How to Order New Job Hunter Workshop Materials

All 5 Job Hunter English language participant workbooks are now available for order from the warehouse. They are the new materials - the older stock has already been replaced with the new stock. When you order, place your order for 50 workbooks of each module. Below is a list of order numbers:

	Job Hunter Module
	Commodity Code
	EMS #

	Skills and Abilities
	7540-032-954
	10409

	Job Search Strategies
	7540-032-967
	10417

	Applications
	7540-032-968
	10418

	Resumes and Correspondence
	7540-032-957
	10412

	Interviewing
	7540-032-958
	10413



Activity Worksheet Packets:

Since we will be using a text book approach for participant workbooks, activity worksheet packets were created to enable participants to fully participate in workshop activities.  To order the activity worksheet kits:

1. Log onto the Office Depot site. 
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2. Select and click on Copy & Print from the toolbar at the top of the screen. 
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3. Click the Get Started button under the File Cabinet icon. 
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4. Enter your user name and password and click the login button or press enter.
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5. Click on the Order Catalog Items icon on the right. 
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6. On the left hand side of your screen you will see a listing of the job Hunter modules under the red Job Hunter Worksheets bar.  
[image: ]

If the individual modules are not shown, click on the Job Hunter Worksheets bar to display individual modules.

[image: ]
7. To order the complete activity worksheet kit (all worksheets included in the participant workbook) for the module selected, enter the number of kits you would like to order in the quantity box and click add. 
[image: ]

8. To order specific worksheets from the kit, click on the zip file shown in light blue bar under the module you selected.  

[image: ]
9. Select the worksheets you want to order and  input the quantity you would like to order for each worksheet and click add.
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Spanish Language Participant Workbooks:

To order Spanish language participant workbooks, go to the ESD print and copy shop.   See the table below for a list of order numbers. Please note: There are no commodity numbers for the Spanish workbooks because they are not ordered and stored in the warehouse.   

	Job Hunter Module
	EMS #

	Skills and Abilities
	10409 -S

	Job Search Strategies
	10417 -S

	Applications
	10418 -S

	Resumes and Correspondence
	10412 -S

	Interviewing
	10413 -S



For the Spanish language workbooks, we recommend you use your average workshop attendance for Spanish language Job Hunter classes as a guide for how many workbooks to order.  

To begin order, click here. 


1. Select Printing Services

[image: ]

2. Click the browse button under the WorkSource folder icon.

[image: cid:image008.jpg@01CFBC88.70069F10]

3.  Click the browse button under the Job Hunter Booklets – SPANISH to order module booklets. 

[image: cid:image009.jpg@01CFBC88.70069F10]


Job Hunter PowerPoint Decks and Facilitator Guides

You can find the Job Hunter companion PowerPoint decks, facilitator guides and workbook PDFs in the Trainer’s Toolbox on the Technical Assistance and Training website. Click here to access. 

Corrections:

When the English language Resumes and Correspondence participant workbooks were printed, the functional and combination resume samples on pages 16 and 17 were transposed. We are working on getting labels printed to distribute to all offices to paste over the titles on pages 16 and 17 until the titles can be corrected in the next printing. We appreciate your patience as we work to fix this issue.  This issue does not affect the Spanish language workbooks. 

[bookmark: _GoBack]For questions, please contact Michelle Meader at (360) 902-9626 or by email mmeader@esd.wa.gov
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