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Overview / Agenda 
◦ Ice Breaker 
◦ Importance of a Careers Unit 
◦ Job Hunting  
◦ Resumes 
◦ Cover Letters 
◦ Interviewing and Follow-up 
◦ Lessons and Resources 
◦ Q&A 

Help your students take their 
resumes and job-hunting skills to the 
next level . . . to prepared for the 
ever-changing workforce. 



 
 

What do you know about 
finding a job? 

Let’s Kahoot some truths and myths. 

Join game at: 
kahoot.it 

Remember to use school appropriate names! 

https://create.kahoot.it/share/feppp-training-job-search-truth-or-
myth-game/73fc3b00-f0df-42f6-a753-879e0fcde075

http:kahoot.it
https://create.kahoot.it/share/feppp-training-job-search-truth-or-myth-game/73fc3b00-f0df-42f6-a753-879e0fcde075


     

 

I’ve had a lot of jobs . . . at least 18! 
SPSCC Career Center 

SPSCC Continuing Education Office 

TESC Career Center 

FTCU Bank Teller 

Clark College 

Northwest Regional Educational Lab 

VFW Hall (Waitress) 

David Evans and Associates, Inc. 

CH2M HILL 

Consulting Design Inc. (CDi) 

Hart Crowser 

HDR Engineering 

Perteet Engineering 

GF Community Coalition 

GeoEngineers 

Bonterra Homes 

My OWN BUSINESS (Numerous Clients) 

Granite Falls High School – Current Job! 

NEXT: Stand Up Comic? 



 
 

Why a Careers Units? 
PREPARING OUR STUDENTS WITH TOOLS FOR SUCCESS 



  

How do you get a job? 
Trying explaining this to a 
long-lost cousin, raised 
by primates in the Congo. 

We just assume our students know! 



  

 

 

 
 

 
 

Get 
the job 

Find & 
Apply 

Resume 
& Cover 
Letter Interview 

& Thank 
You 



 
 

  

   
   

 

Good Advice . . . 
◦Finding a job can often be a job itself. 
◦Those who are most successful, approach job hunting 
with professionalism and organization. 
◦ Be prepared at a moments notice. 
◦ Spend several hours each day on job search. 
◦ Research companies 



 
Don’t put all 
your eggs in 
one basket! 



 

Where are the jobs? 
PREPARING OUR STUDENTS WITH TOOLS FOR SUCCESS 



 
 

Find it… 
Online 

Indeed 
CareerBuilder 

WorkSource WA 

Recruiting &
Staffing

Agencies 

Professional 
Associations 

Websites 
Networking 

Job Fairs 



 

    
 

Understanding Your Market 
◦Minimum wage 
◦Cost of living 
◦Job market landscape – who is running 
business, who is hiring? 

Workforce Central 

https://workforce-central.org/research-data/laborreport-2/


 
VIDEO 
Despite rising salaries, the skilled-labor shortage is 
getting worse. 

https://www.pbs.org/newshour/show/despite-rising-salaries-the-
skilled-labor-shortage-is-getting-worse 

https://www.pbs.org/newshour/show/despite-rising-salaries-the-skilled-labor-shortage-is-getting-worse


Resume 
A NECESSIT Y FOR MOST OF YOUR LIFE .  .  .  



 
     

     
 

 
  

     

Resume Basics 

Relevant 
•List items related to position desired. 
•Should match closely to the job description. 

Fluid 

•A resume changes with you – you will write many. 
•Update as skills are learned. 

Neat 

•Not conversational – no “I” statements. 
•Professional font with bolding. 
•NO GRAMMATICAL ERRORS / CAPITALIZATION BIG! 
•Consist formatting: 

• WA vs Washington 
• From September to January  vs From September – January 



 
     

  
     

 
      

   

A Functional Resume 
◦ A functional resume focuses on your skills and abilities rather 

than your work history. 
◦ Goal is to prove that you are capable of carrying out the duties 

required by the job. 
◦ Typically involves a bulleted list that concisely explains how you 

have used the skill successfully in the workplace. 



   
 

   
  

Functional Resume for Students . . . 
◦ Entry-level positions or positions in a new industry. 
◦ A functional resume helps highlight skills and shift potential 
employer's attention away from limited work history. 



  
- Any A. Student 

PO Box.565 •1 Granite Falls, WA 98270 
Ho111ec 360.691.5555 • Mob!le: 425.870.555.5 

a:astudent@gma ii.com 

Skiillls: 
Bilingual in S,penish 

Excelle11t oi:ganizational ·skills 

Quick amer 

• 
• 
• 

Re liable and 11u nctual 

Hardworking team mem l>er 

Cast, handr ng experience 
Strong math and language skil ls Microsoft Office Specialist (MOS) in Vi ord! and Ex 

Empleyment History: 
Hnten / wamess Jufy 2019 to Present 
Anthol'l)'' s Restaurant - Everett, Washirigl:on 
Serve as hostess and wait !ltaff for ttlis iconic, 1q1scate restaurant which s;pecializes im Northwest cuisine. 
Major responsibilities inctude: 

• 
• 
• 
• 

Provid- g exce lent and atten ,- e service while seating and! serving customers. 

Communica - g effective.I~ with ,e entire kitchen and wait staff . 

Memorizing th.e restaurant menu, includ ing dt1ily specie t;_ 

Maint;iin- ,g a JJrOfessional appe;,rance and positive a - de . 

Assisting wil:h monthly inventoiy . 

llalely Sa(es Cllrk July2018 to Dec-ember 2018 
R.ed Apple Store - Granite Falls, Washingl:ori 
Se l'L'ed as as:sistant .bakery clerk and cake decorator for Red A,pple Malkel Primaiy res;ponsib:ilities included, 

• 
• 

Customer service and sales . 

Work·ngwith customers custom izing cake orders, which required ex lent spelling and! attention to d'etiril . 

Inventory and! packaging of bakery JJrod'uots, including ma· taining inventory control procedures. 

Cash handling and bifl lancing of the register each slf 

Education: 
Granite Falls Hilb Scual (GFHS) - Granite Fall's, Wnhiqtan 
Graduation Expected: June 202 0 
Coursework in Microsoft ce cet"'lifict1tion, carn11uter applications, business and ma:rketing, and a;ccountin-g_ 
Acl\rtmced Placement jAP) courses in U.S. history, litera1Yre, 115yc ology, and calcu lus. 

Organizations/Activities: 
Future Business Leaden ef America. GFHS Chapt:a
Septembe.r 2018 to Pres,ent 
(:IJrrelitly serve as t:he chapter's vioe-presidem. 

Volleynll, GRIS 
September 2017 to Pres.~nt 
\l'a:rsil.y learn Captain 20:l!.9 

References: 
Pro1·i'ded llpon re,quest 



 
  

   
 

     

Include Hard Skills 
◦ Specific, teachable abilities that may be required. 
◦ Skills that are often observable, measurable and testable. 
◦ Job or task specific skills. 
◦ Technical skills and academic skills. 
◦ Directly taught in school or sometimes on the job. 
◦ FOR STUDENTS: 
◦ SOFTWARE, LANGUAGES, EQUIPMENT USED (Cash Register) 



 
  

  
  

  
  

     
 

Include Soft Skills 
◦ Personal attributes that enhance an individual's interactions, 

job performance and career prospects. 
◦ Not directly taught in school. 
◦ Hard to define and are intangible. 
◦ Are broadly applicable to any job. 
◦ Also referred to as personal attributes and interpersonal 

abilities. 



 

 

 

 

  

Sample Soft Skills 
◦ Communicate Effectively 
◦ Honesty and Integrity 
◦ Teamwork Skills 
◦ Adaptability 
◦ Strong Work Ethic 
◦ Commit to the Job 
◦ Willing to Learn 
◦ Motivation and Initiative 

◦ Time Management 
◦ Interpersonal Skills 
◦ Make Decisions 
◦ Analytical Skills 
◦ Problem Solving 
◦ Organizational Skills 
◦ Leadership Potential 
◦ Ability to handle personal problems 
◦ Creativity 



      

https://www.linkedin.com/business/learning/blog/learnin 
g-and-development/most-in-demand-skills-2020 

https://www.linkedin.com/business/learning/blog/learnin


   

 

 

Objectives . . . Yes or NO! 
◦ Don’t waste the space. 
◦ Outdated 
◦ Self Centered 
REPLACE WITH . . 
◦ Skills and Abilities 
◦ A Summary Statement 



Cover Letters 
YEP, THEY ARE STILL A NECESSIT Y! 



 

 
 

   
  

 

 

Cover 
Letter 

◦3-4 paragraph business format letter. 
◦Purpose: create interest so you can get 
an interview . . . Tell your story! 
◦Gives you an opportunity to supplement 
or expand on material in the resume. 
(Don’t rewrite your resume!) 



  

  
 

Cover Letter - Purpose 
Addresses red flags/answer questions on resume! 
◦ Gaps in employment 
◦ Short tenure 
◦ Time worked out of industry 
◦ Professional goals 
◦ Strengths 



  
  

     
  

    

     

Save Resume and Cover Letter 
as a PDF! 
◦ Your resume and cover letter should be formatted for 

both hard copy and on-line submission. 
◦ Save documents as PDFs to keep/maintain proper fonts 

and formatting. 
◦ Word, Office 365 and Google Docs all have built-in 

“save-as” PDF options. 



Interviews 
TIPS TO ACE A JOB INTERVIEW 



 
 

 
 

  
 

  
   

W
aiting for the

Interview
 

Use a professional 
looking email

address. 

Ensure your voicemail
is appropriate

and set-up. 

Check your spam in
your email for 

responses. 
Check voicemail 

often. 

Contact 
Information 



  
 

 
   

   

Review job
requirements. 

Research the 
company! 

Make a list of 
questions to

ask! 

Print and bring: 
resume, 

references. 
Dress 

professionally. 
Find location in 

advance! 

Arrive 10-15 
minutes early. 

Turn off devices 
or leave in car. 

Before 



  

 

 

Be 
confident. No gum. Be 

courteous. 

Firm 
handshake. 

Make eye 
contact. 

Ask 
questions. 

Think before 
responding. 

Speak 
slowly &
clearly. 

D
uring 



  

 

 
 

  
   

The Unspoken Word 
◦Communication is: 
◦ 7% Words (what you say) 

◦ 38% Tone (how you say it) 

◦ 55% Non-Verbal (physical impression, facial expressions, 
posture, gestures) 

◦93% of a person’s communication effectiveness is 
determined by nonverbal communication!  

https://www.youtube.com/watch?v=iby0BGVy2ik 

https://www.youtube.com/watch?v=iby0BGVy2ik


 
    

 
 

   
 

Dress The Part 
◦ People do judge what you are wearing and 

your appearance. 
◦ NO personality statements. 

-- That is for OUTSIDE the workplace 
-- Don’t get yourself eliminated  

◦ Error on the side of conservative. 



   

A B 



  

A B 



  

A B 



   

A B 



   
h owear. 

Have you ""9r mad& &rry of lh&&e non-prof&Mlonal fashion "fopaux.?' 

Uaa thla guide to find OIA whet'a NOT appropriate to_. In &tr'f profaaalonal aatt.lng. 

Don't be embarruead by making eny of thaae nvstakae at you, next Job Fair°' lntervlMv. 

28 

I s uNGLA88E 

CASUAL SMIAT 
AND SMORTG 

UNPAOFE8810NAL 
840 

I LOOSE TIE 

LANYARDS I 



  
BUSINESS 

PROFESSIONAL 

POLIIH,o , CLOIEO · 
TOli: 8HOEa 

BUSINESS 
CASUAL 

BUSINESS 
PROFESSIONAL 

AifoGIA 
UPilliiitdil 

HiiiiiihiiMh 

BUSINESS 
CASUAL 



  
  

  
  

Restate 
strengths. 

Let them 
know if you

want the job. 

Ask when they
will make a 

decision. 
Stand and 

shake hands. 

Final Im
pression 



 

Changing Jobs Verbiage 
DO List Changes as: DO NOT List Changes as: 
• Seasonal • Fired 
• Better Opportunity • Hated Job 
• Seasonal Employment • Disliked Boss 
• Further Education • Mean Co-workers 



   

 

 

 

Hireability:
What do Employers look for? 
Reason for Leaving 
◦ Poor attendance 
◦ Job abandonment OR no call no show 

Speaking positively about previous employers even 
if you had a negative experience. 
Job Tenure (length of time with a specific company) 
◦ Shows follow-through, dedication 

References and letters of recommendation. 
◦ Risks of burning bridges 

Ghosting 



 

Compliance Issues 
• Drug Screening 

• Background Checks 

• Education Verification 



 

   

   

  
 

Virtual Interview
s 

•Stand. 
•Ensure volume 

is okay. 
•Use a landline if 

possible. 

Phone 

• Don’t sit above 
webcam. 

• What’s behind you? 
• Ensure quality

bandwidth. 
• Dress professionally. 

Online 



   

 
   

 

 

After the Interview . . . 

Write a thank-you email. 

•Leaves a lasting impression. 
•Helps you stand out from the crowd. 
•Within 24 hours. 



         

     
  

    
   

 

   

Sample E-mail Thank You 
Dear _______: 
Thank you for taking the time to interview me today. It was interesting and 
informative to learn about___________. 
Meeting with you today reaffirmed my interest in working for [company
name]. As I discussed during the interview, I believe my skills and 
enthusiasm, along with my years of experience in _________, would be a
great asset to your department. 
I look forward to hearing from you. 
Sincerely, 

[Your Name] 



  
 

  

    
 

  

   
 

Lock Up Social Media 
◦ Hide your social media accounts. 

◦ Delete photos of partying, selfies, tongue hanging out pics, etc. 

◦ Post meaningful content that can HELP you get hired! 
◦ Great communication skills. 
◦ A professional image. 
◦ Creativity. 

◦ 54 Percent of employers have eliminated a 
candidate based on social media! 

https://www.inc.com/melanie-curtin/54-percent-of-employers-have-eliminated-a-candidate-
based-on-social-media-time-to-clean-up-your-feed-and-tags.html 

https://www.inc.com/melanie-curtin/54-percent-of-employers-have-eliminated-a-candidate-based-on-social-media-time-to-clean-up-your-feed-and-tags.html


 

My Thoughts 
WHAT REALLY HELPS OUR STUDENTS! 



 
    

  
  

  

My experience 
◦ Traditional job search norms are not the norms this generation of 

high school students are familiar with. 
◦ Bring in a discussion of generations. Which generation will be 

interviewing you? Reviewing your resume? 
◦ Baby Boomers 
◦ Gen X 
◦ Millennials 



 
 

  
  

  
    

   
     

   

My experience . . . 
◦ Assignments should include creating a USUABLE resume, 

a cover letter, and even filling out job applications. 
◦ Use your own stories / experiences from job interviews. 
◦ Lots of examples on-line of interview questions/resumes. 
◦ Students need SAMPLES to follow. This is not cheating. 
◦ Give them four or five templates to chose from. 
◦ Give them a sample of a well-written cover letter and thank you emails. 

◦ Need a sample . . . Email us! 



  
   

  
  

  

 

 
  

Previous Student Feedback 
• The common questions asked in an interview. 
• A skillset earns more money. 
• We are at an all-time low for the unemployment rate in the US. 
• It's important to build relationships in a job. 
• Employers care about your past and future. 
• Make it seem like you want the job. 
• Different jobs have different interview attire. 
• Do as much research on your new job as possible. 
• Know/have more skills that are specific. 



 

Lessons & Resources 
WHERE TO FIND THEM! 



    Some Good Resources . . . 
Take Charge Today 
https://takechargetoday.arizona.edu/ 
Next Gen Personal Finance 
https://www.ngpf.org/curriculum/career/ 
Share resources? 

https://takechargetoday.arizona.edu/
https://www.ngpf.org/curriculum/career/


   

Questions? 
Follow us on Twitter: FEPPP@WA_FEPPP 

Tracy Godat, Executive Director FEPPP 
tracy.godat@k12.wa.us 

www.feppp.org 

mailto:tracy.godat@k12.wa.us
http://www.feppp.org/
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