m s  y o u

c a n  t a k e  t o  d e t e r m i n e  y o u r  p e r s o n a l i t y  t y p e .  T h e  M y e r s - B r i g g s  T y p e

I n d i c a t o r  i s  o n e  s u c h  t e s t  a n d  i t  w i l l  c l a s s i f y  y o u  i n t o  o n e  o f  1 6

p e r s o n a l i t y  t y p e s .  Y o u r  s c h o o l  c o u n s e l o r  m a y  h a v e  a c c e s s  t o  t h i s  t e s t

a n d  a l l o w  y o u  t o  t a k e  i t .  H o w e v e r ,  y o u  c a n  p r o b a b l y  a l s o  f i n d  a  f r e e

v e r s i o n  o n l i n e  t o  t a k e .  O n c e  y o u  g e t  y o u r  f o u r - l e t t e r  c l a s s i f i c a t i o n

l o o k  i t  u p  a n d  s e e  i f  y o u  t h i n k  i t  f i t s .  Y o u  c a n  a l s o  f i n d  a  l i s t  o f

c a r e e r s  t h a t  a r e  m o r e  s u i t e d  t o  y o u r  p e r s o n a l i t y  t y p e .  

D e s i r e d  a n n u a l  i n c o m e  –  I n c o m e  i s  i m p o r t a n t  a n d  o n e  o f  t h e  m a j o r

f a c t o r s  t h a t  a f f e c t s  y o u r  l o n g - t e r m  f i n a n c i a l  p l a n .  H i g h e r  i n c o m e s

a l l o w  y o u  t o  a c c u m u l a t e  w e a l t h  f a s t e r  w h i c h  c a n  l e a d  t o  a n  e a r l y

r e t i r e m e n t  i f  y o u  d e s i r e .  I t  c a n  a l s o  l e t  y o u  s p e n d  s o m e  t i m e  t r a v e l i n g ,

e n j o y i n g  f a m i l y  t i m e ,  o r  g i v i n g  t o  c h a r i t i e s .  E v e r y  j o b  o r  c a r e e r  o p t i o n

h a s  a  s t a r t i n g  s a l a r y  a n d  a  h i g h - e n d  p o t e n t i a l .  Y o u  c a n  f i n d  s o m e  o f

t h i s  s a l a r y  i n f o r m a t i o n  a b o u t  c a r e e r  o p t i o n s  i n  t h e  O c c u p a t i o n a l

O u t l o o k  H a n d b o o k .  G i v e  s o m e  t h o u g h t  t o  h o w  m u c h  m o n e y  y o u  w a n t

t o  b e  a b l e  t o  e n j o y  y o u r  d r e a m  l i f e s t y l e .  T a l k  w i t h  y o u r  p a r e n t s  o r

g u a r d i a n s  a b o u t  h o w  m u c h  m o n e y  y o u  w i l l  n e e d  t o  l i v e  c o m f o r t a b l y .

E x p e c t e d  a n n u a l  i n c o m e  s h o u l d  f a c t o r  i n t o  y o u r  c a r e e r  d e c i s i o n .
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LICENSING REQUIREMENTS
IN ARKANSAS

A  s t a r t i n g  s a l a r y  f o r  a  p a r t i c u l a r

j o b  o r  c a r e e r

W h a t  s k i l l s  t h e y  t h i n k  t h e y

w o u l d  l e a r n  d o i n g  t h a t  j o b  f o r  1 ,

3 ,  5  o r  m o r e  y e a r s

W h a t  d o  p e o p l e  w h o  s t a r t  a n

e n t r y  l e v e l  c a r e e r  o p t i o n  e n d  u p

d o i n g  l a t e r  i n  t h e i r  c a r e e r s ?  H o w

m u c h  a r e  t h e y  e a r n i n g  1 0 - 1 5

y e a r s  l a t e r ?

W h i l e  s t u d e n t s  a r e  l e a r n i n g  a b o u t

c a r e e r s  a n d  e x p l o r i n g  e n t r y - l e v e l

j o b s ,  r e m i n d  t h e m  t o  a l s o  l o o k  a t

t h e  s a l a r y  r a n g e  f o r  t h a t  j o b  o r

c a r e e r .  A s k  s t u d e n t s  t o  s h a r e :

S t u d e n t s  c a n  u s e  t h e  O O L  t o

a n s w e r  t h e s e  q u e s t i o n s  f o r  a l m o s t

a n y  c a r e e r  t h e y  a r e  c o n s i d e r i n g .

https://ij.org/report/license-to-work-3/ltw-state-profile/arkansas/


T h e  c o r r e s p o n d i n g  a c t i v i t i e s  f o r

t h i s  u n i t  w i l l  h e l p  y o u r  s t u d e n t s

e x p l o r e  t h e s e  q u e s t i o n s  f u r t h e r .

U s i n g  a n  i n t e r e s t  i n v e n t o r y ,

s t u d e n t s  l i s t  t h i n g s  t h a t  t h e y  e n j o y

o r  f i n d  i n t e r e s t i n g .  T h e  s e c o n d

a c t i v i t y  r e q u i r e s  s t u d e n t s  c o n s i d e r

t h e i r  p e r s o n a l i t y  t y p e  s t r e n g t h s .

T h e s e  i n t r o d u c t o r y  a c t i v i t i e s  w i l l

b e  u s e f u l  t o  s t u d e n t s  a s  t h e y  b e g i n

t o  e x p l o r e  r e a l  j o b  p o s t i n g s  a n d

e v a l u a t e  e x p e c t e d  s a l a r y ,  j o b

g r o w t h  o u t l o o k ,  e d u c a t i o n

r e q u i r e m e n t s ,  a n d  t h e  c u r r e n t  j o b

d e m a n d  f o r  a  s p e c i f i c  c a r e e r .  

F a m i l y  i n f l u e n c e  –  T h e  i n f l u e n c e  o f  y o u r  p a r e n t s ,  g u a r d i a n s ,  o t h e r

o t h e r  f a m i l y  m e m b e r s  m i g h t  a l s o  h a v e  a n  i m p a c t  o n  y o u r  c a r e e r

c h o i c e .  F o r  e x a m p l e ,  y o u  m a y  h a v e  w a t c h e d  a  p a r e n t  w o r k  i n  t h e i r

f i e l d  a s  a  t e a c h e r ,  e l e c t r i c i a n ,  o r  p r o g r a m m e r ,  a n d  w a n t  t o  f o l l o w  i n

t h e i r  f o o t s t e p s .  A s k  t h e m  t h e y  p e r c e i v e  t o  b e  t h e  a d v a n t a g e s  a n d

d i s a d v a n t a g e s  o f  w h a t  t h e y  d o  f o r  a  l i v i n g .  S i t  d o w n  a n d  t a l k  o p e n l y

w i t h  t h e m  a b o u t  y o u r  t h o u g h t s  o n  f u t u r e  c a r e e r s .  Y o u  m a y  a l s o  b e

p l a n n i n g  o n  t a k i n g  c a r e  o f  a  f a m i l y  m e m b e r  w h e n  y o u  s t a r t  y o u r

c a r e e r .  B u d g e t i n g  e x t r a  c a r e  f o r  a  y o u n g e r  s i b l i n g  o r  e l d e r l y

g r a n d p a r e n t  w i l l  r e q u i r e  a d d i t i o n a l  i n c o m e .  C o n s i d e r  t h i s  w h e n

t h i n k i n g  a b o u t  t h e  s t a r t i n g  s a l a r y  a n d  s a l a r y  r a n g e s  f o r  a n y  c a r e e r .

G e o g r a p h i c  l o c a t i o n  –  W h e r e  y o u  l i v e ,  o r  w a n t  t o  l i v e ,  p l a y s  a  b i g  r o l e

i n  y o u r  c a r e e r  c h o i c e .  F o r  e x a m p l e ,  i f  y o u  w a n t  t o  b e  a n  a c t o r  y o u  w i l l

w a n t  t o  m o v e  t o  a  c i t y  w h e r e  f i l m s  a r e  r e g u l a r l y  c a s t  a n d  p r o d u c e d .  I f

y o u  w a n t  t o  b e  a  m a r i n e  b i o l o g i s t  y o u  w i l l  n e e d  t o  m o v e  t o  a  c o a s t a l

a r e a .  D o  a n y  o f  t h e  j o b s  y o u  w a n t  t o  p u r s u e  h a v e  o p p o r t u n i t i e s  i n

A r k a n s a s ?  D o  y o u  w a n t  t o  s t a y  i n  A r k a n s a s  o r  d o  y o u  w a n t  t o  m o v e ?

T h e s e  a r e  s o m e  q u e s t i o n s  y o u  w i l l  n e e d  t o  a n s w e r  a s  y o u  c o n s i d e r

c a r e e r  c h o i c e s .  

ACTIVITY CONNECTIONS
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WAYS TO LOCATE JOBS AND JOB
OPPORTUNITIES 

NOTES:

A f t e r  y o u  n a r r o w  y o u  c a r e e r  o p t i o n s  d o w n  t o  a  f e w  p o s s i b i l i t i e s  y o u

c a n  b e g i n  t h i n k i n g  a b o u t  h o w  y o u  a c q u i r e  t h a t  f i r s t  j o b .  L e t ’ s  l o o k  a t

s o m e  o f  t h i n g s  t h a t  y o u  w i l l  n e e d  t o  d o  r e g a r d l e s s  o f  c a r e e r  p a t h  a n d

t h e n  w e  w i l l  l o o k  a t  a  f e w  t h i n g s  t h a t  m a y  h e l p  y o u  n a r r o w  y o u r

s e a r c h  e v e n  m o r e .  F o r  a l m o s t  a n y  j o b  y o u  w i l l  n e e d  t o  f i n d  a  p o t e n t i a l

j o b  a n d  a p p l y  o f  i t .  T h e  a p p l i c a t i o n  t y p i c a l l y  i n c l u d e s  a  c o v e r  l e t t e r

a n d  a  r e s u m e .  A f t e r  y o u  g e t  a n  i n t e r v i e w  y o u  w i l l  n e e d  t o  f o l l o w  u p

w i t h  a  l e t t e r  o r  e m a i l  t h a n k i n g  t h e  p o t e n t i a l  e m p l o y e r  f o r  t h e

o p p o r t u n i t y .  L e t ’ s  l o o k  a t  e a c h  o f  t h e s e  c o m p o n e n t s .

T h e  J o b  S e a r c h  –  L o o k i n g  f o r  o p e n  p o s i t i o n s  i s  e a s y  t o  d o  w i t h  t h e

i n t e r n e t .  T h e r e  a r e  s e v e r a l  w e b s i t e s  s u c h  a s  I n d e e d . c o m ,  G l a s s d o o r ,

H a n d s h a k e ,  a n d  L i n k e d I n ,  t h a t  e x i s t  t o  c o n n e c t  e m p l o y e r s  a n d

p o t e n t i a l  e m p l o y e e s .  S i t e s  s u c h  a s  F a c e b o o k  a n d  G o o g l e  f o r  J o b s  a l s o

s h o w  j o b  p o s t i n g s .  I f  y o u  a r e  t a r g e t i n g  a  s p e c i f i c  e m p l o y e r  y o u  c a n

l o o k  o n  t h e i r  w e b s i t e .  M o s t  r e g i o n s  w i l l  h a v e  j o b  f a i r s  t o  h e l p

u n e m p l o y e d  w o r k e r s  f i n d  a  j o b .  Y o u  m i g h t  a l s o  c o n s i d e r  v i s i t i n g  y o u r

l o c a l  e m p l o y e e  c a r e e r  c e n t e r .  T h e r e  y o u  c a n  g e t  a s s i s t a n c e  w i t h

f i n d i n g  a n d  a p p l y i n g  f o r  j o b s  i n  y o u r  a r e a .



R e s u m e  –  Y o u r  r e s u m e  h i g h l i g h t s  t h e  s k i l l s  y o u  p o s s e s s  a n d  a l s o  l i s t s

r e l e v a n t  w o r k  e x p e r i e n c e  o r  l e a d e r s h i p  e x p e r i e n c e .  Y o u  w i l l  f i n d  y o u

l i k e l y  p o s s e s s  s o f t  s k i l l s ,  a l s o  k n o w n  a s  p e o p l e  s k i l l s ,  a n d  h a r d  s k i l l s

s u c h  a s  f l u e n c y  i n  E x c e l  o r  a  p r o g r a m m i n g  l a n g u a g e .  

E m p l o y e r s  o f t e n  u s e  a p p l i c a n t  t r a c k i n g  s y s t e m s  ( A T S )  t o  e l i m i n a t e  t h e

a p p l i c a n t s  t h a t  d o  n o t  p o s s e s s  t h e  d e s i r e d  t r a i t s  o r  s k i l l s .  T h e y  s c r e e n

b y  k e y w o r d s  i n  o r d e r  t o  i d e n t i f y  r e s u m e s  t h a t  a r e  f r o m  a p p l i c a n t s

t h a t  a r e  t h e  b e s t  f i t  f o r  t h e  p o s i t i o n .  R e a d  t h e  j o b  d e s c r i p t i o n

c a r e f u l l y  a n d  i d e n t i f y  k e y w o r d s  t h a t  i n d i c a t e  w h a t  t h e  e m p l o y e r  i s

l o o k i n g  f o r  a n d  u s e  t h o s e  s a m e  k e y w o r d s  i n  y o u r  r e s u m e .  F o r  e x a m p l e ,

t h e  j o b  d e s c r i p t i o n  m a y  s t a t e  t h e y  a r e  l o o k i n g  f o r  s o m e o n e  w i t h

c o l l a b o r a t i o n  s k i l l s ,  o r  s o m e o n e  t h a t  s h o w s  a t t e n t i o n  t o  d e t a i l .  U s i n g

t h o s e  w o r d s  a n d  p h r a s e s  i n  y o u r  r e s u m e  c o u l d  g e t  y o u  n o t i c e d .  

S p e n d  s o m e  t i m e  t h i n k i n g  a b o u t  y o u r  w o r k  e x p e r i e n c e ,  w h e t h e r  p a i d

o r  n o t .  Y o u  m i g h t  h a v e  b e e n  p r e s i d e n t  o f  a  c l u b  s o  y o u  e x h i b i t

l e a d e r s h i p  s k i l l s .  Y o u  c o u l d  h a v e  w o r k e d  a s  a  v o l u n t e e r  f o r  a  n o n -

p r o f i t  o r g a n i z a t i o n  a n d  o r g a n i z e d  a  f o o d  d r i v e  o r  w o r k e d  i n  a  s o u p

k i t c h e n .  W h a t  h a v e  y o u  d o n e  i n  t h e  p a s t  s e v e r a l  y e a r s  t h a t  s h o w s  y o u

p o s s e s s  t r a i t s  t h a t  t h e  e m p l o y e r  d e m a n d s ?

JOB SEARCHING
AND KEY WORDS

J o b  a p p l i c a t i o n  –  A l m o s t  a l l  j o b s  w i l l  h a v e  a  a p p l i c a t i o n  p r o c e s s .  P r i o r

t o  c o m p l e t i n g  a  j o b  a p p l i c a t i o n ,  e i t h e r  i n  p e r s o n  o r  o n l i n e ,  y o u  w i l l

n e e d  t o  c r e a t e  a  r e s u m e  a n d  a  c o v e r  l e t t e r .  O n c e  t h o s e  d o c u m e n t s  a r e

c o m p l e t e  y o u  c a n  b e g i n  t h e  a p p l i c a t i o n  p r o c e s s  b y  u p l o a d i n g  t h e m  t o

t h e  a p p r o p r i a t e  w e b s i t e  o r  d e l i v e r i n g  t h e m  i n  p e r s o n .  T h e  j o b  p o s t i n g

w i l l  s p e c i f y  t h e  e m p l o y e r ’ s  p r e f e r e n c e  f o r  r e c e i v i n g  t h e  d o c u m e n t s .

P a y  a t t e n t i o n  t o  d e t a i l s  a n d  m a k e  s u r e  y o u  f o l l o w  t h e  i n s t r u c t i o n s  t o

t h e  l e t t e r .  I f  n o t ,  i t  i s  e a s y  t o  s c r e e n  y o u r  j o b  a p p l i c a t i o n  a n d  d i s c a r d

i t .  Y o u  c a n  v i e w  a  s a m p l e  j o b  a p p l i c a t i o n  a t  t h i s  w e b s i t e :

h t t p s : / / w w w . t h e b a l a n c e m o n e y . c o m / j o b - a p p l i c a t i o n - f o r m - s a m p l e -

2 0 6 1 6 0 7

S o m e  e m p l o y e r s  a l s o  a d m i n i s t e r  s k i l l s  t e s t s  o r  p e r s o n a l i t y  t e s t s  p r i o r

t o  c o n s i d e r i n g  y o u  f o r  e m p l o y m e n t .  T h i s  p r a c t i c e  h e l p s  t h e m  s c r e e n

o u t  a p p l i c a n t s  t h a t  d o  n o t  p o s s e s s  t h e  d e s i r e d  s k i l l  s e t s  o r  p e r s o n a l i t y

t r a i t s  d e e m e d  n e c e s s a r y  f o r  t h e  j o b .  

B e c a u s e  s o  m a n y

a p p l i c a t i o n s  f o r  j o b s  a r e

o n l i n e ,  i t ' s  i m p o r t a n t  t o

i n c l u d e  r e l e v a n t  k e y  w o r d s

w h e n  y o u  a r e  j o b  s e a r c h i n g

o r  a p p l y i n g  f o r  j o b s .  I f  a

c o m p u t e r  i s  u s i n g  a  p r o g r a m

t o  s o r t  a p p l i c a t i o n s ,

i n c l u d i n g  k e y  w o r d s  t h a t

a r e  r e l e v a n t  t o  t h e  j o b

y o u ' r e  a p p l y i n g  f o r  c o u l d

k e e p  y o u r  a p p l i c a t i o n  a t  t h e

t o p  o f  a  h i r i n g  l i s t .  

F o r  e x a m p l e ,  i f  y o u  w e r e

a p p l y i n g  f o r  a  j o b  a s  a

r e c e p t i o n i s t ,  y o u  m a y   w a n t

t o  h i g h l i g h t  t y p i n g  s k i l l  a n d

s p e e d ,  c u s t o m e r  s e r v i c e

e x p e r i e n c e ,  e t c .  

I f  t h e  j o b  a d  y o u  f i n d  s a y s

t h e y  a r e  l o o k i n g  f o r

" H o n e s t ,  d e p e n d a b l e "

e m p l o y e e s ,  u s e  t h o s e  w o r d s

i n  y o u r  a p p l i c a t i o n  t o

d e s c r i b e  y o u r s e l f .

T h e s e  l i t t l e  s t r a t e g i e s  c a n

h e l p  y o u  g e t  t o  t h e

i n t e r v i e w  p o r t i o n  o f  t h e

h i r i n g  p r o c e s s  w h e r e  f i n a l

h i r i n g  d e c i s i o n s  a r e  m a d e .
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O n e  o v e r l o o k e d  s o u r c e  o f  a  j o b  i s  y o u r  n e t w o r k .  N e t w o r k i n g  i s  t h e

p r a c t i c e  o f  p u r p o s e f u l l y  d e v e l o p i n g  c o n t a c t s  t h a t  c a n  b e  m u t u a l l y

b e n e f i c i a l  t o  y o u  a n d  y o u r  n e t w o r k  c o n t a c t s .  Y o u  m a y  e x c h a n g e

i n f o r m a t i o n  w i t h  p e o p l e  i n  y o u r  n e t w o r k  o r  h e l p  c o n n e c t  p e o p l e  i n

y o u r  n e t w o r k  s o  t h e y  c a n  b e n e f i t  f r o m  c o m m o n  g o a l s  o r  i n t e r e s t s .  S o ,

w h o  i s  i n  y o u r  n e t w o r k  n o w  t h a t  c o u l d  h e l p  y o u  l o c a t e  a  j o b ?  I t  c o u l d

b e  p a r e n t s ,  r e l a t i v e s ,  t e a c h e r s ,  o r  o t h e r  p e o p l e  w h o  c a n  c o m m e n t  o n

y o u r  s k i l l s  a n d  a b i l i t i e s .  Y o u  m i g h t  f i n d  t h a t  s o m e o n e  y o u  h a v e

w o r k e d  f o r  i n  t h e  p a s t  ( e . g . ,  b a b y s i t t i n g ,  y a r d  w o r k ,  e t c . )  i s  v e r y

i m p r e s s e d  w i t h  y o u r  w o r k  e t h i c  a n d  w i l l i n g  t o  p u t  i n  a  g o o d  w o r d  f o r

y o u  w i t h  s o m e o n e  l o o k i n g  f o r  a  g o o d  e m p l o y e e .  

NOTES:

https://www.thebalancemoney.com/job-application-form-sample-2061607


W h i l e  a  y o u n g  a d u l t s  r e s u m e  w i l l

a l t e r  s i g n i f i c a n t l y  t h r o u g h o u t  t h e i r

e a r l y  w o r k i n g  y e a r s ,  h a v i n g  a

s t a r t e r  r e s u m e  t o  b u i l d  f r o m  a n d

e d i t  w i l l  b e  a  v a l u a b l e  a s s e t  f o r

t h e i r  f u t u r e  e n d e a v o r s .  W h i l e

t h e r e  a r e  s e v e r a l  o n l i n e  r e s u m e

b u i l d i n g  w e b s i t e s  a n d  p r o g r a m s ,  a

b l a n k  o n e - p a g e  r e s u m e  t e m p l a t e  i s

i n c l u d e d  i n  t h e  a c t i v i t i e s  s e c t i o n  o f

t h i s  u n i t .

N a m e

A d d r e s s

P h o n e  n u m b e r  

P e r s o n a l  e m a i l  a d d r e s s

H i g h  S c h o o l  g r a d u a t e

F l u e n t  i n  E x c e l ,  W o r d ,  e t c .

E n j o y  w o r k i n g  w i t h  t e a m  m e m b e r s

E t c .

A n y  w o r k  h i s t o r y  s h o w s  y o u  h a v e  t a k e n  t h e  i n i t i a t i v e  t o  f i n d  a  j o b

P a s t  e m p l o y m e n t  m a y  a l s o  s e r v e  a s  a  r e f e r e n c e

L i s t  a  c o u p l e  o f  r e f e r e n c e s  t h a t  h a v e  k n o w l e d g e  o f  y o u r  c h a r a c t e r ,

s k i l l s  a n d  a b i l i t i e s

A s k  t h e  r e f e r e n c e s  p r i o r  t o  l i s t i n g  t h e m  o n  y o u r  r e s u m e

A l l  r e s u m e s  s h o u l d  c o n t a i n  t h e  f o l l o w i n g  c o m p o n e n t s :  

P e r s o n a l  i n f o r m a t i o n

E d u c a t i o n  a n d  S k i l l  S e t s

W o r k  H i s t o r y  

R e f e r e n c e s

F o c u s  o n  t h e  h i g h l i g h t i n g  t h e  s k i l l s  t h a t  a r e  i n  d e m a n d  f o r  e a c h  j o b .

M o s t  p e o p l e  w i l l  t a i l o r  t h e i r  r e s u m e  f o r  e v e r y  j o b  a p p l i c a t i o n .

BUILDING A RESUME
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NOTES:

C o v e r  l e t t e r  –  M a n y  j o b  a p p l i c a t i o n s  r e q u i r e  y o u  t o  s u b m i t  a  c o v e r

l e t t e r  w i t h  t h e  a p p l i c a t i o n .  C o v e r  l e t t e r s  a r e  e s s e n t i a l l y  a  s a l e s

p r e s e n t a t i o n  o f  y o u .  Y o u r  c o v e r  l e t t e r  s h o u l d  h i g h l i g h t  w h y  y o u  a r e  a

g o o d  f i t  f o r  t h e  e m p l o y e r ’ s  a d v e r t i s e d  p o s i t i o n .  W h a t  m a k e s  y o u

u n i q u e l y  q u a l i f i e d  t o  b e  t h e  p e r s o n  h i r e d  f o r  t h a t  j o b ?  Y o u  n e e d  t o  l i s t

t h e  s p e c i f i c  j o b  s i n c e  m a n y  e m p l o y e r s  m a y  b e  f i l l i n g  s e v e r a l  p o s i t i o n s

a t  o n c e .  A f t e r  t h a t  y o u  c a n  s t a t e  w h y  t h e  j o b  i n t e r e s t s  y o u  a n d  w h y

y o u  w a n t  t o  w o r k  f o r  t h a t  s p e c i f i c  e m p l o y e r .  Y o u  w i l l  a l s o  h i g h l i g h t

w h a t  y o u  b r i n g  t o  t h e  t a b l e .  E a c h  j o b  y o u  a p p l y  f o r  s h o u l d  h a v e  a

u n i q u e  c o v e r  l e t t e r .  Y o u  c a n  c r e a t e  a  g e n e r i c  c o v e r  l e t t e r  t h a t  y o u

t w e a k  f o r  e v e r y  j o b  a p p l i c a t i o n .  K e e p  i n  m i n d  t h a t  t h e  p u r p o s e  o f  t h i s

e n t i r e  p r o c e s s  i s  t o  g e t  a n  i n t e r v i e w .  Y o u  h a v e  t o  s e l l  y o u r s e l f  o n

p a p e r  a n d  c o n v i n c e  t h e  r e c r u i t e r  t h a t  y o u  w i l l  g e n e r a t e  a  n e t  b e n e f i t

f o r  t h e  o r g a n i z a t i o n .  I n  o t h e r  w o r d s ,  y o u  w i l l  c r e a t e  m o r e  v a l u e  f o r

t h e  o r g a n i z a t i o n  t h a n  i t  c o s t s  t h e m  t o  h i r e  y o u .  

F o l l o w - u p  l e t t e r  –  A f t e r  t h e  i n t e r v i e w ,  s e n d  a  f o l l o w - u p  l e t t e r

t h a n k i n g  t h e  i n d i v i d u a l s  w h o  i n t e r v i e w e d  y o u  f o r  t h e i r  t i m e  a n d

e x p r e s s i n g  y o u r  i n t e r e s t  i n  t h e  p o s i t i o n  y o u  a p p l i e d  f o r .  Y o u  c a n  d o

t h i s  v i a  e m a i l  o r  w i t h  a  c a r d  a n d  a  s h o r t  w r i t t e n  n o t e .



I n t e r n s h i p s  –  A n  i n t e r n s h i p  i s  a n  o p p o r t u n i t y  t o  w o r k  f o r  a n

o r g a n i z a t i o n  f o r  a  s h o r t  p e r i o d  o f  t i m e  t o  g a i n  e x p e r i e n c e  a n d  i n s i g h t

i n t o  a  s p e c i f i c  j o b  o r  f i r m .  M o s t  i n t e r n s h i p s  l a s t  a  f e w  w e e k s  t o  a  f e w

m o n t h s  a n d  c a n  b e  p a i d  o r  u n p a i d .  O r g a n i z a t i o n s  o f t e n  l i k e  t o  h i r e

i n t e r n s  s i n c e  i t  g i v e s  t h e m  a  c h a n c e  t o  e v a l u a t e  a  p o t e n t i a l  e m p l o y e e

w i t h  n o  l o n g - t e r m  c o m m i t m e n t  o n  t h e i r  p a r t .  I t  g i v e s  t h e  i n t e r n  a

c h a n c e  t o  s e e  w h a t  e v e r y o n e  d o e s  o n  a  d a i l y  b a s i s  a t  t h a t  o r g a n i z a t i o n

s o  t h e y  c a n  e v a l u a t e  w h e t h e r  t h e y  a r e  a  g o o d  f i t  f o r  t h a t  o r g a n i z a t i o n

o r  c a r e e r .  Y o u  l e a r n  a s  m u c h  f r o m  a n  u n s u c c e s s f u l  i n t e r n s h i p  a s  y o u

d o  f r o m  a  s u c c e s s f u l  i n t e r n s h i p .  Y o u  c a n  s e a r c h  f o r  i n t e r n s h i p s  i n  t h e

s a m e  m a n n e r  y o u  u s e  t o  s e a r c h  f o r  a  f u l l - t i m e  j o b .  M a n y  i n t e r n s h i p s

o n l y  r e q u i r e  y o u  t o  w o r k  a  f e w  h o u r s  a  w e e k  s o  y o u  c a n  h a v e  t h e

f l e x i b i l i t y  t o  c o n t i n u e  y o u r  e d u c a t i o n .  

ENRICHING
CLASSROOM
EXPERIENCES

T h e r e  a r e  s e v e r a l  w a y s  t o  l e a r n  a b o u t  a  c h o s e n  c a r e e r  p a t h  a n d  g a i n

w o r k  e x p e r i e n c e .  T h e y  i n c l u d e  t h e  f o l l o w i n g ;

J o b  s h a d o w i n g  –  J o b  s h a d o w i n g  i s  t h e  p r a c t i c e  o f  f o l l o w i n g  a n

e m p l o y e e  a r o u n d  f o r  a  d a y  o r  t w o  t o  g e t  a  c l e a r  u n d e r s t a n d i n g  o f  w h a t

a  d a y  i n  t h e  l i f e  o f  t h a t  c h o s e n  c a r e e r  m i g h t  l o o k  l i k e .  Y o u  m a y  b e  a b l e

t o  s e t  u p  a  j o b  s h a d o w i n g  o p p o r t u n i t y  t h r o u g h  s c h o o l  o r  f i n d  o n e  o n

y o u r  o w n .  Y o u  w i l l  d i s c o v e r  t h a t  m o s t  p e o p l e  a r e  m o r e  t h a n  w i l l i n g  t o

a c c o m m o d a t e  y o u r  r e q u e s t  a n d  l e t  y o u  s e e  w h a t  t h e y  d o  o n  a  d a i l y

b a s i s .  

A  g r e a t  c l a s s r o o m

e x p e r i e n c e :  I n v i t e  a  g u e s t

s p e a k e r  ( o r  s e v e r a l ! )  t o  y o u r

c l a s s  t o  s h a r e  a b o u t  t h e i r

o w n  w o r k  e x p e r i e n c e s ,  w h a t

s t r e n g t h s  t h e y  b r i n g  t o  t h e

w o r k p l a c e ,  a n d  h o w  t h e i r  j o b

h a s  c h a n g e d  t h r o u g h o u t  t h e i r

c a r e e r .

T h e r e  a r e  s e v e r a l

o r g a n i z a t i o n s  t h a t  w o u l d

l o v e  t o  s h a r e  i n f o r m a t i o n

a b o u t  j o b  s h a d o w i n g ,

i n t e r n s h i p s ,  a p p r e n t i c e s h i p s ,

a n d  m o r e .  O n e  g r e a t  o p t i o n

i n  A r k a n s a s  i s  B e  P r o  B e

P r o u d .  T h e y  o f f e r  e d u c a t o r s ,

s c h o o l s ,  &  s t u d e n t s  a  h a n d s -

o n  l o o k  a t  a  v a r i e t y  o f  t r a d e s .

T h e y  a l s o  s h a r e  i n f o r m a t i o n

o n  t h e  p r o c e s s  o f  o b t a i n i n g

t r a i n i n g  a n d  l i c e n s e s  t o  b e g i n

a n y  t r a d e  a  s t u d e n t  m i g h t  b e

i n t e r e s t e d  i n .
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OTHER WAYS TO LEARN MORE ABOUT A
JOB OR PROFESSION 

A p p r e n t i c e s h i p s  –  A p p r e n t i c e s h i p s  a r e  o f t e n  u s e d  b y  s k i l l e d  t r a d e s  o r

p r o f e s s i o n s  a s  a  w a y  t o  g e t  o n  t h e  j o b  t r a i n i n g  a n d  e x p e r i e n c e  w h i l e

e a r n i n g  a  s a l a r y  o r  h o u r l y  w a g e .  A p p r e n t i c e s h i p s  a r e  r e q u i r e d  i n  m a n y

f i e l d s  t h a t  r e q u i r e  l i c e n s u r e .  E x a m p l e s  i n c l u d e  e l e c t r i c i a n s ,  p l u m b e r s ,

h e a t  a n d  a i r  p r o f e s s i o n a l s  ( H V A C ) ,  a n d  o t h e r  s k i l l e d  t r a d e s .  

F o r  e x a m p l e ,  i n  A r k a n s a s  y o u  w i l l  n e e d  s e v e r a l  y e a r s  o f  e x p e r i e n c e

a n d  y o u  m u s t  p a s s  a  l i c e n s u r e  e x a m  t o  b e c o m e  a n  e l e c t r i c i a n .  T h e

e x p e r i e n c e  c o m p o n e n t  c a n  b e  f i l l e d  w i t h  a n  a p p r o p r i a t e

a p p r e n t i c e s h i p .  T o  s e e  a l l  t h e  r e q u i r e m e n t s  c h e c k  o u t  t h e  f o l l o w i n g

l i n k :  h t t p s : / / w w w . s e r v i c e t i t a n . c o m / l i c e n s i n g / e l e c t r i c i a n / a r k a n s a s

V o l u n t e e r  w o r k  –  W h e n  y o u  v o l u n t e e r  f o r  a  n o n - p r o f i t  o r g a n i z a t i o n

y o u  w i l l  g i v e  b a c k  t o  t h e  c o m m u n i t y  a n d  g a i n  v a l u a b l e  w o r k

e x p e r i e n c e .  V o l u n t e e r i n g  s h o w s  p o t e n t i a l  e m p l o y e r s  t h a t  y o u  a r e

p a s s i o n a t e  a b o u t  s o m e t h i n g  a n d  w i l l i n g  t o  d o  u n p a i d  w o r k  t o  f u r t h e r

t h e  c a u s e .  D o c u m e n t  w h a t  y o u  d o  w h i l e  v o l u n t e e r i n g  a n d  t h i n k  a b o u t

i t  i n  t e r m s  o f  s k i l l s  s e t s  t h a t  a r e  t r a n s f e r r a b l e  t o  o t h e r  j o b s  o r

o r g a n i z a t i o n s .  

NOTES:

https://www.beprobeproudar.org/
https://www.servicetitan.com/licensing/electrician/arkansas


T r y  s e a r c h i n g  f o r  " M o c k  I n t e r v i e w s "

o r  " P r a c t i c e  I n t e r v i e w s "  o n

Y o u T u b e .  T h e r e  a r e  m a n y  s h o r t

v i d e o s  t h a t  p r o v i d e  s t u d e n t s  w i t h  a n

e x a m p l e  o f  s o m e o n e  p a r t i c i p a t i n g  i n

a n  i n t e r v i e w .  O n c e  s t u d e n t s  h a v e

s e e n  s e v e r a l  k i n d s  o f  i n t e r v i e w s ,

t h e y  w i l l  f e e l  m o r e  c o n f i d e n t  w h e n

t h e y  a r e  a s k e d  t o  r e s p o n d  t o

i n t e r v i e w  q u e s t i o n s  o n  t h e i r  o w n .

WATCH & LEARN
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NOTES:

S m a l l  b u s i n e s s e s –  D o  y o u  m o w  y a r d s  o r  b a b y s i t  c h i l d r e n ?  B o t h  o f

t h e s e  s h o w  y o u  a r e  r e s p o n s i b l e  a n d  h a v e  g o o d  t i m e  m a n a g e m e n t  s k i l l s

a n d  a r e  w i l l i n g  t o  w o r k  h a r d .  S o m e  p e o p l e  w o r k  a t  a  f i r e w o r k s  s t a n d

o r  s e t  u p  a  b o o t h  a t  a  f a i r  o r  f l e a  m a r k e t .  A n y  o f  t h e s e  a c t i v i t i e s

p r o v i d e  w o r k  e x p e r i e n c e .  T h e y  w i l l  a l s o  g i v e  y o u  i n f o r m a t i o n  a b o u t

w h e t h e r  y o u  e n j o y  w o r k i n g  w i t h  c l i e n t s  o r  c u s t o m e r s .  I f  y o u  d i s l i k e

c o l l e c t i n g  y o u r  f e e s  f o r  m o w i n g  a  y a r d  o r  b u i l d i n g  a  w e b s i t e  t h e n  y o u

p r o b a b l y  d o  n o t  w a n t  t o  b e  s e l f - e m p l o y e d  a n d  y o u  m i g h t  p r e f e r

w o r k i n g  i n  b u s i n e s s  o p e r a t i o n s  i n s t e a d  o f  r e t a i l  o r  f r o n t  o f f i c e  w o r k .

E v e r y t h i n g  y o u  d o  w i l l  g i v e  y o u  a d d i t i o n a l  i n f o r m a t i o n  a b o u t  y o u r

l i k e s  a n d  d i s l i k e s .   

R e a l - w o r l d  e x p e r i e n c e s  –  A n y  f u l l  o r  p a r t - t i m e  j o b  y o u  c u r r e n t l y  h o l d

o r  h a v e  h e l d  i n  t h e  p a s t  g a v e  y o u  s o m e  e x p e r i e n c e  t h a t  y o u  c a n  p o i n t

o u t  t o  f u t u r e  e m p l o y e r s .  W h a t  s k i l l s  d i d  y o u  l e a r n ?  D i d  y o u  l e a r n  t o

w o r k  w i t h  o t h e r s  o r  c a n  y o u  w o r k  w i t h o u t  d i r e c t  s u p e r v i s i o n ?  A r e  y o u

s e l f - m o t i v a t e d  a n d  d o  y o u  t a k e  i n i t i a t i v e ?  W h a t  w o u l d  y o u r

s u p e r v i s o r  o r  b o s s  s a y  a b o u t  y o u  i f  t h e  p o t e n t i a l  e m p l o y e r  c a l l e d

t h e m ?  K e e p  t h i s  i n  m i n d  w h e n  y o u  w o r k .  Y o u  w a n t  t o  g i v e  a  p o s i t i v e

i m p r e s s i o n  t h a t  w i l l  f o l l o w  y o u  t h r o u g h o u t  y o u r  c a r e e r .  W e  w i l l  c o v e r

t h i s  i n  g r e a t e r  d e t a i l  n e x t .  

HOW TO MAKE A POSITIVE IMPRESSION
ON INTERVIEWERS AND EMPLOYERS
THE JOB INTERVIEW
W h e n  y o u  r e a c h  t h e  s t a g e  o f  a n  i n t e r v i e w  i t  m e a n s  y o u  h a v e  c l e a r e d

s e v e r a l  h u r d l e s .  Y o u r  j o b  a p p l i c a t i o n  i n c l u d i n g  y o u r  c o v e r  l e t t e r  a n d

r e s u m e  i n t r i g u e d  s o m e o n e  t o  t h e  p o i n t  o f  r e q u e s t i n g  a n  i n t e r v i e w .

T h e  i n t e r v i e w  p r o c e s s  i s  w h e r e  y o u  g e t  t h e  c h a n c e  t o  s h o w c a s e  y o u r

a b i l i t y  t o  i n t e r a c t  w i t h  o t h e r s  a n d  s e e  i f  y o u  a r e  g o o d  f i t  f o r  t h e

o r g a n i z a t i o n .  S o m e  o f  t h e  i n t e r v i e w  q u e s t i o n s  a r e  a l s o  d e s i g n e d  t o

s e e  h o w  w e l l  y o u  r e s p o n d  t o  d i f f e r e n t  s c e n a r i o s  a n d  h o w  y o u  h a v e

h a n d l e d  s i t u a t i o n s  i n  t h e  p a s t .  F o r  e x a m p l e ,  y o u  m i g h t  b e  a s k e d  t o

“ T e l l  m e  a b o u t  a  t i m e  t h a t  y o u  d e a l t  w i t h  a  d i f f i c u l t  s i t u a t i o n . ”   T h e

b e h a v i o r a l  i n t e r v i e w  q u e s t i o n s  f o c u s  o n  y o u r  i n t e r a c t i o n s  w i t h  o t h e r s

i n  s i t u a t i o n s  t h a t  m a y  r e q u i r e  y o u  t o  e x h i b i t  l e a d e r s h i p  s k i l l s ,

t e a m w o r k  o r  c o l l a b o r a t i o n  s k i l l s ,  o r  c o n f l i c t  r e s o l u t i o n .  H o w  w e l l  d o

y o u  f u n c t i o n  u n d e r  p r e s s u r e ?

T h i n k  a b o u t  y o u r  a n s w e r s  a n d  d e v e l o p  a  r e s p o n s e  f o r  c o m m o n

b e h a v i o r a l  i n t e r v i e w  q u e s t i o n s .  O n e  w a y  t o  p r a c t i c e  i s  t h r o u g h

c o n d u c t i n g  m o c k  i n t e r v i e w s  w i t h  y o u r  c l a s s m a t e s .  F i n d  a  l i s t  o f

b e h a v i o r a l  q u e s t i o n s  a n d  h a v e  y o u r  c l a s s m a t e s  r o l e  p l a y  a s  a n

i n t e r v i e w e r .  T a k e  t u r n s  a s k i n g  e a c h  o t h e r  q u e s t i o n s  a n d  g i v e  f e e d b a c k

o n  a n s w e r s .  P r a c t i c i n g  i n t e r v i e w  s k i l l s  i s  j u s t  l i k e  p r a c t i c i n g  f o r  a

s p o r t  o r  m u s i c a l  i n s t r u m e n t .  T h e  m o r e  y o u  p r a c t i c e  t h e  b e t t e r  y o u

g e t .  



·       A r r i v e  e a r l y

·       D r e s s  p r o f e s s i o n a l l y

·       M a k e  e y e  c o n t a c t  

·       O f f e r  a  f i r m  h a n d s h a k e

·       L i s t e n  t o  t h e  i n t e r v i e w e r s

·       D o  n o t  f i d g e t

·       L e a v e  y o u r  c e l l  p h o n e  a t  h o m e  o r  i n  t h e  c a r

·       C o n d u c t  r e s e a r c h  o n  t h e  e m p l o y e r  b e f o r e  t h e  i n t e r v i e w

·       A n s w e r  a l l  q u e s t i o n s  r e s p e c t f u l l y

·       T r e a t  e v e r y o n e  w i t h  t h e  s a m e  l e v e l  o f  r e s p e c t

·       B e  c a r e f u l  o f  y o u r  b o d y  l a n g u a g e

·       B e  p o s i t i v e  a t  a l l  t i m e s

·       T a k e  a  n o t e  p a d  w i t h  s o m e  q u e s t i o n s  l i s t e d  t o  a s k  t h e  i n t e r v i e w e r s

·       S h o w  i n t e r e s t  i n  t h e  o r g a n i z a t i o n  a n d  t h e  p o s i t i o n

PRACTICE QUESTIONS
FOR INTERVIEWS: S o m e o n e  o n c e  s a i d  y o u  o n l y  g e t  o n e  c h a n c e  t o  m a k e  a  f i r s t

i m p r e s s i o n .  U n f o r t u n a t e l y  t h a t  s t a t e m e n t  i s  t r u e !  A n d ,  f o r t u n a t e l y

t h e r e  a r e  s o m e  t h i n g s  w e  c a n  d o  t o  m a k e  a  g o o d  f i r s t  i m p r e s s i o n

w h e t h e r  t h e  i n t e r v i e w  i s  v i r t u a l  v i a  Z o o m  o r  s o m e  o t h e r  t e c h n o l o g y

p l a t f o r m ,  o r  i n  p e r s o n .  T h e s e  i n c l u d e :
T e l l  m e  a b o u t  a

d i f f i c u l t  o r  c h a l l e n g i n g

s i t u a t i o n  y o u ' v e  b e e n

i n  a n d  h o w  y o u

h a n d l e d  i t .

W h a t  i s  y o u r  p r o c e s s

f o r  a p p r o a c h i n g

p r o b l e m s ?

W h a t  r o l e  d o  y o u

a s s u m e  w h e n  y o u ' r e

w o r k i n g  w i t h  a  t e a m ?

W h a t  d o  y o u  d o  w h e n

y o u  d i s a g r e e  w i t h

s o m e o n e ?

G i v e  a n  e x a m p l e  o f  a

t i m e  y o u  h a d  t o  s e t

a n d  a c h i e v e  a  s p e c i f i c

g o a l .  H o w  d i d  y o u  d o

i t ?

H a v e  y o u  e v e r  h a d  t o

w o r k  o n  m u l t i p l e

t h i n g s  a t  t h e  s a m e

t i m e ?  H o w  d i d  y o u  d o

i t ?

W h a t  a r e  y o u r

s t r e n g t h s ?  W h a t  a r e

y o u r  t a l e n t s ?

W h e r e  i s  a  s p e c i f i c

a r e a  i n  y o u r  l i f e  w h e r e

y o u ' d  l i k e  t o  i m p r o v e ?

W h a t  a r e  y o u r  l o n g

t e r m  g o a l s ?

T e l l  m e  a b o u t  a  t i m e

y o u  w e n t  a b o v e  a n d

b e y o n d .
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POSITIVE IMPRESSIONS DURING THE INTERVIEW

W h i l e  t h i s  m a y  s e e m  l i k e  a  l o t  t o  d i g e s t  y o u  c a n  d e v e l o p  t h i s  s k i l l s  a n d

a d o p t  t h e s e  p r a c t i c e s  o v e r  t i m e  a n d  y o u  w i l l  r e a c h  a  p o i n t  w h e r e  y o u

a r e  n o t  e v e n  a w a r e  o f  t h i s  b e h a v i o r .  I t  w i l l  s i m p l y  b e c o m e  a  n a t u r a l

e x t e n s i o n  o f  w h o  y o u  a r e .  I t  i s  n o t  u n c o m m o n  f o r  y o u  t o  g o  t h r o u g h

s e v e r a l  i n t e r v i e w s  w i t h  d i f f e r e n t  p e o p l e  f r o m  t h e  o r g a n i z a t i o n ,

p a r t i c u l a r l y  f o r  l o n g - t e r m  p o s i t i o n s .  R e m e m b e r  y o u  a r e  t r y i n g  t o

m a t c h  y o u r  s k i l l s  a n d  p e r s o n a l i t i e s  t o  a n  o r g a n i z a t i o n  a n d  c o l l e a g u e s

t h a t  y o u  w i l l  s p e n d  a  l o t  o f  t i m e  w i t h .  Y o u  w a n t  a  g o o d  m a t c h ,  n o t  a

b a d  o n e !

A t  s o m e  p o i n t  y o u  w i l l  r e c e i v e  o n e  o r  m o r e  j o b  o f f e r s .  I f  y o u  r e c e i v e

m u l t i p l e  o f f e r s  t h a t  y o u  a r e  e x c i t e d  a b o u t  y o u  w i l l  w a n t  t o  c o m p a r e

t o t a l  c o m p e n s a t i o n .  Y o u r  t o t a l  c o m p e n s a t i o n  i n c l u d e s  s a l a r y  o r

w a g e s ,  b o n u s e s ,  r e t i r e m e n t  p l a n s ,  h e a l t h  c a r e  i n s u r a n c e ,  a n d  a  h o s t  o f

o t h e r  p o s s i b l e  b e n e f i t s .  Y o u  s h o u l d  a l s o  c h e c k  i n t o  t i m e  c o m m i t m e n t s

a n d  t r a v e l  e x p e c t a t i o n s .  T h e  b e s t  w a y  t o  d o  t h i s  i s  t o  d e v e l o p  a  t a b l e

s o  y o u  c a n  f i l l  i t  o u t  a n d  t h e n  e v a l u a t i o n  t h e  o v e r a l l  o f f e r .  F o r

e x a m p l e ,  y o u  m i g h t  u s e  t h e  f o l l o w i n g  t a b l e .

JOB OFFERS



E d u c a t o r s  o f t e n  s t r u c t u r e  t h e i r

c l a s s r o o m s  &  s t u d e n t  l e a r n i n g  i n

s i m i l a r  w a y s  t o  a  j o b ,  o u t l i n i n g

e x p e c t a t i o n s  &  c o n s e q u e n c e s ,

s e t t i n g  g o a l s ,  l e a r n i n g  a n d  b u i l d i n g

s k i l l s  o v e r  t i m e ,  e t c .  A s k  y o u r

s t u d e n t s  w h a t  s t r a t e g i e s  t h e y  u s e  t o

b e  s u c c e s s f u l  i n  t h e  c l a s s r o o m .  H o w

a r e  t h e y  g o i n g  t o  t r a n s f e r  t h o s e

s k i l l s  i n t o  t h e i r  f u t u r e  c a r e e r s ?

CLASS CONVERSATION:
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NOTES:

Y o u  c a n  d e t e r m i n e  h o w  m u c h  i n f o r m a t i o n  t o  i n c l u d e  i n  e a c h  b l o c k .

A n y  m e t h o d  t h a t  h e l p s  y o u  v i s u a l i z e  t h e  d i f f e r e n c e s  a m o n g  m u l t i p l e

j o b  o f f e r s  w i l l  w o r k .

C o m m u n i c a t i o n s  s k i l l s  –  E m p l o y e r s  n e e d  p e o p l e  t h a t  c a n

c o m m u n i c a t e  e f f e c t i v e l y  i n  w r i t i n g  a n d  v e r b a l l y .  Y o u  m i g h t  b e  c a l l e d

o n  t o  g i v e  a  p r e s e n t a t i o n  a n d  y o u  n e e d  t o  b e  e q u i p p e d  t o  d o  t h a t .  Y o u

w i l l  a l s o  n e e d  t o  b e  c l e a r  i n  w r i t t e n  c o m m u n i c a t i o n s  s i n c e  m i s t a k e s

c a n  b e  c o s t l y  t o  a n  o r g a n i z a t i o n  i n  b o t h  t i m e  a n d  m o n e y .  

T i m e  m a n a g e m e n t  s k i l l s  –  Y o u  w i l l  n e e d  t o  j u g g l e  a  l o t  o f

c o m m i t m e n t s ,  b o t h  p r o f e s s i o n a l  a n d  p e r s o n a l .  S o m e  s t u d e n t s  m a y

a l r e a d y  h a v e  g o o d  t i m e  m a n a g e m e n t  s k i l l s  b u t  o t h e r s  m a y  n o t .  L e a r n

t o  k e e p  a  c a l e n d a r  a n d  s e t  r e m i n d e r s .  D o  N O T  m i s s  d e a d l i n e s  o r

a p p o i n t m e n t s .  

C o l l a b o r a t i o n  a n d  t e a m w o r k  s k i l l s  –  A l m o s t  e v e r y  o r g a n i z a t i o n

r e q u i r e s  c o l l a b o r a t i o n  a n d  t e a m w o r k .  M o s t  o f  y o u  w i l l  w o r k  o n

p r o j e c t s  t h a t  m a y  r e q u i r e  d i f f e r e n t  s k i l l  s e t s .  L e a r n  t o  g e t  a l o n g  w i t h

o t h e r s  a n d  t o  d e f u s e  t e n s e  s i t u a t i o n s .  G e t t i n g  i n t o  a  s h o u t i n g  m a t c h

w i t h  a  c o l l e a g u e  i s  n o t  g o o d  f o r  y o u r  c a r e e r .  M a k e  s u r e  y o u r  c a r r y

y o u r  o w n  w e i g h t  o n  t h e  t e a m .  

T a k e  i n i t i a t i v e  –  M o s t  s u p e r v i s o r s  a p p r e c i a t e  s o m e o n e  t h a t  i s  w i l l i n g

t o  s t e p  i n  a n d  d o  e x t r a  w o r k  w h e n  t h e y  s e e  i t  i s  n e e d e d .  D o n ’ t  s i t  a n d

w a i t  f o r  y o u r  b o s s  t o  t e l l  y o u  w h a t  t o  d o .  F i n d  s o m e t h i n g  p r o d u c t i v e

t o  w o r k  o n  i f  y o u  a r e  c a u g h t  u p .  H e l p  s o m e o n e  e l s e  c o m p l e t e  t h e i r

a s s i g n e d  t a s k s .

B e  f l e x i b l e  –  Y o u  m i g h t  f i n d  y o u r s e l f  p l a c e d  i n  o n e  r o l e  o r  o n  o n e

t e a m  a n d  t h e n  r e m o v e d  f r o m  t h a t  p o s i t i o n  l a t e r .  G o  a l o n g  w i t h  t h e

d e c i s i o n  s i n c e  t h e  o r g a n i z a t i o n  i s  a t t e m p t i n g  t o  p u t  y o u r  s k i l l s  t o

w o r k  i n  t h e  b e s t  p o s s i b l e  w a y .  

K e e p  a  p o s i t i v e  a t t i t u d e  –  M a i n t a i n  a  p o s i t i v e  a t t i t u d e .  E m p l o y e e s

w h o  a r e  c o n s t a n t l y  c o m p l a i n i n g  c a n  c h a n g e  t h e  t o n e  a n d  d y n a m i c  f o r

e v e r y o n e  o n  a  t e a m .  Y o u  d o  n o t  w a n t  t o  b e  t h e  e m p l o y e e  e v e r y o n e

a v o i d s .  I f  y o u  h a v e  c o m p l a i n t s  o r  c o n c e r n s  a b o u t  t a s k s ,  c o - w o r k e r s ,  o r

o t h e r  w o r k  r e l a t e d  s i t u a t i o n s ,  l e a r n  t h e  o f f i c i a l  c h a n n e l s  y o u  c a n  u s e

t o  s h a r e  y o u r  o p i n i o n s  a n d  f e e d b a c k .

MEET AND EXCEED EMPLOYER EXPECTATIONS 

E m p l o y e r s  a r e  l o o k i n g  f o r  e m p l o y e e s  t h a t  w o r k  h a r d ,  a r e  p u n c t u a l ,

a n d  w o r k  w e l l  w i t h  o t h e r s .  T h e y  l i k e  t o  s e e  e m p l o y e e s  w i t h  a  p o s i t i v e

a t t i t u d e  t h a t  a r e  c o n s t a n t l y  t r y i n g  t o  i m p r o v e  t h e m s e l v e s  a n d  t h e i r

s k i l l  s e t s .  A v o i d  a n y  b e h a v i o r  t h a t  c a u s e s  s t r i f e  i n  t h e  w o r k p l a c e .

M a k e  a  c o n c e r t e d  e f f o r t  t o  a v o i d  o f f i c e  p o l i t i c s  a n d  n e g a t i v e

c o w o r k e r s .  L e t ’ s  l o o k  a t  a  f e w  o f  t h e s e  e x p e c t a t i o n s  i n  g r e a t e r  d e t a i l .



DEVELOP A FLOWCHART
TO LAND THAT
INTERVIEW AND JOB

O w n  y o u r  m i s t a k e s  –  A l l  o f  u s  m a k e  m i s t a k e s  a n d  y o u  w i l l  o n  t h e  j o b .

L e a r n  f r o m  y o u r  m i s t a k e s  a n d  o w n  u p  t o  t h e m .  D o  n o t  b e  t h e  p e r s o n

w h o  b l a m e s  e v e r y o n e  e l s e  w h e n  s o m e t h i n g  g o e s  w r o n g .  

K e e p  t h e  f o l l o w i n g  t h o u g h t s  i n  m i n d .  W h o  d o  y o u  l i k e  t o  h a n g  a r o u n d

w i t h ?  P e o p l e  w h o  a r e  p o s i t i v e ,  p u l l  t h e i r  o w n  w e i g h t ,  a n d  w o r k  w e l l

w i t h  o t h e r s .  P e o p l e  w h o  o w n  t h e i r  m i s t a k e s  a n d  d o  n o t  b l a m e  o t h e r s .

B e  t h a t  p e r s o n  a n d  y o u  e m p l o y e r  w i l l  v a l u e  y o u r  c o n t r i b u t i o n s .
N o w  t h a t  w e  h a v e  c o v e r e d

t h e  p r o c e s s  o f  i d e n t i f y i n g

p o t e n t i a l  c a r e e r  p a t h s  a n d

j o b  o p p o r t u n i t i e s  w e  c a n

c r e a t e  a  p l a n  o f  a t t a c k  t o

h e l p  u s  a c c o m p l i s h  o u r  g o a l .

O n e  w a y  t o  d o  t h i s  i s  t o

d e v e l o p  a  f l o w c h a r t  t o

o u t l i n e  t h e  s t e p s  n e e d e d  t o

a c h i e v e  c h o s e n  c a r e e r  p a t h s .

Y o u  w i l l  s e e  t h a t  y o u  w i l l

n e e d  t o  m a k e  a  d e c i s i o n  a t

v a r i o u s  p o i n t s  t h a t  w i l l

d i r e c t  y o u  t o  t h e  n e x t  n o d e .

L o o k  a t  t h e  s a m p l e

f l o w c h a r t  t h a t  y o u  m i g h t  u s e

t o  g u i d e  y o u r  c a r e e r

p l a n n i n g .  E a c h  o f  y o u  w i l l

h a v e  a  u n i q u e  f l o w c h a r t  t h a t

d e p e n d s  o n  d e c i s i o n s  y o u

m a k e  d u r i n g  t h e  p r o c e s s .  

Page 10

FLOW CHART YOUR CAREER PATH

T r a d e  S c h o o l :  R e s e a r c h

t r a d e s  &  l i c e n s i n g

r e q u i r e m e n t s

S t u d e n t  d e c i d e s  o n  a

c a r e e r  p a t h

F I l e  F A F S A

S t u d e n t  b e g i n s  c a r e e r

e x p l o r a t i o n

J o i n  t h e  w o r k  f o r c e :  S e a r c h

f o r  e n t r y  l e v e l  p o s i t i o n s

C o l l e g e :  R e s e a r c h

s c h o o l s  &  p r o g r a m s

S t u d e n t s  a s k  t e a c h e r s ,  s t o r e

e m p l o y e e s ,  a n d  o t h e r  e m p l o y e d

p e o p l e  s h a r e  a b o u t  t h e i r  w o r k .

S t u d e n t  a s k s  f a m i l y

m e m b e r s  a n d  f r i e n d s

a b o u t  t h e i r  c a r e e r s .

F I l e  F A F S A

P a s s  a n y  e x a m s  n e e d e d

f o r  l i c e n s e

A s k  f o r  a  p r o m o t i o n  a n d

r a i s e .

S e l e c t  a  p r o g r a m

o f  s t u d y  &  s c h o o l

A s s o c i a t e s ,  B a c h e l o r s ,

M a s t e r s ,  P h D

S e l e c t  p r o g r a m ,  l e a r n ,

b u i l d  s k i l l s

B u i l d  s k i l l s ,  l e a r n  a b o u t  a l l

o f  t h e  r o l e s  a t  y o u r  j o b



ACTIVITY PACING GUIDE
ACTIVITY ONE: INTEREST INVENTORY (20 MINUTES)
In this activity, students are asked to list out their personal interests.  Often the first things that come to mind are the
things we enjoy the most. Ask your students: Do you like to read, fish, play the guitar, or follow the stock market? Is there a
subject you want to learn a lot about or a skill you wish to master? This worksheet asks students to evaluate and list their
likes, dislikes, skills, and areas for growth.

ACTIVITY TWO: PERSONALITY TYPES & CAREERS (60 MINUTES)
Ask your students to explore a few personality type tests. Two popular ones that are used and discussed in the business
world are the Myers-Briggs Type Indicator test and the Strengthfinders test. Once your students complete these tests,
allow them time to reflect on their results. Do they agree with their personality traits and strengths? After reflection, ask
students to compare their personalities and talents to those that are being sought after by employers on the job market.

ACTIVITY THREE: THE JOB SEARCH (60 MINUTES)
Ask students to spend some time searching local job boards for positions. Have them identify starting pay, job
requirements, responsibilities and more. Each student should locate 2-3 jobs they are interested in and print off or save the
details and job application (if available.) 
 
After independent research, place students into small group and ask that they share information about the jobs they
located with their peers. Have students discuss the similarities and differences in the jobs. If any of the students in your
class have jobs, ask them to volunteer to share details with their classmates about their work and responsibilities.

ACTIVITY FOUR: FLOW CHART YOUR CAREER PATH (STUDENT PROJECT)
Now that students have a better idea of what jobs are currently hiring in their area, they can begin to create some plans for
how to pursue a career path. Using Word, Google Office, some other computer program, or a pen and paper, ask students
to flowchart the process of deciding on a career path. Students should establish timelines for each activity in their flow
chart. Remind students that they will need to apply for college and trade school in the fall of your senior year to get
preference for admission and scholarships. 

As an extension of this activity, students could present their flow charts to their small groups or to the whole class.

ACTIVITY FIVE: OCCUPATIONAL OUTLOOK EXPLORATION (60 MINUTES)

Using the included guided worksheet, students can explore the Occupational Outlook website and find information on
a variety of career options including where in the U.S. job growth is occurring, what kinds of jobs and careers have the
largest growth, salary ranges, roles, responsibilities, and more.
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School & Academics

What is your favorite subject? Your least favorite?
What do you like and dislike about these subjects?

Do you like working alone or do you prefer group
projects and activities?

What are your personal interests? Often the first things that come to mind are the things we enjoy the most. Do you like to read,
fish, play the guitar, or follow the stock market? Is there a subject you want to learn a lot about or a skill you wish to master? Use
this worksheet to evaluate your likes, dislikes, skills, and areas for growth.

Extracurriculars

Do you play a sport? If yes, what are your
responsibilities?

Are you involved in a school club? If yes, what are
your responsibilities? 

Career & Volunteer Work

Do you have a part time job (hourly job,
babysitting, mowing yards, etc.) What are
your responsibilities?

Do you volunteer at a park, library, or youth
center? What skills do you use when doing
this kind of work?

Additional Questions to Consider

Do you have a favorite hobby (reading, writing,
playing music, gaming, etc.)

What are your favorite books or tv shows? What do
you like about them?

If you could live anywhere in the world, where would
it be?
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Myers-Briggs Personality Test

Which of the 16 personality types describes you?

Read through the description of your personality type. Do you think the test seems accurate? What words
or phrases are used to describe your personality type?

Read through and select a personality type that you think seems like the opposite of yours. What conflicts
might arise if you were working together on a projects? How might your strengths in different areas
complement one another?

Do you think knowing what another person's personality type is would help you be able to work with them
effectively? Why or why not?

Strength-finders Test

According to your Strength Finder assessment, what are your top 5 strengths?

Did any of your strengths surprise you? Why or why not?

How can your personality shape your career plans and goals? What strengths do you already have that you'll be bringing into
the workplace? The following two personality surveys will highlight your unique personality and strengths. Complete both
personality tests and answer the corresponding questions below.

https://high5test.com/cliftonstrengths-free/
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Reflection

Using the space below, write 2-3 paragraphs about your Myers-Briggs and Strength-finder results.
What are your key strengths? How does this relate to your personality, interests, and hobbies? What
kinds of careers do you think you'd be successful in based on the results of your assessments? Why
do you think this job or career would be a good fit for someone with your skills and talents?
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Job 1:

Name of Business:

Job Title/Role:

List a few of the responsibilities for this job:

What kinds of things do you think you'd learn working at a job like this. Remember, there's
ALWAYS a lesson to learn!

Learning Objective: In this activity we will spend some time reviewing local job postings. Who is hiring in our town? What kinds
of jobs are available? What kinds of skills are required? What kinds of skills would you learn from that job. Find 3 unique job
postings and fill in the details below for each. You'll compare roles, pay scales, business hours, and other information you'll want
to consider when looking for and applying for jobs.

Once you've located you're 3 jobs, find a classmate to partner with and compare the positions you located. Discuss the jobs you
found and which (if any) you'd consider applying for. Talk through the steps you'd take to apply for and secure the position.

Rate of Pay:

Business Hours:



 

 

 

 

 

 

Job 2:

Name of Business:

Job Title/Role:

List a few of the responsibilities for this job:

What kinds of things do you think you'd learn working at a job like this. Remember, there's ALWAYS
a lesson to learn!

Rate of Pay:

Business Hours:

 

 

 

Job 3:

Name of Business:

Job Title/Role:

List a few of the responsibilities for this job:

Rate of Pay:

Business Hours:

   

  

 

What kinds of things do you think you'd learn working at a
job like this. Remember, there's ALWAYS a lesson to learn!
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Learning Objective: Now that you have a better idea of what jobs are currently hiring in our community, you can begin to create
some plans for how to pursue a career path. Using Word, Google Office, some other computer program, or a pen and paper,
develop a flowchart for the process of deciding on a career path. You should establish timelines for each activity in the flow
chart. Remember, you'll need to apply for college and trade school in the fall of your senior year to get preference for admission
and scholarships. You might choose to work while you're in school to save money, spend time doing extra curricular activities
likes sports or band, or plan extra study time for excellent grades. Whatever you choose, create a plan with actionable steps you
can take to meet your goals.

Use the space below to plan out your ideas or take notes while you work.
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Begin by visiting the website page https://www.bls.gov/ooh/.1.

Learning Objective: In this activity we will spend some time reviewing local job postings. Who is hiring in our town? What kinds
of jobs are available? What kinds of skills are required? What kinds of skills would you learn from that job. Find 3 unique job
postings and fill in the details below for each. You'll compare roles, pay scales, business hours, and other information you'll want
to consider when looking for and applying for jobs.

Once you've located you're 3 jobs, find a classmate to partner with and compare the positions you located. Discuss the jobs you
found and which (if any) you'd consider applying for. Talk through the steps you'd take to apply for and secure the position.

How many jobs listed in the OOL require a high school diploma?
How many required an advance level degree?

2. On the website homepage, you will see a "Select Occupations By" tab. Use
the drop down menus to search for: 
Median Pay/Degree Requirements/Special Skills/Job Growth Potential.
Using this menu, answer the following questions:

Median pay

Entry-level education

Work experience in a related occupation

On-the-job training

Number of jobs in the base year

Job outlook

Employment change

3. Using the A-Z guide, locate some careers you've considered or are
considering pursuing. Select one career and use the OOL to locate the
following information:

https://www.bls.gov/ooh/


Median pay

Entry-level education

Work experience in a related occupation

On-the-job training

Number of jobs in the base year

Job outlook

Employment change

Which career did you select:

____________________________________________________________________________
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