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This Book Belongs to:  

         

Please be sure to silence your cell phones. 
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Networking and Connecting with Others 

Networking is about making quality connections with people and organizations 

that will help you to share information and gain insights on the job market for 

the field of work you are interested in and to make your job search more ef-

fective. Networking will give you the highest chances of landing your ideal job.  

Talk with your friends  and  family members, and any other people you know 

and ask them if they have any contacts at your ideal employer.  

Fill in the blanks below to develop a personal statement that tells other about 

you, who you are, and what you like to do and what skills you have.  

 

Hi my name is   . I have worked as  a _____  _____, 

______ ____ and,    ___.  My experience includes 

___  ___ (insert knowledge or skill) and ___ _  . My back 

ground also includes work as ___________ (position title), ___________ 

(position title) and, ___________ (position title). My education/certifications 

include    .My strengths are ___________, ___________ and 

_____________. Currently (or most recently) I am/was a ___(job title)___ with 

___(company name)___ where I ___(job responsibilities)___. Prior to that, I 

was a … (continue in reverse chronological order for 10 years or 2 positions). 

My proudest accomplishments include __________, _________, and _________. 

My education, training or on-the-job experience include ___________. This job 

opportunity appeals to me because ___________. I believe I am a good fit for 

this position because ____________. 

Now read it and practice! 

Day 4 Sources and Success 
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Day 4 Sources and Success 

Resume and Cover Letter 

Develop a resume. You will put forth a very professional image if you present 

a professional-looking resume. One page in length is sufficient.  

 

Chronological  is a resume organized by your employment history in re-

verse chronological order, with company/job titles/accomplishments/dates 

of employment.  

 

Functional is a resume organized by skills and functions; bare-bones em-

ployment history often listed as a separate section. You will need to use this 

type of resume if you are new to the job market or have gaps in your work 

history. 

 

Use WorkInTexas Resume builder to help create your resume. 

 

Cover Letter 

You will look up cover letters online. Find a good format that you are com-

fortable with to use as a template. Create a master cover letter that can 

easily be adapted to any job or industry. 

 

Cover Letter for email 

You cannot just copy and paste your cover letter into an email. It is too long 

and too formal. Instead you would attach the cover letter along with your 

resume. You should create a shorter version of your letter highlighting im-

portant points to enter as your introductory statement for your email. 

Have your case manager review your cover letter. 

C2 Global Professional Services, LLC 
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Day 1 Measure and Meaning 

Self-Assessment—Situation 

The purpose of this day is to complete assessments that will build understand-

ing of ones own situation as well as a system of support for a more successful 

job search.  

Welcome/Introductions 

Tell us a little about yourself:  Take a moment to fill in the blanks below, be 

ready to share, and have fun with it!  

 

"Hello My name is     . I have worked as  a _____ 

 _____, ______ ____ and,    ___.  My experience 

includes ___  ___ (insert knowledge or skill) and ___ _  

 __. My back ground also includes roles as ____ _______ (position 

title), ___  ________ (position title) and, ___________ (position title). My 

education/certifications include ___  ____ (degree or certification) 

and _______  ___ (degree or certification). Others describe me as 

______  ____ (insert personal quality i.e. results focused or detailed 

oriented), ______  ____ and, _____  _____. I am here to  

      . 

  . 

Building Your Personal Brand 

Building your personal brand empowers you to project a positive professional 

presence online and in person by highlighting your unique strengths, skills, 

and talents to help you stand out among other job seekers.  

Social networking sites and online application sites are  a big part of the job 

search of  today. Be attentive of social media Do’s and Don’ts listed below: 

 

Create your own LinkedIn Account : 

Record your account information below 

Username:       

 

Password:       

C2 Global Professional Services, LLC 
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Day 4 Sources and Success 

Do the Following: 

•Maintain your account and up-

date daily 

•Promote yourself and accom-

plishments 

•Present yourself in a respectful 

manner. 

•Remain neutral on hot topics 

(religion, politics) 

Avoid the Following: 

•Don’t post useless information 

and memes 

•Don’t come off as bragging too 

much. 

•Don’t let your account languish 

with old info. 

•Don’t post things that are not 

appropriate. 



Marketing Tools for a Successful Job Search 

What are my tools? 

•Social Media and related activity. •Profile Pic, •Cover letter/Introductory 

Email, •Tell Me About Yourself- Quick Pitch and longer monologue for inter-

views and networking, •Portfolio, •Personal Website 
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Marketing Tools Checklist:  

Connected to Social Media: Twitter  

Connected to  Social Media: Linked In  

Connected to Social Media: Other  

Professional Profile Picture  

Saved Master Application  

Saved Master Cover Letter  

Memorized Personal Statement  

Professional Portfolio  

Personal Website  

Read Blogs for information  

Write posts for Social Media  

C2 Global Professional Services, LLC 
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Activity—Employment Situation Scenarios 

 

What are their needs?       

         

         

What are their concerns? 

         

         

 

What might they be feeling?  

         

         

 

Are you experiencing some of the same feelings and concerns that were men-

tioned in the discussion? List any below. 

         

         

         

        

       

Day 1 Measure and Meaning 
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Day 1 Measure and Meaning 

Budget 

Your finances are a critical component to your career transition.  Inevitably, 

the loss of a job can have a dramatic impact on a household.  It is important 

that you involve your family in developing a household budget to identify your 

financial commitments and look for ways to reduce your bills.  You can use 

the budget worksheet  on the next page. 

As you fill in the budget worksheet, think of ways to possibly reduce some of 

these costs.   1. Phone   2. Gas   3. Entertainment   4. Utilities (Gas/

Electricity) 

5. Food and household expenses 

It is important to notify your creditors, including mortgage lenders and cred-

it card companies, before you get behind!  Many individuals delay or avoid 

contacting creditors, which can add to increased individual stress, as well as 

penalty fees 

Here are some tips for Working with Creditors 

1. Determine how much you can pay on each bill. 

2. Develop a list of creditors 

3. Contact your creditors to negotiate lower payment 

4. Communicate in writing and keep copies of letters/emails for your rec-

ords.  

5. Keep notes about your conversations with creditors! 

6. Keep regular contact with creditors. 

7. Read mail, email, and listen to messages from creditors.  

8. Pay what you can 

9. Contact community organizations for short-term assistance. 

10. Avoid using credit cards, as much as possible!  
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Mock Interview (interviewstream.com) 

The interview is a crucial step in the job search process that can land or lose 

the job depending on the level of preparedness in certain areas on the part of 

the job seeker. Participants learn that Perfect Practice makes Perfect Perfor-

mance when it counts! Make sure you know something about the company or 

business where you are applying. Practice, practice, practice with a family 

member of friend; dress appropriately for the interview. Take some time to 

write down responses to the questions below. 

•Why are you interested in working for this company?   

         

•Tell me about your education.     

         

•Why have you chosen this particular field?    

         

•In a job, what interests you most/least?    

         

•What is your major weakness?     

         

•Give an example of how you solved a problem in the past.  

         

•What are your strengths?       

         

You will work with your facilitator or case manager  on interviewstream.com. This 

interface allows you to respond to interview questions while being recorded. This is a 

good way for you to make improvements to your interview skills.  

Day 3 Purpose and Patterns 
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Career Exploration: Industry and Company Research 

Being able to research an employer is useful in seeking a career as well as in 

preparing for the job interview. Based on information gathered from prior 

session on employer/job search, identify one employer to research. Locate 

the following information: 

1.Where is the company located?      

         

 

What is the size of the company?      

         

 

What are the average hours worked?      

         

 

What is the entry level starting pay?      

         

 

What is the economic outlook for the company?     

         

 

Are there local job openings?      

         

For Additional space go to the note pages. 

Day 3 Purpose and Patterns 

Bill Type Monthly Cost Comment  

(Can some of these costs 

be reduced in some way?) 

Housing   

Child Care   

Food   

Transportation/Fuel   

Vehicle Payment   

Health Care   

Miscellaneous   

Other:   

Other:   

Other:   

Credit Card   

Credit Card   

Credit Card   

Taxes   

Total $  

C2 Global Professional Services, LLC 
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Budget Worksheet 
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Support Service Needs 

You are not alone in dealing with your career transition.  There are a number 

of government and community organizations that have valuable resources to 

assist you in your time of need.  It is up to you to research options and ask for 

help.  Complete the table below with contact info from your internet search. 

Community Resources, Where can I get assistance with?: 

Type of Assistance Name and Address Telephone Number 

Financial    

Housing and Rental   

Supportive Housing   

Food /Grocery   

Clothing   

Utility   

Transportation    

Legal    

Medical    

Other:   

Day 1 Measure and Meaning 
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Career Planning: Short and Long Term Goals and Objectives 

1. Write your goal in the form of an action statement. Example: My goal is to find a job 

in transportation. My goal is to: _____________________________________________. 

  2. It takes small steps to get closer to accomplishing your goal.  Example: Step #1. I 

will attend class regularly. Step #2. I will study outside of class on Mondays and 

Wednesdays. Step #3. I will save money to pay for College expenses. Write at least 3 

steps you can take to reach your goal: 

Step #1_____________________________________________________________ 

Step #2. ___________________________________________________________ 

Step #3. ___________________________________________________________ 

 3. Giving ourselves a “due date” helps us keep working toward our goal so we do not 

fall behind. To be successful, the timeline must be realistic for our lives and other 

things we cannot control. This statement should have two main pieces: what you will 

do and by when it will happen. Example: I will apply for three jobs a day. Now create 

your own timelines: 

I will ___________________________________ by _______________________. 

I will ___________________________________ by _______________________. 

I will ___________________________________ by _______________________. 

  4. How will you celebrate your accomplishment? Celebrating keeps you motivated to 

continue your hard work to achieve other goals. Example: I will celebrate accom-

plishing my achievements by throwing a party. 

I will celebrate achieving my goal by:       

The Average Perfect Day : Describe a day that you would re-live over and over 

again, without getting bored, exhausted or overwhelmed. Go ahead and do it right 

now! This is one of the most powerful goal setting exercises ever and it can be eye-

opening in terms of setting the right priorities. Why? Because how we spend our 

days is how we spend our lives. It’s really as simple as that. What time do you wake 

up? What do you do once you are awake? Then what do you do?   

         

  For Additional space go to the note pages. 

Day 3 Purpose and Patterns 
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Workforce Trends and Understanding LMI 

Visit the LMCI Website at: http://www.lmci.state.tx.us 

LMCI Economic Profiles  

Go to the Career and Economic Dev Resources > Go to the section that states 

“Occupational wage data in combined tables for the state, All MSA’s, and All 

WDA’s. Select WDA wages by Occupation. This will open an excel spreadsheet 

that contains hourly wages for occupations  in  the various workforce areas in 

the state. > Search for your workforce area and occupational titles you have 

researched in earlier sessions to find entry and experienced wage amounts. 

Write the information below (Occupation, entry wage, experienced wage): 

         

         

         

         

        

         

From the LMCI home page > Click on the LMCI Economic Profiles located on the 

right hand side of the page > Under  Texas Profiles > Go to Column three > 

Select your area from the WDA (Workforce Development Area )List.  This pub-

lication will give you information on Historical Unemployment rates, Projected 

Fastest Growing Industries in the WDA, and Employment rates by industry. 

 List the employment areas that most interest you or those that are the fast-

est growing in your workforce area. 

         

         

         

         

         

Day 3 Purpose and Patterns 
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Day 1 Measure and Meaning 
Self-Assessment—Skills 

In this part of the course you will complete a series of online and paper pencil 

assessments meant to reveal individual skills, values and abilities. You will 

gain an understanding of  how to view and interpret results.  

Career Interest (careeronestop.org) 

The Career Interests will tell what you do and do not like to do and will match 

you with careers that fit your interests. Once you have take the assessment 

Explore the career matches and write down the top five you think would suit 

you best. Be sure to look at the Career definition, outlook for that career, 

hourly wages for the career, and the type of education needed. 

 

 

 

 

 

 

 

Top five career choices that would suit you best: 

1.          

2.          

3.          

4.          

Category Score 

R  

A  

I  

S  

E  

C  
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Day 1 Measure and Meaning 
Self-Assessment—Skills 

Aptitudes (www.rasmussen.edu/resources/aptitude-test/) 

The aptitudes assessment will measure your skills. Rate your skills by moving 

the slider on each category between none and High. Once complete, click on 

suggest careers that match my skills. 

Write down the top 4 careers you like from the list. Then come back with your 

top 4 matching jobs. We’ll take a look at what skills and education you need for 

those roles.  

Top four career choices that would suit you best: 

1.          

         

 

2.          

         

 

3.         

         

 

4.         
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Diversity and Ethics 

Diversity in the workplace is about awareness of self and others. Self-

aware individuals avoid condescending attitudes, do not patronize culturally 

different persons, and do not hold assumptions about: 

Age  Ethnicity/foreign-born Family situation 

Gender/women Hierarchy and class Older workers 

Race  Religion   Sexual orientation 

Effective multicultural communicators are aware of other persons frames of 

reference and views of the world. They understand that worldviews are influ-

enced by culture. Communication skills can assist us in understanding how 

others view the world. 

 

Ethics 

Relating to or dealing with morals or the principles of morality; has to 

do with right and wrong in conduct.  

Give examples of each of the following in the workplace (try to give examples 

of each as an employee. 

Trustworthiness        

Respect         

Responsibility        

Citizenship        

Caring         

Fairness         

Day 2 Attitude and Altitude 
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Excellent Customer Service 

To give quality customer service, we need . . . 

 To care about our customers, their needs, and their desires. 

Care =real interest and concern 

 Knowledge about our customers, our products, and our services. 

Knowledge=having information 

 To Plan what we do,   what we say, and how we say it. 

Plan=a method decided in advance 

 The Skills to act professionally, complete necessary job tasks well, and to han-

dle situations in the correct manner, 

Skill= ability to do a good job 

 To be organized so we can do our jobs quickly and efficiently. 

Organized= working in a systematic and efficient way 

 To communicate simply, clearly, and kindly 

Communicate= to give and receive information 

 To use feedback to focus on what the customer needs, to react correctly, and 

to improve our knowledge and skills. 

Feedback=reactions and opinions 

 To give effort to meet customer needs with energy and enthusiasm. 

Effort=use energy, try 

 Show leadership and take initiative to guide those around us. 

Leadership=guide, direct, influence 

 Exhibit Positive attitude by smiling at, making eye contact with, and giving total 

attention to the customer 

Attitude=personal view (shows in body language, voice, and communication) 

 To have patience to give customers the time they need to make decisions, and 

to work through problems calmly. 

Patience= the ability to wait calmly 

Day 2 Attitude and Altitude 
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Day 1 Measure and Meaning 

Additional Notes: 
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Work Values (123test.com) 

This assessment will help you rate your work values  from most to least im-

portant.  

WORK VALUES Scores 

Service/Dedication to a Cause 

This person's most important value is the 

desire to contribute to the greater good 

and wants to "improve the world" or 

contribute to society in a meaningful way. 

This person will often set aside his/her 

own interests. Service-oriented people 

are driven by how they can help others. 

Security/Stability Long-term security is 

important. A job is seen mainly as a 

means to secure a pension and a mort-

gage. The level of income is seen as less 

important than the security of an income 

and being able to hold on to a job. Reduc-

ing financial insecurity is important to 

people who find this value important. 

Entrepreneurial Creativity This person's main goal is to come up with new ideas or 

products. The important aspect of this value is being innovative. A procedural work 

environment that leaves little room for personal initiatives will be experienced as 

very restrictive. Creative people often prefer to work alone or in small teams. 

Autonomy/Independence People who find this value important have a need for 

independence and want to be able to make their own decisions. It should not come as 

a surprise that these people often are, or want to be their own boss. Their career 

Day 1 Measure and Meaning 

A  

B  

C  

D  

E  

F  

G  

H  

I  
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Time Management 

 Make the decision to manage your time by managing yourself. 

 Pay attention to your time.  Don’t waste it away. 

 Make lists and carry a calendar. 

 Set Priorities. 

 

 

 

 

 

 

Stress Management 

 —Breathing Exercises 

 —Getting Enough Sleep 

 —Reframing With a Sense of Humor 

    Positive Attitude 

 —Music/Hobbies 

 —Health Eating 

 —Exercise/Yoga/Meditation 

 —Guided Imagery / Visualizations 

    Letting go of Anger/Choose Happiness and Have Fun 

    Learn to say “No” 

Stress management techniques help you control of your stress and be a 

healthier, happier and more pleasant person to be around.  

Day 2 Attitude and Altitude 

P.M. A.M. 

How much time do 

you spend? 

 Sleeping 

 Job Search 

 Watching TV 

 Networking 

 Playing games 

on your phone 
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Effective Communication and Active Listening 

The first part of communication is your body language. What does the body 

language of our job seekers tell you? Discuss with your group. 

The next part of communication is word choice and tone. It is important to use 

assertive statements when communicating with others.  

Making Assertive Statements  

Use “and” instead of “but”: 

“I want to talk but you never listen” BECOMES “I would like to talk and I wish to 

be acknowledged.” 

Use “I” instead of “you”: 

“You never want to talk” BECOMES  “I would like us to discuss this.” 

State your feelings: 

“When we don’t talk I feel sad and lonely.” 

State what you would like to see happen: 

“I would like us to share and discuss our opinions openly.”  

Use the space below to change the sentence in the presentation to an asser-

tive statement:         

         

         

Active Listening: 

Part of good communication is LISTENING. Use “SLANT” to help you listen 

actively: 

Sit up straight in your chair   |   Lean forward just a little   |   Ask questions 

Nod your head occasionally   |  Take notes when needed 

Day 2 Attitude and Altitude 
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choices are determined by the degree to which they can work autonomously and 

according to their own rules. 

Status Impressing others and prestige are primary motivators. This person likes 

being a member of a privileged group. Formal recognition of accomplishments is 

appreciated. They like to be looked up to. Status symbols, such as titles and official 

recognitions, are openly displayed. Making money or gaining power are not goals in 

and of themselves, but are more often just a way to obtain status. 

Social Relationships Social relationships are very important to people who find this 

career value important. Sociability and friendship are important reasons to have a 

job. There is no sharp boundary between work and private life. These people's career 

choices are driven by whether they will have or meet enough colleagues. How much 

they like their job, depends on the degree to which they can work with others and 

meet people. 

Wealth This value is related to the importance an individual attaches to material 

gain. Making money is often the most important reason for working. A high income 

and earning ever more money is an important career value and it determines a per-

son's career choices. For such a person, a high or higher income is an important 

measure of success. 

Power These people like to be the ones pulling the strings. Power and influence are 

important aspects in their careers. They are driven by the desire to control or influ-

ence others, the environment, or the situation. In their career choices, the question 

of whether or not a job will give them more influence is the most important. They 

enjoy networking and to them, befriending or contacting someone new is often a way 

of gaining more influence. 

Technical/Functional Competence These individuals like being good at something. 

They are usually inquisitive and want to be perceived as the expert, the company's 
specialist. Specialists prefer to work on their own. Using their skills to meet a chal-

lenge is important to them. 

Day 1 Measure and Meaning 
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Self-Assessment—Self 

The purpose of the next two inventories is to determine the values and desires 

for career and employment.  

Personality (123test.com) 

Record the results of your Big Five Factors below. 

Day 1 Measure and Meaning 

The Big Five Factors Describing a low 

range scoring 

person... 

Percentile Range 

(High/

Low) 

Describing a high 

range scoring person... 

Openness to experi-

ence 

Traditionalist • 

down-to-earth • 
practical • con-

servative 

    Imaginative • open-

minded • experimental 

Conscientiousness 

(Work Ethic) 

Spontaneous • 

disorganized • 
prefers flexible 

plans 

    Conscientious • disci-

plined • efficient • well 

organized 

Extraversion Reserved • for-

mal • serious • 

quiet 

    Outgoing • friendly • 

assertive • likes work-

ing with others 

Agreeableness Hard-headed • 

skeptical • com-

petitive • proud 

    Compassionate • 

eager to please • good 

natured 

Natural reactions Not easily upset in 

stressful situa-

tions • relaxed 

    Experiences negative 

emotional reactions 
and feelings of anxie-

ty • prone to worry 

C2 Global Professional Services, LLC 
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Notes: 

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

Day 1 Measure and Meaning 
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WorkInTexas.com 

Introduction to and registration in the WorkInTexas.com online job matching 

system. Here you will be able to submit your unemployment claims and search 

for available jobs in your area or in other parts of Texas. 

www.workintexas.com 

If you already have an account you may want to record your login infor-

mation below: 

 

Username:      

 

Password:      

 

When you create your WIT account it is like filling out a job application. You will 

need information on your past employment, education, job descriptions and 

other data. This profile is a work in progress that may need to be updated as 

information changes.  

Searching for a job is work, and work takes effort and a lot of time. It’s easy 

to be discouraged in today’s job market, but employers only know about you if 

you are actively applying for work. You need to treat your job search like a 

job. Know the company you are applying at  before sending your resume. If you 

develop a profile on a job search site, keep your profile professional and up-

dated and don’t lose heart, you will find a position. 

For help with finding job matches or increasing your potential job matches 

consult your  case manager. 

Day 1 Measure and Meaning 
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Learning Styles (educationplanner.org)  

Audi tory 

If you are an auditory learner, you learn by hearing and listening. You under-

stand and remember things you have heard. You store information by the way 

it sounds, and you have an easier time understanding spoken instructions than 

written ones. You often learn by reading out loud because you have to hear it 

or speak it in order to know it. 

Vis ua l  

If you are a visual learner, you learn by reading or seeing pictures. You under-

stand and remember things by sight. You can picture what you are learning in 

your head, and you learn best by using methods that are primarily visual. You 

like to see what you are learning. 

Tact i le  

If you are a tactile learner, you learn by touching and doing. You understand 

and remember things through physical movement. You are a "hands-on" 

learner who prefers to touch, move, build, or draw what you learn, and you 

tend to learn better when some type of physical activity is involved. You need 

to be active and take frequent breaks, you often speak with your hands and 

with gestures, and you may have difficulty sitting still. 

Record your scores below: 

 

Day 1 Measure and Meaning 

Learning Style Score 

Auditory  

Visual  

Tactile  


