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Get Started

e ——

| am 18 years old and ready to work. | have volunteer
experience, and now | am ready for a paid job.

| am not sure how to start looking for a job, so | ask my
teacher, Ms. Nelson for help.

Ms. Nelson says first | need to write a resume.

A resume is a paper that has my personal information,
work experience, and references.

Ms. Nelson says when my resume is done, | will drop it off
at businesses where | want to work.
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Personal Information

e ——

To start my resume, Ms. Nelson helps me to write down
my address, phone number, and email.

It is important to get all the information right so that a
business can contact me.

Next, | write down information about my education,
where | go to school, and what | have learned.

Ms. Nelson says it is important to write down any work
experience | have.

| have worked in an office and volunteered at an animal
shelter, so | write that down.
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References

L —— R ———

The next part of my resume is references.

A reference is a person who can tell others about you or
write a letter saying you are a good worker.

On my resume, | will need the reference’s name, address,
email, and phone number.

Ms. Nelson says to ask a teacher, neighbor, or adult | have
worked for.

| have three references, and now | am ready to put them
on my resume.
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Make it Professional

L ——— R ——
| write down all the information and show my resume to
Ms. Nelson.

Ms. Nelson says | did a good job, but | need to make it
look professional.

To make my resume look professional, | type it on the
computer.

When | am done typing, | ask Ms. Nelson to check my
resume for spelling mistakes.

Ms. Nelson says it looks good, so | print off copies to drop
off at businesses with possible job openings.
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Job Search

A Look at
Some
Vocabulary
in the
Upcoming
Stories

Looking for something

Looking Online Search

Newspaper Search Community Search
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L ———— R ——
My resume is complete, and | am ready to search for a
job.

| have some ideas about where | want to work, but do not
know if those businesses are hiring.

| ask Ms. Nelson to help me find out if a business is hiring.

She says there are many ways to find out about job
openings.

| can look in the newspaper or online, or ask people |
know in my community.
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Newspaper Search

L —————————

| have my resume and want to apply for jobs.
| go to the library to look at the newspaper.

| look in the classifieds section of the newspaper for
possible jobs.

There are a lot of job openings, so | look for a job | am
qualified for.

| find a job opening at a pet store for a cashier. That is
interesting and | will apply!
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Online Search

L ——— e ——

While | am at the library, | use a computer to search the
Internet for jobs.

| go online and find many job search websites.

For now, | only want to search job openings, but many
business websites will let me put my resume online.

| am not ready to do that yet, but it is good to know that
is an option.

| find a dishwasher job at my favorite restaurant. | can
email them my resume; I'm off to a good start.
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Community Search

L — R ———

The last place | | search for a job is in my community.

To do this, | look for “now hiring” signs at local businesses
and talk to people | know who might know about a job
opening.

| can also look at the community board at my library as
many jobs are advertised there.

After looking in the newspaper, online, and in the
community, | have found four places to apply.

| spend a day dropping off my resume and filling out job
applications. My next step is getting an interview!
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A Look at
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Follow-Up Call

L ——— e ——

| applied to four jobs last week, so now | need to make
follow-up calls.

| practice what | will say with Ms. Nelson before | call.
She says it is important to sound professional.

| make four calls. Two jobs already hired someone, one
job said they will call me next week, and one job asked
me to come for an interview!

| am so excited; | have an interview at the pet store
tomorrow! Now | need to prepare.
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Practice

L —— e ——

To make a good impression at my interview, | practice
what to say.

Ms. Nelson says | should first research the business and
learn more about the company.

Next, | write some answers down to common interview
questions.

Ms. Nelson practices with me by asking questions and |
answer.

All this practice makes me feel ready for my interview
tomorrow.
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Looking Professional

e ———.
The last thing | need to do to prepare for my interview at
the pet store is to be sure | look professional.

It is the day of the interview and | start by taking a
shower, so | look and smell clean.

Next, | choose business casual clothes. | make sure they
are clean with no stains or rips.

| take a last look in the mirror to make sure | look
professional.

| look good. Now | am all ready for my interview!
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