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CAREER CONNECTIONS
SECTION 6.2 
APPLYING FOR A JOB
Name ______________________  Period ____     Date __________________
Bell Ringer.  (10 pts. if you start quietly and right at the bell)

You have been called for a job interview.  Make a list of the information and documents you will need to take to the interview.  What will you be asked to do?

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

Job Applications  (20 pts. each)  Have your team proofread and give suggestions for improving your application.  (10 pts. each one you proofread)


Company


Date completed.

Proof by

App. #1 __________________

___________________
________

App. #2 __________________

___________________
________

App. #3 __________________

___________________
________

Resume – www.geocities.com/careercon2003.  Click on Resumes.  
Create My First Resume.  (20 pts.)  Proof and get permission to print once.
Extra credit – create another resume using a different program (20-40 pts.)
References – obtain permission from 3 adults (at least 1 teacher, 1 friend of family, 1 other professional)  Include full name with title (Mr., Ms., Mrs.) correct spelling, job title, full address, phone number, email optional.  (45 pts.)
INTERNET JOB AND CAREER SEARCH.  Record information you locate on Ch. 6.1 handout. (30 pts.)
Refer to Chapter 6.1 Extra Credit Assignments.  Choose at least one to complete.
PARENT CONFERENCE – 20 pts.
CAREER CONNECTIONS
SECTION 6.2 NOTES
APPLYING FOR A JOB
Name ______________________  Period ____     Date __________________
30 pts.
1. 21st Century Trends  In the future, one of the most important s________ will be the ability to w________ without a stable “j____.”  As more work becomes t_________________, workers will spend more time trying to find work.  To do this, workers will have to be f_________________, c_______________ and independent.

2. (p. 119) How can you get your job application into the “yes” pile?

· How well you present yourself in p_____________ c_________

· J________ a_________________

· R__________________

· C___________ l________________

3. Be Confident and Be Prepared.  Project c____________________ and a p____________________, b______________________ image

4. (p. 120) ________________ __________________ ____________________ a number issued by the federal government that is required for all workers.

5. ___________ ______________ shows that you have been advised of laws restricting the hours young people can work and the kinds of jobs they can hold.  At Beechcroft you can pick up this form in the _________ ___________
6. ________________ lists your experience, education and skills in a professional manner.  It is important that you proofread and that it does not have s_________________ or g_______________ errors.

7. Communicating Effectively.  Use ________________ ___________________ which is the form of writing and speaking you’ve learned in school, in n_______________ and on t____________________ news programs.

8. Filling out the j_______ a__________________.  One way an employer s________________ applicants.  

9. Suggestions for completing an application:

· R__________ and f________________ the d_______________

· Keep it n__________ and c_______________

· Make your statements p_______________

· Keep your options o___________

· Do ________ state the s_______________  Write n________________

· Prepare l____________ of information such as dates attended _____________

11,  Applications request r__________________ which are people who will recommend you to an employer.  Ask p______________________ to use people as references.

12.  Employers don’t have a right to ask questions about your

· R__________

· R_____________________

· S_________

· C___________________

· M__________________ s______________

· If been a________________

13. (p. 122) Preparing A _________________ is a brief summary of your personal information, education, skills, work experience, activities, and interests

14. Tips for a good resume

· _______ page

· must be t________________

· n_________

· ___ errors in s_____________

15. a chronological résumé gives your experience in r____________ t___________ order.  You list your most recent job f__________
16. a s_____________ r_______________ highlights your skills and accomplishments. The advantage is that you can stress your s______________.

17. (p. 123)  7 items of information to include on a resume:

(1) N__________ and a___________.  Include your _____________ address and area code with t_____________ number.  (could also include alternate phone number or cell number.  )

(2) J__________ o____________________

(3) W___________ e__________________ including related v_______________ work

(4) E____________________ include high s____________ attended, specialized s______________ such as Computer Literacy, Business Management, career center programs

(5) H_______________ and A__________________

(6) S__________________ s_________ and a_______________

(7) R___________________ or References a______________ upon r____________.

18. (p. 124) Companies s__________ resumes into their computers which is to c_________ and store them electronically.
19. Tips for making your resume scannable:

· Keep the resume c___________

· Use d___________ type (black font)

· Avoid italics, u____________

· Use w______________ paper

· Use k_________________ in describing your experience

20. (p. 125) Writing cover letters.  A ___________ _____________ is a one-page letter telling the employer who you are and why you’re sending a resume.

21. (p. 126)  Three parts of a cover letter:

· 1st paragraph – say w___________ or from w_______ you learned about the j___________

· body – sales pitch.  Highlight your personal q_______________, s__________- and e________________ that make you good for the job

· closing – how you will f__________________.  Always include your __________ _______________

22. Taking Tests
· _______________________ test like a t____________ test

· _________ _________ is a blood or urine test for illegal drugs.

· ____________________ test is a lie detector test.  Needed if you apply for law enforcement or government jobs.
