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	Sample – Long-Term Goals
	SETTING GOALS
	
	
	Every Student Should Get a Job






	Every Student Should Get a Job – Part One
	KNOWING YOUR SKILLS
	Punctual
	Honest
	Reliable
	Patient
	Follow instructions
	Self-motivated
	Speaking in public or groups
	Planning and organizing
	Supervising others
	Increasing sales
	Problem solving
	Instructing others
	Specialty Equipment Skills
	Medical-related skills
	
	
	
	
	
	DEPENDABILITY VS.  RELIABILITY






	EDUCATION AND EARNINGS
	Level of Education		Average Monthly $		Difference

	JOB RESEARCH
	Some of you reading this have looked for a job before, and some have not.  Below is a checklist of the most common and effecti
	Job Research Tools
	
	Service Locations
	What’s New
	Service
	Education and
	Training
	Labor Market
	Information
	For Employers
	For Job Seekers
	Other Related					Apache	Cochise	Coconino
	Website:	http://www.de.state.az.us/oscc/location1.asp






	1.	APPEARANCE
	2.	DEPENDABILITY
	3.   SKILLS, EXPERIENCE, and
	
	JOB HUNTING 101
	Job Hunting “Q & A”
	APPRENTICESHIP PROGRAMS


	What Is Apprenticeship?
	The Classes
	The “On-The-Job Training”
	Getting Started

	Certification as a Skilled Journeyman
	Various Apprenticeship Trades
	
	
	TARGETED JOBS TAX CREDIT




	What is a PIC Card?
	
	The Layout of a PIC Card
	The Parts of a PIC Card


	RESUMES (BEGIN)
	(Explanation of Cover Letters and Thank-you notes)
	Tips for this Lesson
	
	
	
	
	
	
	Resume Production




	Get It Word Processed on a Computer
	If You Don't Have a Computer
	Make plenty of Copies
	Use Quality Paper




	A Few Words on Resumes
	Writing and Using Cover Letters
	
	Send It to Someone By Name and Title
	Get Your Facts Straight
	Be Friendly and Professional
	
	
	Be Clear about What You Want



	Make It Look Professional
	Qualify Your Letter
	Follow Up on Everything
	THANK YOU NOTES
	SAMPLE COVER LETTER: FOR A SPECIFIC OPENING
	Susan Jones

	SAMPLE COVER LETTER: AFTER AN INTERVIEW
	
	
	
	Jane Doe

	Jane Doe







	Personal Strengths
	Examples of Descriptive and “Action” Phrases

	Interview Tips
	Before
	During
	After


	50 More Questions
	
	
	
	
	
	
	A List of Questions Often Asked by Employers


	Thank You Notes
	
	
	2.	Express your continued enthusiasm for the job and interest in the company:
	3.	Make a quick reference to one or two strong points of the interview.  Remind the interviewer of your best qualifications.


	Entrepreneurial Exercise






	“Sample Website”
	A1info4u.com
	
	
	
	
	
	
	BUYING A HOME INSTEAD OF RENTING
	MORE CREDIT QUESTIONS
	CREDIT REALITY








	Basic Needs for 1 person			Basic Needs for 2 people



