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DALLAS CENTER FOR INDEPENDENT LIVING JOB CLUB 

The materials in this package were developed by: 

Cary Leverenz, DCIL 
Kathleen Love, Dallas Epilepsy Association 
John Weinland, Dallas Epilepsy Association 

Pre-Vocational Training 
New Directions in Epilepsy Rehabilitation 
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JOB CLUB 

- People Not Yet Ready to Work -

I. Why are you here 

A. Discussion 
B. Achieving a Goal (Employment) 

II. Yourself 

A. My Self Assessment 
B. Personality Inventory 
C. Attitude Scale 

III. Yourself and the job you want 

A. Kinds of jobs 
B. What should I look for 
C. Information on a job that interests me 
D. Discussion 

IV. Where to find a job 

A. Looking for a job 
B. Discussion 

V. The newspaper 

What to look for and how to read the want-ads - with 
newspaper in hand 

VI. Prepare for an interview . 

A. Calling for an interview 
B. Contact sheet 
C. Vocabulary 
D. Personal Data Sheet - to be completed for next session 

VII. The application 

VIII. 

Application for Employment 

The Interview 

A. 
B. 
c. 

D. 

Checklist 
Dos and Don 1 ts 
Mock interview using hand-out 
employers 
For next session client 
anything covered so far 

, 
• 

is to 

questions often asked by 

have five questions about 



IX. Review 

A. Discuss clients questions 
B. The job I want 
C. Looking for a job 
D. Calling for an interview 
E. The interview 
F. LINK application (if appropriate) 

X. Field trip to Texas Employment Commission 

A. Apply for thi er services . 
B. Certify those who are eligible for a tax credit 

( 
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JOB CLUB OBJECTIVES - BOTH CLUBS 

I. Why are you here 

Client will be given information to help ~im decide if he does want 
to work. 

II. Yourself 

Client will be able to evaluate his own personal self as he relates to 
a possible work setting. 

III Yourself and the job you want 

Client will be able to match his personal self and employment skills 
to an appropriate position. 

IV. Where to find a job 

Client will be aware of all possible employment resources. 

V. The newspaper 

Client will be able to evaluate want-ads in the newspaper as well as 
know the terms and abbreviations used. 

VI. Prepare frir an interview 

Client will have the knowledge of needed materials and appropriate 
vocabulary for an interview. 

VII. The application 

Client will be able to complete a job application form. 

VIII.The Interview 

Client will be able to complete a job interview and feel comfortable 
about it. 

IX. Review 

·Any questions or concerns will be addressed for positive support on 
client's behalf. 

X. Field trip 

Client will be able to use TEC services and get his tax credit if he 
qualifies. 

: . ... 
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RULE I. 

RULE I I. 

Here's a game plan of things you will do to achieve 
a goal. The rules you should follow to achieve your 
goal are: 

~efine your goal. 

What steps do you need to take to achieve this goal? 

RULE III. Put steps in order from least . to most difficult. Make 
the last step your goal. 

RULE IV. Set a reasonable deadline for each step. 

RULE V. Work on each step until it is completed. 

RULE VI. Review and revise to simplify your steps if necessary. 

RULE VII .. Achieve. 

RULE VIII. Decide on a new goal. 
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Pl ease complete ! each 
1 . ,,. ' ' 

sentence •' in ,your :1own W:ords 
. ; ·.'l •0 ·! '!'.- ·,, ,, : 

/''.!'· • " 
1 . ,. any a n i ma 1 , ; r: d 

),.': ,J, ;. :;.·1c:, . .-') .· J 

1 i ke , be 

. ' 
Why? 

2. I feel other people consider me to be 

( 3. The one thing I admire most in people is 

4. What I feel I need most in this .class 1s 

5. The person I · would most like to be is 

6 . My i de a . of · a success f u 1 per s on i s 

( 
' , ·, ' 



All of Most of Some of None of 
the time the time the time the time 

1. I know what I want in life. 
2. My success depends mainly on 

me. 
3. Whatever I do, I do well. 
4. I accept unpleasant tasks as 

part of life. 
5. I try to see the good side 

of unpleasant situations. 
6. I like myself. 
7. I usually emphasize my strong 

points rather than my weak 
ones. 

8. I usually know .how to solve 
my own problems. 

9. When in trouble, I know 

( where to turn. 
10. I get along well with my 

family and neighbors. 
11. Work is more than making a 

living. 
12. I feel as if I'm going to 

be successful. 
13. I 1ike to help others. 
14. I am honest with myself and 

others. 
15. I accept responsibi lity for 

my failures. 
16. I observe common practices 

for good health and follow 
doctor's orders. 

17. I am calm in times of cris i s. 
18. I do something regularly for 

relaxation and recreation. 
19. I am not nervous when I meet 

new people. . 

( 20. I am not afraid of new situa-
tions. 

21. I live within my income. 
22. My family helps me make impor-

tant personal decisions. 
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All of Most of Some of None of 
the time the time the time the time 

, 

23 . My family shows concern for 
my welfare. 

24. I look for ways to improve 
myself. 

25. I am neat and clean. 
26. I trust most people. 
27. I get unpleasant tasks done 

first. 
28. I am on time for work or 

appointments. 

29. I am usually cheerful. -

30. I like people and people seem 
to like me. 

31. I know where to go for 
health problems. 

( 32. I accept other people as they 
are. 

33. I find a friend to talk to 
when I feel low rather than 
withdrawing. 

34. I would want a boss or co-
worker to tell me if I were 
not doing my job right. 

35. I want to get up and start 
a new day. -

( 
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KIN1)S OF :roBS 

A. Counselor 
Lawyer 
Doctor 

Nurse 
Social Worker 
Teacher 

Shows a preference for working with words and ideas as well 
as with people. 

B. Bank Teller 
Bookkeeper 
File Cl erk 

Office Worker 
Secretary 
Typist 

Jobs are clerical in nature, indicating an interest in office work 
and business practices. 

C. Sa 1 es 
Real Estate 

Jobs show a preference for working with people - the selling or 
promotional occupations. 

D. Electrician Design Flower Arrangements 
Design Homes Work with Furniture 

Indicates a liking for working with your hands - an interest in 
creative activities. 

E. Assembler Laundry & Drycleaning 
Dressmaker Sewing Machine Operator 
Painter Taxi Driver 
Phone Work Truck Driver 

Indicates that you probably have an interest in mechanical things -
that you like to work with your hands and use tools and machine_ry. 

F. Baby Sitter 
Housekeeper 
Maid . 

Shows a preference for working for people in their homes. 

G. Beauty Shop 
Hospital Aide 
Police 

Nurses' Aide 
Waitress 

Implies a preference for working with people - the service 
occupations. 



WHAT SHOULD I LOOK / OR? 

A. Counselcr B. Bank Teller c. Sales 
Lawyer Bookkeeper Real Estate 
Nurse File Clerk 
Doctor Office Worker 
Social Worker Secretary 
Teache r Typist 

D. Electrician E. Assembler F. Baby Sitter 
Design Homes Dressmaker Housekeeper 
Design Flower Laundry & Dry- Maid 

Arrangement f: cleaning 
Work with Furn .:ure Painter 

Sewing Machine Opera-
tor 

G. Beauty Shop Taxi Driver 
Hospital Aide Phone Work 
Police Truck Driver 
Nurse's Aide 
Waitress 

H. Other 
( 

I. SCHOOL 

Class I liked :,r!st--why? _____________________ _ 

· Class I did nc: like--why? ____________________ _ 

( 



( II. Other thin1 I did in school: 

---------------------- ·--·-··-·- ----

III. What I like ;bout myself: 

IV. What I don , t like about myself: 

V. 1-lhat I wou J change about myself: 

( 
VI. Jobs I likr- ; were:. ______________________ _ 

VII. Jobs I did ._, t like were: 

VIII. Wh a t I do my spare time: 

IX. My disabil j y is: 

( 

-2-
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X. Three jobs I ,.. ,t are: 

A. 

B. 

c. 

-3-
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Information on a Job 
that Interests Me 

The job I want now is: 1. 

2. 
----------------------

3. 

4. 

5. 

6. 

.7. 

Physical requirements of the job are: 

Can I meet all of the physical requirements of the job? 

Places I could find this job are: 

Necessary personal tools and equipment for the job are: 

I expect to make$ ___ per hour. 

Health and other hazards found in this job are: 

8. Duties expected of me in this job are: 

9. What special abilities are required? 

10. What personality traits are most helpful for this job? 

------

11. What education or training is required for this occupation? 
High School: 
Apprenticeship: 
Vocational School: 
College: 
Graduate School: 

12. Do I have to have a special license? -----
13. Where can I get the appropriate education or license? 

4 
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14 . Five aspects of the job that appeal to me are: 

A. 
B. 
C. 
D. 
E. 

15. Two disadvantages I see in the job are: 

A. 
B. 

16. Compare your findings about the job with your Self Assessment. 
Do I qualify? _____ If not, why not? __________ _ 

Would I be happy with this job? ____ If not, why not? ___ _ 
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Assess skills before job . hunt 
Employers are skeptical of a . 

"superperson." Claiming you can 
, do "anything" not only will fail to 

convince an employer of your 
qualifications, but may actually 
prejudice the employer against 
you. The employer wants to know 
speclflcally what you can do and 

. how your skills and abilities can 
be used most profitably In the 

, organization. 
Therefore, as the · first step In 

merchandising your Job talents, 
you should make a detailed, real
istic Inventory of your quallflca
tlons, Interests and any of your . 
limitations. You should know what 
you can do and what you cannot 
do and how your skills and abili
ties can be used most profitably 
In the organization. 

To begin your self-evaluation, 
ask yourself a few simple, basic 
questions: 

A. What Jobs have I had? 
B. What did I like about each? 

What did I dislike? 
C. What are my work 

qualifications? . . .· 
· o. What does my education 

qualify me for? 
E. What are my real Interests? 
F. Do I have any special talents 

or aptitudes? (For example, play 
musical Instrument) 

: G. Does my physical condition 
llmlt me In any way? · 

H. What kind of Job dQ I want? 
Now put your thoughts on pa

per. If you ar~ marketing your 
skills for a particular _type of posi
tion, the following personal _ lnven
to ry questions will be. helpful 
when you have a job interview. If 
you are seeking a professional or 
office position, a ·chart -using 
these questions will systematize 
your thinking for the preparation 
of a resume of your qualifications. 

Write down descriptions of _and 
answers to the following on a 
piece of paper: 

• Previous Jobs, dates and rea
sons for. leaving 

• · Characteristics I liked · most 
about each Job 

• Characteristics 1 · disliked 
about each job 
. · • What work do I do best? 

• What special knowledge or . 
Information do I have? 

• What equipment can I use? 
• What diplomas, degrees, cer- · 

tlflcates, specializations do I 
have? · 

• What business, vocational, 
apprenticeship, on-the-job train-
Ing have I had? · 

• Which courses or training did 
I like best? Why? 

• Which did I dislike? Why? 
• What do I consider an lde~I 

Job for me? 
· • What are my chances of get

ting It? 
. • What kinds of jobs do I 

dislike? 
• What are my hobbles? 
• How can I relate my hobbies 

to a job? . . 
• What. special talents or aptl:

tudes do I have? 
· • What do I learn most readily? 

• Does my physical condition 
limlt me In any way? 

• Is It . necessary for me to 
change my occupation? 

• How long a Job search can I 
finance? 

• Occupational goal: 

Considering all the foregoing 
·1nformatlon, list the three jobs for 
which you feel at this time you are 
best qualified and which you 
would prefer. List them In order of 
your preference. · 1• 

1. Name of Job 
Why Interested 

2. Name of Job 
Why Interested 

3. Name of Job 
Why Interested 
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LOOKING FOR A JOB? 
~ WHERE TO FIND JOB LEADS 

... Relatives and friends 

... Previous employers 

... State Employment Service 

..• Newspaper want ads 

... Trade journal want ads 

... Phone book (yellow pages) 

... Industrial director 

... Labor union or professional organization 

... Chamber of Commerce 

... Service Clubs 

DIVE 
IN 

... Civil Service Commissions (local, ~tate, federal) 

... School placement offices 

... Private employment agencies 
~ .. Church affiliations 
... Newspaper articles about new businesses or growth 

of existing business 
... Business and occupational directories 
... Your TRC Counselor or Employment Specialist 

WHERE TO GET INFORMATION ABOUT EMPLOYERS 

... Better Business Bureau 

... Telephone Book · 

.\.Manufacturers Director 

... Chamber of Commerce 
•.. Organizations (civic, religious, se·rvice) 
... State Employment Service 
... Personnel Manager 
... Trade Journals 
... Labor Union , 
... Ci vi 1 Servi c e Co mm i s s ions 
.. ~TRC Counselor or Employment Specialist 
.•. Employer Associations 

... ... Former Employees of the Company 

. ' 
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Some things to remember BEFORE you call: 

1. Have the correct phone number. 
2. Have your Personal Data Sheet with yo~. Who knows 

what you'll be asked. 
3. Have a pen and paper with you to write down information. 

Employers don't li~e to "hold on just a minute" while you 
hunt for them. 

4. Speak clearly and slowly. Make sure your brain is in 
gear before putting your mouth into motion. 

5. Use a phone where there are no distractions such as a loud 
radio, TV, elephants, wrestling match, etc. 

6. Be courteous and polite. 
7. Do not have anything in your mouth {cigarettes, gum, 

tobacco, etc. ) 
8. When you are finished with your call hang the receiver 

up lightly. Don't shatter the potential employer's 
eardrum. 

Making the call: 

1. My name is ----------------
2. I am calling about your ad in the paper for the __ __. __ _ 

position. 
3. Has that position been filled? 
4. Are you still accepting applications? 
5. I have had experience working at---------,-- where I 

did and ______ , ------ ------ -----
6. When may I come in for an interview? 
7. What is the address? 
8. Whom should I ask to see? 
9. Thank you, I will see you at (time) on (day) . 

. " 



EMPLOYER . CONTACT SHEET 

Employer _________________ Date/Time-------,--

Position Contact ---------
Phone -----------
Result: -----------------------------

Employer Date/Time ----------------- -------
Position Contact ---
Phone -----------
Result: -----------------------------

Employer Date/Time 
Position Contact 
Phone 
Result: · 

( 

Employer Date/Time 
Position Contact 
Phone 
Result: 

Employer Date/Time ----------------- -------
Position Contact --------
Phone -----------
Result: -----------------------------

Employer Date/Time ----------------- -------
Position Contact --------
Phone -----------

( Result: -----------------------------

8 
. .. 



1. 
2. 

3. 

4. 
5. 

6. 

7. 
8~ 
9. 

10. 

11. 

( 
12. 
13. 
14. 
15. 
16. 
17. 
18. 

19. 
20. 

21. 
22. 
23. 

( 

ACCOMPLISHMENT: A major task completed. 
APPLICATION: Paper you have to fill our for a job. You must 
answer all of the questions. 
APPROPRIA.TE APPEARANCE: Looking and being dressed right for a 
job interview or work. 
ARRESTED: Trouble with the police, put in jail. 
CHRONIC AILMENT: Pain or disease you have had for a long time, 
or happens often . . · · 

CONFIDENTIAL: Private information. 
CONGENITAL: Since you were born. 
EDUCATION: SGhooling. 
GAP: Time between jobs. 
·GRADUATED: Did you finish school? 
HOBBIES: What you like to do when you're not at work. For·example, 
reading, swimming, _sports, needlework, music, photography, etc. 
N/A: Not applicable, does not apply to you. 
P/R: Piece rate, pay for each completed piece. 
POSITION: The job you are applying for. 
PRESENT ADDRESS: Where you live now. 
PREVIOUS ADDRESS: Where you lived before. 
PRIOR: Before. 
PROBATIONARE or "TRY-OUT TIME": Time at work to see if you are 
a good employee, usually the first three months. 
RATE OF PAY: How much did you make per hour. 
REFERENCES: People who know you, and will tell the boss yo~ will 
be a good employee. 
SUPERVISOR: Your boss. 
UNEMPLOYED: Not working. 
WORKMAN'S COMPENSATION: . Money received from your employer because 
you were hurt or injured on the job. 

' 
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Name ---------------------------
Address -------:------:-----------:-:------,-----,----:-------street city state zip 
Telephone No. Social Security No. ------ ---------
Birthdate Height Weight Marital Status ----- --- --- ---
EUDCATIONAL BACKGROUND 

Type of School Name and Address Years Attended Graduated 
.Grammer 
High School 
College 
Post Graduate 
Business or Trade 
Other 

PRIOR WORK HISTORY (List most recent employer first) 
Dates Name and Address Phone Supervisor 

From ·To <Jf Employers 

PERSONAL REFERENCES (Excluding former employers and relatives) 
Someone you have known for more than 1 year. 

Name and Occupation 
1. 

2. 

3. 

In case of emergency, who can we notify? 
RELATIVE 

Name 
PHYSICIAN 

. Name 

Address 

Address 

Address Phone 

, ' Phone 

Phone . 

Rate of 
Pay 
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application for employment We are an equal opportunity employer, dedicated to a policy of 
non-discrimination in employment on any basis including race, 
creed, color, age, sex, religion or national origin. 

PERSONAL INFORMATION Social Security 
Date Number 

Name r-
I» 

Last First Middle !i 

Present Address 
Street City Slate Zip 

Permanent Address 
St,eet City Slale Zip 

Phone No. Height Weight 

State Name and Department of Any Relatives, Other 
Than Spouse. Already Employed By This Company 

Referred 
By 

,, 
~-

EMPLOYMENT DESIRED 

Date You Salary 
Position Can Start Desired 

If So May We Inquire 
Are You Employed Now? of Your Present Employer 

Ever Applied to this Company Before? 

EDUCATION Name and Location of School 

Grammar School 

High School 

College 

Trade, Business or 
Correspondence 

School 

Subjects of Special Study or Research Work 

What Foreign Languages Do You Speak Fluently? 

Where 

Circle 
Last Year 

Completed 

1 2 3 4 

1 2 3 4 

1 2 3 4 

When 

Did You 
Graduate? 

• Yes 

• No 

• Yes 

• No 

• Yes 

• No 

• Yes 

• No 

~ 
c.: 
Q 
;-

Subjects Studied and 
Degree(s) Received 

,-,-

,__ 

( _.;.;rl:.::e=a=d ______________________ __:W..:.r:..:.it::e:.__ _______________________ _ 

Activities Other Than Religious 
(Civic, Athletic, etc.) _______________________ _:_ ___ ~ ______ _.. ______ _ 

EXCLUDE ORGANIZATIONS. THE NAME OR CHARACTER OF WHICH INDICATES THE RACE, CREED. COLOR OR NATIONAL ORIGIN OF ITS MEMBERS. 

(Continued on Other Side) 



FORMER EMPLOYERS List Below Last Four Employers, Starting With Last One First 

Date Name and Address of Employer Salary Position Reason for Leaving 
Month and Year 

( ~rom 

( 

( 

To 

From 

To 

From 

To 

From 

To 

REFERENCES: Give Below the Names of Three Persons Not Related To You, Whom You Have Known At Least One Year. 

Name Address 

1 

2 

3 

PHYSICAL Do you have any physical condition which may 
RECORD: limit your ability to perform the job applied for? 

In Case of 
Emergency Notify 

Name 

Business 
Years 

Acquainted 

Address Phone No. 

I authorize Investigation of all statements contained In this application. I understand that misrepresentation or omission of facts called for 
Is cause for dismissal. Further, I understand and agree that my employment is for no definite period and may, regardless of the date of payment 
of my wages and salary, be terminated at any time without any previous notice. 

Date Signature 

DO NOT WRITE BELOW THIS LINE 

Interviewed By Date 

REMARKS: ______________________________ _ 

Neatness 

Personality 

Hired For Dept. Position 

Approved: 1. 2. 
Employment Manager 

Character 

Ability 

Will Report 

Dept. Head 
3. 

Salary 
Wages 

· Gener.al Manager 

\ 
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CHECKLIST 

ITEM RATING: 

Bathe or shower regularly 

Us e a d·e o do r a n t · 

Underwear is clean 

Wiq sh hair reg u 1 a r 1 y 
~-

,Hair is neat and trim 

Hair is combe·d/brushed 

· Brush teeth regularly 

· Men: Shave regularly 

Women: Make-up neat 

Fingernails evenly cut 

Fingernails and hands clean · 

-Ears · clean 

Clothes clean and pressed 

Style is right for job 

Clothes fit well 

Shoes in good repair 

Purse or wallei orderJy ·~ 

··working ·' pen w.i th me 
•,. ·; .... . ! -. 

... ·Good posture 
-· · ; -

. :1 
. : Fi rm· handshake 

. _i '.-

Goo~ eye contact ·· 

•· 

' : ;• ~--. .,.. -. . 
_,· .:.,.· .· .. 

.. 

EXCELLENT AVG. 

.. --- :(/i{t :.: ':-·., .. --
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. ·: .. ;,.· . . 

: :: 

<_:.i : __ -,.. : 
:. • ---

. .-. . 

POOR 
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THE DOZEN 
In a survey, these were listed as the 12 ,most important 

features an employer looks for when he is hiring an employee. 
Here they are in the order of their importance: 

1. ABILITY 

2. DEPENDAB IL ITV 

3. HONESTY 

4. INITIATIVE 

5. RELIABILITY 

6. PERSERVERANCE 

7. GOOD ATTENDANCE 

8. EFFICIENCY 

9. LOYALTY 

10. CHEERFULNESS 

11. HELPFULNESS 

12. UNSELFISHNESS 

Do you have these qualit~es? 
How can· you develop t,hem ?_ 
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Job Interviews: Special Concerns of 
Disabled Individuals 

1. What employers often think 
A. Consider individuals' limitations, instead of their abilities 
B. Worry .about accidents 
C. Worry about rates they pay for insurance 

2. Behaviors which disabled individuals can exhibit during the inter
view · 
A. Discuss the ' disability early in the interview, especially if it is 

visually apparent 
1.) Use clear, easy to understand terms 
2.) Do not use medical or psychological jargon 
3.) Explain your disability in such a way that the interviewer knows 

you ~an do the job . 
4.) Try to describe your problem with positive qualities · 
5.) Describe how the disability occurred 

a. ) Con gen ita 1 
b.) Accidental injury 

(1) A long time ago 
(2) Recently 

c.) Disease 
6.) .Describe any physical limitations 

a.) Standing 
b.) Sitting 
c.) Wa 1 king 
d.) Lifting 
e.) Visual 
f.) Hearing 
g.) Speech 
h.) Breathing 

(1) Allergies 
(2) Out-of-breath 

i.) Coordination 
(1) Eye-hand 
(2) Eye-foot 

j.) Finger dexterity 
(1) Fine 
(2) · Gross 

7.) Describe the condition of your disability 
a. ) Improving 
b.) Not changing 
c.) Progressive (rate at which it is getting worse) 

8.) Discuss how you have been able to compensate for your disability 
9.) Discuss your good vocational record 

a.) Few days missed due to illness 
b.) Arrive early for work 
c.) Present facts abo~t quantity and quality of previous work 
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I 3. 

4. 

5. 

( 
6. 

( 

10.) 

11.) 

Discuss your reliable source of transportation or your ability 
to drive 
Demo~strate special skill~ you have developed to compensate for 
your disability 
a.) Use of prosthetic devices 
b.) Use of wheelchair 
c.) Other unique skills · 

12.) Discuss architectural barriers, if they are going to be a problem 
a.) Doorways 
b.) Curbs 
c.) Stairs 
d.) Elevators 
e.) Parking spaces near place of work r . 

Always stress your abilities and qualifications, not your limitations, re
gardless of your disability 
A. Face reality and discuss the problem 
B. Stress positive aspects· which you have learned to use to compensate for 

your disability 
Discuss your vocational objectives 
A. Short-term 
B. Intermediate 
C. Long-range 
Discuss specific experiences which you have had that better enable you to 
perform the job which you are seeking 
A. Personal 
B. Educational 
C. Work experience 
D. Training 
Use references who will present your disability as favorably as possible 

/ 
> 
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:RitSfJrJ'iptesslor,,s -i:m P,ortant .. 
"'\< -, ...... ... ,.;i· ·-· ·;-tr ·· .. ~~f''<t;=•':t '.' :. ,, ,;· ·- ! . ·., . . . · 

.f/}>>/X ~: gooq app11C,Sti~n,,1~trer'C~n Op~'::.~()ors· 
. When yo~·re looking fpr a Job, _·quallflca- manage,:, ;She focu~ on heufttall .E!Jfper: ~ ~ployer • .. ,. 

. tions aren't everything; communicating _-I~ ang her ger:,eral b1JS!n8$S course~. . . 4. Be specific, Do not &Imply write, ''Vol-
. your qualifications Is everything~ Based on; . ·end your letter with• safes pitch. EveJt if_ ,unteer work gave me experience working , 

..f. my experience In reading Job applications? you are not .an extrovert, now is .the time to , with people and organizing projects." Add 
f and. teaching Job-hunting workshops; I have, write:· "I will. call your office on_ May 5. tp ar- a couple of examples: . "For the past four 
i .found that many- peopl~ fall tq get across· range-a brief meeting.' ' .. :, . . · • . ·; years [ I have been youth director for our 1 

their skills. If you fono, a few guidelines:; . 3. Emp/JIIS/Ze how you( capabilities flt ths . chur~. As a mernber . of the con:imlttee to 
about letters and 'resumes, you can In .. : needs of. the employer. One of the . ~Qst devel91> a public library, I assisted In plan
crease your ctiances of landing a:Job. ' . : GQmm<>ri mls~es.appli~ts make is tp fo- . ning the l')ew library for: our community." If 

1. Mention the)ob y~ are applylr,g forrin cus 90 their own-needs. If ycwr major~qualJ-. you -~rite only that you .were a "lab re-
1yQUr letter. Org_anl~tlo~ often hav,e many' ' fi<.ation.,ls. that -Y~ love. the. area e>f:.: the · searc,her.," the employer will .not know 
openings.· If yQU say, as i;nore than one per-; ~ntry or .thin~ . t~t· Y® ,WQU~ ~Joyi that . whettw,r you cleaned the Bunsen. burners or · 
'son ·has, "Please consld,r me fpr t~ Qt>er,-" · ~ind of _work or• '->ave: lo1S·• Of hobbles,] you . desig~ed the_ experiments: . ·., \ . · 
'Ing you have advertised,_'' the e"!'ployef wlll oot receive an .,thuslastlc r~~se. ~ · · · · · · : ·· · · • , 

t k o · hlch OnAnlng you are An.. '. Even,if.you do not have,8lg)8rlence; ln the 5· Include only lnforrr,atlon_ w.hlch .. wl/1 
_ may no _n ~ w . r., 1"1-,, ."'. .- i . · · · · , _ support your goal. Muctl personal lnforrna-
plying for: · , • ~,, •"'. · , · · '· : _· 1. • -_ ·, ,. _spec;ifie Job advertlaed, .shoYit. how .~ ,9?< ~ tion ..;.. the color of your hair and eyes, for ' 

. : .. ,2,:_861_/yoursel.fin.Y"U'i,letter. To..say,.only: perience~ou.havels,~tedto1he.Job. ; ' · example;._ ls Irrelevant In a rl3Sume~ Qne -
, ~te~~ . review my resu'1'1e · !n, light .of your ,, Many people haVf) ®veloped akllls In .the : applicant for a counseling Job at a college 
needs . I$ at pest neutrfi. _Ra~ •. thlnk of ~rse Qf,volunteer .work r ,they hav, or- ·added that she 'had "an Interest In the 08_ 
the application as a sal~ campaign to get ganlied <X)mmlttees, (1halr~ drives and su- partment of Recreation Jllld would like to 
you· an Interview: . Show 'how you can con ... . pervlsed work8{8. T~ may .be._~, ·the . . .. .. 
tribute: "If you want ,to hire someone -wile) · qualifications an employer )Nants.,~l

1
,un::; pursur. _my Interests In my own __ tl!'fle, . It 

. can work well with the public, then you wlll lessyol.! mention •~.you'll go,un~t~9.d. ·,.,~a-~ al sent~~ bett!r l~ft ~~-~- •. 
be lnteres~ed In my exp~rience 1.n customer _ In b~th··your letter and resume, tt'len., . 6. Always make yourletter and resume 
relations_'' (or organizing comm~nlty pro-~ ~~ qualiflcatlomHhat are· r~levant to · attractive, clear and correct. · I wlll never 

. Jects or working on the school board). · . the job. If you are seeking a Job as admtn- : forget' th'e person who · sent a printed re- : 
·, Tailor each letter to th,e specific Job. One . lstratlve· 886istant,. tor example,· statements ' sume with a hole where she had ·cut out .the 

· woman, In applylll$J for a Job as· a manager-.. like, · "Supervised 12 · vol1,,1nteers In Cancer · address originally printed. Above the hole · 
trainee for a fin~ C<>fllpany, emph!IS!zed . ~lY-. dr_lve," . "Two· years of successful she .had typed In a different addr88$. The 
-her.co.I• COijr&eS 1n·11riance ~ .account- . exper~ln c:Setafled record•k'9p_lng":and example te ·extrem& - J t has happened 
Ing and her experience !D collecUons •. When . . "Strong capabllittes,ln writing bu.~lne~ let- . ! :..,· /. - . ': . • . . • . ·, 
s~~. applied for a--~b r a )ewel_ry_ ~t°.'! t,rs _"1d f8P,O~": sh~ ~~t you can df for·: .. _ : , __ - $H LETTER ~ pag~ ~ , 

LE I I ER frpm i-ftv• • J. .• ~ state employment service In ' your ' ~ .If YO'I h~ve some basic Inform~-: 
1 · · 1 • • • ., -. area. · . · • ·' ition, you wlll write a better applica- .' 

only once so far - but I recently , •. · • Take a course or wor~h9p 9n . ~ ,tlon ·- you wlll know, for example; · 
... . ~w a letter wrlt,ten on lined yellow , job hunting at a local college. . , · fwhat the organization does or 

paper, a mimepgraphed resume • Re.ad a good .book .on "'job .-'~·iak~. vou·wm also avoid little er-·.' 
'11d a poorly repfoduced letter_wlth hunti11g. There are .riof very many,'~;rors that can .make a difference. ' 
the name of the Job scrawled SQ go. to a large bookstore or 11.:_ • :<For example, you apply· to Ozark 
across, the tqp. :r~e appli~! had ---:brary, · where the -widest _selectl(?n ·,:; Air Lines, _but Trans World 
-at least a bachel~r s degree. will tMf·avallable. . · · · ' • · i Air/Ines,. · · · · ' · · · 
1 In designing rour resume, pay, t · Remember: -lt~Js.'not the most ·! If you find out that the ·1ast per
.attention to lay(IUt. Use,capltal let-. , · qualified person · who gets ·the Job,',.-,.,, son ·on the Job could not motivate' 

. _ ters,_ underl!n!ng1 and_ lf"!dentatloo to ,:.. nor Js Jt the most qualified appli- , df employees, you can give a little ex
;indlcate major sections{ . , · · · · · ,,;;,..., cant • .Rather, it Is the' [J'IO&t quail• i(tra emphasis to your skllls _In . this ·, 
r Proofread everything. Uni~ the L . fled appllcant .who . can . iarea In your application. · · ,· : · ·· 
reader cannot spell, you can count • ! communicate his or her ~ quallflca- i · · , . · · • · 
O~ - a ~egatiy~ respqrise Jo•. lions.· 1 

, • , . " ••• i ;- • .Th8 precedmg story was written 
r •sspelhng. I ., . · 1-- 1 ;. ,; ;,, . , , . _ • { bY. E. Mlchael_Walsh, Ph.D., an As- -
, A resul'l)e does. no 11eed to be..: It /s·, the most . qualified ' .; • sopla_te Professor In the School of: 
•printed, ~l.!t .t~ng ~ i a .must for , ,applicant · who can· ' -- \ . , I _Tec~nlcal CarHrs at Southern Ill/- .. 
· botll l~tt,r flld .re~l.!f!le: If at _ all .. ,: , · , 1 , • \ , . • , .'. nols .University In Carbonda/6, /11/-
p osslble, us, a 1.Jypewriter with a · . communicate his. Or _her ,, ,: no/s. Walsh, has taught Job hunting 
,carbon ribbon. q9Qd quality repro- . qual/flcat/ons that-.gets .. : l workshops Jrom Washington, D.C., ,. 
d_l.fCttoo of the.,r~me ·la ,iso _._,:,: the Job .. ·~.:· · -~~: .1:../ · _ · • ✓ ~. t!' San_p_~• Calif. . . , 
sential, preferably __ on heavy, , . · , •' I ·· 

· off-white papei. I, ;11 ,._;.. , ·: ;•1.; Before y~ even 'apply, ' find out' ' 
. This list Is obviously not ·compre-. ~ as much as you can about the or- .

henslve,- but It calls attention to ·~-· ganlzatlon; the job and the type of ' 
some lmpo,:t~t ~ut ,wtd431Y negle,ct-.,: s>ersoo .. ~ng sought.\ Try.'the .foF ' .. 
ed pointers. In many cases, follow- lowing: If a Job desc;rJptlon' Is avail- .... i 
Ing these pointers will dramatically able, get It. At Jeast-get s·ome · 
Improve a letter and resume. If you ··. Information on the company or or- · 
like the ideas but want extra help · ganlzatlon (from the public· rela- ' -
In preparing a top-notch appllca- tlons department, for example): If 

. tlon, try the following: . • · possible, talk · to someone you 
• Talk y.,lth a counselor at a col· - know who WQrk$ there and knows 

lege placement office or at the ,-the score. · •. ,.· · -~ • s.· 
.. -•••• ~ •. • .. • I • ... ..,._ .. • * 
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DO'S AND DON'TS FOR JOB INTERVIEWING 

' 

Do 
--Learn ahead of time as much as you can ~bout the 

company. Know what goods it produc~s or what se~~ices 
· it sells. 

' ~-Apply in person, and go alone. 

--Be on time if you have a defini~e app~irit~~nt--not 
-~ too early, and not one minute late. .. . 

--Look your .best--well-groomed and appropriat,ly dressed~ 

-~Apply for~ specific ki~d of work. 
. .' . •;, 

--Stress your qualifications for the job you wint . . 

--Review your past experience, training, and sklll's which 
would fit . you for the job. 

--Bring your Personal Data Sheet with ' you. 

--Stress the contribution you can make and pow you 
would be an asset to the company. 

--Answer questions honestly and enthusiastically. 

--Maintain your poise and self-control. Taking a deep 
breath will . help to overcome nervousness or shortness 
of breath. · · · · · 

: . . . . 

--Indicate your flexibili.ty and readiness ·to le·arn. 

~~Be , positive in yo~r attitude . . 
' ' -·. -. . . ~ 'f "!, .' : ·:. ::! -:'. . .. . . . . 

:·--Make your written :·application neat~ complete ·~':· and 
, :aCcl:lrate. ,. Be sure .;persons ~now you have -given thefr 

name~ as reference.s ~ . . . . . ·:. ,·:'• .··. ,, : -: , . . 
: • J I • 

: ;:. 

--Make as many applications as you can. :i i :r·. 
' . . . . -_ :-:~ : ; ·. :· _;:: . ' . 

--Let as many people as possible know thit •jou are iri 
the market for a job . 

. ;:..! 

. ~:- . 
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Don't 
--Plead how much you need a job. 

--Forget to speak clearly and loud enough for your inter-
, viewer to understand you. 

--Pwell on your problems. 

--ijedge in answering questions. 
. ., 

--Misrepresent facts; bluff; or. be a 11 know-it-all 11
• 

· --Overestimate · your capabilities or be one of.·those who 
can do anything. 

--Try too . hard to mak~ an impression. 
.• . 

.:.-Talk too much or prolong the interview when it should 
·. · be over. 

. .. 
--Bring up the matter .of wages or hours early :fn the 

interview. -· , ,.-_ ···> ; . . · , . .. 

-~Display a feeling of inferiority. ,, . 

--Argue with the interviewer. 

; _; . 

• ' 
· ... : . 

·- ·•·· 
. . :.. ~-

/; ; ... 

--Balk at a request to take '· a ~hysical exa~i~aii~ri. 
• •.; . ; :fl • 

--Feel that the world owes you .a living or a~s~m~ ; that · 
the employer owes you a job. · 

--Be discouraged if the first interview is unf-~vo-rable.:.
. or the second and third. 

• -., • , • I • • ., (: 

-:-~Shut yqurself off from o·utside ·contacts ·who might help 
· you find a job. -.. . ' . , , .· 

_:: .:.~Fan to use all the communitY ' resources whfch ·:- e·xist 
· :to yo u r b e n e f i t . 

. ·- ,. . .. ·:· ~ . • . i . -. . 

:.:..Give up, ever. 

·.":: . _, _ .. • . 

., . 

. :.,.-: 

, -: ·-
, i"f . 

. :._ ~ · .. 
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1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

Why should I hire you? 

Are you interested in a permanent or temporary job? 

In what position are you most interested? 

What do you know about our company? 

Why do you want to work for our company? 

Why do you like this particular job? 

Why are you leaving your present position? 

Would you explain this gap fo your job history? 

What were your biggest accomplishments in .your last job? 

What features of your previous job did you dislike? 

What position do you expect to have ~n five years? 

What qualifications do you have to make you seccessful? 

What do you thfnk of your last supervisor? 

14. Would you object working for a woman? 

15. What is the lowest salary you would accept? 

16. What jobs have you held previously? Why did you leave? 
Did you get along with your co-workers? 

17. Briefly explain the types of jobs you have held? 

18. Can you take criticism without getting your feelings hurt? 

19. What are your future vocational plans? 

20. What are your short-term goals in employment? (long-term goals?) 

21. How will you get to and from work? 

22. How about overtime? 

23. Could you tell me something about yourself? 
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24. What are your strenghts and weaknesses? 

25. What do you do in your spare time? Do you have any hobbies? 

26. What was the last book you read, movie you saw, sport you 
attended, etc? 

,27. W~at subject did you like best in school? 

28. Do you feel you have received a good general training? 

29. What have you been doing during the periods that you were 
unemployed? 

30. Why haven't you obtained a job so far? 

31. Have you saved any money? 

· 32. What would you do of you found someone stealing from the 
company? 

; 

33. How much time have you missed -from work due to illness in 
the last year? 

· 34 . . Have you ever received workman's compensation? Give date 
and details of injury. 

35. What illness have you had in the last ten years? Physical 
handicaps? How will this affect your job performance? 

36. How do you feel about your family? 

37. If you could start all over again, what would y9u po djfferently? 

38. Have you ever been arrested for drug usage? Explain. 

39. Do you speak or write a foreign language? 

40. List honor, memberships, or extra-curricular activities 
you have participated in (high_ school, university, church, 
civic, social) . 
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FOR OFFICE USE ONLY: PLEASE PRINT 

(1) RS ( 7) FS · 
PROJECT LINK - DALLAS OR TYPE 

(2) TJTC (3) EG INTAKE APPLICATION --
( 3) JC ( 9) VG DATE: --
(4) s (lO)LF 
(5) A (ll)UIC --
(6) ES (12)LS --

NAME: SS/1 -------------
ADDRESS: --------------------------------
CITY: ZIP: STATE: _______ _ ---------
TELEPHONE: DAY EVENING ------------ ------------
PRESENT AGE: SEX: MARITAL STATUS: S ( ) M ( ) DIV ( ) --- ----

* * * * * * 
EMPLOYMENT RESTRICTIONS OR LIMITATIONS: ----------------
DISABILITY:(PLEASE EXPLAIN FULLY) -------------------
MEDICATION: YES ( ) NO ( ) DR'S RELEASE: YES( )NO() COPY ENCLOSED ---
If yes,type of medication: -----------------------
TYPE EMPLOYMENT REQUESTED: (BE SPECIFIC) ----------------
DO YOU WANT: FULL TIME( ) PART TIME( ) SUMMER( ) TEMP. ( ) IF TEMPORARY, 
EXPLAIN: 

PRESENT STATUS: EMPLOYED( ) UNEMPLOYED( ) STUDENT( ) OTHER( ) 

CHECK ROX/ROXES IF YOU ARE RECEIVING: UNEMPLOYMENT BENEFITS( ) 
FOOD STAMPS( ) SSI/SSDI( ) WORKMANS COMPENSATION( ) OTHER( ) 

WHO REFERRED YOU TO LINK? -----------------------
ARE YOU ELIGIBLE FOR THE TARGETED JOB TAX CREDIT? YES( ) NO( ) 

* * * * * * * 
SKILL AREAS: 

0 Typing Speed ___ Dictaphone ___ Short Hand-Speed ___ _ 
Key Punch Speed ____ Ten Key-By Touch ___ By Sight __ _ 

0 Programming Skill & Length of Experience -----------------
0 Word Processing & Length of Experience _________________ _ 
0 Technical or Trade Skills & Length of Experience ____________ _ 

VETERAN: YES( ) NO( ) SPECIFY: Viet Nam Era ( ) Special Disabled( ) Other( ) 

FOREIGN LANGUAGES: _______ ~-----------~~-----

DO YOU HAVE DRIVERS LICENSE? COMMERCIAL( ) CHAUFFEURS( ) OPERATORS( ) 

WILL YOU USE PUBLIC TRANSPORTATION? YES( ) NO( ) IF NO, HOW WILL YOU GET 
TO WORK? ________________________________ _ 

Page 1 
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EDUCATION:(Check Correct Answer) 
Page 2 

Currently Student() High School or GED Grc1duate() Withdrew From School( ) 
Attended Trade School or College( ) Graduated Trade School or College( ) 

LAST HIGH SCHOOL ATTENDED: --------------------------
CITY: STATE: --------- -------
COLLEGE: CITY: STATE -------------- ------- -----
LAST DATE ATTENDED: DEGREE AND/OR MAJOR ------- --------------
LIST ANY TRADE, TECHNICAL, OR OTHER SCHOOLS ATTENDED AND/OR VOLUNTEER 
ACTIVITIES: _________________________________ _ 

* * * * * * * 
EMPLOYMENT HISTORY: 

START WITH MOST RECENT JOB . ATTACH RESUME IF YOU HAVE ONE' 1 .. - -· 
.Job Ending Reason 

Dates Company Title Salary for Leavin~ 

Co.: 
Started Address: 

Ended Phone: 
Supervisor: 

Started Co. : 
Address: 

Ended 
Phone: 
Supervisor: 

Started Co. : 
Address: 

Ended 
Phone: 
Supervisor: 

Started Co. : 
Address 

Ended 
Phone: 
Supervisor: 

-
Started Co. : 

Address: 

Ended Phone: 
Supervisor 

Started Co. : 
Address: 

Ended Phone: 
Supervisor: 
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Page 3 

List two individuals who may be contacted for references as to your work history, 

skills, habits, etc. Both should be former employers, if you have previous work 

experience. 

(1) Name 

Address 

Position: -----------------------------------
Phone : ( ) 

How do you know this individual (be specific): 

(2) Name 

Address 

Position: ----------------------------------
Phone : ( ) 

How do you know this individual (be specific): 

I agree to furnish all information necessary ---------------------
in order for Mainstream's LINK to provide me with job placement services. 

I understand that this information is strictly confidential. My participation in 

this program is voluntary and any informntion given may be 11sed solely for the purpoAe 

of job placement. Relevant information may be given to potential employers. 

Applicant Signature Date 



DO NOT WRITE ON THIS PAGE 

FOR OFFICE USE ONLY! 
INTERVIEW FORM 

FOR OFFICE USE ONLY! 

Applicant Name: Date: ---------------------- ---------
Applicant Personal Appearance: _________________________ _ 

Applicant Interest Areas: -----------------------------

Applicant Job Strengths: -----------------------------

Applicant Job Weaknesses: -----------------------------( 

Career Objectives 

Short Term: _______________________________ _ 

Long Term: _______________________________ _ 

1. Time Appointment Scheduled: Arrived: -------- --------
2. Resume: Yes() No() Comment: ________________________ _ 

3. Job Ready: Yes() No() Comment: ______________________ _ 

* * * * * * * 
Date Available for Work: ________ Transportation Mode: __________ _ 

Geographical Restrictions on Work: ________________________ _ 

Accommodations Needed: ______________________________ _ 

Comments: ____________________________________ _ 
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DEALING WITH STRESS 
May is National Mental Health Month, and the following 

are some helpful hints in dealing with stress: 

• Recognize Your Emotions: Experiencing many conflict
ing feelings is common. Don't dwell on your feelings, but 
don' t avoid them either. 

-, 

• Deal With The Cause: Identify ways you can resolve or 
lessen the stress of a situation. If tension comes from a 
relationship with a person, talk out your differences. If ten
sion comes from an unfinished project, restructure your time 
so you can get the job finished. , 
• Use Your Support System: Talk your problems over with 
someone you can trust. This can release pressure, make you 
feel better, help you see worries more objectively and figure 
out ways to handle the problem. If you don't have a support 
system, get one - friends, family, a clergyman, therapist, 
anyone you can trust and feel comfortable with. 

• Let Your Emotions Out: Identify a variety of ways to 
express your feelings appropriately. Cry, scream, or engage 
in a physical activity such as jogging, cleaning, walking, 
gardening. Working the emotions out of your system will 
leave you much better prepared to deal with the problem. 

• Take Care Of Your Body: Exercise and recreation are . 
essential for good physical and mental health. Plan to do 
something you enjoy as part of your regular routine, even if 
it's just enjoying a warm, relaxing bath. Eat sensibly and get 
plenty of rest. When your body is run down, things look 
worse than they really are and your ability to cope is 
hindered. 

• Take Pride In Your Accomplishments: Look at your past 
and present successes at home and at work. Be proud of the 
good things you've done. 

• Take One Thing At A Time: You can't always be running 
at high speed so allow for rest periods. If you have a number 
of "must-do" jobs, tackle them one at a time, in order of 
their importance. Set goals and then take time out to reward 
yourself for a job well done. 

• Realize Your Limits: Don't take on more than you can 
handle. More stress is caused by leaving jobs unfinished than 
by turning the jobs down. 

• Do Something For Others: If you feel yourself worrying 
about yourself all the time, try doing something for some
body else. It will make you feel better as well as making 
another person feel better. · 

• Escape For Awhile: It's good to put your mind on things 
other than your problems. Go to a movie, read a book, listen 
to music or lose yourself in an activity that is removed from 
the stress. It gives your mind a chance to rest so that when you 
come back to the problem you are better prepared to deal with 
it. 

• Don't Try To Be Perfect: Go easy on yourself. No one is 
perfect, so why set yourself up for failure. Give yourself 
credit for the things you do well. Don't expect perfection 
from others either. It will only make you feel frustrated, let 
down and disappointed when they don't meet your 
expectations. 

• Plan For Change: Dealing with the unexpected is a great 
source of stress, but you do have control over some stressors. 
Avoid making too many major changes at one time, and try to 
accept and prepare for the inevitable changes. Remember to 
allow for an adjustment period for each change. 

• Develop A Positive Attitude: If you look on the bright 
side of things, you won't concentrate on failure. Positive 
emotions help fight stress and negative ones promote and 
produce stress. 

TEST YOUR 
STRESS 
FACTOR 

Answer all questions yes or no. A "yes" scores 5 points and a "no" scores zero. 

___ Do you delegate maximum responsibility and authority? 

65 points = Stress well under 
or higher control 
55 - 60 points = Above average stress 

control 
40 - 50 points = Some presence of 

stress control 
30 - 35 points = Borderline stress 

control 

Adapted from a quiz developed by the 
Dannel/ Institute of Business Research. 

9 HEALTH WAVES/May/June 1985 

___ Do you take periodic work breaks to relax and recharge? 
___ Do you generally stay cool in irritating situations? 
___ Is your appetite and food intake normal and healthy? 
___ Is your sex life satisfactory or better? 
__ · _ Do you accept criticism calmly and positively? 
___ Do you have hobbies or activities for enjoyment? 
___ Do you take intelligent risks without undue anxiety? 
___ Are you open-minded about opinions counter to your own? 
___ Do you face problems and make decisions without stalling or wavering? 
___ Do you readily admit when you are wrong? 
___ Are you friendly? Do you like most people? 
___ Do you usually have plenty of pep and energy? 
___ Do you usually react calmly and rationally when someone else blows up? 
___ Are you a good listener? 
___ Do you enjoy spending time with your family? 

__ TOTAL SCORE 
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DALLAS CENTER FOR INDEPENDENT LIVING JOB CLUB 

The materials in this package were developed by: 

Cary Leverenz, DCIL 
Kathleen Love, Dallas Epilepsy Association 
John Weinland, Dallas Epilepsy Association · 

Pre-Vocational Training 
New Directions in Epilepsy Rehabilitation 
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JOB CLUB 

People Ready to Work 

I. Why are you .here 

A. Discuss ion 
B. How to Achieve a Goal (Employment) 

II. Yourself 

A. Myself assessment 
B. Personality Inventory 
C. Attitude Scale 
D. Discussion 

III. Yourself and the Job You Want 

IV. 

v. 

A. Kinds of jobs 
B. Information on a job that interest me 
C. Obituary 
D. Discussion 

Where to fina a job 

A •. Looking for a job 
B. Discussion 

The newspaper 

What to look for and how to read the want-ads with 
Newspaper in hand 

VI. Prepare for an interview 

A. Calling for an interview 
B. Employer Contact Sheet 
C. Vocabulary · 
D. Personal Data Sheet - to be completed for next session 

VII. The Application 

Application for Employment 

VIII. The Interview 

A. 
B. 
c. 

D. 

Checlist 
Dos and Don'ts 
Mock Interviews using: 

1. Questions often asked by employers 
2. Response Guide to Questions 

Client is to have five questions about anything that has 
. been covered 

I 

· ...... :: .. 0 ~ .. •", _. ,_: .. . 0 .... 0 M. ; ; 0 , . 
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IX. Review 

A. Discuss clients questions 
B. Looking for a job 
C. Calling for an interview 
D. Continue mock interviews 
E. LINK applications (if appropriate) 

X. Field trip to Texas Employment Commission 

A. Apply for their services 
B. Certify those who qualify for the tax credit 

( 

( 

' . ... 
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JOB CLUB OBJECTIVES - BOTH CLUBS 

I. Why are you here 

Client will be given information to help him decide if he does want 
to work. 

II. Yourself 

Client will be able to evaluate his own personal self as he relates to 
a possible work setting. 

III Yourself and the job you want 

Client will be able to match his personal self and employment skills 
to an appropriate position. 

IV. Where to find a job 

Client will be aware of all possible-employment resources. 

V. The newspaper 

Client will be able to evaluate want-ads in the newspaper as well as 
know the terms and abbreviations used. 

VI. Prepare fo·r an interview 

Client will have the knowledge of needed materials and appropriate 
vocabulary for an interview. · 

VII. The application 

·client will be able to complete a job application form. 

VIII.The Interview 

Client will be able to complete a job interview and feel comfortable 
about it. 

IX. Review 

Any questions or concerns will .be addressed for positive support on 
client's behalf. 

X. Field trip 

Client will be able to use TEC services and get his tax credit if he 
qualifies. 



IX. Review 

A. Discuss clients questions 
B. Looking for a job 
c. Calling for an interview 
o. Continue mock interviews . 
E. LINK applications (if appropriate) 

X. Field trip to Texas Employment Convnission 

A. Apply for their services 
B. Certify those who qualify for the tax credit 

( 

( 
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HOW TO ACHIEVE A GOAL 
Here's a game plan of things you will do to 
achieve a goal. The rules you should follow 
to achieve your goal are: 

RULE I. BEHAVIORALLY DEFINE THE GOAL. 

RULE II. IDENTIFY AS MANY BEHAVIORS AS YO~ CAN WHICH 
LEAD TO THE GOAL. 

RULE III. PUT THE BEHAVIORS IN STEPS FROM LEAST TO 
MOST DIFFICULT. 

RULE IV. GO BACK THROUGH THE LIST OF STEPS. REVISE 
ANO REFINE THE STEPS. MODIFY THE . STEPS SO 
THAT EACH STEP IS SLIGHTLY MORE DIFFICULT 
THAN THE PREVIOUS STEP. LEAVE OUT ANY 
UNNECESSARY STEPS. MAKE THE LAST STEP YOUR 
GOAL. 

RULE V. SET A REASONABLE DEADLINE FOR EACH STEP. 

RULE VI. STATE HOW MANY TIMES YOU WILL PRACTICE EACH 
STEP. 

RULE VII. WORK. 

RULE VIII. REVIEW AND REVISE IF NECESSARY. 

RULE IX. ACHIEVE. 

Don't miss 
theboot 

- -
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Please 

1. If 

Why? 

2 . I feel other people consider me to be 

3. The one thing I admire most in people is 

4. What I feel I need most in th1s cl~ss is 

5. The person I would most like to be is 

6 . My idea of a successful person . is 

·r: .. 
• .-•(:r,; ~-~, ,:;.•:. ' 

;/ 

•j: 

.. 

·:::))!, 
···<;:'.}: 

.. )~~:.: 
_; :,.:.':•;;! 



Attitude Scale 
( 

All of Most of Some of None of 
the time the time the time the time 

1. I know what I want in life. 
2. My success depends mainly on 

me. 
3. Whatever I do, I do well. 
4. I accept unpleasant tasks as 

part of life. 
5. I try to see the good side 

of unpleasant situations. 
6. I like myself. 
7. I usually emphasize my strong 

points rather than my weak 
ones. 

8. I usually know how to solve 
my own problems. 

9. When in trouble, I know 

( 
.. where to turn . 

10. I get along well with my 
family and neighbors. 

11. Work is more than making a 
living. 

12. I feel as if I'm going to 
be successful. 

13. I like to help others. 
14. I am honest with myself and 

others. 
15. I accept responsibility for . 

my failures. 
16. I observe common practices 

for good health and follow 
doctor's orders. 

17. I am calm in times of crisis. 
18. I do something regularly for 

relaxation and recreation. 
19. I am not nervous when I meet 

new people. 

( 
20. I am not afraid of new situa-

tions. 
21. I live within my income. 
22. My family helps me make impor-

tant personal decisions. 

2 
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23. 

24. 

2·5. 
26. 
27. 

28. 

29. 
30. 

31. 

( 32. 

33. 

34. 

35. 

( 

All of Most of Some of None of 
the time the time the time the time 

My family shows concern for 
my welfare. 
I look for ways to improve 
myself. 
I am neat and clean. 
I trust most people. 
I get unpleasant tasks done 
first. 
I am on time for work or 
appointments. 
I am usually cheerful. 
I like people and people seem 
to like me. 
I know where to go for 
hea 1th problems. 
I accept other people as they 
are. 
I find a friend to talk to 
when I feel low rather than 
withdrawing. 
I would want a boss or co-
worker to tell me if I were 
not doing my job right. 
I want to get up and start 
a new day. 

Add the number of checks in each column. If you have a combined 
total of 26 or more checks in the "All of the time 11 and 11 Most of the 
time 11 columns, you have a good attitude about life and yourself. 

If you have less than 26 checks in the first two columns, 
look at the checks in the 11 Some of the time" and "None of the time" 
colmuns. These are areas that could use some development. 
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A. Counse 1 or 
Lawyer 
Doctor 

/l/ND S OF ..:S-oBS 
I 

Nurse 
Social Worker 
Teacher 

Shows a preference for working with words and ideas as well 
as with people. 

B. Bank Teller 
Bookkeeper 
File Clerk 

Office Worker 
Secretary 
Typist 

Jobs are clerical in nature, indicating an interest in office work 
and business practices. 

C. Sales 
Real Estate 

Jobs show a preference for working with people - the selling or 
promotional occupations. 

D. Electrician Design Flower Arrangements 
Design Homes Work with Furniture 

Indicates a liking for working with your hands - an interest in 
creative activities. 

E. Assembler 
Dressmaker 
Painter 
Phone Work 

Laundry & Drycleaning 
Sewing Machine Operator 
Taxi Driver 
Truck Driver 

Indicates that you probably have an interest in mechanical things -
that you like to work with your hands and use tools and machine_ry. 

F. Baby Sitter 
Housekeeper 
Maid . 

Shows a preference for working for people in their homes. 

G. Beauty Shop 
Hospital Aide 
Police 

Nurses' Aide 
Waitress 

Implies a preference for working with people - the service 
occupations. 



( 

( 

( 

Information on a Job 
that Interests Me 

1. 

2. 

The job I want now is: ----------------------

3. 

4. 

5. 

6. 

7. 

Physical requirements of the job are: 

Can I meet all of the physical requirements of the job? 

Places I could find this job are: 

Necessary personal tools and equipment for the job are: 

I expect to make$ ___ per hour. 

Health and other hazards found in this job are: 

8. Duties expected of me in this job are: 

9. What special abilities are required? 

10. What personality traits are most helpful for this job? 

------

11. What education or training is required for this occupation? 

High School: 
Apprenticeship: 
Vocational School: 
College: 
Graduate School: 

12. Do I have to have a special license? ____ _ 

13. Where can I get the appropriate education or license? 

4 
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14. Five aspects of the job that appeal to me are: 

A. 
B. 
C. 
D. 
E. 

15. Two disadvantages I see in the job are: 

A. 
B. 

16. Compare your findings about the job with your Self Assessment. 
Do I qualify? _____ If not, why not? __________ _ 

Would I be happy with this job? ____ If not, why not? ___ _ 
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OBITUARY 
Suppose someone picked up a newspaper and read your obituary. 
What would you like them to read? Write your own obituary by 
completing these sentences. 

One of our local residents, , died ! --------------
yesterday at the age of ------ He is survived by 

---'-

At the time of his death he was attempting to achieve ---

Those who were close to him will miss him greatly because 

he was the kind of person who 

The thing he was most proud of accomplishing in his life 

was 

Regretfully, his dream of 

was never -fulfilled. 

*This activity was adapted in part from an exercise entitled 
"Obituary" by Sidney B. Simon, Leland W. Howe, and Howard 
Kirschenbaum in Values Clarification, Hart Publishing Co., 
Inc., New York, New York, 1972 

5 
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LOOKING FOR A JOB? 
,, W HE RE TO FI N D JOB LE ADS 

... Relatives and friends 

... Previous employers 

... State Employment Service 

... Newspaper want ads 

... Trade journal want ads 

... Phone book (yellow pages) 

... Industrial director 

... Labor union or professional organization 

... Chamber of Commerce 

... Service Clubs 

DIVE 
IN 

... Civil Service Commissions (local, ~tate, federal) 

... School placement offices 

... Private employment agencies 

... Church affiliations 

... Newspaper articles about new businesses or growth 
of existing business 

... Business and occupational directories 

... Your TRC Counselor or Employment Specialist 

WHERE TO GET INFORMATION ABOUT EMPLOYERS 

... Better Business Bureau 

... Telephone Book 

.~.Manufacturers . Director 

... Chamber of Commerce 

... Organizations (civic, religious, service) 

... State Employment Service 

... Personnel Manager 

... Trade Journals 

... Labor Union 

... Civil Service Commissions 

.. ;TRC Counselor or Employment Specialist 

... Employer Associations 

... Former Employees of the Company 



( 

( 

Some things to remember BEFORE you call: 

1. Have the correct phone number. 
2. Have your Personal Data Sheet with yo·u. Who knows 

what you'll be asked. 
3. Have a pen and paper with you to write down information. 

Employers don't li~e to "hold on just a minute" while you 
hunt for them. · 

4. Speak clearly and slowly. Make sure your brain is in . 
gear before putting your mouth into motion. 

5. Use a phone where there are no distractions such as a lQud 
radio, TV, elephants, wrestling match, etc. 

6. Be courteous and poltte. 
7. Do not have anything in your mouth (cigarettes, gum, 

tobacco, etc.) 
8. When you are finished with your call hang the receiver 

up lightly. Don't shatter the potential employer's 
eardrum. 

Making the ca 11: 

1. 

2. 

3. 
4. 
5. 

6. 
7. 
8. 
9. 

My name is ---------------
! am calling about your ad in the paper for the __ __, __ _ 
position. 
Has that position been filled? 
Are you still accepting applications? 
I have had experience working at where I 
did -------a-n~d,--______ , ______ , ______ ----
When may I come in for an interview? 
What is the address? 
Whom should I ask to see? 
Thank you, I will see you at (time) on {day) • 



EMPLOYER CONTACT SHEET 

Employer Date/Time ----------------- --------
Position Contact --------
Phone -----------
Result: -----------------------------

Employer Date/Time ----------------- --------
Position Contact ---
Phone -----------
Result: -----------------------------

Employer Date/Time 
Position Contact 
Phone 
Result: 

( 

Employer Date/Time 
Position Contact 
Phone 
Result: 

Employer _________________ Date/Time ______ _ 

Position Contact --------
Phone _.__ _________ _ 
Result: ----------------,--------------

Employer Date/Time ----------------- --------
Position Contact --------
Phone -----------

( Result: -----------------------------

8 
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1. 
2. 

3: 

4. 
5. 

6. 
7. 
8. 
9. 

10. 
11. 

12. 
( 13. 

14. 
15. 
16. 
17. 
18. 

19. 
20. 

21. 
22. 
23. 

( 

ACCOMPLISHMENT: A major task completed. 
APPLICATION: Paper you have to fill our for a job. You must 
answer all of the questions. 
APPROPRIA.TE APPEARANCE: Looking and being dressed right for a 
job interview or work. 
ARRESTED: Trouble with the police, put in jail. 
CHRONIC AILMENT: Pain or disease you have had for a long time, 
or happens often. . · 
CONFIDENTIAL: Private information. 
CONGENITAL: Since you were born. 
EDUCATION: Schooling. 
GAP: Time between jobs. 
·GRADUATED: . Did you finish school? 
HOBBIES: What you like to do when you're not at work. For·example, 
reading, swilTVTling, sports, needlework, music, photography, etc. 
N/A: Not applicable, does not apply to you. 
P/R: Piece rate, pay for each completed piece. 
POSITION: The job you are applying for. 
PRESENT ADDRESS: Where you live now. 
PREVIOUS ADDRESS: Where you lived before. 
PRIOR: · Before. 
PROBATIONARE or 11TRY-OUT TIME": Time at work to see if you are 
a good employee, usually the first three months. 
RATE OF PAY: How much did you make per hour. 
REFERENCES: People who know you, and will tell the boss yo~ will 
be a good employee. 
SUPERVISOR: Your boss. 
UNEMPLOYED: Not working. 
WORKMAN'S COMPENSATION: Money received from your employer because 
you were hurt or injured on the job. 

, 
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Name --------------------------
Address ------------.-----,-------,-------street city state zip 
Telephone No. Social Security No. ----- --------
Birth date Height Weight Marital Status ----- --- --- ---
EUDCATIONAL BACKGROUND 

Tvoe of School Name and Address Years Attended Graduated 
.Grarrmer 
High School 
Colleqe 
Post Graduate 
Business or Trade 
Other 

PRIOR WORK HISTORY (List most recent employer first) 
Dates Name and Address Phone Supervisor 

From· ·To of Employers 

PERSONAL REFERENCES (Excluding former employers and relatives) 
Someone you have known for more than 1 yea_r. 

Name and Occupation Address Phone 
1. 

2. 

3. 

In case of emergency, who can we notify? 
RELATIVE 

Name Address , Phone 
PHYSICIAN 

. Name Address Phone 

Rate ·of 
Pav 
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application fo, employment We are an equal OPPortunity employer, dedicated to a Policy of 
non-discrimination in employment on any basis including race, 
creed, color, age, sex, religion or national origin. 

PERSONAL INFORMATION Social Security 
Date Number 

Name r-
Ill 

Last first Middle 
Ill -

Present Address 
Streel City State Zip 

Permanent Address 
S11eet City Staie Zip 

Phone No. Height Weight 
State Name and Department of Any Relatives, Other 
Than SPoU&e, Already Employed By This Company 

Referred 
By 

::!! .. 
~ 

EMPLOYMENT DESIRED 
., 

Date You Salary 
Position Can Start Desired 

If So May We Inquire 
Are You Employed Now? of Your Present Employer 

iiC 
ii 

Ever Applied to this Company Before? Where When ~ 

i" 

EDUCATION Name and Location of School 
Circle 

Last Year 
Completed 

Did You 
Graduate? 

Subjects Studied and 
Degree(s) Received 

Grammar School 
• Yes 

• No 

,. • Yes 
High School 1 2 3 4 • No 

• Yes 
College 1 2 3 4 • No 

Trade, Business or • Yes 
Correspondence 1 2 3 4 • No School 

Subjects of Special Study or Research Work 

What Foreign Languages Do You Speak Fluently? 

Read Write 

Activities Other Than Religloua 

-

-

(Civic, Athletic, etc.)------------:-------------------------------
EXCLUDE ORGANIZATIONS, THE NAME OR CHARACTER OF WHICH INDICATES THE RACE 1 CREED. COLOR OR NATIONAL ORIGIN OF ITS MEMBERS. 

(Continued on Other Side) 
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FORMER EMPLOYERS List Below Last Four Employers, Starting With Last One First 

Date Name and Address of Employer Salary Position Reason for Leaving 
Month and Year 

From 

To 

From 

To 

From 
I 

To 

From 

To 

REFERENCES: Give Below the Names of Three Pers~ns Not Related To You, Whom You Have Known At Least One Year. 

Name Address 

1 

2 

3 

PHYSICAL Do you have any physical condition which may 
RECORD: limit your ability to perform the job applied for? 

In Cue of 
Emergency Notify 

Name 

Business 
Years 

Acquainted 

AddlHI Phone No. 

I authorize Investigation of all statements contained In this application. I understand that misrepresentation or omission of facts called for 
Is cause for dismissal. Further, I understand and agree that my employment is for no definite period and may, regardless of the date of payment 
of my wages and salary, be terminated at any time without any previous notice. 

Date Signature 

DO NOT WRITE BELOW THIS LINE 

Interviewed By Date 

REMARKS: ______________________________ _ 

Neatneaa 

Personality I 
Hired For Dept. Position 

Approved: 1. 2. 
Employment Manager 

Character 

Ability 

Will Report 

DepL Head 
3. 

Salary 
Wages 

General Manager 



( 

<-. • I 

·, . 

( 

0 

;:, ·: ... ·· 
.. •:',: 

CHECKTJST ·' 
I ' 

,, -... 

· ITEM RATING: 

Bathe or shower regularly 

Use a d·eodorant 

Underwear is clean 

. '. .• , j, · 

EXCELLENT ', AVG . POOR - . 

' . ,: 

, :_. 
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·.: . . :•·;:;:: Hair ·;s combe·d/brushed · · 
,! ' . 

. (>:Brush teeth ·regularly · 
. i -~ \ ~;- ~- -. ' '.·.: . ,, ' 

·,';( Men·-: · Shave regularly 

Women: Make-up neat 

Fingernails evenly cut 

Fingernails and hands cleari 

Ears clean 

Clothes clean and pressed 

~.style is right for job 

:: crothes fit well 
. , . 

. . ~-·: ;~ ,: . 

,/ 
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: ; , . , ... 

, ~. __ .:_ '. ... . . i . . ~ .. 
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vJHAT TO LOOK FOR IN AN INTERVIEW 

I. Appearance 
A. Dress 

B. 

C. 

1. clothes clean and neatly pressed 
2. appropriate attire for type of position you are applying: 

(example) 
a) office job - shirt and tie \'lith dress slack"s; female - nice 

dress or skirt and blouse or pant suit 

3. 

b) executive or management position suit for male or femal~ 
c) restaurant worker - male: dress slacks and shirt - tie and 

nice shoes are not necessary but stay away from blue jeans 
and t-shirts and tennis shoes. 
female: skirt and blouse or nice slacks and blouse 

color coordination 
a) solid basic colors are easiest - browns, blacks, tan, navy blue, 

grey, etc. 
b) 
c) 

Hair 

shoes and socks should match; females should have nylons 
belt if skirt or slacks require one 

1. males: 
a) neatly trimmed - not below collar or ear lobes 
b) clean shaven or mustaches neatly trimmed not to exceed lip or 

corners of mouth . 
c) wa~hed and neatly groomed 

2. females: 
a) washed and neatly groomed; long hair should be out of the face 

or pulled back or up , 
b) legs and underarms should be clean shaven 

Face and Hands 
1. washed and fresh; free of blemishes 
2. females should use light makeup 
3. hands should be clean and well manicured; finger-nails clean 

II. Posture 
A. Walking 

1. stand straight - walk with head up - be proud 
2. briskly - with energy - not tired or listless 

B. Sitting 
1. back straight; not slouched 
2. feet flat on the floor 
3. hands in your lap; folded 

III. Eye Contact and Facial Expressions 
A. look directly at the person interviewing; hold your head up 
B. smile; indicate you like people 
C. don't squint, wrinkle your nose ar raise your eyebrows 
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IV. Voice Tone, Diction and Vocabulary 
A. friendly greeting - 11 Hello 11 

B. speak clearly and at a level that is pleasant ( don't mumble, but 
not too loud) 

C. use word choices that you feel comfortable with, but avoid slangs, 
such as: 
1. ain't 
2. double negatives; 11 don't know nothing" 

D. use sir, mam, ~iss, please, thank you and other cordial expressions 

V. Confidence and Attitude 
A. be confident in yourself and the type of job you can do,' an employer 

can tell if you are and then they are confident -in you also 
B. let them know that you like people and the kind of work you do 
C. let them know that you really want the job 
D. emphasize what you liked about your last job; demonstrate a positive 

attitude 

VI. Neatness and Thoughness of Application 
A. neatly printed, v1ritten or typed 
B. correct spelling 
C. complete answers 
D. proper sentence structur~s 
E. dates of employment are correct 
F. reasons for leaving jobs truthful 
G. rates of pay are correct 

( H. names of immed1ate supervisors listed 

( 

VII. Punctuality and Dependability 
A. All employers want to hire someone they can depend on. Indicate to 

them that you are reliable. 
B. It is also important to be on time to work. Assure the new employer 

that you have reliable transportation and will always be able to 
~rrive to work 6n time. 

VIII. Job Knowledge and Skills 
· A. Demonstrate that you know how to perform any specific jobs. 

B. Indicate your thoroughness and speed 



c DO'S AND DON'TS FOR JOB INTERVIEWING 

' 

Do 
--Learn ahead of time as much as you can about the 

company. Know what goods it produc~s or what ser~ices 
· it sells. 

' -:-Apply in person, and go alone. 

--Be on time if you have a definite app~iritm•nt--not 
-~ too early, and not one minute late . .. 
--Look your.best--well-groomed and appropriately dressed. 

--Apply for a specific kind of work. 
' : ' 

--Stress your qualifications fo~ the job you want. 

--Review your past experience, training, and skill's which 
would fit .you for the job. 

--Bring your Personal Data Sheet with. you. 

--Stress the contribution you can make and pow you 
would be an asset to the company. 

--Answer questions honestly and enthusiastically. 

--Maintain your poise and self-control. Taking a deep 
breath will help to overcome nervousness or shortness 
of breath . 

. -:--Indicate your · flexibili.ty arid . readines·s·' to· learn. · 

'.'."~Be ; positive in Y,Our attitude • . ... · ' ; .;. ·· i .. ~- ... .' .-

' . ' ' .·. ·- .. ::.; ..; ,' : ~. :: ,. .:: . .. . ' 

· :--Make your written <applicatfon neat~ com.pl~te~·:· and · · · 
; . , a cc ~ r a t e • : Be s u re ; p e rs on s know yo u have . g i v e n the fr 

·· name~ as reference.s ~ ·. · · · . · · · .. ,, · ,. · .. .-. · ··· · 
\: -~- i -: •· ........ 

--Make as many appl i cations as . you can. •, ( '. .. :o; · •• . 
... . . ,. . · .. ·.·, . , ::·! ·• ' 

.--Let as many people as possible know th;t ·~~~ are iri 
the market for a job. · . 

· .. >: . . 

·'/ . 

. ·-.:~ 

. .•. 
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. . : . -<-.-·. ' .. 

.. ~I : •• , 

·-Don't 

\, .. . 1 , · . . \ . · ; . 

·.--Plead how much you -need · a_ job. · 

--Forget to speak clearly and loud enough 
viewer to understand you. 

~ --()well on your problems. 

:·."'. .. ~edge in answering questions. 
I ;, _ • •, • • • , , ~ · • . • 

\,,., : ; .. •• , •,,, .. I 

. ·, -~· :: -. · .... 
.; . : . . . 

~. ,·. 

' . . 
: ~ ·, 

for your 

•.:\ _.:.-Mi~r~present ·facts; bluff_; or: .. be a 11 ~now~.it-all 11
• 

' ' , • , • , '. •• , : . : , • ' . ' : ~ - ~ I , " , :. , ~ • 

I 
,'. 

i ri ter-

>;·•-Overestimate·your capabilities -or be .- one ';.of.·_those who 
can do anything. 

.: :._~~Try too . hard to make ·· an ,··impressioti~ 
•••;• '. ; :: -' : ,: ,

1 
I .',: • •• , ' ' , •• ~ :: ;<,. • ,,r. , , : ,•' ••, . •> -~ .: .• •: , •.. , • 

, . .. , · ' 

·- : '' : , ; 

. -·:-, .'·:·.;"'.Talk too much or prolong ;the ·in-terview wheri ' it should 
,.·_, }\~_-:\'. ~--~ , over. · ·, · · · ·:··>·::::•_ .... ,_,,__ -·,,::•, •; :._· · ·· , . }}:.·· .·:·· ;: , 

· . i' :~-Bri.ng up the ma.tter :: ~'/:i~~e~; :·:~:/ . hours el:\y :· 1n: ' the ; . 
, .. · .interview. ·;,:::i_::_.·.:'.:- :_.·. :-/ </;" .. · :.'. /.,. ·::.\{:\ :.·:(,:_ ( . . 

·:· ·-·~Display a feeli~g of •i_nfer1orlty. · -., 
•· · •! :• . -·: ·:; :· :• -·, · :' .. _:\~·:. ... : ·-.... ~:. 

_:;,Argue with the interviewer, _·. :_.. : ::/:·:;<··: .· .. 
- -Ba·i k', at a request : to< tak~e·) ~ , p~·y s i ca l ': e x~:~:{h:·a,i-l ci·n. 
~-F·:~el · that · the world owe~ --;o'~'.a· living o:~/ ;~~~-~~;;\ that · 
: the employer owes _you a_: )ob. _...:, · :·<:': · .· .. , ... 

. ·-':---Be discouraged if the f_irst interview 1s- unt°ava\,able.:.~ 
··.:· . .:' or· the second and ·thi ·rd·f ., ._ .. ' . ·. · • ;,: ,: ·., ·.· .;_:• :. : .. : ' r · · 

•, • .. ; • \ ·':".~ .. :;::·~: )'. _:;: ".. ' • ··; • ,:_: -. ·:· ·- • ··:'·?~ ... -'. ·-.-.-::~~.{/ / 1

. :: · ._ ~.•···.:',, \~.i· ~? .. ' -:·· , \ :'·' ,. • i./j:~~: :=' :·· ·_:,;:~ -•-:· .~·'. .. : . 

.. :. · : :\:~ .. shut : yqurse 1 f off fro in '.outside · con tac ts ·;-who . mi'gh t help 
. : _ _. : .. ':,:._///-you :find . a job. . . : ·'. · ·'-._.. ,. _ .. .- ·._._. · . ... ·· , : :· .. /:/t·>';·,:·-· .:" · . , . ., : · . . ,, · , 

.. · ··• i ':: Y?::t~i}o~~ ~!~~}] L the c'O~niun i ty : resources W~frh : e~ is t 
.';•:::•· ._{.;:)::.·~1,.·:•,:;( ).•. •; 1,. •;~\.-. ~· .. :._'1 ~·-.,.• ,· • 'I 
· · ·::. · ·. :-- ~ G f v e up , ever • . . , 1 

· ··, · • . • 
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1. Why should I hire you? 

2. Are you interested in a permanent or temporary job? 

3. In what position are you most interested? 

4. What do you know about our company? 

5. Why do you want to work for our company? 

6. Why do you like this particular job? 

7. Why are you leaving your .present position? 

8. Would you explain this gap fo your job history? 

9. What were your biggest accomplishments in .your last job? 

10. What features of your previous job did you_ dislike? 

( 11. What position do you expect to have ~n five years? 

12. What qualifications do you have to make you seccessful? 

13. What do you think of your last supervisor? 

14. Would you object working for a woman? 

15. What is the lowest salary you would accept? 

16. What jobs have you held previously? Why did you leave? 
Did you get along with your co-workers? 

17. Briefly explain the types of jobs you have held? 

18. Can you take criticism without getting your feelings hurt? 

19. What are your future vocational plans? 

20. What are your short-term goals in employment? (long-tenn goals?) 

21. How will you get to and from work? 

22. How about overtime? 

23. Could you tell me something about yourself? 



( 
24. What are your strenghts and weaknesses? 

25. What· do you do in your spare time? Do you have any hobbies? 

26 •. What was the last book you read, movie you saw, sport you 
attended, etc? 

,27. What subject did you like best in school? 

28. Do you feel you have received a good general training? 

29. What have you been doing during the periods ·that you were 
unemployed? 

30. Why haven't you obtained a job so far? 

31. Have you saved any money? 

· 32. What would you do of you found someone steal~ng from the 
company? 

33. How much time have you missed from work due to illness in 
the last year? 

· 34 •. · Have you ever r~ceived workman's compensation? Give date 
and details of injury. 

35. What illness have you had in the last ten years? Physical 
handicaps? . How will this affect your job performance? 

36. How do you feel about your family? 

37. If you could ~tart all over again, what would yQ~ .po djfferently? 

38. Have you ever been arrested for drug usage? Explain. 

39. Do you speak or write a foreign language? 

40. List honor, memberships, or extra-curricular activities 
you have participated in (hig~ school, university, church, 
civic, social). 

., 



( 

\ 

INTERVIEWING QUESTIONS 

I. Level and Complexity of ~Jork 
A. What was your job at XYZ Company? 
B. Could you describe a typical day? 
C. What things took up most of your time? 

II. Job Responsibilities 
A. Can you tell me a little about your boss's job? 
B. How much did you talk to your boss in one day? 
C. How much did your boss leave you alone? 

III. Motivation 
A. How did you happ~n to go into that job in the first place~ 
B. What attracted you to that kind of work? 
C. When did you first think of leaving? 
D. Why did you decide to make a change? 
E. Describe what you would consider to be the perfect job for you. 

IV. Attitudes and Feelings 
A. What did you like best about the job? 
B. What kind of things didn't you like about the job? 
C. How did you feel about your boss? 
D. How did you feel about the people you worked with? Was there one 

person you liked more than the others? Why? 
E. How did you feel about the progress you made? 
F. In the last 6 months, how many times did you call in sick? 
G. In the last 6 months, how many times were you late to work? 

V. Effectiveness on the Job 
A. What was the lowest pay rate you have received? 
B. What is the highest pay rate you have received? 
C. \tJhat type of grades did you make? 
D. What kind activities were you involved in besides regular courses 

of study? 
E. What, if any sports are you involved in? 

VII. Outside Interests 
A. What kind of things do you like to do with your time? 
B. How did you get interested in these? 



RESPOl~SE GUIDE FOR 
r QUESTIONS EMPLOYERS OFTEN ASK 
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1. Why do you want to work? 

2 . 

The employer asks this to find out: 

If you have a good attitude toward work, 
If you have recognized responsibilities to your family 

and other people, 
If you want work to be an important and permanent part 

of your li~e. 

More Effective Answers 

T-0 provide for my family. 
I like work. 
I enjoy doing $Omething 

worthwhile. 

Less Effective Answers 

I need the money. 
I have to pay off debts. 
I need to get off Welfare. 
I was sent by TRC. 

Why do you think you would like to work here? 

The employer asks · this to find out: 

If you are really interested in this particular company, 
If you have a general understanding of what the company does, 
If you have positive attitudes toward the company. 

More Effective Answers 

This is a successful com
pany with a good 
future. 

This company has a repu
tation for fairness 
to its employees. 

Less Effective Answers 

The job pays well. 
I have a friend here. 
I just want to work, but I 

don 1 t care where. 

. 
3. Why did you decide to do this kind of work? 

The employer asks this to find out: , 

If you have a real interest in this particular kind of work, 
If you have made a de~ision based on a good deal of thought. 
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More Effective Answers 

This is the kind of work 
in which I can take 
pride. 

· I have a real interest 
in this kind of work. 

I think that I have 
ability in this area. 

I have experience in this 
type of work. 

Less Effective Answers 

Training for this kind of job 
was the only kind of train
ing I could handle. 

The counselor decided for me. 
This was the only kind of work 

available. 

4. Why do you think you are qualified for this job? 

The employer asks this to find out: 

If you have confidence, 
If you have a realistic attitude about your abilities, 
To give you an opportunity to explain . special qualities 

you have that might qualify you for the job. 

More Effective Answers 

I had good training. 
I .have successful experi

ence in this area. 
I have the interest and 

desire to do this 
type of work. 

Less Effective Answers 

I am not sure I am qualified. 
.This kind of job seems easy. 

5. What are your long range vocational plans? 

The emplbyer asks this to find out: 

If you have energy and ambition that will benefit the com
pany, 

If you will probably stay 
period of time. 

More Effective Answers 

I want to improve in my 
work. 

I want to learn more 
· about this vocational 

field. 
I want to take on greater 

responsibilities. 

with the company for a significant 

Less Effective Answers 

I want to just keep working. 
I want to make more money. 
I want to work until Christmas. 

( 

( 
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6. How have previous employers treated you? 

The employer asks this to find out: 

If you have positive attitudes and loyalty tow~rd your 
employers, 

If you are level-headed, 
If you have realistic expectations about working for other 

people. 

More Effective Answers 

The work demands were 
reasonable. 

l was treated fairly. 
The employers taught me 

a . great deal. 

Less Effective Answers 

I was taken advantage of. 
I was poorly supervised. 

7. How do you usually get along with other people on the job? 

The employer asks this to find out: 

If you are cooperative, 
If you are able to relate t~ others. 

More Effective Answers 

I can make whatever adjust
ments are necessary to 
get the job done. 

I like different kinds 
of people. 

I am easy to get along 
with. 

Less Effective Answers 

If they don't bother me I 
won't bother them. 

I get along okay. 
I don't like to work with 

other people. 

8. How do you feel about working overtime or on holidays? 

The employer asks this to find out: 

If you are willing to make sacrifices for the company if 
necessary, 

If you are really dedicated to the job. 

15 
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More Effective Answers 

I prefer not to do this 
regularly but if 
needed I will. 

1· realize that it is nec
essary at times in 
this field. 

Less Effective Answers 

I will if I am paid overtime. 
Absolutely not. 

9. Do you have reliable transportation? 

The employer asks this to find out: 

If you have good transportation, 
If you have a backup plan in case your usual transportation 

fails. 

More Effective Answers 

I use my car or the bus. 
If I run into problems I 

can depend on friends, 
relatives, or I can 
take a taxi. 

Less Effective Answers 

I can take the bus unless there 
is a strike, then I don't 
know. 

I have a car unless it breaks 
down. 

10. Why haven't you worked recently? 

The employer asks this to find out: 

If you have good reasons for being out of work. 

More Effective Answers 

I was preparing for a 
good job by furthering 
my education or parti
cipating in a voca
tional rehabilitation 
program. 

I have been a housewife 
but now want to work. 

' 

Less Effective Answers 

I have been too sick. 
I have had babysitter problems. 
I have had family trouble. 
I couldn't find work. 

( 

\ 
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11. Why were you a client of the Texas Rehabilitation Commission? 

The employer asks this to find out: 

Uhether or not your problem is serious enough to now 
effect your ability to perform well on the job, 

If you had positive work-related reasons. 

More Effective Answers 

I had too many family 
pressures, but have 
resolved these. 

I had become nervous and 
depressed, but am 
doing much better now. 

They helped me pr.epare 
for work. 

less Effective Answers 

They had training. 
I was sick and helpless. 

12. Do you have any problems now that might interfere with your 
work? 

. -The employer asks this to find out: 

If you have a realistic and positive attitude toward your 
problems, 

If you will be dependable in work attendance. 

More Effective Answers 

No, I have been able to 
overcome my problems. 

None of my problems would 
keep me from work. 

Less Effective Answers 

I am still nervous and depressed. 
I am still sick. 

13. Are there any family problems that might interfere with 
your work? 

The employer asks this to find out: 

If you have built-in recurring problem sources, 
If you will be able to handle expectatiqns at work if 

problems develop at home. 

16 



( 

( 

-6-

More Effective Answers 

If problems arise I will 
be sure to make nec
essary adjustments. 

I don 1 t have serious fam
ily problems. 

I am able to keep my job 
and family separate. 

Less Effective Answers 

I have trouble with my 
ex-husband. 

My children get sick 
frequently. 

14. What arrangements have you made for your children while 
you are at work? 

The employer asks this to find out: 

If your child care arrangements are reliable, 
If you are personally sati~fied that there will be no 

babysitter problem, 
If you have a backup loan in case current arrangements 

fail. 

More Effective Answers 

I have a reliable baby
sitter or day care 
center with a backup 
sitter. 

I have friends or rela
tives who will help if 
needed. 

Less Effective Answers 

I have one babysitter. 
My kids can get by on their 

own. 

15. How do you spend your spare time? 

The employer asks this to find out: 

If you are a basically responsible person. 
If you have all over good character and stability. 

Hore Effective Answers 

I am involved with home 
proJects. 

I like to read. 
I am involved with fam

ily activities. 

Less Effective Answers 

I watch T.V
1 I go out a ot. 

I like to drink beer. 

AQapte~ from a portion of a doctoral dissertajion by Robert L. 
H1ner: 1 Modeling Plus Behavior Rehearsal As a ob Interview 
Training Proceaure for the Disadvantaged/Disabled," 1976. 
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FOR OFFICE USE ONLY: 
(l)"RS (7) FS · PROJECT LINK - DALLAS 

INTAKE APPLICATION 

PLEASE PRINT 
OR TYPE 

(2) TJTC_(S) EG== 
(3) JC (9) VG DATE: (4) S -- (lO)LF-
(5) A (ll)UI_C_ 

-------
(6) ES_ (12)LS-=-

s s II NAME: _________________ _ ------------
ADDRESS: _____________________________ _ 

CITY: ZIP: ----------- STATE: ______ _ --------
TELEPHONE: DAY ------------ EVENING ___________ _ 

PRESENT AGE: SEX: MARITAL STATUS: S() M() DIV() --- ----* * * * * * 
EMPLOYMENT RESTRICTIONS OR LIMITATIONS: ---------------
DISABILITY:(PLEASE EXPLAIN FULLY) _________________ _ 

MEDICATION: YES () NO () DR'S RELEASE: YES( )NO() COPY ENCLOSED ---If yes,typc of medication: ----------------------TYPE EMPLOYMENT REQUESTED: (BE SPECIFIC) ______________ _ 

DO YOU WANT: FULL TIME( ) PART . TIME( ) SUMMER() TEMP.( ) IF TEMPORARY, 
EXPLAIN: ------------------------------
PRESENT STATUS: EMPLOYED( ) UNEMPLOYED( ) STUDENT( ) OTHER( ) 

CHECK BOX/BOXES IF YOU ARR RECRJVING: UNEMPLOYMENT BENEFITS( ) 
FOOD STAMPS( ) SSI/SSDI( ) WORKMANS COMPENSATION( ) OTHcR( ) 

WHO REFERRED YOU TO LlNK? ----------------------
ARE YOU ELIGIBLE FOR THE TARGETED JOB TAX CREDIT? YES() NO( ) 

* * * * * * * 
SKILL AREAS: 

0 Typing Speed ___ Dictaphone ___ Short Hand-Speed ___ _ 
Key Punch Speed ____ Ten Key-By Touch ___ By Sight __ _ 

0 Programming Skill & Length of Experience _______________ _ 
0 Word Processing & Length of Experience ___ ~--------------
0Technical or Trade Skills & Length of Experience ___________ _ 

VETERAN: YES( ) NO( ) SPECIFY: Viet Nam Era ( ) Special Disabled( ) Other( ) 
FOREIGN LANGUAGES: ________________________ _ 

DO YOU HAVE DRIVERS LICENSE? COMMERCIAL( ) CHAUFFEURS( ) OPERATORS( ) 

WILL YOU USE PUBLIC TRANSPORTATION? YES( ) NO( ) IF NO, HOW WILL YOU GET TO WORK? ______________________________ _ 

Pagel 
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EDUCATION:(Check Correct Answer) 
Page 2 

Currently Student() High School or GED Grr1duate( ) Withdrew From School( ) 
Attended ~rade School or College( ) Graduated Trade School or College() 

LAST HIGH SCHOOL ATTENDED: ------------------------
CITY: STATE: -------
COLLEGE: CITY: STATE ------------- ------- -----
LAST DATE ATTENDED: ______ DEGREE AND/OR MAJOR ____________ _ 

LIST ANY TRADE, TECHNICAL, OR OTHER SCHOOLS ATTENDED AND/OR VOLUNTEER 
ACTIVITIES: ----------------------------------

* * * * * * * 
EMPLOYMENT HISTORY: 

START WITH MOST RECENT JOB . ATTACH RESUME IF YOU HAVE ONE! I -.Job Ending . Reason 
Dates Company Title Salary for Leavini 

Co. : 
Started Address: 

Ended Phone: 
Supervisor: 

Started Co. : 
Address: 

Ended 
Phone: 
Supervisor: 

Started Co. : 
Address: 

Ended 
Phone: 
Supervisor: 

Started Co. : 
Address 

Ended 
Phone: 
Supervisor: 

-
Started Co. : 

Address: 

Ended Phone: 
Supervisor 

Started Co. : 
Address: 

Ended Phone: 
Supervisor: 



Page 3 

List two individuals who may be contacted for references as to your work history, 

( skills, habits, etc. Both should be former employers, if you have previous work 

experience. 

(1) Name 

Address 

Position: --------------------------------
Phone : ( ) 

How do you know this individual (be specific): 

(2) Name 

Address 

Position: ---------------------------------
Phone : ( ) 

How do you know this individual (be specific): 

·--------------------------------------------------------------------------------------------------
I agree to furnish all information necessary -------------------
in order for Mainstream's LINK to provide me with job placement services. 

I understand that this information is strictly confidential. My participation in 

this program is voluntary and any information given may be ,1sed solely for the purpoAe 

of job placement. Relevant information may be given to potential employers. 

Applicant Signature Date 



( DO NOT WRITE ON THIS PAGE 

FOR OFFICE USE ONLY! 
INTERVIEW FORM FOR OFFICE USE ONLY! 

Applicant Name: Date: --------------------- --------
Applicant Personal Appearance: ________________________ _ 

Applicant Interest Areas: ___________________________ _ 

Applicant Job Strengths: ___________________________ _ 

Applicant Job Weaknesses: ___________________________ _ 

Career Objectives 

Short Term:. ______________________________ _ 

Long Term: ______________________________ _ 

1. Time Appointment Scheduled: Arrived: -------- --------
2. Resume: Yes( ) No( ) Comment: _______________________ _ 

3. Job Ready: Yes( ) No( ) Comment: ____________________ _ 

* * * * * * * Date Available for Work: ________ Transportation Mode: __________ _ 

Geographical Restrictions on Work: _______________________ _ 

Accommodations Needed: _____________________________ _ 

Comments: ___________________________________ _ 



JOB CLUB - SC..H.f:5. I:H .. t.L45 /9.a~ 

- People Ready to Work -

I. Why are you here 

A. Discussion 
B •. How to Achieve a Goal {Employment) 

II. Yourself 

A. Myself assessment 
B. Personality Inventory 
C. Attitude Scale 
D. Discuss ion 

III. Yourself and the Job You Want 

A. Kinds of jobs 
B. Information on a job that interest me 
C. Obituary 
D. Discussion 

IV. Where to fina a job 

A •. Looking for a job 
B. Discussion 

V. The newspaper 

II. 

II. 

What to look for and how to read the want-ads with 
Newspaper in hand 

Prepare for an interview 

A. 
B. 
c. 
D. 

Calling for an interview 
Employer Contact Sheet 
Vocabulary _ 
Personal Data Sheet - to be completed for next session 

The Application 

Application for Employment 

III. The Interview 

A. Checlist 
B. Dos and Don'ts 
c. Mock Interviews using: · 

1. Questions often asked by employers 
2. Response Guide to Questions 

D. · Client is to have five questions about anything that has 
- . been covered 



IX. 

x. 

Review· 

A. 
B. 
c. 
D. 
E. 
F. 

Discuss clients questions 
The job I want 
Looking for a job 
Calling for an interview 
The interview 
LINK application (if appropriate) 

Field trip to Texas Employment Corrmission 

K /t: 'Y. 
:,_~ --- :J,- . - _I _( --·----· -- · 

A. Apply for thier services 1/ Y ,Y lo/ /t,/ 
B. Certify those who are eligible for a tax credit 7, 3 ~2.. .3 / __ t~ l ~r7 
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