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	 Job Hunter Skills and Abilities
Slides 1 -3: Roadmap/Topics covered

	
	

	PM: 3- 4
	Table of Contents & Workshop Overview

	
	

	Learning Objectives
	In this workshop, participants will learn how to: 

· Select three accomplishments that show potential employers what the participant can do for the company. 
· Identify self-management, transferable and job skills that the participant is comfortable presenting to an employer. 
· Write these skills and qualities in a form that can be presented to potential employers.

	
	

	
Facilitator
Instructions
	
1. Put up the Job Hunter Skills and Abilities PowerPoint so that participants can see it as they enter the room. 
2. Welcome participants to the workshop and distribute a participant workbook and nametag (optional) to each person as they come in. 
3. Start the session by introducing yourself and telling participants a little about yourself including the experience you have that will help you bring insight and knowledge to the course (e.g., worked as an employment specialist for ESD for X years and was a job seeker that used the material learned in the Job Hunter workshops to help me land this job. 
4. Have participants introduce themselves, and share one thing they hope to get out of the workshop today. 
5. Let participants know where they can find the restrooms, discuss emergency exit procedures, office protocol and job log contact credit. 
6. Point out course ground rules and review each point. These should be prepared beforehand. You can create your own ground rules or use the sample rules below. This step can be skipped if you feel ground rules aren’t necessary. 


Sample Ground Rule Examples:
· Each person can participate to the degree to which they feel comfortable. Allow everyone a chance to participate. 
· There is no right or wrong answer.
· Be respectful and listen to others. 
· Limit sidebar conversations.
7. Discuss with participants how course evaluations will be handled. Tell participants that you will collect evaluations at the end of class. (It’s highly recommended that you hand out evaluations at the beginning of the workshop and encourage participants to fill out the evaluation throughout the workshop.)
8. Use slide 2 and 3 to introduce the course topics, materials and objectives.







2

	[image: ]
	  Job Hunter Skills and Abilities
                             Slides 4 - 6: Know your skills 

	
	

	PM 5 - 7
	Section one: Know yourself

	
Key Concepts

	
· Knowing your skills and abilities well allows you to plan a more effective job search and interview with confidence.  
· Knowing yourself and what you want will help you focus your job-search on work environments where you’re most likely to be happy and successful. 

	
Facilitator Instructions:
	
1. Introduce the Know yourself section using slide 4 and the mini-lecture below.
2. Introduce the Finding you place activity using slide 5 and the attached activity worksheet.

	
Mini-Lecture
	
Welcome to Skills and Abilities. One of the most important things you can do before looking for work or an alternative career is to consider what skills and abilities you already have. These are your most valuable assets; the ones that help you market yourself to employers.   
A skill is something you can do well right now. An employer hires you because of your skills. These skills tell the employer if you have the necessary background and experiences to do a good job. Everyone has skills.
What are yours? Let’s start with an activity that will give you the chance to explore work environments where you’re most likely to be happy and successful.







	
Activity Name: 
	
Finding Your Place 

	
	

	
Activity Goals:

	
· Participants are able to see how this workshop will help provide them start to define their desired work environment. 
· Help the facilitator gain knowledge about the audience/participants.


	
Time:
	
10 Minutes

	
Materials Needed: 
	
· Six pieces of paper 
· Felt markers
· Tape to affix paper to wall 
· Note paper for participants
· Pens/pencils for participants if needed


	
Facilitator Instructions:

	
1. Make a sign for each group (Group One, Group Two, Group Three, etc.) and place them in separate areas of the room.

2. Display slide 5. Have participants read page 5 in the participant workbook and select the top three groups they would join. 
3. Explain that the signs on the wall represent the 6 groups in the book. Ask participants to stand under the sign that represents their top choice. Instruct them to use their own or the suggested questions on page 6 in the participant manual to learn about why other people chose the same group. 
4. Give participants 5 minutes to share with each other, and then ask everyone to return to their seat. Display slide 6 and review the work environment and personality descriptions at the bottom of page 6 in the participant manual with the class.
5. Give participants a couple of minutes to document what they learned about themselves on a separate piece of paper. 
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	PM: 8 - 27
	Section two: Know your skills

	
Key Concepts


	
· A job search is about finding an employer who is looking for someone like you.
· One of the biggest mistakes job seekers make is focusing on what they need from employers instead of focusing on what they can do for employers.
· Knowing what skills you have to offer an employer in advance will help you choose jobs better suited to you, be more confident in interviews, write better résumés, and find a job that is more satisfying.

	
Facilitator Instructions
	
1. Introduce this section using slide 7 and the mini-lecture below.
2. Display slide 8 and use the attached activity sheet to complete the “Three accomplishments” activity on page 8 in the participant workbook. 
3. Introduce the Self-management skills section using slide 9, Have participants read the Self-management skills section on pages 9 and 10 in the participant workbook. Share the following resources with the class for skills verification and exploration.
To verify and research additional skills:
www.mynextmove.org
Take assessments to uncover skills you use at work:
www.mynextmove.org/explore/ip
www.careerinfonet.org/skills/default.aspx.
4. Display slide 10 and use the attached activity sheet to introduce the self-management skills activity on pages 11 and 12 in the participant manual. Refer to slides 10 and 11 for activity instructions. 
5. Introduce the Transferrable skills section using slide 12, Have participants read page 13 in the participant workbook.
6. Display slide 13 and use the attached activity sheet to introduce the Transferrable skills activity on pages 14 and 18 in the participant manual. Refer to slides 13 and 14 for activity instructions.
7. Introduce the Job skills section using slide 15, Have participants read page 19 in the participant workbook.
8. Display slide 16 and use the attached activity sheet to introduce the Job skills activities shown on pages 20 and 27 in the participant manual. Refer to slides 16 and 17 for activity instructions.
9. Wrap up this section using the suggested discussion questions below.  

	
Mini-lecture
	
Skills come from life, work, or education and are typically divided into three basic types: job-related skills, transferable skills, and self-management skills. In this part of the workshop we’ll examine the skills you have acquired from paid and unpaid work experience or from classes that were geared toward an occupation. 

This information will help you create a 60-second commercial later in the workshop. Your 60-second commercial is your chance to tell an employer who you are, and what you have to offer in a fast and effective manner. You can use your 60-second commercial at job fairs, social occasions, when you network, on a cover letter and in interviews to tell an employer what you can do for them. 


	
Discussion Questions
	
· Why is it important to identify your skills and abilities before you begin your job search?
· Did these activities help you identify skills you have that you hadn’t necessarily thought of as skills before? 
· Did you identify any skills you have that are transferable? Are you more likely to broaden your job search to include occupations or industries that could use these skills?






	Activity Name: 
	Three Accomplishments

	
	

	
Activity Goals:

	
· Participants are able to identify three work accomplishments that show employers what they can do for the company.  
· Participants will be able to identify and articulate the skills they used to achieve their three work accomplishments. 

	
Time:
	
5 Minutes

	
Materials Needed: 
	
· Blank piece of paper for each participant 
· Pens/pencils for participants if needed

	
Facilitator Instructions:

	
1. Use slide 8 to introduce the three accomplishments activity on page 8 in the participant workbook.
2. Instruct participants to list three accomplishments that show what they can do for a company. 
3. Then have participants write down the skills they used to achieve them. 
4. Debrief the activity by asking volunteers to share one of their accomplishments and the skills used to achieve them. 





	
Activity Name: 
	
Self-management Skills 

	
	

	
Activity Goals:

	
· Participants will be able to identify their self-management skills and select five important self-management skills.  
· Participants are able to use the five identified self-management skills to develop a 60-second commercial, create targeted resumes and cover letters as well as demonstrate during an interview, the value they can bring to the company.


	
Time:
	
5 – 10 Minutes

	
Materials Needed: 
	
· Copy of the Self-management skills checklist and Self-management skills worksheet on pages 11 and 12 in the participant workbook.
· Pens/pencils for participants if needed.

	
Facilitator Instructions:

	
1. Introduce the Self-management skills section using slide 9.
2. Pass out a copy of the Self-management skills checklist and Self-management skills worksheet to each participant.
3. Have participants read pages 9 and 10 in their workbooks. 
4. Display slide 10. Instruct participants to put a checkmark next to each skill they have. Allow participants a couple of minutes to complete the checklist. 
5. Now display slide 11. Instruct participants to use the Self-management skills worksheet and the instructions on the slide to complete the activity. Allow participants 3-5 minutes to complete this portion of the activity. 
6. Wrap up the activity using the suggested discussion questions below.  

	Discussion 
Questions
	· How many of you have more self-management skills than they thought? 
· Was hard to narrow your list down to just five skills? 
· How did you choose your top five skills?




	
Activity Name: 
	
Transferrable Skills 

	
	

	
Activity Goals:

	
· Participants will be able to identify their transferrable skills and select five important transferrable skills.  
· Participants are able to use the five identified transferrable skills to develop a 60-second commercial, create targeted resumes and cover letters as well as demonstrate during an interview, the value they can bring to the company.

	
Time:
	
5 – 10 Minutes

	
Materials Needed: 
	
· Copy of the Transferrable skills checklist and Transferrable skills worksheet on pages 14 -18 in the participant workbook.
· Pens/pencils for participants if needed.

	
Facilitator Instructions:

	
1. Introduce the Transferrable skills section using slide 12.
2. Pass out a copy of the Transferrable skills checklist and Transferrable skills worksheet to each participant.
3. Have participants read page 13 in their workbooks. 
4. Display slide 13. Instruct participants to put a checkmark next to each transferrable skill they have. Allow participants 2 -5 minutes to complete the checklist. 
5. Now display slide 14. Instruct participants to use the Transferrable skills worksheet and the instructions on the slide to complete the activity. Allow participants 3-5 minutes to complete the worksheet. 
6. Wrap up the activity using the suggested discussion questions below.

	
Discussion
Questions
	
· How many of you have skills you didn’t know were considered transferrable?
· How can having transferrable skills change your job search strategy?






	
Activity Name: 
	
Job Skills 

	
	

	
Activity Goals:

	
· Participants will be able to identify their job skills and select five important job skills.  
· Participants are able to use the five identified job skills to develop a 60-second commercial, create targeted resumes and cover letters as well as demonstrate during an interview, the value they can bring to the company.

	
Time:
	
5 – 10 Minutes

	
Materials Needed: 
	
· Copies of the Job skills checklist and Job skills worksheet on pages 20-27 in the participant workbook.
· Pens/pencils for participants if needed.

	
Facilitator Instructions:

	
1. Introduce the Transferrable skills section using slide 15.
2. Pass out a copy of the Job skills checklist and Job skills worksheet to each participant.
3. Have participants read page 19 in their workbooks. 
4. Display slide 16. Instruct participants to put a checkmark next to each job skill they used often at work, as a volunteer or in training. Allow participants 3-5 minutes to complete the checklist. 
5. Now display slide 17. Instruct participants to use the Job skills worksheet and the instructions on the slide to complete the activity. Allow participants 3-5 minutes to complete the worksheet. 
6. Wrap up the activity by telling participants that they have just completed the information they’ll need to create a 60-second commercial!
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	PM: 28 - 34
	Section three: Sell your skills

	 

Key Concepts

	
· The 60-second commercial is the best strategy to use to tell network contacts and employers about yourself.  
· Your commercial should be focused on you, highlight your qualifications and education, be career-related, and show why you are a good match for the employer. 
· It is important to practice your commercial so that it sounds natural and you appear confident. 

	
Facilitator Instructions

	
1. Introduce this section using slide 18 and the mini-lecture below. 
2. Use slide 19 and attached activity sheet to introduce the 60-second commercial activity on page 33 in the participant workbook. Debrief using the suggested discussion questions on the activity sheet. 
3. Wrap up this section by asking if there are any volunteers that would like practice their career commercial by sharing it with the class. 


	
Mini-Lecture 

	
“Tell me about yourself.” If you’ve ever had a job interview you’ve probably been asked this question. Many interviewers start with this question because they can get an overall sense of who you are in a very short period of time. Since this is often the first question you’ll be asked, it can set the tone for the entire interview. 

“Tell me about yourself” can be a challenging question for multiple reasons. First it’s vague and most people are unsure of the type of information the interviewer wants to hear. Second, the candidate is typically uncertain how long the answer should be. One of the biggest mistakes candidates make is talking too long or failing to wrap up their answers in a succinct manner.  

Interviewers are looking for a brief overview of your career-related background not a recitation of your life story. This is why the 60-second commercial is best way to quickly advertise your strengths, highlight your qualifications and tell potential employers why they should hire you! 





	
Activity Name: 
	
60-second commercial 

	
	

	
Activity Goals:

	
· Participants are able to create a 60-second commercial that quickly tells employers and contacts about their:
· Background and education
· Skills, strengths and accomplishments
· Job focus and future career plans 

	
Time:
	
10 Minutes

	
Materials Needed: 
	
· Copy of the 60-second commercial worksheet on pages 33 and 34 in the participant workbook.
· Pens/pencils for participants if needed.

	
Facilitator Instructions:

	
1. Introduce the 60-second commercial activity using slide 19.

2. Pass out a copy of the 60-second commercial worksheet to each participant.
3. Have participants read page 28-32 in their workbooks. 
4. Review slides 20-23 with class. Remind participants that a 60-second commercial should:
· Be an advertisement about them!
· Highlight their strengths and education
· Be tailored to each situation
· Demonstrate their enthusiasm, personal style, and judgment. 

5. Wrap up the activity by sharing with participants the situations below that they can use the commercial to market themselves:
· Job fairs
· Social occasions
· Networking
· Cold calling
· Informational interviewing

It is also useful for answering interview questions such as :
· Tell me about yourself
· Why should I hire you?
· Why are you qualified for this job?
· Why do you want this job?
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	PM: 
	

	Overview

	· Wrap up
· Collect evaluations
· Share additional resources


	
Facilitator
Instructions
	
1. Use this slide to wrap up the workshop.
2. Answer questions not addressed during the workshop.
3. Review the list of expectations created at the beginning of the class to ensure participant’s needs were met. 
4. Collect evaluations if handed out at the beginning of class.
5. Hand out or direct class to schedule of other workshops offered.  
6. Thank class for their participation and let them know WorkSource is always here for them. 
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