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Module 1: Career Exploration

Facilitator’s Guide

PowerPoint

Handouts:

1: Exploring…

2: My Experiences Inventory Worksheet

3: Values Checklist

4: Exploring My Options

Module 2: Cover Letters

Facilitator’s Guide

PowerPoint

Handouts:

1: Five Things That Make a Good Cover Letter

2: Helpful Tips to Make Your Cover Letter Professional

3: Cover Letter Opening Statements

4: Top 10 Cover Letter Tips

5: Cover Letter Do’s and Don’ts
6: My 60 Second Infomercial or Elevator Pitch

Module 3: Interviewing Skills

Facilitator’s Guide

PowerPoint

Handouts:

1A: Interview Trivia

1B: Interview Trivia Answer Key

2: Job Interview over the Telephone

3A: Tell Me about Yourself

3B: Tell Me about Yourself Answer Key

4A: Interview Question Activity

4B: Possible Interview Responses

5: Most Common Interviewing Mistakes

6: Building Your 60 Second Commercial 

7: Common Illegal Interview Questions

8: Nonverbal Communication Tips

9: Interviewing Do’s and Don’ts 

10: Thank You Letter Tips

11: Videoconference Interviewing Tips

Module 4: Job Search

Facilitator’s Guide

PowerPoint

Handouts:

1: Schedule and Time Management Tips for Job Seekers

2: Job Search Record Sheet

3: Preparing a Key Strength Statement

Module 5: Networking

Facilitator’s Guide

PowerPoint

Handouts:
1: Networking Trivia

2: Building Your Network

3: My 60 Second Infomercial or Elevator Pitch

4: Networking Contacts Sheet

5: Network Info Card

6: Networking Tips, Tricks, & Techniques

7: Most Common Networking Mistakes

Module 6: Resume Writing

Facilitator’s Guide

PowerPoint

Handouts:

1: Resume Trivia
1A: Resume Trivia Answer Key

2: My Personal Skills Assessment

3: Outline for a Combination Resume

4: Some Common Job Search Challenges

5: Structuring PAR Statements

6: How to Write an Action-Benefit Statement 

7: Resume Writing Tips

8: Action Verbs to Use When Writing Your Resume

9: Why Scannable Resumes are a Thing of the Past 
Module 7: Skills Identification

Facilitator’s Guide

PowerPoint

Handouts:

1: Top 15 Skills

2: “I Am” Personal Skills

3: Identifying Job Specific Skills

4: “I Can” Transferable Skills Checklist

5: Transferable Skills Demonstrate It

6A: Case Studies

6B: Case Studies Answer Key

7:  Personal Skills Demonstrate It

8: Job Search To Do List 

Module 8:  Transferable Skills

Facilitator’s Guide

PowerPoint

Handouts:

1: Examples of Transferable Skills

2: Skills Used Throughout My Life

3: Transferring Skills Worksheet

4: Five Strongest Transferable Skills

5: Examples of Marketing Skills

6: Transferable Skills Proof by Example 
