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Leader Materials

The Job Application

Objective: To help the learner complete a job application form,
set up a simple résumé, and a letter of application,

Materials Needed: Learner's guide, learner job application folder with
worksheets, black ink pens, note pad, a thesaurus
and a dictionary.

Introduction: Ask learner if he or she has ever filled out a job
application form. List or discuss common problems
when filling out an application form.

Examples: Too many questions
Not enough space
Difficult to understand
Questions do not apply
Sensitive questions



To Say

To Do

Job applications can be
difficult to fill out and are
never fun to do, but may
become easier by us spending
some time learning about job
application forms.

Look at sample application. Have
learner assemble a job application
folder.

The Job Application

Taday you will learm: How Lo apply for a job.

The Job Application

You will be asked 1o {31 oul an application form for
some jobs. The form may not be requived for part-
time or emporary jobs. The job application tells an
employer about you. Filling oul a sample job
application helps you see yourself as you loak to an

employer. Take a filled out sample appiication form

with you when you look for a job. Tlis will help
you fHE ol other application forms, Not every

application fonm will be alike.

Oklahema Cooperative Extenston Service, Oklahema State University




To Say

To Do

We are going to practice filling
out a sample application form.
When you look for a job, there
is some information you will
need to take with you.

Read page 1 and 2 in learner
lesson. Help learner fill out the job
references, work history and
education worksheets. Be sensitive
to learner's reading and writing
skills

Note: GED's should be listed in the
high school education space.

Get ready for finding a job.

Keep a foider of iteins you will need to take with

you.

‘The employer will ask you 1o give names of persons
who know aboul your work skills. These persons
are called references. Never use lamily members

and close fricnds as references!

CGiood references are teachers, past employers, adult
Trienwls and community leaders such as your
preacher, Ask them if you can use them as a

reference.

Oklaboma Cooperative Extension Service, Oklahoma State University



To Say

To Do

Now you will be ready to fill
out a job application form. The
tips listed on this page will help
you.

Read and discuss job application
tips on page 3.

Jobs Application Tips

+  Take Lhe application home with you whenever you
can. This way you can teke your time filling it out.

s Read everything on the form before you stanl
writing. Follow all direclions.

+  Some applications can be completed online, Be sure
to go back and check your speliing.

+ Beneat. Print clearly.

*  Use a black ink pen.

s Be honest.

+  Answer atl questions. Write "N/A™ in spaces thal do
not apply lo you. “N/A" means nol availabie or not
applicable,

* If you have a GED (graduate cquivalency degree),
in the high schoo! education space write GED.

» Make your answers shont.

+  Usecorrect spelling of words,

o Write "Open” on wages desired, This means you
will talk 10 the emiployer aboul how much the
jeb pays during the intervicw.

» Include area codes with telephone numbers. If
you de rot have a phone, list a number where an

employer ean leave & message. Ask the person iff

you may fist his or her telephone number,

+  DBehonest when asked aboul your health. Telt

wny hezlih problems you may have.

Oklahoma Covperative Extension Service, Oklahoma State University



To Say

To Do

Sometimes an employer may
ask you to fill out a Personal

Data Sheet.

After looking at the sample
Personal Data Sheet, have the
learner complete a Personal Data

Sheet, page 5.

Peisonal Dada Sheet
NAME____ Waaa JQJ_ m

ADDRESS

TELEMIGNE NUMBER_ (%05 4/~ foop

SOCIAL SECURITY NUMBER _ 588~ op - /020

EDGCATION
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Name Address Telephone Number
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Personal Data Sheet

NAME

ADDRESS

TELEFHONE NUMBER

SOCIAL SECURITY NUMBER

EDUCATION
Schoeols Attended Dates Attended

WORK EXPERIENCE
Bate Employed Noame and Address Work Perfermed
of Lmployer

REFERENCES
Name Address Telephone Number

Joks, Prepaession & Flacenmnt {Volues |, Departmentof Engloyrocet snd Taziniag

Cklahoma Caoperative Extension Service, Okdahoma State Universsty



To Say

To Do

Some of the directions on a
form can be confusing. The
sample mstructions on page 6
will help you fill out an
application.

Discuss with learner the various
ways to fill out blanks on
application forms on page 6.

These are some of the instructions you wilk be ask to fotlow on a job application.

FOLLOWING INSTRUCTIONS GIVEN ON AN APPLICATION FORM
HOW TO DO IT;

_V_/_ yes . no

Check one

Circle your answer oz @ 15
Underline your response temporary or permanent
Place an X in the blank —_1 K7 o3
Write; do nof print _Z‘//_Z_l.d.z{mw_mm
PRINT

Please print
Do not write in this space

If the form doesn’t tell you whether to circle, check, underline, or place an X,

follow these rules,
If there is a spiall line, or box, or circle, wse a check (/) or an X.

LANGUAGES YOU SPEAK: Linglish ... French __'C_ Spanish ..

Other
Y there 45 no fine, or box, ar eirele, yox may either cirele or underdine,

EXPECTED WEEKLY WAGE: §25 ssnsmo_ or
$25 $50 575 $100

3

Takets Bum How An st b and Bsn i Goble, Detathy Y. Suock-Veughn Conany, 1485

Oklahota Cooperative Exlension Service, Oklabonna State University
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Read (he application Form on the next page.

i, Whatdo you think the person should change on the form?

2. Would you hire this person? o Why?

3. Now ook al your application form, Would you hire yoursei?

Why?

4. Use the extra application forms to practice your new skill of filling out application {orms.

NOTEFig

[

Okiaboma Cooperative Extension Service, Oklaboma State University




To Say

To Do

Let's look at an
example of how
someone else
completed a job
application form.

Refer learner to completed application form on page 8.
Discuss answers to questions. Note these errors in the
sample application.

Print more neatly.

No phone number listed.

Omutted date of birth,

Put N/A 1n foreign language.

Misspelled driver and maintenance.

“Open” should be written on salary desired line.
Name of town and state for schools attended 1s

N O R W

o >

Under subjects studied should be “General.”

Put N/A 1n college and trade school spaces, also in

(General area at bottom of application.

10.Addresses of employers and references are not
complete.

11.Should fill in In Case of Emergency line.

SAMPLE
APPLICGATION FOR EMPLOYMENT

PRE-EMALOYMENT GUEBTIONNAIRE) IAN EOUAL DSPGHTUM“’\' EMPLOYER)

EEﬁEDNALINFoﬂMAHON <

e PR alle SORBEE. gy 5
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VIR~
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DX RESERING & BLESTIoN, THERE DY IBICATING THAT THE IR ORMTID OUIREC FOR A BONA FIDE
OCCURATIONAL GUALT FICI\‘HDN DR DICTAYED Y NATIONAL BECURITY LAWS, BR IS NFEDED FOR DYHER LEGALLY
PERAMISSIBLE REASONS.
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The Actof 1057 profie it BG0 WD FESDECE L0 MG YRkIBES. wiha 576
:lllnldDMhnth:n o et o oo
Vwm‘ be deaied ompkipmant cokly beapuse of 8 conuiglion retdrd, tiess the alfenar i related to Lhe 00 for which you

EMPLDYMENT DESIRED

_eommon iR, WA THRE Frovierood BeR:  awpedd BT
ANE YOU EMPLOYED HOW? __Arp AT !§sn?‘ﬁ“ﬁmam E
rvsmwasnmmsmwmvasm»,}%f MO wwsser L LT
TR
EDUCATION HEME BNDLOCATION ¢ SCHODL aans § aRbiR, | susxCTSBTUDND
sovoo.  |[yiwngm I8 A
£ s
N SCHDOL Lomeprace 12iad Salnl
“ Ao
coLLEGE
Yot Suslises 8
wgéégllﬂ e

Vb Az Deseramingtion b Emptzyment, s of 1BB7 prohibils drsorsminalion 6oy Uhe B3k of s with respstt L odniduels wh srd st tanst 60 b lens

then 10 jears of 820,

“GENEARL
. BUBIECTS OF SPECIAL BTUOT DR RESEARCH WORK,

U5 LAY 07 PRESENT tAEMBERSIRR I
IhviL BERWICE HATONAL GUARD O RESERVES;
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FORMER EMPLOYERS ILIST BELOW LAST FOUR EMPLOYERS, STARTING WITHLAST ONE FIRSTL

HAME AHO ADONEES DF BAUPLOYER. SALARY FOSITION ALABOMN FOR LEAVING
Sden GG .
s Logrs 4sn_ prier TLE_CLosED
p
iz plotn E78 _|sagece | lay offs

REFERENCES! GIVE THE RAMES OF THREE PERSONS HOT RELATED TD VOL WHOM YOU HAVE KNCWHI AY LEAST OHE VEAR

NAME ADORESS HUSHESS acdSiRRen
' Basqre Smidh Suleld <7, daymes | Paesaed =
€
s A Tongs, Seme prav k. HLS Vo Faackal ‘
3
T B2 pwrad €A, Aantmdl Gepasry 2
PHYSICAL AECORD: 7
OO0 YOUIRIE ANV PHYBILAL LT ATIGHS Thn T PRCCLUGE YOU FRO! YOL ARE OYes oha

IF YES, WITAT CAN BE O0ONE 10 ACCOMMDDNE YOUR L

PLEASE DESCRIDE:

¥ ORSE OF
£ S8 womiey
=g ey PR MO

| CERTIEY THAT THE FACTS CONTAINED N THIS APPLICATION ARE TRUE AND COMPLETE TO THE BENT OF pAY KNDWLECGE
AND UNDERSTAND THAT, IF EMPLOYED, FALSIFIED ETATCMENTE ON THIS APPLICATION BHALL BE GROUNDS FOR DISMISSAL.
mumomzs lNVﬁYIGA‘FDDN OF ALL HTATEMENTS CONTANED HEREIN AND YHE GREFERENCES LISTED ADOVE TO GIVE YOU ANY
ALL INFORMATION CONCERNING MY PREVICUS EMPLOVMENT AND PEATINENT INFORMATION THEY MAY HAVE,
PEHSDNAL Ot OTHEHWIBE AND RELEASE ALL PARTIE] FROM ALL lMBlUTY FOR ANY DAMAGE THAT MAY RESULT FROM
FURNISHING SAME TO i
1 UNDERSTAND AND AEREE THAT, [F HIREQ. MY EMPLOYMENT 15 FOR NO BERINITE PERIOD AND MAY, ﬂEGA.FlOLESS OF THE
DATE OF BAYMENT DF MY WAGES AND SALARY, BE TERMINATED AT ANY TINE WITHOUT ANY PRIGR NOTICE"

onre e 9o/0 Mlu_ﬂ%:.& AT

DO NOT WHITE BELOW THIS LINE
_IRTERVIEWED by - BATE
MBED. O Yes o Mo PORINON OEPT.
SALARYWAGE DATE NEPOATING TO WORK
_APPROVEG. 1 2 3 .
TR TR TR

TOLBTOGT Al

3ir HTOICYMAN DRCLEE WS DRONOANG BACAYIREAC GACAMLALA, TAIS
iied States. TOMS au1aries 06 asend ity Ke the mtlukoh h £4d torm of
may veisTe Siae madfor Fedaref lawe

1ivs fgrm hay bran ¢ryigned 10 Krdtly comply wah State wnd Fesaiel
Apab205n for Emipdapnena Form 16 okl Ior Gones i yRe thegophout the
R GUELHIIE WA it AR v T 2! ine Job Arrgant

Oklaboma Coaperative Extension Seivice, Oktahoma Stale University



To Say

To Do

With these tips in mind and
your completed worksheets,
let's practice filling out an
application form.

Review form with learner. Guide
learner in completing job
application. Inform learner that the
words grammar, grade and
elementary (referring to schools)
may be used interchangeably on job
application forms.

Sample Employment Application Form

PLEASE PRINT ALE
INFORMATION REQUESTED
EXCEPT SIGNATURE

APPLICATION FOR EMPLOYMENT

APPLICANTS MAY BE TESTED FOR LLECAL DRUGS

PLEASE COMPLETE PAGES 1-4, DATE

Kame

o wodd Matien,

Prosent adaross

P, Swom iy W
Wowdang Social Securily Mo,
Tolaphona [ |
1tuador 18, ploasa tislage

Daysmours avalsble lo work

Fosillon oppisd for {0y NoPref ____ Thur
and salary daslrad (2} . e Man Fii__...
{De specilic) Tue ____ . Sal
* Wad Sun
How miany hous can you work weckiy? . Conyouworknighls? __ .
Employment dasied _ FULL-TIME ONLY . PART-TIME QMUY _ FLAL- OR PART-TiE
When avedabl for work?__
TYPE OF SCHOOL | NAME OF SCHOO, LOCATION NUMBER OF YEARS MAICR &
{Complste mailng COMPLETED DEGREE
ddinss)
High Sehoot
Collops
Bus. or Trado School
Brofessional Schoot
HAVE YOU EVER BEEN CONVICTED OF A CRIME? Mo L ies
E{ws‘.uxpkxh RUNBEL of iellon(s}, malk Loflunsafs) bading la ionish how rocently such offonsos) wastwarg
coinmilod, {s}imposed, and ypa(s) of i .

Oklahoma Cooperative Extension Service, Oklahoma State University



PRINY
INFORMATION REQ)

TED
EXCEPT BIGNATURE

APFLICATION FOR EMPLOYMENY

DO YOU HAVE A DRIVER'S LICENSE?  __Ves _ No

Whatls your moans of Fon to work?
Onbyars lconse
nusmhor .. Statoofissug __ Oporgior __ Commercial {COL) __, Chaulteur
Expretondate —
Have you had any accidents during the pest thiee years? MHowmany?
Have you had sny moving violations during the psst three years? Horwe Many?
QFFICEONLY

Yoy . Yas Word __Yas
Typing Ne WK 10key __HNe Procossing __Np WO
Porsonet __ Yes PG Othar
Computer Mo _, Mac Siits

Pieasa Hst two rofarances other then (6latves o7 provious employors

Nema Hsrrio

Pasiton Fasition -
Company Company

Addross Addtass .
Tetephoan ) Takphone { Y

A ggication foim somolimes makas i difeul for an indhidual a complelo Usathe
space bolow to ize any addiional to doscrbe your (ull quekifications for Ine spacifio positan for

wivich you are 2pplying.

klahoma Cooperative Extension Service, Oklshona Stude Universily




PLEASE PRINT ALL
INFORMATION REQUESTED

EXCEPT SIGNATURL

APPLICATION FOR EMPLOVMENT

LMIUTARV

HAVE YOU EVER BEEN IN THE ARMED FORCEST _es __ Mo
ARE YOU NOW A MEMBER OF THE NATIONAL GUARDY —~Yes _ Ho
Spocialy Dt Enlered Dischergo Dato _J
Work F10090 360 your wink eaperionce for the past fivo yoars baginning with your most recant fob hakd
Experience il you wota soll-omployod, give ftm nama. Altach agditlenal shoots f necessary.
Noma of ovployer Namag of thst Emplaymant datos. Pay of salory
Addross FUparisor
City, Sale, Zip Code
Fheng number From Stont
To Final

Your lest jols Hle

Raason for laving (bo spociic)

Lis! the fobs you hald, duties parformend, skills usod af lebined, advancements of promolons white you workad et thls

cogany.
Mam of empkoyer Neme of las! Eraploymont vates Payor ealary
Addrage FUPBIvISH
Clly, Stute, Zip Coge
Fhona numboer From Ster

Ty Final

Youst Last Job Tia

Roason for lasving (by snecitic)

Liet the fobis you hotd, dulies pfotingd, skils tsod or 10armad, Bovancements o pomoigns whie you worked ol Ihig
COADARY.

Oklaboma Cooperative Extension Serviee, Oklahema State University




To Say

To Do

Job application forms can be
hard to fill out. If you keep the
papers completed today, they
can help you when filling out
application forms.

Ask learner if he or she has any
questions., Discuss concerns,

PLEASE PRINT ALL
INFORMATION REQUESTED
EXGERY SIGNATURE

APPLICATION FOR EMPLOYMENT

Work Plaase fist your work experiencs (ot the past Nva years beglhaing with your mest recant job held.
| i you were sefl-smployed, give fim nema, Allach additional shoels Il necessary.

Name of employer N of fast Employment dalos oy of selary
Addrass superiisad
Chy, Stale, Zip Code ;
Phona number From Stert

To Final

Your tas! job (fla

Reason for lsaving {08 spacitic)

List the jobs vou hetd, dutles perarmed, skils used or lodened, advancaments of fromotions wiils you worked al s
company.

Mante of amplayer Weme of as! Employmanl dates Pay or solary
Address Supenvisar
City, Sista, Zip Code
Phone aumber From Start
Te Final
Your fastjob ditle

Roagon for leaving (ba spaciic)

Uist tho jobs you hatd, dulies perforniod. skEIS usog or laamed, advancaments o7 promolions whiks you workoed at (his
company.

fay we contaci your present employer?  __ Ves __No
DRl you complate this agpheationyowsall _Yos __No
iFnoy, wha did?

Oklahoma Cooperative Extension Service, Ok kahoma State University
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To Say

To Do

Now that you have filled out an
application, you can use all the
information you have to put
together a résumé.

Explain that résumés are used
because there are so many
applications for jobs. Review page
14 and 15.

Job Résumé

Getting a job is sometimes harder than

showing up al the right tiime and fiiling oul

an application.

Jobs (hat pay more money and give you
beneiils, usnalty want yau to send in a résume.

Often even regular jobs ask for one.

Ré-su-mé  (Ré-su-may)

A résumé is like an application without the

questions. It is an ad aboul you!

1t is the first thing the company sces about you. If it isn't uny good, il coukd be the last thing.

Definitions

Benefits  insurance, sick teave, paid
vacalions, retivement

Résumé  a sheet listing work history,
education and (raining

Oklahoma Cooperative Bxtonsion Service, Oklahoma State University 14



Remember:

Wihen you apply in person, they can see

your face.
You need to look your best!
When they get your résumé, alt they seeis a
picce of paper.
Résumé

M needds Lo took its best!

You have a chanee Lo make yourself lock good. @

O you can miss the chance of getting a good job. ¢

Cklahoma Cooperative Extension Service, Oklalioma Siate University




To Say

To Do

As you can see, it is very
important to make your résume
look good.

Have learners read page 16. Using
the right words makes a difference.
Let them know how to use a
dictionary or thesaurus to choose
good words.

When you wrile a résumé, think sbout these things.

*  What did I do on my jobs before?

+  What do ! do well?

e How can | say this in a way (hat sounds geod on a résumé?

»  Use “aclion” words. Here is a tist of words oflen used i réswmés.

Achicved Completed Imiproved
Acled Conducted Increased
Amanged LContribarted Led
Assembled Created Operated
Built Direeted Planned
Lotected [Zstablished Prepared
Cellected Guided Produced

«  Can [ lype my résumé or have someanc ype it for me?

«  Did | make sure no words were spelled wrong?

¢ s n1y résumé clean, pot bent or fotded?

Oklahona Cooperative Bxtension Service, Oldahoma State Utgversity

Provided
Repaired
Saved
Solved
Taught
Trained

Warked

in



To Say

To Do

Now use your data sheets to
find the information for your
résumé.

Read page 17. Look at sample
résumé on page 18 and fill out
blank résumé form on page 19.

Use the ilems fiom your personat dats shieets on page 5 and (he last pages in this lessan to help

with your résumé.

Oklahema Cooperative Extension Service, Oklahoma State University



Gicorge Bennett

111 La La Strect
Anytown, USA 11111
222-333-4444

Eiducation:

2004-2006
2001-2004

Experience:

2006-Present

2004-2006

References:

Sample Résumé

Next Step Vo-Tech Welding
Anytown Public Scheol Diploma

Goad Weld, Inc., Cincinnati, OH

Welder/Trainer

Train and supeivise all apprentice welders. Maintain good customer
relations, aceept customer orders, and manage production.

Do-Stop Convenience Store, City, TX

Agsistant Manager

Recerded orders and purchased merchandise. Hired and fired staflf.
Revised store procedures, Built sirong custemer base by offering good
service in a lriendly environment,

Turpished on reguest.

Cklahema Cooperative Extension Service, Oklahoma State University B £ -




Résum¢ Blank Form

Your Name
Address

City, State Zip
Telephene Number

Education:
Enter Dates for Eacli Enter Schools Attended
Experience:

Enter Dates [or Each Enter Name and Address for each Employer
Job Title for Each
Desceribe Job

References:
[F'urnished on request.

Oklahama Cooperative Bxtension Service, Oklahoma State Upiversity



To Say

To Do

You have a chance to make
your application fit the job
when you send a letter of
application.

Read page 20. Explain that this is a
sample letter. Other letters of
application explain how they are
suited for the job they are applying
for. Have them write a sample letter
on page 21.

A letter of application goes with your résumé,

Sample Letter

Your name
Address
City, State Zip

Current Date

{Person’s name if possible - could put you ahead ol others)
Company’s name

Address

City, Staie Zip

“This fetler is in response to your ad of Sunday, November 6, in the
Srate Newspaper. | Teel | have many of the gualifications you are
secking. I am enclosing my vésumé listing my work histery.

T would like 1o meet with you 1o discuss the job and how we could
work together.

Sincerely,

Your name

Definition

Qualifications  (he things needed
for doing the job

Oktalioma Cooperative Extension Service, Oklahoma State University .

20



Write a letter of application.

Oklaloma Cooperative Bxlensian Service, Oklahoma Swle University




Jobr References
Worksheet

List below porsons whe will give informatien about you and your abitity te do a job.

1. Full Name, Title
Address
Sireet City Stale  Zip
Mone )] Waork Phone { ) -
2. Fuil Name Title
Address
Sirect City Slale  Zip
Phone { } Wark Phone )]
3. Full Name Title
Address,
Strect City State  Zip
Phene ( ¥ Work Phone { ).
4. Fuli Name Title
Address
Street Cily Stale  Zmp
Phone ( )] Work Phone ( )} _—
5 Full Name Title
Address
Street City State A
Phone ( 3 Wark Phone { e,
6. Full Name, Title
Adldress
Sircet Cily State  Zip
Phone ( ) Work Phone ) T

Oklakoma Cooperative lixtension Service, Oldahoma State University, 22



Wark History
Warksheel

Starting with your present or most recent job, list your werk experiences.

1. Employer

Address,

Strect City State  Zip

Phone { ) Dates (From) (Te)

Salary Daties of the Joby,

Reason for Leaving

2. Eimployer
Address,
Streel City Suie  Zip
Phong { )] Dales (Fromy) (To}
Salary__ Duties of the Joh

Reason for [eaving

3. Employer.

Address,

Street City Stale  Zip

Phone ( ) Dates (From), {To)

Salary_ Duties of the Job_

Reason for Leaving,

{contted}

Oklahems Cooperative Extension Service, Oklahema Stue Unjversity



Employer,

Address,

Street City Stafe  Zip
Phone ( ) Dates {Jirom) {Ta)
Salary... e Dutties of the Job

Reason for Leaving

LEmployer
Address,

Street City State  Zip
Phone ( ) Dates (From), (o}, ..
Salary, o Dutics of the Job,

Reason for Leaving

Empioyer

Address,

Streel Cily

Phone ( ) Dates (From)

State  Zip
(To},

Salary, Duties aof the Job,

Reason for Leaving,

Emplayer
Address,
Street Cily State  Zip
Phene e 1 28EE {From) (To)
Satary ... Dulics of the Job

Reason for Leaving

Okluhoma Cooperative Extension Service, Gklahonte State Universiy
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Lducation
Worksheet

Note: il you attended more than one elementary or high school, list the jast one.

Name of Blementary Scheaol

Address

Street

Number of Years Attended

City State  Zip

Did You Graduate?

MName of High School

Address,

Street

Number of Years Altended

City State Zap

Did You Graduate?,

Other Schoals Attended

Bxamples:

Nante of §chool

Vo-Tech

Trade

Busingss
Correspondence
College

Address

Streel

Number of Years Attended,

Cily State  Zip

Did You Graduate?

Name of Schoel

Address

Strect

Number of Years Attended

Cily State  Zip

1id You Gradurte?

Oklalioma Cooperative Extension Service, Oklahoma State University __ . 25



Extra Activities:

e Obtain application forms from local places of employment. Review
with learner,

e Help learner develop a personal data sheet to include with job
applications.

e Check réesumé books out of the library for learners to use.

e Have an employee of local Workforce Oklahoma office explain how
they help with résumé writing or provide information.

Lesson References:

The Career planning workshop. (1985). Jenkintown, PA: The EDN
Corporation,

Goble, D.Y. (1992). How to get a job and keep it, Rev. ed., Austin, TX.

Survival skills for the real world, Oklahoma State Department of
Education, Oklahoma City, Oklahoma, 1982.

Zedlitz, R. (1987). Getting a job: Basic process kit, Cincinnati, OH.



