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Creating an Email Address 

Follow the steps below to create a work-appropriate email address. You may also access instructions 
online by entering the following link in your computer’s internet browser: 

https://edu.gcfglobal.org/en/gmail/setting-up-a-gmail-account/1/  

To create a Gmail address, you'll first need to create a Google account. Gmail will redirect you to 
the Google account sign‐up page. You'll need to provide some basic information like your name, 

birth date, gender, and location. 
 

To create an account: 
1. Go to www.gmail.com. 

 

2. Click Create account. 
 

3. The sign-up form will appear. Follow the directions by entering the required 
information and choosing a username and password. Click Next. Consider using the 
suggested usernames provided and make sure they are professional. 

 
Write your username and password here: 

 
Username:_________________________@gmail.com 

Example: Johndoe1993@gmail.com 
 
Password: __________________________________ 

six characters or more (capitalization matters) 
 

4. Next, enter your phone number to verify your 
account. Google uses a two-step verification process for your security. 

 

5. You will receive a text message from Google with a verification code. Enter the code to 
complete the account verification. (You may also select the call option instead) 

 

6. On the next form, enter your personal information, like your name and birthday. 
 

7. Review Google's Terms of Service and Privacy Policy, then click I agree. 
 

8. Your account will be created, and will be automatically signed in. Most of the time, 
you'll need to sign in to your account. Sign out if you're using a shared/public computer 
(Ex: LLC Technology Lab) to prevent others from viewing your emails. 

 

 

To sign in: 
1. Go to www.gmail.com. 
2. Type your user name (your email address) and password, then click Next. 
 

To sign out: 
In the top-right corner of the page, locate the circle with your first initial or your avatar 
image. Click the circle and select Sign out 
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Dr. George Manning Professional Assessment – Pre-Work 
 

Evaluate your current job performance by circling the appropriate number. 
(1 is low; 10 is high) 

1. Job Knowledge. Success at work begins with job knowledge. Knowledge enables you to work more 
intelligently and effectively. Make it your business to know what to do, when to do it, and why you are 
doing it. 

 

1               2               3                4               5               6               7               8               9               10 
2. Dependability. If your work requires being on time, be on time. You should be 10 minutes early for the 
workday if possible. Tardiness lowers your image (this includes lunch and work breaks). Also, if you say you 
will do something, do it. Be known as a person who can be counted on.  

 

1               2               3                4               5               6               7               8               9               10 
3. Cooperation. Organizational citizenship involves various forms of cooperation and helpfulness. Take 
interest in other people and strive to be helpful. Everyone appreciates someone who is willing to lend a hand. 
Show others you are interested in doing a good job for them. Learn to understand and get along with all types 
of people.  

 

1               2               3                4               5               6               7               8               9               10 
4. Concentration. There are three kinds of people: those who make things happen, those who watch things 
happen, and those who have no idea what happened. You don’t want to be the third kind. Always pay attention 
to what is going on; that is how you learn. You should try to learn something new every day. People are more 
interested in those who show initiative and concentration. Don’t sleepwalk through your day; this is how 
accidents occur and opportunities are missed 

 

1               2               3                4               5               6               7               8               9               10 
5. Initiative. If you are not eager to do your job, either you are in the wrong line of work or you have allowed 
yourself to become lazy. If it is the first, find another job; if it is the second, overcome your laziness. It will pay 
off. Be a self-starter; don’t wait for others to generate a spark in you. It is your life, and you are in control. 
What you do now will determine your future. Remember—the difference between a rut and a grave is only six 
feet. Follow this motto: Seize the moment. 

 

1               2               3                4               5               6               7               8               9               10 
6. Communication: No one likes excuses, after the fact, even if they are legitimate. If you can’t accomplish a 
task as assigned, inform those who should know as soon as possible. The more you communicate, the better 
your relationships will be.  

 

1               2               3                4               5               6               7               8               9               10 
7. Flexibility. Don’t be overly rigid. Most jobs require flexibility to get the best results. Be open to changing 
your approach, your schedule, and even your goals if it will help increase job performance. 

 

1               2               3                4               5               6               7               8               9               10 
8. Dedication. Hard work is the best investment a person can make. You must be dedicated to your job if you 
are to succeed. Don’t automatically take the attitude that you are being exploited by others. A job is usually a 
two-way street. You are helping your employer, but you are also acquiring knowledge and experience that will 
benefit you; also, you are being paid. Most business owners and managers work nearly 10 hours a day trying to 
keep their operations going, and this creates jobs. Employee dedication is needed as well, and it is usually 
greatly appreciated. 

 

1               2               3                4               5               6               7               8               9               10 
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Dr. George Manning Professional Assessment – Pre-Work (Cont.) 
Evaluate your current job performance by circling the appropriate number. 

(1 is low; 10 is high) 
9. Conflict Resolution. Avoid arguments on the job. If you do become a part of a conflict, try to solve 
the problem in private, as soon as possible, and without hurting anyone. Remember, seeing things 
from the other person’s point of view helps resolve unnecessary conflict. 

 

1               2               3                4               5               6               7               8               9               10 
10. Patience. At times, you may feel dissatisfied with your job. If so, wait a reasonable period before 
deciding whether to change jobs. In the meantime, talking to the people with whom you work may 
help you feel like part of the group and may help you enjoy what you are doing. 

 

1               2               3                4               5               6               7               8               9               10 
11. Personal Appearance. Impressions are important, so dress appropriately for work. Maintain 
excellent personal hygiene and keep your clothes presentable.  

 

1               2               3                4               5               6               7               8               9               10 
12. Conscientious Use of Time. Avoid taking more break time than you truly need (including paid 
personal time). Would you like paying someone who is not working? Put yourself in the employer’s 
position and evaluate yourself. Are you giving a full day’s work for a full day’s pay? 

 

1               2               3                4               5               6               7               8               9               10 
13. Gumption. Follow Abraham Lincoln’s prescription: Leave nothing for tomorrow that can be done 
today. Always look for something to do. It costs money and time for one person to keep another 
person busy. If you cannot find something, ask. Never just sit or stand around. Remember, the 
difference between ordinary and extraordinary is the work extra.  

 

1               2               3                4               5               6               7               8               9               10 
14. Excellence. Study or practice your work so that you are truly good at it. This will boost your ego 
and make you more valuable to your employer, which will usually be reflected in your wages. Do not 
become complacent with current success. Remember, a professional in any field knows what it takes 
to perform well, but always strives to improve. 

 

1               2               3                4               5               6               7               8               9               10 
15. Trust Worthiness. Be honest in all your dealings. Word travels quickly, and a poor reputation can 
be acquired faster than a good one. Always tell the truth as you believe it to be.  

 

1               2               3                4               5               6               7               8               9               10 
Scoring and Interpretation: 

Add your scores from the 15 qualities and record the total here: _____________ 
Read the evaluation and discussion that follow. 

Score Evaluation Discussion 

135-150 Outstanding Extremely high performers receive these scores. These individuals produce top results. 
105-134 Very Good Good performers receive these scores. They are solid producers in their organizations. 
75-104 Ordinary People who receive these scores are “doing their jobs”—no more and no less. 

15-74 Below 
Standard 

These scores reflect problems with ability, experience, motivation, or attitude. 
Counseling and training should be sought.  
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Dr. George Manning Professional Assessment 
 
Part 1: Pre-Work 
 

1. Pre-Work Total Score: ____________ 
 
 

2. Based on your total score, which evaluation describes your current performance of the 15 
professional attributes? (Circle one) 
 

Below Standard Ordinary Very Good Outstanding 
15-74 75-104 105-134 135-150 

 
3. Which professional attributes show room for improvement? (Consider examining the 

attributes with the lowest rankings) 
 
 

4. What changes will I make to improve my overall score and evaluation of the professional 
attributes end of the program? 

 
 

 
Part 2: Post-Work 
 

1. Post-Work Total Score: ____________ 
 
 

2. Based on your total score, which evaluation describes your current performance of the 15 
professional attributes? (Circle one) 
 

Below Standard Ordinary Very Good Outstanding 
15-74 75-104 105-134 135-150 

 
3. Did your score improve from the last time you took the professional assessment? Why or 

why not? (Compare to Part 1: Pre-work score listed above) 
 
 
 

4. What is the biggest professional accomplishment you made throughout your time in the 
LLC program? 
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Dr. George Manning Professional Assessment – Post-Work 
 

Evaluate your current job performance by circling the appropriate number. 
(1 is low; 10 is high) 

1. Job Knowledge. Success at work begins with job knowledge. Knowledge enables you to work 
more intelligently and effectively. Make it your business to know what to do, when to do it, and why 
you are doing it.  

1               2               3                4               5               6               7               8               9               10 
2. Dependability. If your work requires being on time, be on time. You should be 10 minutes early 
for the workday if possible. Tardiness lowers your image (this includes lunch and work breaks). Also, 
if you say you will do something, do it. Be known as a person who can be counted on.  

1               2               3                4               5               6               7               8               9               10 
3. Cooperation. Organizational citizenship involves various forms of cooperation and helpfulness. 
Take interest in other people and strive to be helpful. Everyone appreciates someone who is willing to 
lend a hand. Show others you are interested in doing a good job for them. Learn to understand and get 
along with all types of people.  

1               2               3                4               5               6               7               8               9               10 
4. Concentration. There are three kinds of people: those who make things happen, those who watch 
things happen, and those who have no idea what happened. You don’t want to be the third kind. 
Always pay attention to what is going on; that is how you learn. You should try to learn something 
new every day. People are more interested in those who show initiative and concentration. Don’t 
sleepwalk through your day; this is how accidents occur and opportunities are missed 

1               2               3                4               5               6               7               8               9               10 
5. Initiative. If you are not eager to do your job, either you are in the wrong line of work or you have 
allowed yourself to become lazy. If it is the first, find another job; if it is the second, overcome your 
laziness. It will pay off. Be a self-starter; don’t wait for others to generate a spark in you. It is your 
life, and you are in control. What you do now will determine your future. Remember—the difference 
between a rut and a grave is only six feet. Follow this motto: Seize the moment. 

1               2               3                4               5               6               7               8               9               10 
6. Communication: No one likes excuses, after the fact, even if they are legitimate. If you can’t 
accomplish a task as assigned, inform those who should know as soon as possible. The more you 
communicate, the better your relationships will be.  

1               2               3                4               5               6               7               8               9               10 
7. Flexibility. Don’t be overly rigid. Most jobs require flexibility to get the best results. Be open to 
changing your approach, your schedule, and even your goals if it will help increase job performance. 

1               2               3                4               5               6               7               8               9               10 
8. Dedication. Hard work is the best investment a person can make. You must be dedicated to your 
job if you are to succeed. Don’t automatically take the attitude that you are being exploited by others. 
A job is usually a two-way street. You are helping your employer, but you are also acquiring 
knowledge and experience that will benefit you; also, you are being paid. Most business owners and 
managers work nearly 10 hours a day trying to keep their operations going, and this creates jobs. 
Employee dedication is needed as well, and it is usually greatly appreciated. 

1               2               3                4               5               6               7               8               9               10 
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Dr. George Manning Professional Assessment – Post-Work (Cont.) 
Evaluate your current job performance by circling the appropriate number. 

(1 is low; 10 is high) 
9. Conflict Resolution. Avoid arguments on the job. If you do become a part of a conflict, try to solve 
the problem in private, as soon as possible, and without hurting anyone. Remember, seeing things 
from the other person’s point of view helps resolve unnecessary conflict. 

 

1               2               3                4               5               6               7               8               9               10 
10. Patience. At times, you may feel dissatisfied with your job. If so, wait a reasonable period before 
deciding whether to change jobs. In the meantime, talking to the people with whom you work may 
help you feel like part of the group and may help you enjoy what you are doing. 

 

1               2               3                4               5               6               7               8               9               10 
11. Personal Appearance. Impressions are important, so dress appropriately for work. Maintain 
excellent personal hygiene and keep your clothes presentable.  

 

1               2               3                4               5               6               7               8               9               10 
12. Conscientious Use of Time. Avoid taking more break time than you truly need (including paid 
personal time). Would you like paying someone who is not working? Put yourself in the employer’s 
position and evaluate yourself. Are you giving a full day’s work for a full day’s pay? 

 

1               2               3                4               5               6               7               8               9               10 
13. Gumption. Follow Abraham Lincoln’s prescription: Leave nothing for tomorrow that can be done 
today. Always look for something to do. It costs money and time for one person to keep another 
person busy. If you cannot find something, ask. Never just sit or stand around. Remember, the 
difference between ordinary and extraordinary is the work extra.  

 

1               2               3                4               5               6               7               8               9               10 
14. Excellence. Study or practice your work so that you are truly good at it. This will boost your ego 
and make you more valuable to your employer, which will usually be reflected in your wages. Do not 
become complacent with current success. Remember, a professional in any field knows what it takes 
to perform well, but always strives to improve. 

 

1               2               3                4               5               6               7               8               9               10 
15. Trust Worthiness. Be honest in all your dealings. Word travels quickly, and a poor reputation can 
be acquired faster than a good one. Always tell the truth as you believe it to be.  

 

1               2               3                4               5               6               7               8               9               10 
Scoring and Interpretation: 

Add your scores from the 15 qualities and record the total here: _____________ 
Read the evaluation and discussion that follow. 

Score Evaluation Discussion 

135-150 Outstanding Extremely high performers receive these scores. These individuals produce top 
results. 

105-134 Very Good Good performers receive these scores. They are solid producers in their organizations. 
75-104 Ordinary People who receive these scores are “doing their jobs”—no more and no less. 

15-74 Below 
Standard 

These scores reflect problems with ability, experience, motivation, or attitude. 
Counseling and training should be sought.  
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Narrowing the Search – Self Reflection 
 

The goal of this exercise is to help you determine the job you will go for next, based on 
your commitment to begin seeking employment by the end of the Working for a Better 
Life segment. 
 
What’s my next job? 
 

1. What jobs have I done in the past, and what other jobs am I capable of doing 
right now? 

 
 
 
 
 

2. What other jobs could I do that are related to these jobs that I could use skills that 
I possess or learned in the industry? 

 
 
 
 
 

3. Which of these jobs (from #1 and #2) am I willing and capable of doing right 
now? 

 
 
 
 
 

4. Based on the answers given above, the job that I will most likely go for next is … 
 
 
 
 
 
Note: This choice will not be set in stone, and you will have flexibility as you move 
forward. However, you will need to decide your job choice, so that all your upcoming 
practice sessions will be as productive as possible. 
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Job and Education Search Action Plan 
 

Phone: __________________ Email: ___________________________________ 
 
 
 

Notes:  
 
  

Action Item Date Completed 
☐ Employment Priority (Money, Fit, Urgency, Location, etc.) 
1.                                2.                                  3.                                  4.  

 

☐  Complete Master Employment Profile  

☐  Complete Resume  

☐  Get references   

☐  TMAY prepared and polished  

☐  STAR Stories prepared and polished  

☐ Organize job search strategy and manage your search (folder or in Microsoft 
Word/Excel) 

 

☐ Obtain or create a document or spreadsheet for tracking (keep records of 
employers to whom you sent resumes/applications, employer contacts and 
contact information, and any other items related to your job search) 

 

☐ Make a list of “networking” contacts (family, friends, acquaintances, 
doctors, and others you have any type of relationship with. These are persons 
who can help you with your search, either with job openings or information.) 

 

☐ Create a list of employers that you want to target (what industry or 
industries?) and research them. 

 

☐ Identify the types of jobs you’re looking for and create a timetable for each phase of 
search: 
Phase 1 (Ideal/Dream Job) = __________________________________________  
From:     ___________________(date)      To:      ____________________ (date) 
Education Needed: _________________________________________________ 
 
Phase 2 (Connecter/Pathway Job) = ____________________________________  
From:     ___________________(date)      To:      ____________________ (date) 
Education Needed: _________________________________________________ 
 
Phase 3 (“Entry Level/Emergency” Job) = __________________________________ 
From:     ___________________(date)      To:      ____________________ (date) 
Education Needed: _________________________________________________ 

 

☐ Commit to apply for ______ jobs per week.  
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Tell Me About Yourself (TMAY) 
 

The purpose of the TMAY: 
1. To begin to paint a picture of yourself to the interviewer based on how your skills, 

background, and personal skills match the position you are interviewing for. 
2. To interest the interviewer in you and your qualifications. 
3. To build a conversation that directs the interviewer to your strengths and assets. 

Points to remember: 
1. Keep your commercial to 30 seconds 
2. This is NOT your life story 
3. Most listeners can only remember 2-3 points 
4. Change your TMAY to fit the situation 
5. PRACTICE, PRACTICE, PRACTICE 

Here’s the formula: 

Experience: What kind of work have you done? 
 
 
 
Strengths: What kind of tasks are you good at? What skills do you have? Are you 
certified or licensed? How do you stand out? How have you succeeded? 
 
 
 
Fit: How does your experience and strengths make you right for the job? 
 
 
Example: 
“I’ve worked in warehouses for two years sorting and packing materials. I got promoted 
to shift lead because I’ve never missed a day of work and I’ve met my production goals 
95% of the time. I am a good fit for this position, because I have some experience 
supervising and my shift is the most productive shift since I became lead. I know I can 
produce those same results for your company.” 

“I’ve worked as a receptionist and as an administrative assistant. I’m often given tasks 
and special projects like planning an event because I can organize my work well, work 
under pressure and make deadlines. I was given a customer service award for going out 
of my way to make customers happy. I am a good fit for this position, because I can 
handle the pressure of your busy office.” 
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Tell Me About Yourself (TMAY) Worksheet 
 
Experience: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Strengths: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fit: 
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Master Employment Profile 
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Skills Inventory Summary 
 

Review the examples. Then make your own list of personal experiences and skills. Think 
about what you are good at and what makes you feel good when doing it. You should 
review and add experiences and skills after key lessons including Master Employment 
Profile, ONET, eRecruitFit, etc. 

 Skills learned 
through past 
experience and 
education 
(knowledge-
based skills) 

Skills you bring with 
you to any job 
(transferable or 
portable skills) 

Personal traits, 
the things that 
make you who 
you are 

Earned skills 
(outcomes of 
degrees, 
programs, 
certifications) 

Examples  Vendor 
management  

 Landscaping  
 Home repairs 
 Computer skills 

 Communicating 
 Very organized  
 Team leader  
 Problem solving  
 Project management  
 Time management 

 Self-starter  
 Friendly  
 Well-organized  
 Good attitude  
 Creative  
 Analytical 

 Chef 
 Plumber 
 Microsoft 

Office 
 CDL 

Skills I 
Have 

 

 

 

 

 

   

Skills I 
Need or 
Want 
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Jobtimize Individual Career Report Review & Explanation 
 

1. Two traits I display more than most people: 

a. __________________________ 

b. __________________________ 

2. Two traits I display less than most people: 

a. __________________________ 

b. __________________________ 

3. Two traits I display differently than most people: 

a. __________________________ 

b. __________________________ 

4. My Signature Trait of _________________________ will help me succeed in the 
workplace because: 

 

 

5. List two professional roles from your MyCareer Fit report that you are interested in 
pursuing or learning more about: 

a. __________________________ 

b. __________________________ 

6. List two vocational roles from your MyCareer Fit report that you are interested in 
pursuing or learning more about: 

a. __________________________ 

b. __________________________ 
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ONET Summary Reports 
 

Instructions: 

1. Enter www.onetonline.org in your computer’s internet browser 
 

2. Insert your last job position title. For example, if you were a cashier, enter “cashier” into 
the occupation search bar. See below: 

 
 

3. A list of occupations will appear that have similar Knowledge Skills and Abilities. 
Navigate your cursor to your last position or a position similar to your last position and 
click. See below: 

 
4. Review the detailed Summary Report for the occupation you selected. See below: 
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ONET Summary Reports 
 
Summary Report Section #1: The job I will apply for next is: _______________________ 
Complete the following questions, regarding the job you’ll apply for next: 
 List three skills or abilities for this occupation that are listed on your ONET Summary 

Report: 
1. 
2. 
3.  

 
 List three tasks or detailed work activities for this occupation that are listed on your ONET 

Summary Report: 
1. 
2. 
3.  

 
 What education or training is required for this position? (Reference Job Zone section of your 

ONET Summary Report) 
1. 
2. 
3.  

 
Summary Report Section #2: The previous job or experience I’m highlighting is: 
_________________ 
Complete the following questions, regarding your previous job or experience: 
 List two skills, tasks, abilities, or knowledge   from your ONET Summary Report that will be 

transferrable at your next job: 
1. 
2. 
 

Summary Report Section #3: The previous job or experience I’m highlighting is: 
_________________ 
Complete the following questions, regarding your previous job or experience: 
 List two skills, tasks, abilities, or knowledge   from your ONET Summary Report that will be 

transferrable at your next job: 
1. 
2. 
 

Summary Report Section #4: The previous job or experience I’m highlighting is: 
_________________ 
Complete the following questions, regarding your previous job or experience: 
 List two skills, tasks, abilities, or knowledge   from your ONET Summary Report that will be 

transferrable at your next job: 
1. 
2. 
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Functional Resume Template 
 

Name 
Street 

City, State Zip 
Phone: XXX-XXXX Email: name@gmail.com 

SUMMARY: 
[Adjective] [Job Industry] professional with [#years of] experience in [special skill]. Possess a strong 
background in [relevant contexts in which you have worked] and a proven ability to [relevant, measurable 
skills]. Seeking to [relevant objective] in a [desired job position] role. 
 
SKILLS: 

 Skill #1 
 Skill #2 
 Skill #3 

 Skill #4 
 Skill #5 
 Skill #6  

 
PROFESSIONAL ACHIEVEMENTS AND ACCOMPLISHMENTS: 
Customer Relations 

 Action + Results = Accomplishment 
 Action + Results = Accomplishment 
 Action + Results = Accomplishment 

 
Process Improvement 

 Action + Results = Accomplishment 
 Action + Results = Accomplishment 
 Action + Results = Accomplishment 

 
Strategy 

 Action + Results = Accomplishment 
 Action + Results = Accomplishment 
 Action + Results = Accomplishment 

 
WORK EXPERIENCE: 
Company, Job Title/Position—City, State    Month,Year-Month,Year 
Company, Job Title/Position—City, State    Month,Year-Month,Year 
Company, Job Title/Position—City, State    Month,Year-Month,Year 
 
EDUCATION 
Name of Institution, Degree Awarded—City, State     Year 
 
COMPUTER LITERACY 
Microsoft Office Suite (MS Word, Excel, PowerPoint), Adobe Photoshop, Dream Weaver, Oracle 
 
AWARDS/RECOGNITIONS 

 Employee of the Month– McDonald’s     Year 
 
CIVIC COMMUNITY INVOLVEMENT 
[Organization] [Volunteer Title Role]  
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Tough Questions 
 

Position Applying for: _____________________________________________ 

The purpose of the Tough Questions is: 
1. To demonstrate insight and accountability 
2. To show that you’ve learned from the experience 
3. To build a conversation that directs the interviewer to your strengths and assets. 

Tips for answering Tough Questions: 
1. Be specific. You don’t want to invite more questions. 
2. Be sincere 
3. Be honest. 

The following may be considered “tough” or uncomfortable questions to answer during 
an interview: 
 
 Gaps in your work history  Terminated from a job 
 Criminal background  Reasons for leaving past jobs 
 Experience does not match the position 

you are applying for 
 Age Concerns 
 Job Hopping 

 Lack of education, work experience or 
skills 

 Any other question that makes you 
uncomfortable 

 
Here’s the formula: 

Take Responsibility: Own your mistakes. Be accountable. 

Draw the line: What are you doing to correct the situation? What have you learned? How are 
you different now?  

Make it an asset: How has the experience made you a better potential employee? How are you 
stronger, smarter, or better equipped? 

Examples: 
“When I was 19, I made the terrible decision to break into a house to steal things for drug 
money. I was charged with felony theft and spent 18 months in jail. I’ve been sober for 
three years now and have fulfilled all my court obligations including making restitution. 
I’ve learned that drugs and crime are not how I want to live my life. I’ve worked hard to 
make my life better and am ready to work hard for you. 

“I was let go after nearly eight years. I had a lot of conflict with a new supervisor. I have 
thought about this a great deal and I can understand now what went wrong. I did not have 
a clear understanding of expectations and should have asked for further clarification and 
direction. I am positive about being able to make a vulnerable contribution to this 
organization. 



Working for a Better Life 
 

W-24 Life Journal Copyright 1/20 Life Learning Center Rev.1 
 

Tough Questions Reflection Worksheet 
 
Take Responsibility: 
 
 
 
 
 
 
 
 
 
 
 
Draw the Line: 
 
 
 
 
 
 
 
 
 
 
 
Make it an asset: 
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Typical Interview Questions 
 

 

Position Applying For:  
Question Answer 
What 3 words best describe you? Or 
What are your strengths? 

 

Where do you see yourself in five years?  

What are your weaknesses?  

Would you rather work alone or in a team?  

Describe your ideal job or career?  

Describe the characteristics of a successful 
manager. 

 

Why should we hire you for this job?  

What is your biggest achievement?  

What steps have you taken toward reaching 
your goals? 
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Position Applying For:  
Question Answer 
What was your favorite part of your last 
job? 

 

How do you determine success?  

What would your last boss say about you?  

What is your biggest challenge on the job?  
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Giving Examples for Standouts 
 

 STANDOUT SKILLS 
(THROW AWAY) 

SPECIFIC EXAMPLE 

#1  S 
 
R 
 
Q 
 

#2  S 
 
R 
 
Q 
 

#3  S 
 
R 
 
Q 
 

#4  S 
 
R 
 
Q 
 

#5  S 
 
R 
 
Q 
 

 

SPECIFIC – Not generalities or flowery phrases. Tell exactly what you did and how it 
helped.  
RELEVANT – Would this Stand Out be beneficial to this particular position at this 
particular organization? 
QUANTIFIABLE – Use numbers or a story. Stick with facts, not opinion. 
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Star Stories 
 

Position Applying For: ___________________________ 
 
The purpose of the Star Stories: 

1. To demonstrate how you used your skills and actions in a particular situation 
2. Gives some proof you can do what you say 
3. Helps interviewer know you can problem solve 

 
Points to remember: 

1. Keep your STAR stories short and precise with a beginning, middle, and end 
2. Have several prepared 
3. Use these when answering behavioral questions 
4. PRACTICE, PRACTICE, PRACTICE 

 
Here’s the formula: 
 
Situation or Task: Describe the situation that you were in or the task that you needed to 
accomplish. Be specific and give enough detail for the interviewer to understand. 
 
Action you took: Describe the action you took and be sure to keep the focus on you, 
even if others were involved. 
 
Results: How were you the hero? What did you accomplish? What did you learn? 
 
Example: 
“We had an urgent last-minute order for medical supplies. We were already 3 people 
short on our shift, but the product had to go out. I explained to everyone on my shift how 
important it was for the medical equipment to go out on time. I reprioritized the workload 
and arranged to have a slightly later pick up from the shipping company to give my team 
more time to work. We were able to complete the order and get the medical supplies 
where they were needed on time.” 
 
“I have a lawn mowing business and hire a couple people to help each summer. One guy 
accidentally mowed over a very small tree. It wasn’t staked or caged and was really small 
and easy to miss. The owner was home and saw it happen. He was really angry because it 
was an expensive tree. I told him I would make it right. I went that night and bought a 
replacement tree that was bigger and nicer than the one we mowed over. I brought it to 
him and planted it for him. I even put a cage around it to prevent it from getting mowed 
over again. He was really happy and asked for a couple extra business cards to give to 
neighbors.” 
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Star Stories Worksheet 
 
STAR Story #1 (Show how you solved a problem) 
 
Situation or Task: 
 
 
 
 
 
 
Action I took: 
 
 
 
 
 
 
Results: 
 
 
 
 
 
STAR Story #2 (Show how you handled a difficult situation with people) 
 
Situation or Task: 
 
 
 
 
 
Action I took: 
 
 
 
 
 
Results: 
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Accomplishment Action Verbs 
 

Accentuated  
Accompanied  
Achieved  
Acquired  
Acted  
Adapted  
Addressed  
Adjusted  
Administered  
Adopted  
Advanced  
Advertised  
Advised  
Advocated  
Aided  
Allotted  
Amended  
Amplified  
Analyzed  
Anticipated  
Applied  
Appointed  
Appraised  
Approved  
Arranged  
Articulated  
Assembled  
Assessed  
Assigned  
Assisted  
Attended  
Audited  
Authored  
Awarded  
Balanced  
Blended  
Blocked  
Bought  
Bridged  
Broadened  
Budgeted  
Built  
 

 

Calculated  
Canvassed  
Capitalized  
Catalogued  
Cautioned  
Centralized  
Certified  
Chaired  
Challenged  
Changed  
Charted  
Checked  
Cited  
Clarified  
Classified  
Closed 
Co-authored  
Coached  
Communicated  
Compared  
Compiled  
Composed  
Conducted  
Conserved  
Considered  
Consolidated  
Constructed  
Consulted  
Contacted  
Contracted  
Contributed  
Controlled  
Converted  
Conveyed  
Convinced  
Cooperated  
Coordinated  
Counseled  
Corresponded  
Created  
Critiqued  
Cultivated  
 

 

Debated  
Decided  
Decreased 
Deducted  
Defined  
Delegated  
Delivered  
Demonstrated  
Described  
Designated  
Designed  
Detected  
Determined  
Developed  
Devised  
Devoted  
Diagnosed  
Diagramed  
Directed  
Discovered  
Discussed  
Displayed  
Dissected  
Distributed  
Documented  
Drafted  
Drew 
 
Earned  
Edited  
Educated  
Elected  
Enabled  
Encouraged  
Engineered  
Enhanced  
Established  
Estimated  
Evaluated  
Examined  
Executed  
Exhibited  

 

Expanded  
Expedited  
Experimented  
Explained  
Explored  
Expressed  
 
Facilitated  
Fielded 
Finalized  
Finished  
Focused  
Forecasted  
Forged  
Formalized  
Formed  
Formulated  
Fostered  
Founded  
Framed  
Furthered  
 
Gathered  
Generated  
Graded  
Guided  
 
Handled  
Headed  
Hired  
Hosted  
 
Identified  
Illustrated 
Implemented  
Improved  
Incorporated  
Increased  
Influenced  
Informed  
Initiated  
Innovated 
Inspected 
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Accomplishment Action Verbs (Continued) 
 

Inspired  
Installed 
Instituted  
Instructed  
Integrated  
Interacted  
Interpreted  
Interviewed  
Introduced  
Investigated  
Issued  
 
Launched  
Led 
Linked  
Lobbied  
 
Maintained  
Managed  
Mapped  
Marketed  
Measured  
Mediated  
Mentored  
Mobilized  
Modeled  
Modified  
Monitored  
Motivated  
 
Navigated  
Negotiated  
 

 

Observed  
Orchestrated  
Organized  
Originated  
Outlined  
Overhauled  
Oversaw  
 
Participated  
Partnered  
Performed  
Persuaded  
Photographed  
Pioneered  
Planned  
Played  
Plotted  
Predicted  
Prepared  
Presented  
Processed  
Produced  
Programmed  
Promoted  
Proposed  
Provided  
Publicized  
Purchased  
 
Qualified  
Questioned  
 
 

 

Raised  
Ranked  
Recorded  
Redesigned  
Refined  
Rehabilitated  
Remodeled  
Reorganized  
Repaired  
Represented  
Researched  
Resolved  
Responded  
Restored  
Revamped  
Reviewed  
Revised  
Revitalized  
Revived  
 
Scheduled  
Screened  
Scrutinized  
Secured  
Selected  
Served  
Serviced  
Settled  
Shaped  
Simulated  
Sold  
Solicited  
Solved  
Sought  
Specialized  
Specified  
Spoke  
Sponsored  
Staffed  
 

Standardized 
Stimulated  
Streamlined  
Strengthened  
Studied  
Submitted  
Summarized  
Supervised  
Supplied  
Supported  
Surveyed  
 
Tailored  
Taught  
Targeted  
Tested  
Trained  
Translated  
 
Updated  
 
Verified  
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Preparing for the Telephone Interview Checklists 
 

Job Specific 

 Know about the Job (Title and Description of Duties) 
 Knowledge, Skills, and Abilities Required for the Job 
 Research company mission and values 
 Practice 
 Answering questions  
 TMAY and STAR Stories 
 Sitting up straight (pretend they can see you) and speaking clearly 
 Choose a quiet place to conduct the call 
 Area to place pad of paper to write on and place your resume, research 

notes, and job description, STAR stories, without hunting for them. 
 Do not conduct the call while riding in a car or bus or sitting outside 
 Make sure noise from construction, highway or playground cannot be 

heard 
  
Personal Arrangements 
 Arrange for child care/elderly care support for the day of Telephone Interview 

(support should arrive 30 minutes before call) 
 Speak with family/friends about importance of being quiet when conducting call 
  
Day Before Call 
 Make sure ____________________ helping with child care/elderly care arrives 

30-minutes before call 
 Remind family about importance of being quiet when conducting call 
 Make up lunches/snack, get clothes ready for children/elders, pull bus fare 
 Check area where you will conduct call – place pen and pad, job description, 

research notes, STAR Stories, and resume on desk. 
 Choose clothes to wear during interview (should be professional, clean, and 

pressed—pretend they can see you 
 Make sure phone on which call will come in is working (charge if needed) 
 Review questions and practice answers (speak out loud to hear your responses) 
 Get a good night’s sleep 

  



Working for a Better Life 
 

Rev.1 Life Journal Copyright 1/20 Life Learning Center W-33 
 

Telephone Interview Checklist (Continued) 
 
Morning of Interview 
 Remind everyone of call and importance of being quiet during call 
 Eat and drink a healthy meal 
 Dress professionally and wear light makeup 
 Double check the area where you will conduct the call (test the pen and make 

sure it writes) 
 Make sure outside noise from construction or playground is minimized (close 

window) 
  Do not chew gum or eat during the interview 

 Do not drink water or coffee during the interview because you could 
accidentally knock it over and spill it all over everything 

 Do not have loud music playing in the background 
 

Preparing Questions for the Telephone Interviewer 
1. Is this a new position? 

_____________________________________________________________ 

2. What kinds of problems are they looking to solve? 
_____________________________________________________________ 

3. What are the next steps in the hiring process? 
 _____________________________________________________________ 

Caution: Do not ask questions about salary, benefits, nor ask for the job. 

Closing Statement(s): 
Thank you for speaking with me. I am looking forward to hearing from you about 
participating in a personal interview. If you have any other questions or need any other 
information, just let me know. 

After Interview – Immediately 
 Write thank you note to interviewer 
 Review notes from interview and rewrite if needed for clarity 
 Contact Life Learning Center and share how things went 
 Verbally thank person who practiced you 
 Write thank you note to LLC to person who helped you prepare for 

interview 
 Thank person who provided support with care/elder care 
 Thank family and friends who helped you prepare for the interview and for 

being quiet during interview 
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Preparing for the Face-to-Face Interview Checklists 
 

Job Specific 

 Exact date and time of interview - 
 List of people with whom you will be meeting: 
 Name 
 Title 
 Time you will be meeting with that person 
 Expected length of interview 
 Address of where you are to report 
 Exact Address 
 Tips to reach building 
 Where to park 
 If taking a bus, best place to be dropped off 
 Exact point to enter building 
 What are security measures; i.e., will you be asked to place purse and keys in a 

bin to be screened? Remove shoes? 
 Whose name should you give Security/Receptionist? 
 Name and phone number of person to contact in event of traffic jam or other 

unforeseen emergency 
  
 Request advance list of questions 
 Practice 
 Answering questions  
 TMAY and STAR stories 
 Shaking hands 
 How to respond to introductions 
 Sitting up straight 
 Speaking clearly 
 Making eye contact 
 Taking notes 
 Research 
 Individuals who will be conducting the interview 
 Review notes from Telephone Interview – What did you learn? 
Personal Arrangements 
 Arrange for childcare/elderly care support for the day of Face-to-Face Interview 

(support should arrive 1-hour before leaving for interview) 
 Make up list of: 
 Schedules – children – school (transport to/from), eating, naps, homework, 

bedtime, rehearsals and practices 
 Schedules – elderly – appointments, eating, naps, exercise, bedtime 
 Emergency numbers – doctors, parents, grandparents, and how to reach 

company where you will be interviewing 
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Face-to-Face Interview Checklist (Continued) 
 
Confirm Transportation 
 If driving, make two dry runs – one during peak rush hour; one during non-rush 

hour – note driving time to determine when you should leave home 
 If taxi/bus, make a dry run 
 Note transport time 

Note how far drop off is from building entrance 
 Time how long it takes to walk from the drop-off point to the building’s 

entrance 
 Will you need to leave earlier? 
Emergency Money 
 Make sure you have some extra cash in case you need it for any reason 
Day Before Face-to-Face Interview 
 Make sure _______________helping with child care/elderly care arrives 1-hour 

before you have to leave 
 Make up lunches/snacks, get clothes ready for children/elders, pull bus fare 
 If driving, make sure the gas tank is full 
 If taking a taxi, call cab company and confirm time cab will arrive 
 Ask about policy if there is inclement weather 
 Confirm amount needed for fare (to and from) 
 Choose clothes to wear during interview (professional, clean, and pressed) 
 Avoid tight fitting clothing and items with holes in them (even if you paid 

$100 for them) 
 Dress shirt/blouse 
 Shirt should have a collar 
 Avoid see-through and/or low-cut blouses, and lacey items 
 Avoid wearing dark colored bra under light colored blouse 
 Slacks or dress pants 
 Avoid jean material and cargo pants 
 If slacks/pants/skirts have belt loops, wear a belt 
 Dress/skirt 
 A-line or Pencil skirt preferred 
 Hem should at least reach above the knee 
 Avoid tight fitting dresses/skirts 
 Wear dress shoes or 3-inch or lower heels 
 Avoid elevator shoes, spiked heels, gym shoes, sandals, crocs 
 Jewelry – kept to a minimum and style simple 
 Cosmetics should be modest and lightly applied 
 Check all items to make sure there are no frayed or torn cuffs/collars, 

seams splitting, missing buttons or snaps, hanging threads, holes in elbows 
or knees, buttons button, zippers zip, and snaps snap 

 Make sure all items are clean, free of stains, pressed and fit comfortably 
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Face-to-Face Interview Checklist (Continued) 
 
Day Before Face-to-Face Interview (Continued) 
 Make sure you have a cell phone to use in case you have to alert interviewer of 

traffic jam 
 Charge the cell phone 
 Review questions and practice answers (speak out loud to hear your responses) 
 Bathe and wash hair 
 Carry enough cash to buy a coke or bottle of water, or light snack, if needed 
 Put interview materials in a folder – should include: 
 Directions to building and what to do upon arrival 

Name and phone number of person to contact in case of emergency 
Extra copies of resume – 3 to 6 

 List of names/titles of each person with whom you will meet and times 
you will meet 

 Note pad 
 Pen/Pencil 
 Bus/Taxi Schedules, phone numbers and fares 

 List of References (leave only if they ask for them – do not offer them) 
 

Morning of Interview 
 Check weather and traffic and plan to leave earlier if needed 
 Call _____________ to make sure they are aware of issues and must arrive earlier if 

needed 
 Eat and drink a healthy meal 
 Double check folder with writing paper and copies of your resume 
 Do you have notes from Telephone Interview? 
 Do you have 3 to 6 copies of your resume 
 Do you have names, titles, and dates/times of each individual with whom you 

will meet? 
 Do you have a notepad? 
 References (leave only if they ask for them – do not offer them) 
  Do not chew gum or eat during the interview 

 If everyone else is eating, to be polite, choose something to put in front of you. 
However, if the items offered are gooey or covered in a sauce or a glaze, do not 
attempt to eat it during the interview. 
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Preparing Questions for the Telephone Interviewer 
1. What is the most important thing the person you hire can do for you and the 

department? 
_____________________________________________________________ 

2. What kinds of problems are they looking to solve? 
_____________________________________________________________ 

3. What are the next steps in the hiring process? 
 _____________________________________________________________ 

Caution: Do not ask questions about salary, benefits, nor ask for the job. 

Closing Statement(s): 
Thank you for speaking with me. I am looking forward to hearing from you about 
participating in a personal interview. If you have any other questions or need any other 
information, just let me know. 

After Interview – Immediately 
 Write thank you note to each interviewer 
 Review notes from interview and rewrite if needed clarity 
 Contact Life Learning Center and share how things went 
 Verbally thank person who practiced with you 
 Write thank you note to LLC person who helped you prepare for 

interview 
 Thank person who provided support with child/elder care 
 Thank family and friends who helped you prepare for interview 
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Interview Checklist 
 

Planning 
Checklist Items Yes No Comments 
Brought appropriate tools? 
 Binder 
 Portfolio 
 Note pad 
 Pen/pencil 

   

Completed Application/Resume?    

Brought a copy of the job description?    

Preparation 
Checklist Items Yes No Comments 
Groomed and dressed appropriately? 
 Well-fitting clothes, clean & wrinkle-

free 
 Shoes clean/shined 
 Subtle accessories 
 Subtle make-up (women) 
 Appropriately colored socks/hosiery 
 Hair, no piercings, tattoos covered 

   

Gave a firm handshake?    

Smiled?    

Good eye contact?    

Good body language?    

Minimal or no cologne/perfume?    

Confident?    

Knew important aspects of the job?    

Presented TMAY (Tell Me About 
Yourself) 

   

Used STAR stories to answer interviewer 
questions? 

   

Knew his/her strengths and “areas in need 
of improvement”? 

   

Answers were not too short or too long?    
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Interview Checklist Continued 

Conclusion 

Checklist Items Yes No Comments 

Had questions prepared for the 
interviewer? 

   

Asked for “next steps” in the hiring 
process, requested a business card or the 
person’s contact information to follow up? 

   

Asked for the job?    
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Mock Interviews & Employer Panel 
 

Interview Follow-Up Questions: 
1. Can you tell me more about the day-to-day responsibilities of your company/organization? 

2. What do you think are the most important qualities for someone to excel within your 
company/organization? 

3. Where do you think the company is headed in the next 5 years? 

4. What is the typical career path for someone in your organization? 

5. What are the typical next steps in the interview process? 

6. What do you like best about working for your company? 

7. What does success look like in your organization, and how do you measure it? 

8. Does your company participate in any service/volunteer work? 

 

Interview Feedback Questions: 
1. What questions were answered particularly well? 

2. What questions were answered that could use improvement? 

3. How would you recommend presenting a weakness in an interview? 

4. When answering the question, “Tell me about yourself”, would you prefer a more 
professional or personal response? 

5. How do you recommend that one disclose their criminal background in an interview? 

6. What advice do you have for someone who may not possess all the education or 
experience listed in the job posting? 

7. How long do you recommend waiting before following up after a job interview? 
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Mock Interviews 
 

Use the space below to note the employers and companies assigned to each cubicle. 
Place a check mark in the box for the cubicles you’ve visited. 

CUBICLE #___□  

Employer Name: ___________________ 

Company: ________________________ 

Notes: 

 
 

CUBICLE #___ □ 

Employer Name: __________________ 

Company: _______________________ 

Notes: 

 

 

CUBICLE #___ □ 

Employer Name: __________________ 

Company: _______________________ 

Notes: 

 

 

CUBICLE #___ □ 

Employer Name: __________________ 

Company: _______________________ 

Notes:  

 

CUBICLE #___ □ 

Employer Name: __________________ 

Company: _______________________ 

Notes: 

 

CUBICLE #___ □ 

Employer Name: __________________ 

Company: _______________________ 

Notes: 

 

 

CUBICLE #___ □ 

Employer Name: __________________ 

Company: _______________________ 

Notes: 

 

 

CUBICLE #___ □ 

Employer Name: __________________ 

Company: _______________________ 

Notes: 
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After the Interview: Thank You Note Examples 
 

Use the examples below to help you draft your own thank you note to one of today’s mock 
interviewers. Return your completed thank you note to the LLC front desk for mailing. 

 
Example #1: 
Hello <Interviewer’s Name>, 
 
Thank you for your time <yesterday/Friday/etc.>. I enjoyed our conversation about <specific 
topic you discussed> and enjoyed learning about the <Job Title> position overall. I’m looking 
forward to hearing any updates you can share, and don’t hesitate to contact me if you have any 
questions or concerns in the meantime. 
 
Best Regards, 
<Your Name> 
<Phone Number> 
<Email Address> 
 
Example #2: 
Hello <Interviewer’s Name>, 
 
Thank you for taking the time to speak with me <yesterday/Friday/etc.>. It was a pleasure 
talking with you and learning more about <company name>. I’m looking forward to hearing 
from you about the next steps and/or any feedback you’d like to offer. Please don’t hesitate to 
contact me in the meantime if you have any questions. Thank you again, and I hope to hear from 
you soon. 
 
Best Regards, 
<Your Name> 
<Phone Number> 
<Email Address> 
 
Example #3: 
Dear (Interviewer’s Name), 
 
Thank you very much for volunteering your time to participate in Life Learning Center’s Mock 
Interviews on (date). You gave me quite a bit of insight about your organization and provided 
helpful feedback. Please feel free to contact me at the number and e-mail address provided 
below if you would like to follow up in the future. 
 
Best Regards, 
<Your Name> 
<Phone Number> 
<Email Address> 

  



Working for a Better Life 
 

Rev.1 Life Journal Copyright 1/20 Life Learning Center W-43 
 

Job Search Cover Letter  
 
Cover Letter Tips: 
Before you write the cover letter, pull: 

 The Job Posting: 
o Highlight the job title 
o Highlight the company name and address 
o Highlight the name of the hiring manager. If no name given, try to find out. If unable to 

find out, address letter to Director of Human Resources or whatever department is listed 
in the Job Posting. 

o Highlight instructions on where to send your resume and cover letter: Note emailing 
instructions. 

o Highlight the Qualifications Section 
o Highlight instructions regarding references. 

 Your Resume: 
o Make sure the resume you are sending matches the Job Posting 

 

Access the Cover Letter Template from your flash drive. 

Once you have pulled up the Template, immediately save it. Recommend naming the that 
includes the position and company. This will make it easier to keep track of the letters sent. 
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Cover Letter Template  
 
Your Name 
Your Address  
Your City, State, Zip Code  
Your Phone Number  
Your Email Address 
 
Date 
 
Contact Name 
Contact Title 
Contact Company 
Contact Address 
Contact City, State, Zip Code 
 
RE: <Position Job Title> 
 
Dear Mr./Ms. Last Name: 
 
I recently learned from <name of mutual contact; or your website or Indeed> that <name of 
company> is looking for a <position job title>. I respectfully request to be considered a candidate 
for this position. 
 
I believe I can bring value to your company in this position because my background includes 
<saving one-hour a day by rearranging supplies>. <Also, I participated on a team that won first 
prize in a safety contest.> 
 
My attached resume provides additional details about my capabilities. I would appreciate the 
opportunity to further discuss how I might help <name of company> achieve its mission through 
this position. If you need additional information or would like to set up an interview, I can be 
reached at <email address> or by phone at <xxx.xxx.xxxx). 
 
Respectfully Yours (or Sincerely,) 
 
Signature: 
Handwritten Signature (for a mailed letter) 
Typed Signature (for emailed letter) 
 

Attachment(s):Resume <and References> 
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Job Search References  
 
Reference Tips: 
 

Before you make up your references page, make up a list of individuals to call and ask 
permission to use them as a reference. People to include in this list are: past supervisors, people 
you served on a committee with, other team members, Life Learning Center staff. 

NOTE:  Do NOT use family and friends as references. 

 Make a master list of references. For each person, you should have the following 
information: 
o Name 
o Job Title (if still working) 
o Name of Company (current company – but indicate if you worked at a different company 

together) 
o Phone number 
o Email Address 

 NOTE:  Do NOT blindly list every reference every time. Determine which 
references to use that best fit the position for which you are applying. 

 
 Make up the Job Reference List 

 
 Notify your references you have submitted their contact information and identify the name of 

the company and position for which you are applying. 
 

 When you notify your references, let them know whether or not you have already had an 
interview with the prospective employer. 

 
 Access the Reference Template from your flash drive and immediately rename it “Reference 

Job Title Company.”  
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Resume Reference Template 
 

Name 
Street 

City, State Zip 
Phone: XXX-XXXX Email: name@gmail.com 

 

Position: Job Title 

Company: ABC Company 

Reference #1 

Name 

Company 

Phone 

Email 

 

Reference #2 

Name 

Company 

Phone 

Email 

Reference #3 

Name 

Company (Note: Name and I previously worked together at XYZ Company) 

Phone 

Email 
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Indeed and ZipRecruiter 
 
Go to Indeed & create an account: 

• Username/Email: ________________________________ 

• Password: _________________________________ 

 

 

Go to ZipRecruiter & create an account: 

• Username/Email: ________________________________ 

• Password: _________________________________ 

 
 
 
  

 Sign up for daily/weekly job alerts at both sites. 
 Choose Job Type & Location to browse jobs in your area.  
 Select a job to apply for, copy/paste cover letter (if applicable), upload resume and APPLY! 
 

 
List 3 positions you applied for on Indeed: 
1. 
2. 
3. 
 

List 3 positions you applied for on ZipRecruiter: 
1. 
2. 
3. 
 

 

  



Working for a Better Life 
 

W-48 Life Journal Copyright 1/20 Life Learning Center Rev.1 
 

Direct Websites & Online Assessments 
 
Question: What Are Talent Assessments and How Do Companies Use Them? 
 
Answer: Talent assessments, also called pre-employment tests or employment screening tests, 
are used to help employers identify candidates who will be a good fit for jobs at their company. 
Talent assessments help predict a new hire’s on-the-job performance and retainability, so, in 
theory, applicants who pass the screening test should perform better as employees if they're 
hired. Talent assessment tests are based on hiring and retention case studies and analyzing 
employee data. The test results will give the company an indication of how close a match the 
candidate taking the test will be to the company's hiring specifications. 

Companies Using Talent Assessment 
Talent assessments are used as part of an online screening process that help employers decide 
which candidates to interview and are given online or in a company or store office via computer 
or a hiring kiosk. Many large companies like Macy’s, PetSmart, Lowe’s, Bloomingdales, Sears, 
Express Scripts, Radio Shack, Walmart, and Burger King, just to mention a few, use pre-
employment testing. 

Online Talent Assessments 
While applying at one of the companies that use online talent assessments, the entire hiring 
process is handled via the Internet. Job postings are listed online, candidates apply online 
through the company web site, and then take the talent assessment. 

Applicants either take the test when they apply online or are directed, via email or the company 
web site, on how to take the test. Tests may be hosted on a third-party web site. If they are, you'll 
be given instructions on how to access and take the test. 

Talent Assessment Outcomes 
After you take the test, you may be told immediately (Walmart's test gives you information right 
away) whether you passed or failed, or you may not know how you did. 

In some cases, you will be notified if the company is interested in hiring you. In other cases, you 
may not hear back at all, depending on company policy regarding notifying applicants for 
employment. 

By the way, pass or fail is a relative term. It's based on how the employer thinks a candidate 
should answer, which doesn't necessarily correlate with your qualifications for employment. 

In many cases, the company is looking for a certain type of employee that is a fit for their 
organization structure. 

Companies often have waiting periods before applicants who don't pass the test can take it again. 
Details on retaking assessments should be available on the company website. 
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Sample Assessment Questions: 
What best describes your experiences providing feedback to others at work? 
• You do not have experience 
• You have provided feedback to co-workers 
• You have provided feedback to people working for you 
• You have given feedback to direct reports about their performance 
• You have set standards to achieve optimal format 

 
Select matching terms for: ___________ is to water as eat is to ___________ 
• dog - cat 
• foot - hand 
• woman - office 
• drink - food 
• ocean – mountain 

 
It is best to analyze all the facts before making a decision. 
Strongly Disagree     Disagree                Neutral             Agree   Strongly Agree 
 
I know what is expected of me at work.       True  False 
 
I believe feedback is essential for improving performance. 
Strongly Disagree     Disagree                Neutral             Agree   Strongly Agree 
 
Now…practice your online application & assessment skills by navigating to the “Careers” link 
on any of the company websites below to complete and submit an application for employment: 
 
AT&T 
Applebee's 
Buffalo Wild Wings 
Convergys 
Hewlett Packard 
Home Depot 
Kroger's 
 

Macy's  
McDonald’s 
Sears  
Speedway 
Target 
United States Postal Service 
Walmart/Sam's Club 
 

 
Remember to save each site’s login & password information! 
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Creating Job Board Accounts: 
Create accounts & browse jobs at some of the following websites/job boards: 

***Don’t forget to write down all of your log-in information for future use, as all sites vary!  

Craigslist: www.craigslist.org  

Indeed: http://www.indeed.com/  

CareerBuilder: http://www.careerbuilder.com/  

Northern Kentucky Chamber of Commerce: http://jobs-nky.com/Job-Seekers/Default.aspx  

Technology/Internet Jobs: www.crunchboard.com  

Job News Cincinnati: https://www.jobnewsusa.com/cincinnati/  

Accounting/Finance Industry: www.financialjobbank.com  

Healthcare Industry: www.healthcarejobsite.com  

St. Elizabeth Healthcare: 
http://www.stelizabeth.com/humanresources/humanresourcesapplyonline.aspx  

Retail Jobs, all positions: www.allretailjobs.com  

Kenton County School District: 
https://kenton.munisselfservice.com/employmentopportunities/default.aspx  

H-Careers (Hospitality): http://www.hcareers.com/#  

My.Jobs (Direct Employers): http://www.my.jobs/ 


