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Great First Impression! 
 

 
 

 G et prepared! 

 R eview your skills, abilities, strengths & interests. 

 E veryone can do it! 

 A ppearance is very important!  Dress for success! 

 T alk to Instructors, parents & friends to learn more about yourself. 

 
 

 F ind job leads through the newspaper, internet, school job board and friends. 

 I nvestigate & locate information about a business before you go on an interview. 

 R esume----Make one!  

 S ell yourself in the resume so that you will be prepared to sell yourself in an interview. 

 T ake time to practice your interviewing skills before you go to an actual interview. 

 
 
 

 I ntroduce yourself with a smile! 

 M ake eye contact.   

 P ut your hand out for a firm handshake. 

 R emember to use the employer’s name. 

 E xpress your strengths in a clear & confident voice! 

 S how enthusiasm by standing tall. 

 S tress the contributions you can make to the company. 

 I ndicate your knowledge of the work skills & people skills needed for the position. 

 O ffer the employer a copy of your resume if he/she does not already have one. 

 N aturally, thank each employer for his/her time! Send the employer a thank you note. 

    
 

 

YOU CAN NEVER UNDO A FIRST IMPRESSION! 

Johni Wardwell 

Adapted from: “Jump Start Your 

Career: #5 Impression. Curtis & 

Associates, Inc. 
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Getting Prepared To Make That Great First Impression 
The more prepared you are for an interview the more confident you will feel.  Being well prepared 
for a job interview will increase your chances of getting a job offer.  When you are well prepared for 
the interview, you will come across as self-confident.  Preparing ahead of time gives you an edge by 
eliminating the element of surprise.  This shows the employer that you are confident, and it gives you 
the ability to put your best foot forward instead of worrying about the unknown. 
 

First, make a Portfolio which contains examples of your work and certifications  
(if applicable) and a Resume 
1. Make a complete Portfolio (talk to your ICTC instructors for examples of specific items that should 

be included in your individual program portfolio)  
2. If you do not have a complete portfolio you may use very neat examples in a organized folder 
3. Make a list of your skills & write a resume (see appendix: What is a Resume, samples & cover letter) 
4. Fill out job applications (see appendix:  Filling Out Job Applications) 

 
Contact people to be your reference(s) before you go to the interview. Get their 
permission to use their name as a contact 
1. If possible give your reference(s) a copy of your resume & talk with them about your goals & skills 
2. Make sure that they will say only nice things about you 
3. Line up at least 3 personal references that have known you for a year, but not family members 
4. Line up 3 business, school, or job related references 

 
Practice your interviewing skills 
1. Research and practice answering questions that you might be asked.  If you are unsure about the 

type of questions you might be asked, talk to your instructor(s) (see Questions Frequently Asked During Interview) 

2. Use video tape and/or mock interviews to practice these skills 
3. Knowing yourself and the skills you have to offer will make this process much easier 

(see appendix:  Do You Know Yourself? You and Your Abilities Inventory) 
4.  Do not ramble-make answers complete, accurate, & to the point 

 
Talk to others that may have interviewed with this company to find out facts about the 
interviewer & the company 
1. Will you be interviewed by more than one person 
2. His/Her name 
3. What kinds of questions he/she might ask 
4. Research the company and be able to discuss and ask questions 

 
Information to bring to the interview 

1. Driver’s License 
2. Extra Resume(s)  
3. Transcripts 
4. Letters of Recommendation (could be in your portfolio) 
5. Certificate of Completion of training (could be in your portfolio) 
6. Three references—personal and work (no relatives) 
7. Pencil/Pen/Paper 
8. Portfolio of accomplishments and work (if applicable) 

 
What   NOT   to bring with you! 

1. DO NOT BRING ANYONE WITH YOU! 
2. Try to leave your cell phone in the car.  If you can’t, turn it off! 

Do not forget to take your 
resume and/or portfolio. 
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Getting Ready For the Interview 

 
 
Know about the company----if they have a web site check it out 

1. Know the exact name of the company 
2. Know what do they manufacture or provide 
3. Know something about the salary range of the job for which you are interviewing 
4. Know about how long they have been in business 
5. Know something about how they treat their employees 
6. Know if they have branches somewhere else 
7. Know who is conducting the interview.  Make sure you can pronounce his/her name 

 
Know where you are going 

1.  Being late is the kiss of death!  Make sure you take care of things like putting gas in 
the car.  You should arrive at least 10 minutes early!!!!! 

2. Get directions to the business as well as the building, room number, etc 
3. If possible, go to the job site ahead of time.  This will eliminate any problems you 

might have in finding the building 
 

Know what the job requires from you 
1. Call and ask to pick up a job description 
2. Some jobs are posted with the requirements in the building 
3. Be prepared to take a skills test (see appendix:  Test Taking Tips) 

 
Know why you would like the job 

1. Why are you interested in working for this business 
2. Why you are applying for this particular job 
3. Is the salary one you could reasonably work for 

 
Know what you have to offer the company 

1. Make an evaluation of yourself (you will do this while writing your resume) 
2. Write down what the job requires and what you have to offer in terms of these 

requirements plus any extras you may have 
3. Know the work skills and basic people skills that the company is looking for (see 

appendix:  Workplace Basic: Skills Employers Want and Eight Keys to 
Employability)   

Know: 
• The company 
• Where you are going 
• And why you are going 
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ARE YOU HAVING TROUBLE MAKING A LIST OF YOUR SKILLS? 
 

Before you go to an interview you will need to make a list of your skills and write a resume.  All employers 
want to know if you have the skills necessary to do the job.  Are you having trouble writing your list?  The 
first thing that you need to know is that it’s ok to talk positive about yourself.  Sometimes we feel like we are 
being rude or bragging if we say nice things about ourselves to other people.  If you can back up what you 
are sharing with an employer then it is not bragging.  For example, “I am dependable.”  “I am dependable 
because I have never been late or missed a day of work”.  (see appendix:  Action Verbs) 
 

Accessing Your Skills 
 
J ob Related/Learned Ski l l s  
These are skills that have been learned performing a particular task.   

• Examples of tasks performed at a previous job: 
cooked  hamburgers 
ran the register 
helped customers 
made the weekly schedule 
repaired  broken machines 

• Tasks acquired from interest groups such as hobbies or community projects: 
weave baskets 
paint pictures, paint buildings 
club president-leadership 
babysitting-caring for others 

 
You might notice that the lists above show action by using an “action verb”.  If you get stuck while trying to 
access your skills think in terms of that “action verb” (see appendix:  Action Verbs to Describe 
Accomplishments). 
 
Transferable Ski l l s  
These skills are not unique to one particular task or job.  These are skills that can be transferred from one job 
to the next.  These skills may be learned and adapted from a previous job, school, community involvement, 
& interests and hobbies.  For example: 
 

• Leadership skills 
• Problem solving skills 
• Being quick and accurate 
• Able to adapt quickly to change 

 
 
Summary of  Qual i f i cations 
The key point to remember when making a list of your skills is that you must be able to provide the 
employer with one or more examples of how or why you believe you can perform a particular skill or task. 
Be prepared to share your skills with an employer by listing each skill and then writing a “prove it” 
statement.  For example: 
 

1. I am good at leading (action verb) a group.  Prove it :  I was the President for my FCCLA 
organization.  We organized a community project where we collected $5000 for the homeless. 

2. I am good at painting (action verb) houses.  Prove it :   I worked for Habitat for Humanity for three 
summers in a row.  My main job was to paint the bedrooms in every house that we built.  I was 
training by a professional painter.   

Al l  Sk i l l s Learned 
From Al l  

Exper iences Over 
Time 
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How To Dress For the Interview 
Dress For Success! 

 
• Plan what to wear a few days before  

(If you are unsure about what to wear for the interview, ask your 
instructor at ICTC, your parents, & possibly the employer.)  

         a) Do not go with dirty or stained clothes   
         b) Wrinkles just make you look lazy   
         c)  Fix your clothing if it needs mending 
         d) Send your clothes to the cleaners if needed 
     e) If you are unsure about what to wear ask someone     
              (parent, instructor, someone at the business) 
 
• Keep it Conservative—No Fancies 

a) Dress one step up from what will be considered 
     appropriate for the job 
b) If jeans and t-shirt are work attire—wear slacks and 

                   nice shirt 
c) Office work—dress or slacks and tie 
d) Executive position—wear a suit 
 

• Do not wear loud colors, bold prints, faddish attire (i.e. sagging 
pants), or ball caps  
 

• This is not the time for excess!  Do not wear too much: 
a) Jewelry/body piercing—take out the ones in view 
b) Make-up 
c) Accessories 
d) Flashy fingernails 
e) Perfume/Cologne 

 
• Make sure your shoes are appropriate 

a) Must be clean 
b) Appropriate for the way you are dressed—no tennis shoes  
c) Professional dress requires shoes darker than the hem of your 

outfit—black is good 
 

• Make sure you are clean and smell clean 
a) Take a Bath 
b) Wash your hair 
c) Clean your fingernails and trim them neatly  
d) Brush your teeth  
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Meet the Interviewer With a Good Attitude 
Remember:   You can never undo a f i rst impression!  

 
• Think of only positive results 
• Act pleased they are taking the time to interview you 
• Shake hands with interviewer 
• Smile 
• When asked to tell about your qualifications, the employer 

wants to hear information that is pertinent to the job, your 
skills, training, education and work experience (not about 
your personal life) 

• Listen closely to questions so you can answer properly and 
promptly---it is okay to ask for the question to be repeated 

• Remember when asked to give a weakness, answer in a 
way you can turn a negative into a positive statement 

• Convey a sense of cooperation and enthusiasm 
• Use proper English 
• Be prepared with questions for the employer 
• Avoid mentioning personal problems 
• Answers to all questions must be to the point but not simply 

a “yes” or “no” 
• Be ready to sell yourself!  Be positive!  If you are unsure 

about your qualifications for this position get help ahead of 
time.  Interview people you know.  Ask them what positive 
qualities they think you have.  Ask your instructors to help 
you make a list of skills you have learned in class   
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Sell Yourself During the Interview!! 
 
 
Less-qualified individuals who have the ability to sell 
themselves to the employer obtain jobs.  Below is a list of some 
important areas that applicants may use in selling his/her 
qualifications to an employer.  (If you need some help in identifying 
your skills, abilities & interests see appendix:  Do You Know Yourself and You And 
Your Abilities Inventory.  Of course, you should always talk to those who know 
you best if you are having trouble with this area.) 
 

 
1. Stress your qualifications for the job.  Be professional: do not talk about personal issues. 

 
2. Recount experiences you have had which would fit the job. 

 
3. Indicate, where possible, your stability, attendance record, and        

            safety experience. 
 

4. Talk and think about the future rather than the past. 
 

5. Try to learn ahead of time about the company and its products. 
 

6. Assume an air of confidence. 
 

7. Approach the employer with respectful dignity. 
 

8. Try to be optimistic in your attitude. 
 

9. To overcome nervousness, breathe deep several times. 
 

10. Maintain good posture and eye contact. 
 

11. Answer questions honestly, to the point and with straightforwardness. 
 

12. Stress the contribution you can make to the company. 
 

13. Have an available list of former employers, and dates of employment. 
 

14. Have a list of references. 
 

15. Be enthusiastic! 
 

 

 
    Smi le & be conf ident!  
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REASONS EMPLOYERS DO NOT HIRE APPLICANTS 
 

• Poor first impressions  
    How the applicant presented himself/herself overall 
  Weak handshake and poor eye contact 
 

• Poor appearance  
Untidy; dirty hair or clothing; inappropriate clothing; too much 
makeup, cologne or jewelry 
 

• Poor attitude and manners 
Poor manners before and during the interview 
Unfriendly behavior 
Blaming others for their problems 
Acting cocky and rude 
 

• Poor resume/portfolio (or no resume) 
 

• Poor work history  
Had too many short-term jobs 
Changing jobs with no explained reasons 
 

• Poor application  
Did not fill out the application completely and accurately 
The application was sloppy, items scratched out, & didn’t use ink 
 

• Poor preparation 
Did not know about the company or the position 
Late to the interview 
 

• Poor interview 
Talked about personal issues instead of work skills 
Talked too much about wages and need for job 
Didn’t really answer the questions 
Was argumentative and/or acted uninterested 
Was not able to talk about the resume 
Was not prepared to talk about the company 

 
 

Being cocky and rude will 
only make you look bad! 
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Questions Frequently Asked During an Interview 
 
There are many possible questions that could be asked at an interview.  These are just a few of the questions that may 
be asked more often at most types of businesses.  Please talk to your instructor to find out the specific type of questions 
that will be asked during an interview that relates to your individual program at ICTC.  (You may view more interview 
questions at:  http://bhuvans.wordpress.com/2006/08/19/50-common-interview-qa/) 
 
Tell me about yourself?   

1. Talk about skills, accomplishments, experiences and qualifications that pertain to this job 
2. Talk about what you have done to prepare yourself for this position   
3. These qualifications should also be reflected on your resume 
4. DO NOT talk about personal issues, family or hobbies 

Why do you want to work for our company?   
1. Obtain information about the company before the interview   
2. Talk about the interesting details of that particular job at that particular company 
3. Make sure you know what they do, make, sell, etc  

What qualifications, skills, and experiences do you have that make you feel you will be successful in 
your field?   

1. Use what you wrote in your resume   
2. Here is where you should share all skills and qualifications you have learned and earned at school, at ICTC, and 

any job that you have worked on in the past (job related, learned & transferable) 
3. Make a list ahead of time so that you can easily share them with the employer   

What have you done which shows initiative and willingness to work?  Are you a self-starter?  Could you 
give examples?   

1. Be prepared to share a specific situation where you took the initiative to work on a job project, a classroom 
project, an organization fundraiser, a community project, etc  

2. This question gives you the opportunity to show your leadership skills  
What would your previous employers or teachers tell me about you? 

1. This is the employer’s way of saying they will check your references   
2. Don’t be surprised as to what your previous employers/teachers will say.  Ask a previous employer/teacher if 

you do not know what he/she will say   
3. By knowing what they will say, you can honestly share your strengths in the interview 
4. If you can not obtain a recommendation from a previous employer/teacher you may have to explain this in 

your interview   
Why do you want to leave your present job? Why did you leave your previous jobs?  

1. Try to stay as neutral as possible –Do Not talk negative about your present/previous job 
2. Demotion due to down sizing, career exploration, chose the wrong job for you, or job stagnation are all good 

reasons  
What if you were fired?   

1. Be honest and brief   
2. Try to avoid saying negative things about the previous employer or any other people at the previous business.   

The little said, the better  
3. It sometimes helps to say, “I made a mistake, but I learned from this mistake” 

Where do you see yourself five years from now? Tell me about your career goals?   
1. Tell the employer where you see yourself at his/her company (not personal issues) 
2. Include promotions and training to show the employer your willingness to learn and train to better yourself 

within that company   
3. Focus on the achievable goals that pertain to this company 
4. Tell them that you are willing to lean, grow, and take on more responsibility 

Many times you are given a scenario or situation and asked what you would do or how you feel. The 
situation may include a demanding customer, boss, or patient or another difficult situation. You might 
be asked how you might handle the situation or how you handled a similar situation in the past.    

1. The employer is looking for how you handle conflicts and stressful situations   
2. If you are unsure on how to handle conflicts, please talk with a teacher, instructor, parent, etc   

 
 

 
Know the 

answer to the 
questions! 
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Questions Frequently Asked During an Interview (continued) 
 
Why should I hire you?   

1. The answer is simple, “I am the best person for this job” 
2. Be prepared, however, to back up this statement by telling the employer why this is true    
3. Again, share your accomplishments and skills as they pertain to this position 
4. Share your strengths (you should make a list ahead of time and have it memorized)  

What are some of your weaknesses?   
1. The key here is to focus on work and not character weaknesses  
2. Turn a negative into a positive.  For example, “I have been accused of working too much.  I feel that it is 

important to stay late to get caught up before I go home”   
3. Another example would be to talk about a true weakness and show what you are doing to work on the issue.  

For example, “in the past I was a little disorganized. Now I use a daily planner or notebook to list the things 
that I need to get done for that day or week.  This really helps me to stay organized”   

4. Remember that no one is perfect.  The employer wants to see how you handle problems   
(Caution….you need to think about these questions ahead of time.  Talk with your parents, instructor at ICTC, teachers, 
etc. to make sure that you do not use a weakness that could hurt your chances of getting this position.) 
What are your strengths?   

1. The key here is to focus on work related strengths 
2. Here is where you sell yourself!   
3. Make a list of your related skills and experiences ahead of time.  Have it memorized. Have at least three 

skills memorized and ready to share   
How do you handle difficult people; co-workers, customers, & bosses?   

1. First, remember that this is a part of life.  We will all work with difficult people    
2. Remember that you are there to work, so keep personal dislikes out of the picture as much as possible 
3. Sometimes we just simply try to stay away from people we have difficulties with as much as possible (if the job 

allows for this possibility) 
4. Try to solve the problem by listening & trying to be respectful of the other persons point-of-view 
5. Ask for assistance from your supervisor/parents/someone you respect if you are unsure as to how to handle the 

conflict   
6. You might have a situation ready to share with the employer where you disagreed with someone.  Tell them 

how you handled the conflict in a positive manner  
May I answer any question about the job or our company?   

1. During the interview the employer may have already answered some of your questions, but be prepared to 
ask questions about the job opening.   

2. You may have simple questions such as: “would you please describe a typical day for this position?”; “which 
duties are most important to this job?”; “how will I be trained or introduced to the job?”   

How did you do in school?  How were your grades in math or English?   Which courses did you find hard 
in school?  Which courses did you find easy? Did you join school activities?    

1. Often times a job may require certain skills like math or the ability to read a report 
2. You could share how you overcame a difficult situation.  For example, “I found math to be difficult.  But I was 

not going to let it get the best of me.  I decided to get a tutor.  This really helped me with my math skills” 
3. School activities show that you are sociable and get along with others.  This is very important in the work place!   

How many days were you absent from school or work last year?   
1. The employer is looking for dependability   
2. If you missed more than a couple of days you may have to explain why  

Give me an example of your teamwork at home/school/on the job/in the community?   
1. A team player: someone who works well with other members of a group in order to achieve a common goal  
2. Employers want to know if you work well with others.  The answer, of course, is “yes”…be able to elaborate  
3. Share situations or projects from school or previous jobs that show how you are a team player  

 
 

                               
 

Practice, Practice, Practice, 
Practice, Practice 
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After the Interview: 
 

Write a follow-up letter to the contact person 

on the interview committee.  In this letter: 

• Restate your interest in the job 

• Restate your skills 

• Thank them for their time and interest 

• Mail, Fax, or e-mail as soon as possible  
       (see appendix: Sample Thank You Note)   

 

 
                                               
 
 
 
 
 

Happy Hunting!!! 
 
 

Open the door to your future!  
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INTERVIEW CHECK LIST 

 
PREPARATION 
 
Do research on the company or business: 
 

□ Where the company is located   
□ You pick up an application in advance if possible 
□ Take the phone number and address of the business when you go to the interview 
□ Know what skills the job requires 
□ Have a copy of your resume/portfolio with you 
□ Review your qualifications; know what questions you plan to ask during the interview 
□ Review your interview techniques; practice, practice, practice! 
□ Take a black pen and notebook 
□ Take your drivers license for identification 

 
Appearance 
 

□ Dress appropriately for the position.  Clean clothes and nice shoes 
□ Grooming:  clean nails, hair, teeth and fresh breath 
□ Modest or no jewelry….this is not time for excess 

 
The Interview 
 

□ Be prompt; arrive at least 10 minutes before your interview 
□ Put your hand out for a firm handshake 
□ Keep a positive attitude, answering all questions honestly, directly, and professionally   
□ Be polite, using proper grammar and good diction 
□ Show enthusiasm, flexibility, and cooperation; don’t be afraid to ask questions 
□ Stress the contributions you can make to the company 
□ Be ready to sell yourself 
□ Always thank each employer for his/her time 
□ Send the employer a thank you note after the interview 

 
 
 
 
 

 

 

Make a l i st and check it 
twice!  
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APPENDICES 

 
 

USE THESE RESOURCES TO PREPARE FOR A FIRST-RATE INTERVIEW 

DO YOUR BEST AND YOU WILL SEE SUCCESS! 
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What is a Resume? 

A resume is a clear, concise, factual document which summarizes a job seeker’s employment qualifications. 
Generally a resume is a one or two page outline telling a perspective employer (in detail) what your best 
job-related skills and personal qualifications are for a specific position or job field.   If you have had extensive 
experience within a profession, your resume could possibly be longer than two pages.   

The job of a resume is to convince a prospective employer that you have the skills and training needed to 
work at his/her business.  Ultimately the resume is used by an employer to decide as to whether or not he/she 
will call you for an interview.   During the interview you can relate to the employer more specific details 
about your information in your resume 

Key Points of a Resume 
In order for your resume to be effective you must understand the point of a resume & cover several key points when 
you write your resume: 
 

1. Keep it short and simple 
2. Your resume is only effective if you seek out a position for which you are qualified & you discussed in 

your resume  
3. Highlight your skills and experience 
4. Explain within your resume exactly what experiences you had at previous jobs or school  
5. Include important information about your skills and training  
6. Make sure you correct your grammar and spelling 
7. Be clear and concise 
8. Use simple everyday language 
9. Keep sentences brief 
10. Don’t exaggerate 
11. Use standard 8 ½ by 11 paper 
12. Use a 1 inch margin on all 4 sides 
13. Double space between sections 
14. Bold, underline or CAPITALIZE section headings 
15. Don’t get too fancy by using graphics, artwork, or photos (unless this is your career path) 
16. Print on high quality paper (preferably white or light tan and not regular everyday paper) 
17. Don’t forget to get references and know what those references will say about you when they are 

called 
 
Types of  Resumes 
There is not just one official type of resume.  However, people tend to use two types of resumes.  The two 
types of resumes are the chronological and functional.   
 
A chronological resume is the most common.  This type of resume emphasizes job history and is typically used 
when you have had steady employment or your career has shown consistent progress.  The typical 
chronological resume contains: 
 

• Contact information:  Name, address, phone number (home and cell), professional e-mail address 
• Objective:  tell what kind of work you are looking for…be brief and to the point 
• Education History:  history of schools attended; list most recent school first 
• Related Skills:  list skills learned that pertain to your job objective 
• Work Experience:  any jobs you have held; list most recent job first 
• Certifications and Honors:  any certification or honors that pertain to the job 
• References (usually given upon request)  (see sample chronological resume) 
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What is a Resume (continued) 
 
 
A functional resume emphasizes skills rather than employment. You would possibly want to use a functional 
resume when: 
 

• You’ve had gaps in employment or changed jobs frequently 
• You’ve had no previous employment 
• You’ve had frequent job changes 
• You’ve held positions that are not consistent with your objectives listed in your current resume 
 

A typical functional resume could contain: 
 

• Contact information:  Name, address, phone number (home and cell), professional e-mail address 
• Objective:  tell what kind of work you are looking for…be brief and to the point 
• Accomplishment/related skills/Qualifications:  list skills learned that pertain to your job objective 
• Education:  history of schools attended; list most recent school first 
• Work Experiences:   any jobs you have held; list most recent job first (this could be left off focusing 

more on accomplishment and skills) 
• References  (usually given upon request)  (see sample functional resume) 

 
What  NOT  to include in a resume: 
 
A resume is not an autobiography of every thing personal within your life.  It is a sales brochure containing 
relevant information about your work history and skills.  Do not include: 
 

• Irrelevant personal information (hobbies, height, weight, number of children, health) 
• Age, birth date, Social Security number, race, marital status 
• Religion (unless you are applying for a job within a religious organization) 
• White-out corrections (this is why you have spell check) 
• An inappropriately named e-mail address; i.e. hotmamma.com.  You must have a professional e-mail 

address if you want to give it to prospective employers 
• Photographs (unless you are applying for a job that requires some type of photographs) 
• Reasons for leaving a previous job 
• Salary history 
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Sample Chronological Resume 

Mary Smith 
5714 E. 23RD STREET 

TULSA, OKLAHOMA  74114 

918-111-1111  

E-MAIL:  MARYSMITH@YAHOO.COM 

 

PROFESSIONAL SUMMARY 

Trained & certified Oklahoma Department of Career Technology CNC Machinist.  

Extensive leadership and customer service training.  Excellent high school grades and 

perfect attendance.  Positive attitude and good communication skills. 

 

ACADEMIC QUALIFICATIONS 

Indian Capital Technology Center Memorial High School 

2403 N. 41st Street East 1402 E. Trenton 

Muskogee, OK 74403 Tulsa, Oklahoma  74119 

Machining Tool Technology I & II  Diploma   

May 2008   May 2008   
  

RELATED SKILLS 

 CNC CAD/CAM & CONVERSATIONAL PPROGRAMMING 

 CNC LATHE SET-UP AND OPERATION, CNC MILLING MACHINE 

 BLUEPRINT READING, SHOP MATHEMATICS 

 HAND TOOLS AND BENCH WORK 

 MILLING MACHINE-VERTICAL,    

 DRILLING MACHINE, TOOL DRILLING      

 ENGINE LATHE 

 CUT-OFF SAW 

 Word Perfect/Excel/PowerPoint      
  

WORK EXPERIENCE 

Sears           241014 Chandler  Tulsa, OK 74403  

Courtesy Clerk /Cashier January 2007-March 2008     918-859-3269 
 

CERTIFICATIONS AND HONORS 

 ODCTE Competency Certificate, Machine Tool Lathe Operator, Drill Press Operator 

 Skills-USA,  Officer 

 High School Varsity Basketball Team 

 Class President 

 Leadership Training 

 Principals Honor Roll 

 Perfect Attendance Award 

 

References provided upon request  

mailto:marysmith@yahoo.com�
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Summary 

Dependable Office Worker with over 15 years of transferable experience.  Proven clerical, 

customer service and communication skills in a variety of settings.  Positive attitude with good 

people skills.  Computer literate.  Seeking a customer service position. 

  

Selected Skills and Accomplishments 

These may be skills learned both at a paid job and during volunteer work.  Also, list any 

certifications.   

  

Use action verbs ex:   Presented , supervised, organized, counted 

 General Office:  Answered phones 

    Took accurate messages 

    Scheduled appointments 

  
Related Volunteer Work 

Most people have helped out other in their community or at school.  Use Action verbs, also, to 

explain your volunteer work. 

  

 Organized the fall parade for my club 

 Coordinated the neighborhood safety watch 

 Lead the local girl scout troop 

  
Education  (list most current degree first) 

Dates, Degree, Institution 

Dates, Degree, Institution 
  

Awards 

Company or Institution 

Details of award, Date 
  

Work Experience (list most current position first) 

You may leave off dates 

  

Name of Company 

City, State 

Job Description  

  

Name of Company 

City, State 

Job Description  
  

References provided upon request 

 

    Phone: 918-111-1111 

    E-mail: someone@example.com 

Mary Smith 
5714 E. 27th Street 

Tulsa, Oklahoma  74119 

 Sample Functional Resume 
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Sample Cover Letter 
Mary Smith 
12548 E. 7th Street 
Muskogee, Ok.  74401 
918-682-8797 
marysmith@yahoo.com 
 
Mrs. Jane Jones 
Human Resources Director 
Hillside Banquet Company 
15849 W. Wilson  
Muskogee, Ok.  74401 
 
 
October 30, 2008 
 
 
Dear Mrs. Jones: 
 
I am writing this letter in response to your advertisement in the Muskogee Phoenix of October 
25, 2008 for a Banquet Supervisor.    
 
I have enclosed a copy of my resume for your review.  You will note that I have both the 
experience and training needed for your advertised position.  My knowledge and training 
includes meeting with customers to plan personal events; making the weekly schedule; 
organizing and supervising over twenty-five events in 2008; hiring employees; taking and 
preparing orders, kitchen setup, preparation, and cleanup; and general overall knowledge of 
Banquet and Event Services.   
 
I would welcome the opportunity to meet with you to discuss in greater detail my potential 
value to your company. 
 
Thank you for your consideration.  I look forward to our meeting. 
 
Sincerely, 
 
 
 
Mary Smith 
 
 

mailto:marysmith@yahoo.com�
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Filling Out Job Applications 
 
When you apply for a job you will be asked to fill out a job application even if you have already submitted a cover letter 
and a resume.  Employers use this application to verify and document your personal history.  By signing this document 
you verify that all information is accurate, truthful and up-to-date. 
 
Your application should be: 

• Correct-free of errors both grammatical and contextual.  Write clearly and neatly with a blue or black ink pen. 
• Accurate-truthful and up-to-date 
• Complete-answer all questions 
• Tailored to the job you are seeking-your answers should focus on your education and experience as it applies to 

this current job 
 
Most applications will ask for the following information: 
 
Personal Information:  

• Name  
• Address  
• City, State, Zip Code  
• Phone Number   
• Eligibility to Work in US  
• Felony convictions  
• If under age, you will need a work permit (get at your high school) 

Education:  (remember….most current schooling is listed first) 
• Schools/Colleges Attended  
• Major  
• Degree/Diploma  
• Graduation Dates(s)-or anticipated graduation date 

Position Applied For Information:  
• Title of the job you are applying for  
• Hours/days available to work  
• When you can start work 

Employment Information:  (remember…list first the most current job held) 
• Names, addresses, phone numbers of previous employers  
• Supervisor's name  
• Dates of employment  
• Salary  
• Reason for Leaving 

References  
• List of three references - names, job title or relationship, addresses, phone numbers 

Resume 
• You may have already given the company your resume before you are given an application to fill out 
• Make sure that the information on your job application matches (is the same) the information on your resume   
• Take a second copy of your resume with you to assist in filling out the application  

 
Don’t Forget –sign the job application 
 
 
For more in depth information on this topic you may review the following website: 
http://www.quintcareers.com/job_applications.html 

 

Job Application 

Correct, Accurate, & Complete 

http://www.quintcareers.com/job_applications.html�
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DO YOU KNOW YOURSELF? 
 
 
 

You are unique.  Employers want to know what you do well, enjoy doing and want to do in your future.  This 
helps them understand who you are and why they should hire you before they hire another person.  If you 
understand yourself and what you like you can pick a job that fits your personality.  The better a job fits what 
you like to do the more you will learn and enjoy your job.  Before you can answer these questions for an 
employer, you must identify your knowledge, skills, and abilities. 

 
 

Identify Your Knowledge, Skills & Abilities: 
 

• Job Specific Skills:  these are skills that you have learned to perform a particular job.  You will learn 
these skills on the job, at school, and from volunteer experiences. 

• Transferable Skills:  these are skills that are not unique to a particular job.  These skills can be 
transferred and used from one job to the next.  Some examples of transferable skills are problem-
solving, organizing, analyzing, and supervising.   

• Adaptive Skills:  these skills are personality traits or personal characteristics.  These types of skills help 
you adapt to or get along in a new environment.  Examples of adaptive skills might be honesty and 
enthusiasm.   

 
 
Identify Your Skills 

 
The following exercise can be used to help you see that even if you haven’t had a job, you will have many 
important skills and experiences that could help you in a future job.  When answering these questions, please 
DO NOT limit yourself.  Sometimes we don’t know how well we really can do something.  Consider talking to 
a parent, a leader or teacher, or a friend about your strengths.  They may suggest some you have never thought 
about.  Please DO NOT be shy.   Often we talk negative about ourselves.  We don’t want to sound like we are 
bragging.  It is ok to brag because your job is to sell yourself.   
 

1. What are my favorite things to do (hobbies, interests, athletics, etc.)?  Because I enjoy and participate in 
these favorite things, it means I have these qualities and skills. (For example, if I like to play basketball, 
it could mean that I am energetic, coordinated, healthy, and willing to work on a team.)  Think in terms 
of skills related to doing this favorite thing. 

2. In school I am best at?  Because I am best at this it means that I have what qualities? 
3. Out of school I am best at?  Because I am good at this it means that I have what qualities? 
4. What organizations and clubs do I belong to?   Because I enjoy these clubs this means that I have what 

qualities? 
5. Special experiences I have had and leadership positions I have held?  Because I have had these 

experiences this means that I have what qualities? 
 
 
 
 
Adapted from:  Career Paths An Interactive 8th grade Career Expo 
Career Activities produced by the Teacher Resource Committee 
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YOU AND YOUR ABILITIES INVENTORY 

 

Here is a series of questions intended to help you to discover yourself.  If you answer more “yes” than “no” responses for 
any group or questions, you may assume that this area is probably one in which you are likely to shine or at least one 
you should investigate further. 
 
I ntel l igence 
Thinking, processing, and reasoning        YES NO 
 

1. Do you learn quickly?         ____ ____ 
2. Do you reason things out by yourself?       ____ ____ 
3. Do you see the relationship between what you learn & what you previously learned? ____ ____ 
4. Do you remember what you heard or read without effort?    ____ ____ 
5. Do you have a large vocabulary which you are able to use easily & accurately?  ____ ____ 
6. Do you have the ability to solve difficult mental problems?    ____ ____ 
7. Do you ask intelligent questions?       ____ ____ 
8. Do you have a wide range of interests and hobbies?     ____ ____ 
9. Do you figure out original ways of doing things?     ____ ____ 
10. Do you have knowledge of a particular field far in advance of your classmates?  ____ ____ 
11. Do you have a mind which is alert, observant, and quick to respond to new situations? ____ ____ 

TOTAL ____ ____ 
 
Scient i f ic Abi l i ty  
Because science plays such a big role in the world today ability in this area is becoming increasingly important for 
academic success. 
            YES NO 
 

1. Do you have an understanding of math far in advance of most people in your class? ____ ____ 
2. Do you have a clear understanding of logical relationships?    ____ ____ 
3. Do you have especially good eye-hand coordination?     ____ ____ 
4. Do you take extra time on an assignment or subject of special interest?   ____ ____ 
5. Do you have the ability to continue working on a project or experiment in spite  ____ ____    

repeated failures? 
6. Do you want to know the causes and reasons for things which happen?   ____ ____ 
7. Do you spend a great deal of time on special science projects?    ____ ____ 
8. Do you read scientific literature & find satisfaction in thinking about & discussing 

scientific inventions, discoveries or events?      ____ ____ 
             TOTAL____ ____                             
 
General  Creative Abi l i ty  
Some people are gifted with the ability to think creatively & originally.  They are the ones responsible for varied 
aspects of our progress-social, scientific, and cultural.  They are the “idea” people, & the fruits of their creativity may 
blossom in industry, science, art, writing, drama, or music.   
            YES NO 

1. Are you the kind of person who is likely to have new ideas on many subjects?  ____ ____ 
2. Are you the kind of person who invents things or creates original short stories, essays, 

plays, poems, tunes, sketches?        ____ ____ 
3. Are you the kind of person who can use materials, words, or ideas in original ways? ____ ____ 
4. Are you the kind of person who sees flaws in methods or procedures & can suggest 

better ways of doing things?        ____ ____ 
5. Are you the kind of person who experiments with new methods or ideas?  ____ ____ 
6. Are you the kind of person who is flexible & open-minded; changes his/her mind if 

necessary; is not afraid of new ideas?       ____ ____  
TOTAL ____ ____ 
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YOU AND YOUR ABILITIES INVENTORY (continued) 

Arti st ic Talent 
Art, drawing, painting, clay, most mediums of art      YES NO 
 

1. Do you enjoy drawing or painting?       ____ ____ 
2. Do you usually choose a subject, technique, or composition different than most 

other students?          ____ ____ 
3. Do you have some kind of artistic performance as a hobby?    ____ ____ 
4. Do you use art as a means of expressing your feelings or reactions?   ____ ____ 
5. Do you feel an interest in other people’s artwork?  Do you appreciate, criticize, and 

learn from it?          ____ ____ 
6. Do you like to model clay, carve, or produce other kinds of 3 dimensional art?  ____ ____ 
7. Do you produce pictures, designs, or objects which other people admire (especially 

those people (i.e. an art teacher) that would pass judgment on your work)  ____ ____ 
TOTAL  ____ ____ 

 
Dramatic Talent 
Enjoy acting, drama, speaking to others       YES NO 
 

1. Are you able to use your speaking voice effectively to reflect changes in mood?  ____ ____ 
2. Are you able to shift into the personality of the character you are trying to represent? ____ ____ 
3. Are you able to produce a desired effect on an audience, & bring out their applause? ____ ____ 
4. Are you able to communicate feelings by means of facial expression, gestures & 

movement?          ____ ____ 
5.  Are you able to dramatize your feelings and experiences?    ____ ____ 
6. Are you able to mimic others successfully?      ____ ____ 

TOTAL ____ ____ 
 
Musical  Talent 
Music, singing, instruments         YES NO 
 

1. Do you have an exceptionally good voice?  Do other people regularly ask you to  
Sing, & do they express enjoyment when they hear you?    ____ ____ 

2. Do you have advanced training in singing, or in playing a musical instrument?  ____ ____ 
3. Do you perform in an organized music group?      ____ ____ 
4. Are you very interested in musical performance-vocal/instrumental?   ____ ____ 
5. Are you willing to practice intensively in order to perfect the talent you have?  ____ ____ 
6. Have you, in the opinion of a competent judge, musical talent far & above that  

of most persons?         ____ ____ 
TOTAL ____ ____ 

 
Persuasive Abi l i ty  
The power of persuasion is a combination of physical, mental, & personality traits which enables certain people to 
perform successfully as courtroom lawyers, politicians, or salespeople.  Persuasive ability is measured by how effective 
one is in selling a product or an idea to another person.       
            YES NO 

1. Are you good at selling things?        ____ ____ 
2. Are you good at making your points in a discussion?     ____ ____ 
3. Are you good at debating?        ____ ____ 
4. Are you good at persuading friends or members of your family to do something 

you feel should be done?        ____ ____ 
5. Are  you good at getting people to carry out their jobs on committees or in other 

group projects.          ____ ____ 
TOTAL ____ ____ 
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YOU AND YOUR ABILITIES INVENTORY (continued) 

 
Physical  Sk i l l s  
These are the skills which are represented by you ability to do things requiring strength, coordination, and endurance 
 
            YES NO 

1. Do you have a great deal of energy & require a lot of exercise to be happy? ____ ____ 
2. Do you enjoy participating in highly competitive games?    ____ ____ 
3. Do you like outdoor sports, hiking, and camping?     ____ ____ 
4. Do you usually win races in which you compete?     ____ ____ 
5. Do you have unusually good physical coordination?     ____ ____ 
6. Do you spend a lot of time swimming, playing tennis, basketball, football, 

baseball, etc?         ____ ____ 
7.  Do you have a reputation as an outstanding performer in one or more  

competitive sports?         ____ ____ 
TOTAL ____ ____ 

 
 
Manual Dexter ity  
This involves the coordination of the movement or your arms, hands, and fingers in doing various tasks 
 
                                                                                     YES NO 

1. Are you good at putting things together, such as puzzle/objects with many parts? ____ ____ 
2. Are you good at craft projects where you must work with delicate materials or 

tiny parts?          ____ ____ 
3. Are you good at operating machines such as computers, DVD players, etc.?  ____ ____ 
4. Are you good at working with mechanical gadgets such as motors?   ____ ____ 
5. Do you like to build things that require painstaking work?    ____ ____ 
6. Do you like to assemble objects with many small parts, such as model ships 

or airplanes?         ____ ____ 
TOTAL ____ ____ 
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Test Taking Tips 
(if employer gives one) 

 
• Don’t be afraid, relax, and do your best.  These tests 

are just to find out how much you know about a 
particular subject (i.e. how fast you can type, etc.) 
 

• Listen carefully to instructions 
 
• Read each question carefully 

 
• Read all answer choices before you choose an answer 
 
• Budget your time wisely and don’t dwell on one 

question 
 

• Don't rush but pace yourself, read the entire question 
and look for keywords 
 

• If you don't know an answer skip it, go on with the 
rest of the test and come back to it later.  Sometimes 
on another part of the test there will be something 
that will help you out with the question that you 
skipped earlier  
 

• Keep a positive attitude throughout the whole test 
and try to stay relaxed, if you start to feel nervous 
take a few deep breaths to relax  
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Learning to Learn  Workers need the ability to 
acquire new information and skills and apply them 
to their jobs. 
 
 Listening  Important for more than just following 
supervisors’ instructions, good listening skills help 
workers understand the concerns of coworkers, 
suppliers, and customers. 
 
Oral Communications  Workers must be able to 
respond clearly to concerns of their coworkers, 
customers, and suppliers. 
 
Critical Thinking  Workers need the ability to 
evaluate the idea or thought. 
 
Problem Solving  New styles of work organization 
will require all workers to analyze problems and 
come up with solutions. 
 
Creative Thinking The more flexible work 
becomes, the more creative workers’ solutions will 
have to become — creative in the sense of 
originality of thought or imagination. 
 
Self-Esteem  Supervisors told the researchers they 
want workers who are proud of themselves and 
their abilities. 
 
Goal Setting/Motivation  Workers need the ability 
to set objectives and the persistence to achieve 
them. 
 
Personal and Career Development  Ideally, 
companies hire workers for the long haul. The most 
valuable employees are those who understand the 
need to continually develop on the job. 
 
Computer Knowledge  Workers need to be able to 
use electronic mail applications, Internet 
applications, publication applications, and other 
applications related to their position 
 
 
 
 

 
 
 
 
 
 
 
Interpersonal Skills  New employees must be able 
to get along with their suppliers, coworkers, and 
customers. 
 
Teamwork  People in cooperative work teams 
need to know how to divide work equitably and 
effectively and work with one another to achieve 
team goals. 
 
Negotiation  Workers need the ability to build 
consensus through give and take with their 
customers, coworkers, and supervisors. 
 
Organizational Effectiveness  To be productive, 
employees must understand the company’s 
business goals and how their jobs contribute to 
fulfilling those goals. 
 
Leadership  Workers must be able to assume 
responsibility and direct their coworkers when 
necessary. 
 
Competence in Writing  Workers must be able to 
examine, analyze, and merge information to 
communicate clearly the important points in writing. 
 
Competence in Computation  Employees who 
can accurately use common mathematical 
concepts related to their work will be in high 
demand. 
 
Competence in Reading  Employees need the 
ability to locate information and use thinking skills 
to understand the meaning of the written word.  
 
Employability skills are the attributes of employees, 
other than technical competence, that makes them 
an asset to the employer.    Buck and Barrick, 1987 
 

Source: Career Development Activities, Mid High/High School CS1102. 

Order by calling 1-800-654-4502.       www.okcareertech.org/guidance   

Please duplicate and share the materials with parents, teachers, 
administrators, and others concerned with career development. You 
may view our Website at www.okcareertech.org/guidance to download 
a copy of this booklet along with its past issues. 

Workplace Basics: Skills Employers Want 
Sources: The American Society for Training and Development and the U.S. Department of Labor 

 
Beyond Basic Skills 

A few years ago, basic skills referred to reading, writing, and arithmetic. Now those skills are just a starting point. 
Take a look at the basic skills needed today in the workplace. 
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1 .  Personal  Values 
Valued workers: 
• Are honest. 
• Have good self-esteem 
and a positive self-image. 
• Have personal and 
career goals. 
• Demonstrate emotional 
stability. 
• Exhibit a good attitude. 
• Are self-motivated. 
• Desire future education. 
2.  Problem-Solving and 
Decis ion-Making Ski l l s  
Valued workers: 
• Are flexible. 
• Are creative and 
innovative. 
• Can adapt to change. 
• Can plan and organize 
work. 
• Can reason and make 
objective judgments. 
• Are multi-skilled. 
3.  Relat ions with Other  
People.  
Valued workers: 
• Work well with peers. 
• Accept constructive 
criticism. 
• Are team workers. 
• Are friendly and 
cooperative. 
• Are consistent in their 
relations with people. 
• Accept assignments 
pleasantly. 
• Are tactful. 
• Accept all types of people. 
• Respect the rights and 
property of other people. 
• Have leadership qualities. 
4.  Communication Ski l l s 
Valued workers: 
• Ask questions. 
• Seek help when needed. 
• Notify supervisors of 
absences and the 
reasons for absences. 

• Clearly express 
themselves orally. 
• Listen well. 
 
 
 
5.  Task-Related Ski l l s  
Valued workers: 
• Complete work on time. 
• Can follow oral, visual, 
written, and multistep 
directions. 
• Are not distracting or 
distractible. 
• Work neatly. 
• Stick with task and 
keep busy. 
• Are precise and 
meticulous. 
• Care for tools and 
materials. 
• Are accurate. 
• Constantly improve 
their performance. 
6.  Maturity  
Valued workers: 
• Work well without 
supervision. 
• Are reliable and 
dependable. 
• Don’t let their personal 
problems interfere with 
their work. 
• Are willing to perform 
extra work and work 
overtime. 
• Show pride in their 
work and show 
initiative. 
• Remain calm and self-
controlled. 
• Accept responsibility for 
their own behavior. 
• Demonstrate maturity 
in thought, actions, and 
deeds. 
• Evaluate their own work. 
• Use time wisely. 
• Are assertive when 
necessary. 
• Show self-confidence. 
• Are responsible for 
their own career path. 
 
 
 

 
 
 
 
 
 
7.  Health and Safety  
Habits 
Valued workers: 
• Observe safety rules. 
• Maintain a good work 
pace and production rate. 
• Practice good personal 
hygiene. 
• Dress appropriately and 
are well groomed. 
• Perform well under 
stress and tension. 
• Have appropriate 
physical stamina and 
tolerance for the kind of 
work they are doing. 
• Are in good health. 
8.  Commitment to J ob 
Valued workers: 
• Are punctual and have 
good attendance records. 
• Observe all organization 
policies. 
• Consider their work 
more than a job. 
• Are interested and 
enthusiastic. 
• Want to learn more. 
• Exhibit loyalty to the 
organization and its 
employees. 
• Give their best effort 
consistently and strive 
to please. 
• Show concern for their 
future career with the 
organization 
 
Source: Career Development Activities, Mid 
High/High School CS1102. Order by calling 
1-800-654-4502.  
www.okcareertech.org/guidance 
Please duplicate and share the enclosed 
materials with parents, teachers, 
administrators, and others concerned with 
career development. You may view our 
Website at www.okcareertech.org/guidance 
to download a copy of this booklet along 
with its past issues. 

Career Activity File — Employability Skills 
 

Eight Keys to Employability 
 

http://www.okcareertech.org/guidance�
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_____Achieved 
 
_____Adapted 
 
_____Adjusted 
 
_____Administered 
 
_____Advised 
 
_____Analyzed 
 
_____Arranged 
 
_____Assembled 
 
_____Assisted 
 
_____Bought 
 
_____Built 
 
_____Calculated 
 
_____Changed 
 
_____Coached 
 
_____Compiled 
 
_____Computed 
 
_____Created 
 
_____Decided 
 
_____Designed 
 
_____Drafted 
 
_____Drew 
 
_____Edited 
 
_____Enlarged 
 
_____Examined 
 
_____Expanded 
 

 
 
 
 
 
 
_____Explained 
 
_____Fabricated 
 
_____Filed 
 
_____Guided 
 
_____Helped 
 
_____Hired 
 
_____Illustrated 
 
_____Improved 
 
_____Initiated 
  
_____Inspected 
 
_____Installed 
 
_____Investigated 
 
_____Interpreted 
 
_____Maintained 
 
_____Managed 
 
_____Marketed 
 
_____Modified 
 
_____Monitored 
 
_____Obtained 
 
_____Ordered 
 
_____Organized 
 
_____Prepared 
 
_____Processed 
 
_____Programmed 
 
_____Publicized 
 

 
 
 
 
 
 
_____Purchased 
 
_____Read Tech Manuals 
 
_____Remodeled 
 
_____Repaired 
 
_____Reported 
 
_____Represented 
 
_____Restored 
 
_____Revised 
 
_____Scheduled 
 
_____Sold 
 
_____Solved 
 
_____Spoke 
 
_____Started 
 
_____Studied 
 
_____Supervised 
 
_____Surveyed 
 
_____Taught 
 
_____Trained 
 
_____Translated 
 
_____Transmitted 
 
_____Troubleshooted 
 
_____Used 
 
_____Verified 
 
_____Wrapped 
 
_____Wrote 

ACTION VERBS TO DESCRIBE ACCOMPLISHMENTS 
Try using the following verbs to help you describe your skills and experiences.  If you do not know the definition 
of a word on this list, please use the dictionary.  If you need extra help be sure to ask an ICTC Instructor, a high 
school teacher, or your parents. 

 

Action Verbs  
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Sample Thank You Note 
 
 
Mary Smith 
5719 E. 23th Street 
Tulsa, Oklahoma  74158 
918-896-2598 
 
Ms. Mary Jones 
Widget Director 
Widget Industries 
12548 E. 7th Street 
Tulsa, Oklahoma  74114 
 
March 25, 2008 

 
 

Dear Ms. Jones: 
 
Thank you for your time and attention during our meeting on Wednesday to discuss the position of 
Customer Service Director.  I enjoyed hearing about Widget Industries new Customer Services Division 
that will be opening in Tulsa.   
 
I was extremely impressed with your company.  I believe that my background in customer service and 
product sales makes me very knowledgeable about your industry, and how important customer service 
is to the sales of your product.   
 
If you require any additional information, please do not hesitate to contact me.  Again, thank you for 
your time and opportunity to talk with you about your company.  I look forward to talking to you in the 
near future.   
 
Sincerely, 
 
 
Mary Smith 
 
 
 
 
 
 
 
 
Indian Capital Technology Center does not discriminate on the basis of race, color, religion, national origin, sex/gender, age, 
disability, marital or veteran status. 
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