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WHERE TO LOOK FOR A JOB

NEWSPAPER ADS

Many employers pay to have their ads listed in the newspaper. The Sunday papers will carry the
greatest number of ads, but the daily papers also list job openings. Some newspapers separate
the ads by job categories -- General Help, Business (Clerical) Help, Sales Help, Medical Help,
and Professional Help.

To better understand Want Ads, if might be helpful to you to become familiar with the language
you find in ads. The following list of abbreviations will help you to read ads and spot the jobs
you are interested in much more quickly.

Ability
Advancement

Apprenticeship
Aptitude
Career
Certification

Clerical
Fringe Benefits
Manual Dexterity

Mechanical
Shift Work

Union

LIST OF DEFINITIONS

a skill; power to do something special

being promoted; moving up in your job or getting another job
at a higher level

period during which a person learns a trade (plumber, chef)

a natural ability or talent

occupation, job

a license; something that proves that you have passed a course
or a test and have shown that you can work in certain
occupations.

duties such as filing and typing

advantages offered to employees such as paid vacations,
health insurance, etc.

skill in using your hands

having to do with tools, machines, or engines

work in which one group of people works for a period of time,
usually eight hours, and then is relieved by another group of
people, who work for the next time period. Nurses, police
officers, telephone operators, and firemen work on shifts
because the services they provide are needed 24 hours a day.

an organization of workers formed to protect the rights (such
as wage and fringe benefits) of its members
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LIST OF ABBREVIATIONS

am
appt.

asst.

clk.

Co.

dept.

dir.

EOE

etc.

eve.

exp., exper.
fringe

hr.

k

lic.

med.

mfg, manuf.

mgmt.

min.

mngr, mgr.
natl.

ofc.

pm

PT

ref.

reg.

secty., sec’y, sec.

supr.
temp.
trnee.
wk.
wkends.
wpm
yrs.

morning
appointment
assistant

clerk
company
department
director

Equal Opportunity Employer
and others
evening
experience
fringe benefits
hour
thousand
license
medical
manufacturing or manufacturer
management
minimum
manager
national

office
afternoon
part-time
references
required, requirements
secretary
supervisor
temporary
trainee

week
weekends

word per minute (usually refers to typing)

years
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ACTIVITY
Utilize your knowledge about the language and abbreviations used in the Help Wanted
sections. Look through our ads on the next page for jobs which might be of interest to you.
Then answer the questions on page 76.
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HELP WANTED

Food Service, Cashiers, Servers,
Cooks & Dishwashers. PM
Hours. Apply in person between
3pm-5pmatRich’s
Restaurant, 50 Emily Boulevard,
Boston. NO PHONE CALLS.

HOUSE CLEANERS
Reliable, punctual,
experience necessary.
Flexible hours. Call Susan at
617-000-0001. EOE.

SALES HELP NEEDED
Small retail store is taking
apps. for 3 PT positions. 6.50/hr
to start. Kathy’s Clothing, 65
Elm Street, Boston. 617-000-
0002. EOE.

Baker’s Helper. Entry level pos.
Willing to train. Apply in person
at John’s Bagel Store, 100 Leslie
Square, Boston. EOE.

FLIGHT ATTENDANTS
MAJOR AIRLINE . Send
resume to Human Resources-
FA, SKY FLY, 1000 West
Street, Boston, MA 02213.
EOE. 617-000-0003.

Fast Food restaurant. Counter
help needed. Saturday &
Sunday. 7 AM & 9 PM. 4.50
hour. Will train. Call Jim 617-
000-0004.

Fundraising Telemarketers.
Earn up to 12.50 an hour while
helping environmental causes.
No exp. nec. College students
welcome. Evenings, Sun - Thurs.
Call Dave at Dialing for Dollar$,
617-000-0005 after 2 pm. EOE.

PIZZA, PIZZzAM
You looking for work?
We’re looking for a prep
cook. 4.75/hr. No exp. nec.
Apply at Luigi’s, 1 Kelly
Blvd, Boston’s North End.
617-777-0000.

Carpenter. 12/hr. Own
transportation, own tools. 2-4
yrs. experience nec. Non-union
members welcome. Call Joe at
508-444-0009.

Hairstylist’s Ass’t. For busy
salon. Apply in person at Chez
Coiffure, 32 Main Street, Boston,
617-999-9999. Beauty school
students welcome Great opp!!

Nationally recognized
temporary emp agency
looking for summer help. PT
& FT. Same day pay. Call
Jennifer at 617-999-3344.

Exp. Receptionist needed for
busy office. Good comm skills,
filing, some typing. Send
resume to Office, 2 Bay Street,
Cambridge, MA 02338. NO
CALLS PLEASE. EOE.

Nurses’ Aides for Nursing Home.
PM, 2nd shift, benefits. Send
resumes to Rest House, 28 Ocean
Avenue, Lynn, MA 01898. 617-
333-3333.

Cashier’s wanted for
supermarket. Team worker,
friendly, able to work in fast
paced environment. See
Sam at Super Shop, 213
Main St. Applications in
person only.

Days. Maintenance Worker at
for Buildings & Grounds at
local coll. Flex time, 7.00/hr.
Call Steve or Mike at 617-627-
8855.

SUMMER JOBS. Housepainters
wanted. No exp. nec. College
students & h.s. seniors welcome.
Earn up to $100/day. Call Paint
Pros at 1-800-123-4567.

Drycleaners.
Help Wanted. Will train.
P/T PM hours. Good after
school job! Call Frank at
617-3421 for interview.

MANAGEMENT TRAINEES
Join fast-growing insurance co.
Send resume to Personnel, Fire
& Life, 300 Broadway, Camb.
02139. 617-333-0681.
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ACTIVITY

1. Circle the three jobs in the “Help Wanted” section on the previous page which are most
appealing to you and list them in the box below.

P |

L -

2. What kinds of experience/training do you need to be considered for each of those jobs? Put
your answers beside the name of the job in the box above.

3. How would you apply for the three employment opportunities you circled? (Phone, resume,
in-person, etc.) Write you answers below.

_ =
Job #1:
Job #2:
Job #3:

L -
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ACTIVITY
Search your local newspaper for jobs which might be interesting to you. Cut out at least 2 jobs
and tape them in the space below.

N b,
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ACTIVITY
Create Your Own Ad

You can create your own poster or flyer that identifies the service you will provide. If you are

willing to provide a service (such as dog-walking, lawn-mowing, car-washing, or baby-sitting),
this may be a great way to find jobs. Try to make your ad neat, attractive, and eye catching.

Try writing your own ad in the space below.
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DEPARTMENT OF EMPLOYMENT AND TRAINING
The Department of Employment and Training can not only give you information about possible
job openings, but also can help you with your career planning.

ACTIVITY

Visit your local Department of Employment and Training office and find out how to use the
services offered.

RELATIVES AND FRIENDS

People who know you and currently have jobs may know about openings or ways to get through
to someone who can hire you. Even if they don’t know of any job openings right now, ask them
to keep you in mind for when jobs do become available.

ACTIVITY
List some friends and/or relatives you can contact about job opportunities:
= L
1 -1
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SCHOOL (TEACHERS/GUIDANCE COUNSELORYS)

Teachers and guidance counselors may know of job openings in your community. Employers
may contact your school to ask for referrals of students looking for work. In addition, teachers
and guidance counselors can sometimes help match your skills with a job.

ACTIVITY
Who at your school can you ask for help with job hunting?
_ L
18 -

HELP WANTED SIGNS
Many businesses, especially stores and restaurants, put help wanted signs in their windows. Be
on the lookout for them and ask friends and relatives to look, too.

COLLEGE FINANCIAL AID OFFICE

Most colleges and universities have work-study or job placement programs that are administered
by the financial aid office. Many of these programs are federally financed, so there may be some
income eligibility requirements. (This means that only people below a certain level of income
can apply for the program).
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SUMMER BUSINESSES

There are some businesses that are open just in the summer or hire more people in the summer.
Even if these jobs are just temporary, they will provide valuable work experiences and references
as well as a paycheck. Summer businesses include amusement parks, recreation centers, summer
camps, golf courses, summer restaurants, etc.

ACTIVITY
List some summer businesses you can contact about employment opportunities.

v b

MASSACHUSETTS DEPARTMENT OF EMPLOYMENT AND TRAINING
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This is a state agency that provides skill assessment, job counseling, and help with job placement
for job-ready workers. The agency can also refer people to training programs. There are local
Opportunity Job Centers across Massachusetts.

Find out where your local Opportunity Job Center is located and what the telephone number
is. Write this information below.

If you need help finding the Job Center near you, call:
In Boston: (617) 727-6560
Youth Services: (617) 727-7575

Additional Employment and Training Resources

SUMMER YOUTH EMPLOYMENT PROGRAM
Boston: 357-6000

North: 494-1154

South/West: 1-800-367-0033

Southern Essex: 595-0484

South Coastal: 328-7300

(Statewide employment program for 14-21 year olds who are low income, handicapped, or at
risk.)
e Places youth in jobs at the community-based organizations or in the Youth Conservation
Corp.
e Provides education and training programs

JOBS FOR YOUTH
Boston: 388-0815

e Provides services for school drop-outs, including vocational counseling, pre-employment
preparation, and job placement.

e Provides classes in pre-GED and GED preparation, as well as Boston Public School
diploma credit.

JOB CORPS

Boston: 565-2181
e Offers free education, training, room, meals, medical and dental care, books, and
spending money.
e Provides residential job training program that for 16 to 21 year-old high school graduates
or drop-outs.
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JOB APPLICATIONS

Now that you’ve completed your Personal Fact Sheet and know where there may be some
available jobs for you, it’s time to contact some potential employers! Remember, the more
employers you contact, the better chance you’ll have of getting a job.

You will usually be asked to fill out a job application form and later meet with the potential
employer (interviewer) to talk about your skills, education, and experience. Since your
application will represent you, it’s very important that you fill it out carefully. Here are some
hints:

Print neatly.

Make sure you spell all the words correctly.
Use correct grammar.

Follow the directions.

Don’t leave blanks, if possible.

Check to make sure the dates are correct.
Don’t forget to sign and date the application.

Consider the following example:

MARC

Marc has dyslexia and, therefore, difficulty with spelling. He does not feel comfortable filling
out job applications because he is afraid to make errors.

Can you think of any ideas that might be helpful to Marc in his job search? If so, write them
in the box below.

> | = _
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ANSWERING A WANT-AD BY TELEPHONE  zzzzzzzzz7.

Sometimes employers will ask that people answer their ads by telephone. When you make
business calls like this, remember to:

1. Ask to speak with the person named in the ad.
2. Tell him or her what you are calling about.
3. Answer his or her questions about your background and experience.

4. Find out what you need to know about the job. For example: “Where is the business
located?” “What are the hours?” “What work will you be doing?” “What is the pay?”

5. Be sure you get the name of the person you are supposed to see for the interview, the address,

and the time. Write it down so you won’t forget. Have a paper and pen ready before you call.

Here is an example of a newspaper want-ad and a telephone call from a person interested in the
job.

Help Wanted The Globe

Part-time work in department

store. Sales, some stock work.

After school and Saturdays.
Call Mr. Harris, (617) 211-

Voice: Turner’s Department Store. How may | help you?
Ann: 1I’d like to speak to Mr. Harris, please.
Mr. Harris: This is Mr. Harris speaking.
Ann: Mr. Harris, this is Ann Rynn. 1I’m calling about the part-time job you advertised in the
Globe.

Mr. Harris: Oh, yes. Are you attending school?
Ann: Yes, I am. I’m a senior at Tompkins High.
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0

Mr. Harris: Any working experience?

Ann: Just baby-sitting. But I need a job and | am willing to work hard.
Mr. Harris: Well, the hours of this job are from 5:00 p.m. to 7:00 p.m. on weekdays, and 10:00
A.M. to 4:00 p.M. on Saturdays. Can you work those hours? | need someone who will be reliable
and come in every day.

Ann: Those hours would be all right, Mr. Harris. What would | be doing on this

job?
Mr. Harris: Selling jewelry and cosmetics, working the cash register, and also restocking
shelves when you have time. No heavy work.

Ann: Fine. And what is the salary, please?
Mr. Harris: $5.25 an hour. Are you interested?

Ann: | certainly am. May | come down and see you about it? Where is your store located?

Mr. Harris: At the corner of Fifth and EIm. Can you come down about five o’clock?
Ann: (writing down name, address, and time) Turner’s Department Store, Fifth and Elm, five
o’clock. Thank you, Mr. Harris. I’ll be there on time!

In the conversation above, Ann followed the rules for answering a want ad by telephone. On the
lines to the right of her conversation, write in the number of the rule that she followed.

THE INTERVIEW
Helpful Tips

Plan ahead for your interview.

Be sure you know the name of the person who is going to interview you.

Ask for directions if you are not certain of the location of the interview.

Gather together everything you’ll need: your Personal Fact Sheet or your resume, a
pen, some paper, the directions, etc.
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Figure out how you’ll get to the interview (bus, car, etc.).

Make sure you will be on time, even five to ten minutes earlier, if possible.

Plan when you should leave your home.

Take special care to look your best and dress the way you would if were working for this
company.

Go alone. Don’t take your friends with you.

Try to find out all you can about the job and company. Be familiar with its products and
services.

Remember your qualifications and be positive about your abilities to do the job well!
@
/

During the Interview

Be confident as you enter. You’re there for a purpose: a new job!

Ask for the interviewer by name.

Try to make a good first impression. You might shake hands with the interviewer.

Sit up straight, don’t slouch.

Make good eye contact, but be careful not to stare.

Be polite.

Speak clearly and directly, do not mumble or ramble.

Try not to fidget. Do not tap your feet or your fingers, play with or twirl a pen, bite your
nails, play with your hair, etc.

Do not smoke or chew gum during the interview

Use proper grammar, not slang.

Try to relax and smile!

Never be shy about your good points: talk about your skills, training, and experiences
that will make you a good employee. (However, don’t beg for the job.)

Address the interviewer as Ms. / Miss. or Mrs. or Mr. Do not use his or her first name
unless he or she asks you to.

Say positive things about other employers, fellow workers, your teacher, etc.

Be a good listener.

Wait for the interviewer to bring up the subject of salary and benefits. Only ask about
salary and benefits if the interviewer does not bring them up.

Be prepared to ask a few good questions. Asking questions shows to the interviewer that
you have been paying attention.

600d |yl
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ACTIVITY
Consider the following examples:

1. BEN

Ben has been looking for a job for the past three weeks. He hasn’t had any luck. As he walks
home from a basketball game, he sees a Help Wanted sign in the window of Giovani’s
Restaurant. Ben is about to go in and get an application, when he suddenly realizes he is wearing
shorts and a dirty T-shirt. He is afraid that if he does not go in and ask for an application now,
the job might not be available by the next time he can come back

What would you do?

2. AARON

Aaron got an interview at the grocery store after answering a want ad in the local newspaper.
Before the interview, Aaron had to go to the dentist. The dentist’s office was pretty crowded and
Aaron had to wait for a while. As he finally sits down in the dentist’s chair, he realizes that he
will be late for his interview.

What would you do?

3. APRIL

April’s guidance counselor helped her to get an interview at a bakery. When April arrived, she
suddenly felt very nervous. When the store manager asked her questions, she felt as if she had a
knot in her stomach and could barely speak.

What would you do in a situation like April’s?

4. MICHAEL AND PETER

Michael stops by Peter’s house to ask him to come along to the movies. Peter tells him that he
can’t go because he is just about to head off for a job interview at a gas station. Michael is
surprised and asks Peter if he is going to change his dirty jeans and over-sized T-shirt before the
interview. Peter replies that he isn’t about to change. He tells Michael that people should
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appreciate him no matter what he wears, and says that the work he would be doing would get
him dirty anyway. Michael tells him that a good first impression with an employer is important
and even though work at a gas station might be dirty, he should still wear clean and appropriate
clothing to the interview.

Who do you think is right? Why?

ACTIVITY
Take an inventory of your clothes. What would you wear for a job interview?

4 b,
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WHAT TO EXPECT

ACTIVITY

Here are some questions that you just might be asked at an interview. Try answering them in the
spaces provided. You might also want to practice having your foster parent, program staff,
social worker, or friend act like the interviewer. Answer as you would if you were actually being
interviewed.

1. What can | do for you?

2. How did you learn about this job?

3. Why are you interested in working for this company?

4. Why do you feel qualified for this job?

5. Have you ever done this kind of work before?

‘;

. Why do want this job?

. What do you think you would like about this job?

6

5

8. Have you had any special education for this job?
9. Tell me about your education.

10. What subjects do you like best?

‘;

11. What subjects do you like least?

12. Tell me about your other jobs.
13. Which job did you like the best? Why?
14. Which duties did you like best? Why?
15. What duties did you like least? Why?
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16.

Which of your job supervisors did you like the best? Why?

17.

Which of your job supervisors did you like least? Why?

18.

Why have you changed jobs so many times? (Skip this question if it doesn’t apply.)

19.
20.

21.
22,
23.
24,
25.

26.

How do you get along with your co-workers?

Can you work flexible hours?

‘;

What skills do you have that will help you do this job?

Why did you leave your last job?

Have you ever been fired or asked to resign? Why?

What are your career goals?

Is there anything else I should know about you?

Is there anything you would like to change on your job application form?

27,
28.
29.
30.
31.

What salary do you have in mind?

What is the lowest salary you would accept?

Are you still interested in working for us?

When can you start?

Do you have any questions for me?

‘;

Be enthusiastic!

You can ask the interviewer if you may call to find out about the hiring decision or you can ask
when you will be notified about the decision. At the end of the interview, thank the interviewer
for his time and shake hands.
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INTERVIEW DYNAMICS

Job interviews are a vital part of the employment-seeking process. A good interview can be as
important as the qualifications listed on a job application or resume and will often determine who
will get the job. Therefore, the anticipation of job interviews can create a high level of anxiety for
everyone. You want to make a good impression on the interviewer, but even though you are
prepared (appropriate dress, manners, possible questions, etc.), you are not sure of exactly what s/he
is looking for in an employee. S/he may prefer someone who is quiet and serious-minded or a
person who is outgoing and friendly.

Most of you are aware that words, body language, dress, and behavior can convey messages and are
therefore important to consider during job interviews. Furthermore, your self-perception can have
an influence on the interviewer. If you have a positive perception and feel good about yourself, you
will come across with confidence.

Young people who are culturally and linguistically diverse, physically or emotionally challenged,
and/or gay or lesbian often have additional concerns about how they will be perceived by an
interviewer. A key to these concerns is to be aware that although stereotyping and prejudices do still
exist, the individual can do much to dispel any preconceived ideas and positively influence the
interview by presenting him/herself with a willingness to work, readiness to learn and adapt to job
expectations, and a confidence in self that says, “I can do this job well.”

Before you describe your interviewing style and develop strategies on how to improve it, utilize the
following exercises/questions to further consider interview dynamics.

Consider the following:

Carlos has been looking for a job for the past three weeks and has put in many applications.
Today, the manager of a retail store at the local mall called him back to invite him for an interview
for a sales position. Although Carlos is happy that he has the opportunity to interview, he is also
very anxious and nervous. Carlos isn’t sure what to expect. The only job he ever had before was at
the Hispanic grocery store around the corner from where he lives. Carlos tries to imagine how he
would answer possible interview questions like, “Why do you think you are qualified for this
position?” Carlos thinks that he has good communication skills, though he mainly communicates
with his Hispanic friends and family. The manager could also ask him about his career plans.
Carlos would like to become a social worker in an Hispanic social service agency, but he is not sure
if this would be a good answer to give during the interview.

How do you think Carlos’ cultural background influences his feelings about the job interview?

== L=
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What possible assumptions do you think the interviewer could make about Carlos if he presents
himself as anxious and unsure?

= | | ==

— —

What kind of cross-cultural dynamics could take place in the interview?

= L=

— —

What advice would you give Carlos to help him prepare for the interview?

= L=

— —

The dynamics of cultural differences are the results of diversity in values, perceptions, assumptions,
and communication styles. Different things may be important to different individuals; the key is to
understand your own heritage and values and respect those of others.

Can you think of values which are influenced by your cultural background?

= | L=
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Do you think that your values might sometimes be different from the values of others? If so,
describe below:

= | { ==

— —

While some youth like Carlos think about the potential impact of cross-cultural dynamics, other
youth might not be aware of them or choose to ignore them.

Consider the following:

Monique, who immigrated into the US two years ago, got an interview at a fast food restaurant
after looking for a job for four weeks. When she talks to her best friend about the upcoming
interview, Monique states that she is just going to say what is on her mind and will not changer her
dress or communication style just to make a good impression on the interviewer. She believes that
she can do the job and her presentation (dress, language, behavior) should not matter.

Do you think that Monique’s plan could cause a communication problem for the job interviewer?

= L =

—x —

What advice would you give to Monique?

== L=

— —

The perception youth have about themselves and their abilities greatly influences their self-esteem,
communication styles, and reflections on their good qualities/strengths.

Consider the following:

Jonathan applied for a job at a large warehouse. The manager called him back to set up an
interview for the position of stock-person. Now Jonathan is very nervous before the interview
because he is overweight. He worries that others might think he won’t be able to perform the job
duties and might be too slow.

93



Independent Living Skills Module II

What is Jonathan’s perception about himself? How could his perception influence the outcome
of his interview?

= | { ==

— —

Consider the following:

Jack was in a car accident five years ago. He lost the use of both of his legs and is confined to a
wheelchair. Jack has applied for a job as a clerical assistant. Although he thinks he can do the job,
he is nervous because he thinks that others might think that his handicap might prevent him from
doing the work. He is not sure if he should follow through with the interview.

What is Jack’s perception about himself?

= | { ==

— —

Do you have any advice for Jack?

= | { ==

— —

Our perception about ourselves greatly influences the messages we convey to others. We all have
good qualities as well as shortcomings. Try to be positive! If you have a good perception about
yourself, you will appear more confident and motivated not only during the job interview, but also in
your work.

ACTIVITY
Practice interviewing by role-playing with your foster parent, social worker, or group care staff.
Use the feedback to evaluate the messages you convey, your sense of self, and how you would
address possible issues related to diversity.
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How would you describe your interviewing style?

= 1

—x —

How do you perceive yourself?

= { =

—3 —

How might you enhance your self-perception?

— | ==

ACTIVITY
Develop strategies with your foster parent, social worker, or group care staff on how to improve
your interviewing skills.

wa , -
My Strategies Are:
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As stated earlier, even those adolescents and adults who are well prepared for the job search
might have to apply many times before finding employment.

How would you feel and what would you do if you were not hired after an interview?

= | | =

— —

A rejection might be difficult. Don’t take it personally and don’t get discouraged. Rejection is a
part of everyone’s job hunting experience. Keep trying!

What would you do if you were offered a job after the interview process?

= | ==

— —

Make sure that you evaluate the pros and cons (wages, responsibilities, benefits, location, hours).
If you decide to take the job, write a letter of acceptance and make sure you set a starting date
with your employer.
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FOLLOW-UP LETTERS

You should always send a thank you letter following an interview to express your appreciation to
the interviewer for talking with you. In addition, your letter will remind the interview that you
are still very interested in the job and keep your name in the interviewer’s mind until a decision
is made.

The follow-up letter will also give you the opportunity to answer questions you needed more
time to think about and could not answer during the interview. If you want to use the letter to
sell yourself a little more, take the time to tell the interview once again why you want to work for
his or her company and what you have to offer.

ACTIVITY
Look at the following example of follow-up letters and then try writing a letter to an employer
who has given you an interview.

1283 Spring Street
Gardner, MA 01213

June 4, 2000

Ms. Patricia Smith
Personnel Director
Tazre Department Store
287 Lincoln Street
Wakefield, MA 01880

Dear Ms. Smith,

Thank you very much for interviewing me on June 3, 2000 for the cashier’s position. | enjoyed
meeting you and learning about your store’s employment program. | am very interested in
working at Tazre’s Department Store.

If you would like to receive any other information or references, please call me at
(508) 278-1234.

I am looking forward to hearing from you.

Sincerely,
Daniel Lawrence
Daniel Lawrence

1080 East Street
West Boston, MA 02100
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June 10, 2000
Mr. John Walsh
Personnel Manager
Sunrise Bakery
2101 Cake Lane
Boston, MA 02100
Dear Mr. Walsh,
Thank you for the considerations you have given me in your interview yesterday morning.

The opportunity to meet you and other staff at Sunrise Bakery has convinced me that | would be happy working at
your company. If I am given the job, | will do my best to meet the expectations of employment.

Sincerely,
James Bradley

James Bradley

726 Mills Road
Boston, MA 02100

July 3, 2000
Ms. Kathryn Butler
Personnel Office First Bank
Boston, MA 02100
Dear Ms. Butler

As you requested during our interview yesterday morning, | have asked my guidance counselor to send you
a transcript of my grades.

When you asked me if | would be interested in starting as a filing clerk, | was not sure. After considering
the option, | decided that being a filing clerk would be a good way to learn the ins and outs of office work.

Thank you very much for the interview. The more | heard about First Bank, the more | wanted to work
there. | was a little nervous during the typing test; however, you will see from my transcript that | can do good
work. If I am hired as a typist or filing clerk, | am sure | will do a good job.

Sincerely,

Joyce Martin

Joyce Martin
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ACTIVITY
Complete your practice letter in the following space.
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KEEPING TRACK OF YOUR JOB HUNTING EFFORTS

Use this chart to keep a record of all the people you have contacted, the applications you’ve

completed, and the interviews you have had in your search for a job.

Name of Date of Contact Completed Interview Follow-up Activities
Employer/ Application Planned & Date
Company
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