I
RESUME

 
1.  Resume Checklist


A. How to Write a Resume/Purpose of a Resume



B. A resume is a printed picture of you. It is a summary of your 

background and experiences 

    1. Personal

    2. Education

    3. Work experience

    4. Activities/Interests/Special Skills

    5. References 

2.  Application
            A. Preparation
     1. Personal identification  (i.e. social security etc.)

2. Documented work history

      3. Documented education and accreditations
      4. Awards

      5. References 

       B. Personal information
       C. Background information

       D. Job related information
II       THE INTERVIEW

1. Interview Hints
A. Go to the interview alone  

B. Be on time or a few minutes early Look neat and clean.  The employer will notice your hair, teeth, hands, fingernails, shoes and clothes.

C. Do not slouch.  

D. Speak in a clear and pleasant manner

E. Introduce yourself in a quiet, easy and confident way\Try not to act nervous by playing with keys, pencils or jewelry.  If you act relaxed, the employer will think you are confident.  If you overdo it, he will think you are too confident or not interested.

F. Do not smoke or chew gum during the interview
                      2. Your Body Language

         

   A. Sit up straight and lean slightly forward in your seat

   B. Smile.  
   C. Make frequent eye contact

   D. Paying attention to your voice level.
   E. Face the interviewer squarely

                      3. Pre-Interview Checklist

A. Where do I go?

B. When is the interview?

C. Who is the interviewer?

D. How will I get there? 

4. Make sure you have:

A. Your current resume

B. Your social security card

C. Your Michigan ID card or driver’s license

5.   What should I do to get ready for the interview?

A. Take a shower or bath.

B. Make sure hair is clean, brushed.

C. Make sure that you brush your teeth.

D. Make sure to wear appropriate clothing and that it is clean and not wrinkled.

6. DO NOT:

A. Wear nylons with runs in them (if you are a female!) – but make sure that you always wear nylons (with a dress or skirt) even if it is hot.

B. Wear tennis shoes.

C. Chew gum.

D. Smoke – at least one hour before your interview.

7. Sample interview questions

A. Tell me about yourself.

B. What are you looking for in a job?

C. Do you work well under pressure?  Do you ever get angry?  Explain.

D. What is your greatest strength?

E. What is your greatest weakness?

F. Why do you want to work for us?

G. How would you describe your personality?

H. What did you like best/least about your last (or present) job?

I. How much do you know about our company?

J. Have you ever been fired?

K. Do you prefer working with others or working independently?

L. How would you describe the “ideal” boss?

III JOB COACH 
1. What  is a job coach?

2. When  do you get a job coach?

3. What are some of the job coach’s responsibilities?

A .Assistance with learning specific work duties and performance standards (learning to do the task
B. Assistance with understanding the workplace culture.  
C. Provide direct employment related interventions when needed.

      D. Assist in the development of “natural supports” in the workplace. 

E. Teach independence!

F. Maintain good communication with the employer.  
G. Give feedback to the individual and employer.

H. Provide continual follow up support.  

I. Re-training, when necessary.  

J. The individual will do as much of the work as they can without assistance.  
K. Job coaches will not do the job for the individual

L. This is the individual’s job!  
M. Calling in sick, asking for time off, and changing transportation is the responsibility of the individual.  

IV SUPPORTED EMPLOYMENT
1. What is supported employment?

2. What is competitive work?

3. What is an integrated work setting?

4. What are workers with most significant disabilities?  

5. What is ongoing support services?

A.Individual Model  

B.Job Share Model

C.Micro-enterprises (or self-employment):  

