Job Seeking Skills
Discovery Activity 14
Will help you:

· Look at what issues you may have preparing for and getting a job.

· Decide if you have issues in finding a job that need to be considered before you look for work.

· Identify resources to address job seeking skill issues.

Name: _______________________________________

Discovery Activity 14
Job Seeking Skills

Job seeking skills are those skills required to find jobs you are interested in, complete an application and resume, and to prepare for and complete an interview.  Answer the following questions to determine if there are areas you need to improve in so you can get the job you want.  Read each question and answer the question as it relates to your situation.  If it does not relate to you situation check NA for not applicable.  If you have concerns regarding a specific area and know how to deal with your concerns indicate that in the right hand column on the page.

	Background Checks
	Yes    No   Sometimes   NA
	How can I deal with this?

	Will your references say good things about you?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Can you pass a drug screening?
	 FORMCHECKBOX 
       FORMCHECKBOX 

	

	Do you have criminal convictions (other than minor traffic)?
	 FORMCHECKBOX 
       FORMCHECKBOX 

	

	Do you have a motor vehicle conviction for DUI or DWI?
	 FORMCHECKBOX 
       FORMCHECKBOX 

	


	Application/Resumes
	Yes    No   Sometimes   NA
	How can I deal with this?

	Can you complete job applications? (hard copy or online)
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Can you structure the job application to meet the employer’s specific needs of their job requirements?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Do you have a resume?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Do you need help developing or reviewing a resume?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Do you need help developing a cover letter?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	


	Job Leads
	Yes    No   Sometimes   NA
	How can I deal with this?

	Do you know how to find out about job openings?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Do you use a computer to look for jobs?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Do you need VR staff to provide you with job leads?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Do you want VR staff to meet with you weekly to discuss your job search?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	


	Interviewing
	Yes    No   Sometimes   NA
	How can I deal with this?

	Does VR need to contact employers to set up an interview?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Do you need help knowing how to interview?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Do you need VR staff to go to interviews with you?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Do you need someone to drive you to interviews?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	


	Job Finding Skills
	Yes    No   Sometimes   NA
	How can I deal with this?

	 Do you want VR to follow-up with employers after you have an interview?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Do you feel you need to improve your appearance prior to going to an interview?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	

	Do you have clothes to wear to an interview?
	 FORMCHECKBOX 
       FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 

	


If you have other concerns about finding a job please list them here:

How Do You Get The Resources You Need?

Your VR staff person can help you find resources to deal with any job seeking issues.
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