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1012341"25346!"211788723/98:1!!! Provide county leadership.

101234!"25346!;/<=941/34!2>1?2@! A!B=1706! (/9C7D/8: Provides the Ohio
Works First Program, Food Stamps, Children Services, Child Support, Medicaid,
Transportation, and Workforce Investment Act services.

E29F>29D/!'3C/841/34! *D4: Provides Education, Training, and Employment
assistance to eligible adults, youth, and dislocated workers.

Labor Market Information and Reemployment Services.

"21153746! *D4723! "211788723! 2>! ./01234! "25346: Provides over 25
programs to help low income residents of Belmont County overcome poverty.
Programming is offered in the areas of employment, housing, education, health,
nutrition, transportation, childcare, and income management

#G72! +/G=@7074=4723! (/9C7D/8! "211788723:Provides vocational evaluation,
diagnostic testing, medical treatment, job training and placement services, and
employment and training opportunities for disabled persons

(/37291%1<0261/34!)92H9=1. A part-time employment program for low-income
persons age 55 or over. Program participants work at community and government
agencies and are paid the Federal or State minimum wage, whichever is higher.
They may also receive training, and can use their participation as a bridge to other
employment positions which are not supported with Federal funds.

1/4/9=38J")92H9=1 : Provides employment and training assistance to Veterans
i

.101234'&/DG37D=0!"200/H/: Provides post-secondary education through multiple
certificate and associate degree programs, continuing education opportunities,
financial aid assistance, career counseling and workforce training, and development
for area businesses

I

K7LM%=84!"=9//9!=3L!&/DG3202H6!"/34/98: Provides the Adult Basic and
Literacy Education Program which offers educational opportunities for adults who
lack the basic skills needed for effective citizenship, further education and
productive employment.

N!
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Welcome to Belmont County Connections...Your One-Stop for Employment Resources and
Training in Belmont County! Connections is a four-county (Belmont, Carroll, Harrison and
Jefferson) One-Stop Delivery System that provides employment and training services and
information on community resources to individuals.

At Connections, you can ...

» search for work on Ohio’s job search system: www.ohiomeansjobs.com

» search for employment on local, state and national web sites through the Internet
* view videos, utilize software and access books and brochures to ...
- learn job search techniques to help you find employment
- improve your interviewing skills to land the job you want
- learn how to properly complete employment applications
- assess your interests and abilities in choosing a career
- learn about resumes and cover letters
« attend free computer classes to learn basic computer skills

» use computers to job search and create resumes and cover letters

* obtain Labor Market Information on employment trends, occupations, wages and
careers

» access information on training providers and training assistance available through
the Workforce Investment Act Program and other sources

» have resumes created for you

» obtain information on and referrals to providers of other services in the area
* use our telephones and fax machine to assist you in your job search

* use our telephones to file for unemployment compensation

* learn about subsidized employment programs designed to provide work experience
and employability skills for eligible youth and Senior Workers

* access Veterans’ services and information
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! HEN&'()$"&H# !

Welcome to The Job Shop ...

Looking for a job is a job in itself. It requires a positive attitude, preparation,
organization, effort, time and commitment. Looking for a job is a task you must
undertake yourself ... no one is going to do it for you.

The job market is very competitive, and you must gain a “winning edge” on your
competition by acquiring the skills and knowledge to conduct a successful job search.
This workshop will help you gain that “Winning Edge” by providing you a strong
foundation of job search basics from self-assessment, to appearance, to job search
methods, to interviewing and to keeping and advancing in a job.

Although this workshop will sharpen your job search skills, it will not help you find a job
unless you put what you learned to use. You must go the “extra mile” to learn all you
can about finding a job and keeping a job.

Take advantage of the software, videos, books and brochures that are available in our
Resource Center if you want to expand your knowledge beyond what is presented here.

We hope you find this information beneficial, and we wish you the best of luck in finding
employment!

Sincerely,

I"HEU6&" H#()*&'+,$-) 1/

*|
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! “Job Specific Skills”
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! “Personal Skills”

! “Transferable Skills”
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O*((%-("TTTTTTTTTTTTTTTTTTTITTITTITTTTITTTITTITTITTTITTITTITTITTITITTITTITTITTITITITITTITTITT
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! Criminal Record

|

"#$%&"B()*#+(!,-.1)O(N'L)**(23()/()4!-5!,-."16.&!,-.11)2!-0($1-7 (1#&!B#&/!
9($%(0($)21(N2414(&($T#2)&#-2:11;(1-24"14-  12-&*#(1-2N21(79*-,7(2&!)99*#1) &#-2!
)6-.&!,-. PIISHT7#2)*1$(1-$4:11<2%8($!&$.5.**,16.&!4-12-&14#%1*-% (1 7-$(1&/) 21#%!
2(1(%%)$,:1=5!1,-N$(1/#$(41)241&/(1(79*-,($  '5#24%!-.&!*)&($!&/)&!,-.I*#(41-2],-.$!
)99 #1)&#-2',-.11- *416(15#$(4:11<*%0-'1,-.$! 9$-6)&#-2!-55#1($!7#3/&!11)**1&/(1(79*-,($&-!
O($#5,!,-.$!(79*-,7(2&:!

|

=518/(1&-9#111-7(%!.01#21&/(H2&($0#(8'1% &) G(LEHT (1) 2414-12-&13- 1#2&-14(&)#*%%:11>-0 !
-216,15-1.9%6#231-21 - $1%24#**%'18/) & -.1*()$ 2(415$-7! - $17#%8&)?('1)2418/)&! -.1/)0(!
4-2(1&-1#79%-0(1,-. $%(*51%.1/1)%!&) 2#231%)%96(%!) 2410-* 2&(($'8-$2:1 @-.12((4!&!
(%&)6*#%)!, - $IS(*#)6H#*#8&,1) 24! - $14(YoHS(1&-1%. 11 ((4:!

|

@-.!1)2!.%(!A-22(1&#-2%B!$(%-.$1(%!$47-$(!#25-$7)&#—2!-2!&/#%!&-9#1:!

[

! Age Discrimination for the Mature Worker

[

-7(1(79*-,($%!7),10#(8!&/(1)3(!-5N)17)&. $(18-$?($!)%!)!6)$$#($!)24!1)!$()%-2!2-&!&-!
1#$(:1@-.17.%&1%/-8!,-.$!)3(1#%!)2!) %% (&:!!!

|

C($(1)$(1%-7(1849%D!
|

Bl F$-0(,-)$(14(4#1)&(41)2417-$(1)981&-1%68),1#21)IG-618/)21)! - 23($19($%-2:!

El &$(%%!,-.$10)%8&1)24144#0($% (| (HOGRH(#2!4()*#2318#8&/10)$#-.%!9(-9%(1) 24!
o#&.)&H-2%:!

Bl &$(%%! - $1% 24061241, - $14(%o$(1&-1*()$212(81% 240!

El "1.9%!-2]-$(HO(SH#(21(I'2-814)&(%:!

El :&$(%%!,-.))$(1S(1(98H0(1&-11/)23(1)2412(81#4()%!)241&(1/2-*-3, !

E! J2!,-.$!$(%.7(1-7#&!39)4.)&#-214)  &(%!#5!&/(,1)$(1)!*-23!1&#7(!)3-:!

E! J21,-.$!1$(%.7("*#%&!$(1(2&!8-$?!(FD($#(21(1)24!-7#&!18-$? (HI($#(21(15%-7!
,($%!)3-:!

E! K$(%%!%&,*#%/')2419%-5(%¥64828+-4),B%!8-$?79*) 1(:!

I

! Overqualified

I

L79*-,($%!7),'6 (/(%o#&)2&!&-!/# $(1)21#24#0#4.)*1&/(,'0#(8)%!-0($M.)*#5#(416(1).% (! &/(!

#24#0#4.)*17),16(1-7('M.#1?* 1 4#% %y #%5#(4!18#&/!1&/(1G-6!) 24! M .#&:!

|

C($(1)$(1%-7(18#9%D!
|

Bl 1/-81)106#21 (S(H28(S(%&IH21&/(19-06H#8H-21)2411-79)2, !
El :&)&(,-D$(15.5, IM.)#5#(4112-&1-0($M.) *#5#(4:!
El &$(%%! - $1%- )*&, 1) 2414(%HS(18-1%8), \@EIG-6!5-$)1*-2318#7 (1) 241&-16.#+4! - $!

1)$(($!18#8&/1&/(11-79)2,!
El K#%L1.9%!,-.$1%24#%18&/)&NS$(1$(*(0)2&!&-1&/(!G-6:1!
Bl =20)1$(%.7(14-12-&15.%% 14#%1*-0%(1)**1-51 - $10624*+061&/)&!17),19$(%(2&! &/ (#7)3(1-5!
6(#231-0($M. ) #5#(415-$1&/(1G-6:1IN)#*-$!, - §%.7 (1&-1&/(! G-61%-1#8&1-2*, 1$(5*(1&%!
&1(1% #0601 2((4(415-$1&/(1G-61)2412-&/#2317-$(;!
|

11




! I"HSI068HE

|

"HHS%6896' ($1)H1061*+ 06+, $'+1%- /+10./&*$123114+1&$21$(+*156.10./198$1%'71+6$!), %8$!0./!
5%"+1+.1#.8+&%03!191.+6)'8:18&.'9:1,%"$8&*1%'7!-. 701 1%'8/%8$!1%&$!$; ($11$'+!
)'7)(%+.&*1.210./81%++)+T$:1(2) T (!, +)<Yo+). 106 T1H#&.25**).'%1)*,311"1+6./86!
$,#1.0$&*15%"+1$ #1.0$$*156.16%<$!+6$1=) 1 112, &I+6$!>. - 106#H#S$%68%'($!)*1%61*.1<$&0!

) .8+ 90"+ 31" +6$14060)'818.$*:172) &*+1) H8*). ¥ %=$11%*+)'81) #&S$**). *@3!!!

|

A6%$!2.11.5)'81%&$!?&/1$*.21+6/,-@!+.12.11.51865!1..=)'8!2.&1%!>.- 1% 2.&!> .- 1) +$&<) $5*B!
!

I"H#$9%"&YoH"CID. /!, /*+1%6 5$&!.&1-%+6SI$<$&O7%BIE. 70!.7.&!)*I<$&0!. 22$)<$:!
0%'71)+15)111(.*+10./1+6$1(6%'($!. 2185 ++)'8106!> -3

( )S&ACIA+! [*+1-$1(1$%":1'$%+1%'7!(_,-$73!
+$,83"()S&ICID./1,/*+1-$1(1$%'1*6%<$'3IF.  &!-$%&T*1%'7!, [*+%(6$*:1+6S0!,/*+!
-$1'$%+101+&),,$73!
+8%-1#*%SECIG./1710./15%'+1+.1"6%=$! 6%'7*I5)+6!*.,$.'$!56.16%*! 7)&+0!
2)'8$&'%) 1*HIIF)'8$&'%6) 1% /*+1-$1(1$%'3!
HHIO($%L(2*HSIOICIASS+6!,/*+1-$1-&/*6$7:1%'71-8$%+6$! /*+1-$12&$*6311"<.) 7!
+6)'8*1+6%+#&. 7/($1%'1.7.&1%/(6 19%*1+.-%((.:1%1(.6.11%'71(.22$$3!
3456&%ICIF.&!*, . =$&*:17.1' +1* $1111)=$1()8%&S++$!*,.=$31IAB)*1)*10516/8$!+/&'C.22)!
+.1$,#1.0$&*156.17.1" +1% =$3!

( 7$6#89: ICI1..=1'%+/&%11%'71/*$1)+1%4#%&)'8103!
15"5-06#($%L(;#*<O4#ICIISSHI+6$,1+.1%!)),/,L.&I 7.1 +1/*$1+6$,196+1%11311D./!
7.0 +150++6$1* $111.210./&!1(.1.8'SL&!  #$82/,$!1)'85&)'8!)'1%6'1$,#1.0$&K*1.22)($!
%'16./&1%2+$&10./11$2+3!
—H>H+ACIISSHISS51&0L 1+6$!(*$&<Yo+) <) 7$3IF.&I5., $1:106!5%6+(6:1".1, . &$!
+69%'1.'$1.&I+5.18)'8*1%6'71.'$1#%6)&!.2! $%8&)'8*1%8&$I&S(.,,.$T7S$T3IF.&!,$'1%!
5%+(61%'7"".1,.&$I+6%'1.'$1&)'81%&S$I&$(.,, $ 7T$73ILS 1*6./17!" +15$%8&!
$%&8&)'8*3!
2512(;&#*,8&%-1CIM'101.'$1#%6)&!. 2!$%&&)'8*1*6./171-$15.&'31INS, . <$!%11!. +6$&!
- 701#)$&()'8*3!
1"5/0&%-ClO&$*12.&1#/(($**31191.+6)'8!, /*+1-$1(1$%'1%'7!" +15&)'=1$7311"<.) 7!
206741%'711./7)(.1.&*311P6.$*!,/*+1-$1(1$%'3!

"188'$&%01!&/1$!+.12.11.51)* 1+ 17&$**1.'SI*+$#1%-.<$!+6$!.'$!2.&!56)(6!0./!%&$!
%##10)'83!!F.&!$;%,#1$:1) 2ID0&$!%##10)'812.&1%!(%*6)$&!>.-:1 7&$**196*1) 210./I5$&$!
+6$!*+.&$!,%'%8$&3!

M+6$&!$;%,#1$*1%&$B!

CIF.&I%IHSE*  *$$=)'B1061-/*)'$1> -1 7&S **1)'1-/%)'$*1%o++)&SI*/(61%6*1061%/)+3!
CIF.&+6.*$1*$$=)'81206(+.80:11%- . &[.&H&/(+).'15.8=: T&S**1-/+) $+*1(%*/% 1!

ClO.I' +I58%6& I+ $U=S8&*: 106 7% 1% 1>$%'*: 16 &+*104'71+C*6)&+*3!

|

2512(@$%-9$-#C!E.7011% '8/%8$*%60*196! 1. +1%6-./+106HS&* 'K *1%0++)+/7$1%'7!
(.'2)7$'($3IP)+1/#8&)86+1%'71 7. +1*1./(6  3110/&)'81%'1)'+$&<)$5:1=$$#10./816%6'7*!
J+1.210./&I#.(=$+41%' 71 710./1&16$%71+.1) 7) (%+$10./1%8&$11)*+$')'83!1"<.) 7!

&< [16%-)+41%/(6106%1+ 064 '8!, &1+5)771)'810./&12)'8$&*: 1+ %6##)'810./&12. . +:!
*606=)'810./&11$8:1+./(6)'810./&!6%)&!%'712)78%+)'83!

0




I"HHS0& I"HS %S ()" (9%, &)~ (I"(0)+-/"(.$1)"$-"23)0" " 4" #$ % $&"&+1)"5$$6"
$-"6-7%1("07&3"8$'4""9)"2$'-&)$'("+%66": $*7&) 4"

1062)"8$",)&"&3)"<$=/"5$*$0"&3)()"(+.)"-' *)("+%6"&+1)"&7.)"&$"$=()->)"3$0"8$-"2$!
08$-1)-("6-)(("+%6"*)+-%"2$.:+068":$*728"$%" 7 ( (" (123"+("6-)(("2$6)"+%66" (.$17%,4""?5"
8%"+-)"7%"6$' =&/ +(1"8%-"()->7($-"=)5$-)"8$"+ 284" @$"=)"$%"&3)" (+5)"(76)/"+*0+8("
&+1)"&3)"2$%()->+&7>)"+::-$+234"




! ORGANIZING YOUR JOB SEARCH
!

"HSIY6S&1 () H+ - [)OL-11HSH12#(1&), *3451116)",. 7)01,-013,%)8$7197 - +1:. 7714147 1!

5551#*+ .-/,  #-,71,(.7.".)&5!
!

"HPI06$&'1=))01, 3=IHBI'A)IBHT TH#: .- +1#-1 15#(1?), *34| @#+A!

|

! B,%)!#81)%97#1)*11#$!3#-',3)0!

! C#-',3'-,05)!

! C#-,3'0,)!

! D997.3," #-1%) 4#0A!)&$%);1,997.3, #-1#*1(#4]
! C#-',31%)&$7'!

! E#77# F$OH-1#$'3#9%)1#8!,997.3," #-1

|

GH,%97)!@#+A! !

! LT , , , ,
GUIT#1)*! | C#-',3'B,%)! 6,)! DO97.3, #!l | E#77#F$9!|  J)&$7"
HICH#-" 3" 1)440! ! Tl
1K$'3#9%6)!
! ! ! ! ! !
| | | | | |
| | | | | |
| | | | | |

|

"HPI%$& IBHT TH FSIIH-1, 997 3, #-&IH*1%)&$%)&14, 11#$18&$(%. ") O5!I"#$!3,-1-#18&.%971!
3#9%97))!,-1,997.3, #-:1%, . 7H0*HOF#88!, 1) &$%)!,-018#*+)'] (H$'. '5I"#$106S$E& T#( -1
'4)10)*&H-L&I- %0)1:. AV A4 > -+ $A#"  11,-013#-',3'14.9%1#+14)*1'4)1-)H'10, 1!

K+ K0+ THSH V&L -1 A)12#(1 -0IMS,7.8.3 ' #-&I8#*1'4)12#(5!IN)19%)9,)0l#-1:4,
1#$1:.771&,151104.&1&4ME&1 " <), -01+.<)&I1#$!'4,"1PQ. - -+1GO+)R5!!
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|

! I"#$%& ()*$+&,*"-% $

|

"H#36$1 8!8 ()1%6$*+,%6-$*1.+1 *SUH01SI 1+ 314+961$'51+) $(1&(61)+, I*#+ 16! *$1&11!

AL HSTIHSIH* 1+ +(18%S* & 31351 +)'$(.1&3$(-0$*8!.$'5+%&%)!$'51+)'$(.!
&3$(-0$*8!($/*5&5%%!-1&**040$6!86*819(.SYHED!:+:148006* 71" HSL/+1'+* 1$44$-.0<$!
BB |(+.I&FIHOBHL) FBI&H #GI+ " +(I'S H+6%18%6SI=60%S-1-+(.8-.>1&(6!
=($./+%20(3>7!1755%+@0'&.$1) ABCI+4!: +BUGUL6<$%.0*$6 711"4#$)1&%SI0(. 41 =#0665(!
+:1'8962%.>1&(61-&(1;$160*-+<$%6$6! #%6+ BI=60%6$-.1-+(.&-.>1&(6!=($./1+%620(3>7!

! .,/012324506$+738419:$

DE! F.& $!G'51+)'$(.!?23$(-0$*HI($IF.+5!G'51+)'$(.IF)*. $™* !

K+;1*$$2$5%*!1-&(19%0$30*.$%!4+%!/+%2!10(1&!*.&. $L*1:+;1*$&%-#!*)*.$'1&(6!;$!%6$4$% % $6!
A4 *T

ME! _ "$'5+%8&96)IG'51+)$(.123$(-08* !

"H#$*$189%%$15%0<&. $I-+5& (0$*IN(+!14$$HR % 3S6E . #&.15 190 (60<06,81*1&..!
 FO($F$H+1/+%62711"#$!.$'5+%&%)!83$(-0$ *18%6$! #$!$'51+)$%*7I"#0*10*1&13++6!
18&)1.+1&-0,0%$!/+%21$@5$%0$(-$8!& (BEBS*8!. #$!:+:*1:$-+'$15$%'&($(.
[+9%20(314+%! #$!:, *0($+*7!

26$--+PIQRSIMSQJIDSRR!

T&Y%$$%!F$&%-#PIQRSIMQMIMMSU!

V&(-&(PIQRSIMQMJIRRMA!

G@.%&*IF,55+%.F.&440(3PIUSRIWUDJQXXW!

Y$%*+(($11"$'5+%68%)! F$%<0-$*PIQRSIBSUIBRWW!

Z$11%)!F$%<0-$*P!QRSIMSQIRMQR!
!

QE! [$/*5&5$%!T1&**O40$6!?6<$%.0*$'$(.*
!

\+, 1'% 1065861 #$!]$151°&(.$6!26*1$<$5%)68) 7! [$/+5&5$%+1&%$1&<&01&;1$!&..
T+(($-.0+(*1&(6110;%8&%0%$*7!

SEl _ 9(.$%(B.

"HY%o+, 34 #19(.$%6($.81)+, 1-& (1&--F**1:+;1+5$(0(3*I+(11+-&18!*.& . $8!(&.0+(&1!&(6!
3+<$%('$(.1/$;*0.$* 7N+, 1-&(1,*$I T+( ($-.0+(*L!_$*+,%-$!_++'1-+'5,.$%*1.+!
&--$**1. #$10(.$%($.7!




I"#

"#

H TR HH

U"#

$%&H#' () #

-# Y& H ()*+0#1%24#3(45#-354% 6696 92F)AB(8#9)-3#: (7 1#5:6; % 15+ #(-H#% T5#

0 (-) V0T =H#, *)ASHE (*: L0#(7>#: (85H# YD 2H(*5H6*56 (*5>H& 1#95(*) 7 2#(66*%66%)(-5#
<:9%-3)720#3(4) 72#6.;57-1#9%/#*5+2:5+OFBIIB3(-H 1% 24 (*5H#2%) 7 24-Yott+(LO#(T>#
-(8)7PHB5 T+ T>H6(65*#-Yb#- (857 Y%o-5-+#(J-BIB5% O 7H#-35H#T (:5+#9%/#-354#5:6:% 15*+ @#
BG5S 4+57-(-)A5+=H#, 1+ V0% (85#-+2*5H# BYABH-354#>5-(); +H#06 TH1%2*#9%*8#3) +-%* 1 0#
*B[5*57 <5+ Q#5-<=H) TH<(+5H1%2#3(45#-Yo#<Yo:6:5-5H#(TH(66;)<(-) % T=HH#A+5#-35#B5*+%
C(-(#D5<Yo*>#(4(); (& SH(-HEY T T5<-YTYH*5<Y*>H-3)+#) T/%*:(-) % T =H

“Non-Traditional Methods”

C)*5<-#E%7- k-

G35#>)*5<-#(66*06(<3#)+#-35H&5+-H(66* W)/ L#82+) T5++5+#-3(-#3(45#-35#-165#
0o/ H6Y%+)-) % THLY62H#O(7-#(7>H#(66; LHHBHGASHLS; YoOH6 (?5+H(*SH(H%%0>H#+ %62+ <506
82+)T5++#)+-) T2+=HH (S5H-+ 255 H1 %6 24 (*FHBSBR L #>*5-++) T 2#6*06/5++) %7 (;: 10#3(4) 724
<006)5+HY0/H1%2*#+5+2: 50#3(4) 7 2H65 THBES #(7>#-(8) 7 2#1%2*#B5*+06 7 (#C(-(#
D5<00*>=H#I5H6*56(*5>H#-Y#<%:6;5-5H#(TH#(66:)<(-) Yo TH(T>H#IYo*H#(#6%++)&:5#) 7-5+4)59=

D5:5: &5 (+#+-(-5>H5 (%) 5*0HK/)*+-#):65++) %67 +#: (85#: (+-)7 24):6*5++) % 7+ L#+%H#&5H
<062*-5%62+=H#MY 2H#T 545+ #87%OHI3%0H 1 VP SHPIO (8#O)-3#/)*+-H#O35 TH#1% 2457 -5+
(THY%!/)<SH===H*5<56-)%7)+-0#:(7(?5*NHEBHIRABH#-Yot (H*5<56-)%7)+-#(7>#: (85H#(#

&(>#):6*5++)%70#+35#0): H#<V7A51#-3)+#-Yo#-35H65*+00 THO)-3#-35#3)*) 72#(2-3%*)- 1=+

+8H)H#1%62#< (TH#+65(8#0)-34-35H65*+ Vo THEFPELB(* 25HY0/#3)*) T 24/ %6*H-35#6%+)-) V6 T#
-3(-H1%24#9(7-=H#H/#-3(-H65*+ Vo THMITRISBH?5-#3)+ O 35*#7 (:5#(7>#-5;56 3% 75#

72: &5 =HH#P5(45H#1% 245+ 2:50#<Y%:6:5-5#(TH(66;) <(-) Yo TH)H#6Y%o++) &; 5H(7>H#< (;; #-35#
B5*+067#-354#75Q-#>(1#-%6#/%:;%OR 264 TH#1%2*H#4)+)-=#

G5::#-35#65*+U0 THOZLH LY 24 (*SH<(;;) T 2H(T>H(+8H) H1Yo 24 < (TH+5-#26#(TH(66%) 7-57-#-
>)+<2++HH1%24#5:6,%1:57-#(66;)<(-) %7 =BBH(T+ 95H) +#K 7% L#(7>H#-35#<%: 6 (7 1#)+#
7%-#3)¥)7 20#-3(78#-35H65 BT +#-): SH(T>H(+8H3) #-Yo#B556# 1% 24 TH:) T>H#IYo*#
12-2*5H9%657) 7 2+=H#G (85#-35#%666%0*- BT} SEHIBH-0%6# Y0 #-3*55HT (:5+H%/#%6-35*#
<U0:6(7)5+H#(T>H#65%6:5#1%24< (TH<Y 7-(<-FHYGB<(;:5>#75-9%*8) 7 2#93) <3#) +#-35#
75Q-#.%8&H#+5(*<3#:5-3%>=t#H#

SOb-STHHI(85#+2*5#1%24#+5T>H#(#-3(78#1% 24 T%-5=HHG 35#<%:6(7 1#: (1#7%-#&5#3)*) 7"
TYOH2-H#<Yo2;>H) TH-35H#/2-2*5=t#,:9(1+#:5(A5H(H?%Yo>H):6*5++) % T=H#

S5-9%*8) #2

M%2#:2+-#+6*5(>#-35#9%*>#-3(-#1%2#(*5#;%%8) 7 ?#/%*#5:6;%1:57-=##V%*>R%/R:%?

)HEH*5(-HO(LH-Yok!) T>H(#. Y& =HHG 35HB PEBWIDA5; YobH <V T -(<-+H#(T>H*5+02*<5-+#-9
35:64#1%2H#(<3)545# 1% 2 H PRIYT>) T 2H5:6,%1:57-=HH#G 3)+#<(THESH#>Y T5#-3* 06272 3#
-35+5#?575*(;#+062* <5+ TH

WHI%)57>+0#(:); LEH(T>H(<X2() T-(7<5+#
WH5:6:915%+#
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7(;#
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I"#$%6&' () ¥+, $-. *+&*/012+$&3+&0%(4*

"HEYOIE ()IH+1+#, & 1+'U0L(HOLIH2344# BD2%(5!160+*/,1) 7%, 1*+1)7%1)-8%61*+19*:|
H4NH%) (Y0%$'0; O L1 <0b!) 7%, 1 2%8-1*+1-*4/1/9%(4,%511="(24((1>) 71) 7%, ) 7%/!
0%,88&*-96/.1)7%'/1)-8%!*+1:40%((.18*(') *0(1) 7#)1#/%1%, 8&*-%1.1)7%!8%/(*0!>")7!)7%!
71'0:1#4)T+')-1#011#0-124//% 0)19%:1¥89%60'0;(5111202%!-*41:06)1)7'('0+*/,#) *O!
%)%, H($!) 7%, HHHO#,0615/1)>  **+1(* 06091968 (%6!)7%-1 #-1$0%*> 1#(!
HO¥)T%/1(*4/2%1)*1:4'& 11-*4/10%)>*/$5!

I
@Y%A).1-*41,4()12+0)#2)1) 7%18%/(*0B')71) 7%! 710 #4) T+')-1:-1+*&&*>'0:1) 7%!B1'/%2)!
2*0)#2)C!,06) 7*151D*4/127#02%(1*+1; %)) 1#19*: 1#/%):%0%/#8 &', 8/*<%11>7%0!-*4]
H#1%!/%+%6//%11)*1#01%, 8&*-%6/!:-1(%6+0%!) 7%!%, 8&*-6/1#&/%#1-1$0*>(5!

15,6-7.%#(4*

B02*/8%/#)%!10%)>*/$'0;1'0)*1-+4/1B1'/%2)12*0)#2) C!,%) 7*11>7%0! 2*& 1 E 2#&&'0;1*0!
06,88&*-06/(5116+1-*4/1%, 8&*-%/1<' (") 1*/1) Fa%68 7+0%I 2#&& /% (4&)(I'010*19*:1*88*/)40)-.!
#($1)7%!8%/(*01'+17%12*48 118/*<' 1% SM) 7/%%61 04, Yo(1*+1%) 7%/1%,88*-%/(17%!
$0*>(1)74)! #-1:%171'0;51I"#S$%1 (4% -*41;%)1#12+0)#2)10#, %65!IF 79601 2+0)#2)!
)7%(%! 2% 8#0'%(1H011+*8&*>1)7%! (#,%18/*2%(() 1% ABH#O1!-*4/10%)>*/$5!

@*)%GIH7'8&%!0%)>*/$'0;.1 #$%! (4/%6!-*4)RBIHE&I*+1-*4/12%0)#2) (1O 11/%(4&) (1*O!
A% 1% 2TIK* 1#011/%,%,:%/1)* (%01 7T#0$!-*410%)%1#2$0%>&%1;'0;!
+A[1#88/%62'#) *01*+1)7%I1 8%/ (*0L (1)',%5!

I
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!
"H#S%&" "V HH#S+ *(+%'- )

!
"HSISU& (%S +! 8 &' +-(*1-/1&, 0+ (L1+#,+! .0-+-.,11-0/+!-%&0$//-(*21134$0)5,)6!7(8!
1SS0/ (/BI(:+! (17 (81 (&&(O+*-+-$/15:$1+(1-*.(%&'$+$6!-*,..:0,+$! *5196$//)!

&&'- +-(*[2)

!

U1 ("(;-*<!,0$1=0:"$/ (LI+#:%68>11(0!. (%&' $+-*<! I &&'~. +-(*?!

|

@! A,4$)(:0!BSO/(*,''C,+,!DS$.(05!;-+#)  (U(D)(:1#,49!,..:0,+$!-*1 (0%, +-(*!(*!
)(:01$%&'()%$*+6!5,+$/E%(*+#F5,)F)$,0G6!$5:.,+-(*61$+.2!

@! A,4%$18%*.-'1,*51$0,/,8'$1&$*/'E8',.9G2!

@! A, 43D (:0150-4$0H/!"-.$*/$! *51/(.-'1/$.:0-  +)1.,051-*1. [$I+#$!1$%&'()$0!0$I:-0%/!
1.(&)2!

@! D$,5!+#$!$%+-0$!, &&'-., +-(*18$1(0$!1-"-*<I-+](:+2!

@! ISHCS/+KIS(I*(+-$I (*1+#$!, &&'-.,+-(*21L11#-0$56!")-*<!. *I<$+!) (:11-0$52!

@! C(1*(+'4#,4%!=/.0,+ #(:+/>1(*1+#$! && -.,+-(*2!

@! M/$!.(00$.+!/&$"-*<!,*5!<0,%%,02!

@! C(I*(+1;0-+$!-*1/&, S/ #S0$!-+1/,)/1=(11- .$:/BI(*)>1(01=5(1*(+!;0-+$!8F' ;1 +#-/!
*$>21

@! L1 IS/ +-(H15(S/*(+!,&&)+(1)(:6!&:+ INFO!0,+#$01+#,*I'$,4-*<1-+18' *92!

@! BO-*+!(01+)&$!+#$!-*1(0%, +-(*2!

@! J$I*$,+!,*5!1.'$,02!

@! P(O!+#3$!+)&$! (1! &(/-+-(*6!5(1H'-/+!=*)+#-*<>Q!8%$!/&$.-1-.2!

@! P(0!/,",0)!08$1:-0$%%$*+/6!-/+!1=(&$*>!(0!'=*$<(+-,8'$>2!

@! L2 E:$/+-(*1,/9/1,8(:+!,1.0-%-*,'10%$.(056!  5(1*(+!'$,4$!-+!8',*9!(0!'-$!8)!.#$.9-*<!
=*(>KI8SH#(*$/+K!.#$5.91=)$/>! *51&0-*+!1=;-"I$R&',-*I-*1-*+$04-$;>2!

@! SH$'-/+-*<1)(:018&0$4-(:/'$% &' ()%$*+6! /+0$//1)(:01/9-"/! *51$R&$0-$*.$!10(%!
+H#S/$17(8/1+#,+!,05!10$'$4, *+!+(##$5!7(8!1(0V;#-.#)(:!,0$!,88&")-*<2!

@! P(0!=0%,/(*11(0!'$,4-*<>6!5(1*(+!0,-/$0$5! 1", </18)! & ++-*<I+#-*</1/: #1 /I
&$0/(*,'61#$, +#6!,0<:%$*+!;-+#18(//615-/, <0$$%$*+!:-+#1.(T;(09$06!1-0$56!-"*$//6!
%(0%!%(*$)!(0!,00$/+$52!IN$<,+-43!8,/(*/!.,*18BISR&’',-*$5!-*|+#$!-*+$04-F;!
HP0$) (14, 451+ #,* S+ (1/$") (:01/9-"/ +(1+#$15%&' ()S02!L LN (:1'-/+1+#$5%! (*!
+#$!,&8&'-.,+-(*61) (:1%, ) 1*(+1<$+! *I-*+$04-$; 211U-/+10$,/(*/!+#,+!,0$!%(0$!*$:+0,"!
(0'&(/-+-43!/:.#1,/",.91(11;(096!"' )!(116!  0%$/-<*$5!(0!"$1+!1(0!,*(+#$0!7(82!'P(0!,!
*$<,+-4BIPR&P0-$*.$6!&:+!=;-"I$R&',-*I-*|-*+$04-$;>2!

@! V,9$!/:08) (:1#,4$WITIXI0$1$0$*.$/1;-+#11:"1* %$/6!&#(*$1*:%8%$0/6!,550%//$/!
FB1(. &, +H-(*121IM/$1$%&')%$*+!1(0 1&0(1$//-(*,10$1$0$*.$/2!Y 8+,-*!
&$0%-//-(*1+(1:/$!+#$%!,/10$1$0$*.$/ 21C(1*(+!:/$!1,%-")!%$%8$0/2!

@! Z-<*1 *515 +$1+#3$! &&'-.,+-(*2!

@! BO((10$,5!+#$!,&&'-.,+-(*2!

@! L1!1&(//-8'$6!+,9$!+#$!, && -, +-(*1#(%BS0S)(:!.,*1.,0$1:")!&'" , *I)(:0!
O$/&(H/S/1(*!,1/$&,0,+$1/#$S+!(1!8,&$0!18%  1(0$!&:++-*<I+#$%! (*1+#$!,&&'-.,+-(*2!

)




M"#$$%&' 0% (+  $

|

"HISHY&! ($&)1$*1%6+&),&*06!)-.1/0"1-#1&1230.& 1 MR Y68 1 $H&IS/1. 051 &1%6+&) $6+%61 28 *0#1/0']

0%+&170,81-#41%+&),&*%!)-.1/0'.05!%0! 48968, 15548 &1 20*$%S0HI$*I'$6+061/0'. 0591 +&!

81230.&"1$*1&(-35-%$#6!.05841.05-'&1&(-35-%$#61%+&1230.&'9!11:/1. 051+~ (&, &&H!

<-33841/0'1-#I$H%&'($8)8).051<-#1-51&1%+&I2B0.&'I$*I$#%8 &*+%6&AI$#!.05'1=5-3$/$<-%$0#*9)!

1+ &ISHI& ($&)I1$*1)+&' &1%+8&I+$ $HE14& <+ SDHMGO! " #1$H%& ($&) 1<-#1,&!1*%'&**/538!,5%!

05!<-#1'&A5<81%+&*%'&**10/6+056+12 8 BbSOHB' &*&-'<+1-H#412'-< % $<&I!

|

+&1/0330)$#6!-'&1>'53&*10/1%+51,21/0'1+-($#61-16004!1$4%8& ' ($&) @!

|

Al B-<%$<&!.05'1$#%& ($8) =58 %$0#DBAR*20#*&*!,.|C#0)$#6!)+.1.05!)-#%!
0%+&170,81+0)1.05!<-#! &#&/$%1%+&1<012-#.81)+-%!.05!C#0)!-,05%!%+&!<012-#.8!
05'1*C$33*81.05'1*0%'&#6%+*81.05'-<<0123$*+18#%*1-#41.05'160-3*9!1D&12'&2-'&4!
960!,-<C152! 05'1-#%)8"*1)$%+&E-1238*1%+-9612'0(8&!.05'1*%' &#6%+*1-#41*C$33*9!1FQ!

-#41%#09!
Al G&*&-'<+!%+&1<012-#.1*01.05!C#0)! $%*!1+$*%0'.8!12'045<%*81*&'($<&*8!&%<9!
Al HO!%0!%+&!$#%&'($&)!,.!.05*&3/9!

Al I-C&!*5'&!.05!C#0)!%+&!4%$'&<%$0#*1%00!%+&!$#% &' ($&)!*$%& 9!
Al "$(&IIKILIIM!I1$#5%&*1&-'3.N1401#0%!,&!3-%&9!
Al -C&I&E%'-1<02$&*10/!.05''&*51&*81%.2&413$*%*10/!' &/ &' &#<&*!-#4138&%%&*10/!

'&<011&#4-%$0#!$/120**$,3&9!

Al O-(&!-12&#!-#41#0%&2-41/0'1#0%&!%-C$#69!

Al |-C&!-16004!/$*%!$12'&**$0#!!

Al PO'14'&**1-#416'001$#68!/0330)!%+&!65$4-#<&!5#4&"1%0+&"22&-"-#<&!*&<%$0#9!!
F'&**1-1*%&2!-,0(&!%+&!20*$%$0#!/0') +$<+!1.05!-'&!-223.$#69!

Al D&!203%$%&!-#4!<05'%&05*!1%0!%+&!'&<&2%$0#$*%!-#4!&(&'.0#&!.05!1&&%9!

Al Q0!6518!/0048!4'$#C*10'1<$6-'&%%&*9!

Al FOI#0%!,&#&6-%$(&!$#!-#.1)-.1$#!)+-%!.05!*-.10'1+0)!.05!-<%9!

Al H'&&%!%+&!$#%&'($&) &) $%+!-1*1$3&!-#41/$' 11+-#4*+-C&I!!!

Al ROOC!%+&!$#%&'($&) &' 1$#!%+&!&.&!)+&#!.05!*2&-C9!

Al S20#1%+&!6'&&%$#68!&E2'&**1.05'16'-%$%54&!/0'1%+&!$#% &' ($&)!-#4!%+&!&1230.&T*
%$1&9!"44'&**1+$110'1+&"1-*1'910'1*9!

Al |-$#%-$#!6004120*%5'&!, . 1#0%0<+$#6!-#41<'0**$#6!.05'1-'1*9!
Al F$*23-.1-120*$%$(&k6%$%54 &!-#41&#%+5*$-*19!
Al "HISHNE ($&)!$*1%+&!0220'%5#$%. %0 *&331-08!,'-6!-13$%%3&!-#4!*&33!.05*&3/9!!

QO!0#&!$*160$#6!960140!1$%!/0'1.059!

Al UL2+-*$V&!1.05'1*C$33*.05!+-(&!%012&/0'11%+&!170,9!

Al -C&IHO%S<&I0/-#.%6+$HEISHI Yo+ &ISHY& ($8) & TH0//$<&I%o+-%0ISHAS<-%68* +$H1$HY & &
+0,,.10'10%+8&'1%+-%1<0534! &!1-#1$<&! '&-C&'9!

Al FOW0%!, '$#6!521%+&19602$<10/1*-3-' |-48I4L/$%*011:+&! &*%61*04'-06&6.1$*1%60!-(0$4!
Yo+ &*&19602$<*I5#9%6$3!1.051+-(&!, & &#10//&'&41%+&!70,9!

Al FOI#0%!*- 1-#.%+$#6!#&6-%$(&!-,05%!-1/0'1&1,0%+10'1&1230.8'9!

Al G&L&L,&1%+-%I1%+&ISHI6E ($&)!$*HDYHOE! 05! &I-C&AIS/!.051+-(&I-#.!
=5&*0$0#*911: +$*1$%1.05'10220'%54#$%6 OV &) =5&*%$0#*!- 05%1%+&!<012-#.!
HA%+&1T0,1)+$<+HIQE 2 &**&*). 05 1$HY6& &* %! $#1%6+&170,911"6-$#81401#0%!-*C!- 05%!
*.3-' |- #4) &H&I$Y*9)!

*%!$




HSY6&" ()*+&,"-$%"+8&-%./+%01"%23.96+6B3.%'+6-+)&"7)."-$%"+&-%./+%01"4)5."
+&-9%.9%6%-"+&"-$%"8)91"9. +%67 (4"*5: )5 %56 (+7+6-+)&*"6&="6*>"7)."6"*3%6'+ 7+"
=6-%"68&="-+:%"-)"6(("96">"-)""$%'>")&"4)5."*-6-5+?"
@7-%."-$%"+&-%./+%01"%/6(56-% - SIVBYE&="6%,6-+/%*1"68&="5*%"-$%:"-)"
+:3.)/9%"4)5."+&-%./+%60+8&, "*>+((*?"
A%E="6"-$68>"4)5"(%--%."%23.%**+&,"4)5.%63F-+)&1"4)5."+&-%.%*-"+&"-$%"8)91"6&=
6"*$).-"(+896"69)5-"4)5."<56(+7+'6-+)&*?"

"#$%&$'()*+&$%,-'%.*/0%1$'#&12*

B)5":5*-"9%"3.9636.%="-)"6&*0%."-$%"7)(()0+&,"<5%*-+)&*C"

DE"  F9%((":%"69)5-"4)5.*%(7?"
I"HSHY S+ (#,B-($/0-.  $.($1-(/$)(2*$&#* (-0'$0-+$ 30%4')$"4,.(*)5$$64*#7.$
)(2*$4H#,& (- HS$.(5."HSB(9$/"47"S) (2$0*HF0& &) 4-: $3(*$O-+$ #4:#$."H$(&&(*.2-4.)$9)$
2%%0*4:4-:$) (2*$907 1:*(2-+$0-+$,14" $0-+$"(/$."#)$*#'0.#$.($."#$8(9$
R4 HYoH- . B
GE"  #$6-"=)"4)5">&)0"69)5-")5."):36&4H"
=# HO*T"$."#$7(%&0-)$,($) (20 S 1-( /#+HO9HF0-+$70-$0,1$<2#, 4(- $/"#-$
HS.A%HST (YoH5
IE"  #$6-"6.%"4)5."*-.%&,-$*H"
>.0.4$)(2*$, *#-1." $0-+$907 1$#07"S(-#$28$/4."S0-$#?0%& HESSI"#S, *#-1." $)(2$
TAHS,"(2'+$H0.4#5.($."#$8(95$
JE"  #$4"=)"4)5"06&-"-)"0).>"$%.%6H"
@:04-A$H# #0*7"4-:$."H$T (%&0-)$/4"$" # &$) (25" #+#5
KE"  #$4"=+="4)5"633(4"7)."-$+*"8)9H"
LE"  #$4"$)5(="0%"$+.%"4)5H"
B(2$-##+$.($, . *#,,$0-+$,#'$) (2 S T*#+#-.40, $0-+$"(/$."#)$0*#$0-$0, #.5.($."#$
7(%&0-)5"
ME"  N)0"6&"4)5"9%&%7+-")5."):36&4H"
OE"  N6/%"4)5"%/%."9%%&"7+.%=H"
CHS"(-#, 5$$@+%4.$)(2*$%4, . 01#$0-+$. ZB4SA$0$ #O*-4- $H 28t Att- THE$S6(5-(.$
90,"$)(2*$3(*%H*$H%& ) H*$(*$9(,,5"D3$)(2$'4#AS4.$7 (2 +$7 (%6#$907 1$(-$) (25
PE"  N)0"=)"4)5"7%%("69)5-"0).>+&,")/%.-+:%H"
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10)  What are your weaknesses?
P'HS"%HE&' (" VoH) 4, - HISHY(H#. " VO LH##!"#S"%0H#2 #3,34%/5, 1##!"#$" Yo#' 4)#"6,%(/1$3#
-[7 #&BHAGHA-94) #-4% #."+#9"+70#" +#&8# "#$"Yo#t 3, %0#4-"$3#9/% (#;"<9"+7 ,+' O L##!"#$" Ut
'AHESD S, 042, ;4% #S"#'S #'H=,+.,; Y>HAS:#,5,+)"$#(4'#9,47%,",'1#
P47 HAHO,47S,"HAH=""1%/5,1#H#@"+# #6=-,>#'4)#&B%#%/6, >HBH#A6H#"5,+#
'8, %/ HA2 VN HOHC " 2HAS HO " ++ ) HYBS HA+ #3"IS3HN"HI "+ TH *0o#"+#$ "V L ##
D"9,5,+>#%(/$3'#4-94) #9"+ T#"*% BYH/' HC* Yo #6)#S4%*+ #% " #OIY W #2* Vo # 8HAGH
9"+7/$3#%"#/6=+"5 #"S#H% (/'H2)#.IS3HAH2"" TH#"$HY (,#*2C,; %01

11)  What would former co-workers say about you as an employee?

12)  What are your short-term and long-term goals?
P47 Hr+ ) S HA+ H+ %, H % HY%(#,"6=48)1H@"+#,A46=- >H#6)#'("+%<
%, +6#3"4-#I"H%"#'*;;,, #ISHW([HCESH#(,-=#%(#;"6=4)#"*;;,,. L##?)#-"$3<%,+6#
3 "4-#I'H%(,-=H%(#;"6=4B)#"™;;,, HASHY "H="UH#6)',- HISHAH=""1%/"$#%(+"*3(#(4+:<
9"+7#A43:#%+4/$/$3#."+#4%$)#4:543;,6,896="+%*$/%/, #%(4%#64)#:,5,-"=1

E"#:"#$"%#94$%#%" #'4)#435) %0 (/$3HY0(4%#H9"*- #/$:/;4% #%(['#C"2#/'# ("+%<%,+6#4S$:#4#
'%,==/$3#'%"$, /$#)" *+#=-4$'H%"#3,%#4#2,%%,+#C"21

I"#$% &S ()*+,%-$H&-*$#*.-[*$0%*123)#A4%56*
What are the specific duties and responsibilities of the position?
What is the company’s management style?
What are the expectations of the job?
What type of training program is there for the position?
What are the growth plans and goals of the company?

How is job performance evaluated?
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"#"$%&'()*+,"+.* &

"HBI06BE I (JHF 4+ I-HSI* )L ) I 1HBN)/.01 (1)211)'#), 334$) 1-#$4]
'4,1)1)20Y/56/41/)3/1,).1&(LTT&BU"HSN//.V#  1)#*I'+/16,-14,)2/19#4) +/\6#&1'1#)!
HS1/&14/811:/&), AZHFLTTIHITHI-#S);-13 #)',3'1)217#3,7134%6,)1/814/2,4.1)2!'+/14!
6,-183,7/&0! &(1)2!6/#6 7/ +#1*#4(11) I'+191/7.013+/3(1)2!<,#41=, 4(/"
>)0#4%,'1#)014/,.1)21#33$6, 1#), 7):##(&) ,).!,33/&8&1)21%/:1&1'/&8!1:/&#$43/&.
AN217, 7N N@#)3  1H)&IH &&1&-#$8!

A%67#-%/)1,66713,"1#)&!#9')!,&(19#4!&,7,4-194#%!64/?1#$&!B#;&8!!=,(/'&$4/!-#$!
64#7?1./V'+/11)9#4%,'1#)119!4/C$/&'/.8>9)#'0!-#$41,66713,'1#)!%,-1;/1.1&3,4./.8!
D66713,'1#)&!,7&#!,&(19#4!/56/3'/.1&,7,4-8'"E4AL'[\F)/2#'1,; 7/G8'H#)#'171&'!,!
&6/319131.#77,41,%#$)'8INH#)#'164#?1./&,7,4-11)9#4%,'1#)119!11'11&#'14/C$/&'/.8!

H$41)21,)11)/421/%01)/2/4:41)21$6+/'#  6131HO1&, 7, 4-1#A1:/)/91'8I"H$I* )'I'#!
QA+ VOB TH-IA+1-H#S) AN%6HANT) A& I1)+I16H&1 1))V +/134%6,)-!
18,7, 4-8I"HSI&AHST.1)/2/41. 1&3D& &I &, 7,4-1$) 1 71-#$!, 4/1#09/4/ 1" +/1B#:; 811>
L) ARLIH A, & (&) -HSI-HSAI&, T, 4-156/3' ' 1#) &I GALHAH |BH#: 1#99/40! &(1'+/!

1) 421/ AIOH#AY+/13H%6,)-1&1)#A%, 716,-]  4,)2/811"HSISHST.I'+/)14/67-1-HS*H#$7 !
3#)&1./41,)1#99/411)I'+1&14,)2/8!1>01+/I AR 1/*/41* V&) 1%#4/1&6/3191314/&6#)&/0!

&' N&HY%I'+1)2171(/IF%1.I"H$66/41/)&G 1191-#$1:/71/2/'+116,-11&1:/*/)!
JKLOMMMI"#IIKNOMMMS!HH#)#1&','/1,181)27/1912$4/01&.,'/1,14,)2/811D&!,17,&'14/&#4'0!
&' N-HSIH$T7 1 33/6'),)-14/,&#),:7/1#99/48!

P/2/4V$4) #9) IB#I#99/AI1) I )I1) 42141 13,38/ +/16,- 11L& I TH#+811>01 1" 1 &1 H#!
THOI+)(I'+11) 42 1/4/A10HA) +/HOQ/4 ) 1&' 1SN/ V#I+1) (1, :#$'11'1#2/4!
)12+'8U"HSI3 VI SA) ) H/IHOO/AHYH  AdHH).) &(V+ VB TH-IAIHI(//6)-H#S!
1)1961).19#41,)-1B#,&)'+,16,-196#4/811D7&H014/%/%:;/4011'1)/2/41+$4' &' & (19#4]
+12+/416,-18881:/3, $&/I-#S!)/2/A1)HUQH  2IM191-#SI* ) I'+1B#;1).13,)1712/1
*1'+1'+/16,-01,33/6'11'1412+'] * -R!




|

JOB RETENTION
|
"HEOI& (1) SIS, -)HB.)/+ '%60#+11+01$0/)2.+0H#S, IBHS BSIS41.'&$411)&01&' (1+%6!
$56#)%7$18™1&' (*109+..01)9%, 1) 2+.+/+$0:11;'(117').00)*$1/'1#$. 11/#$1$4 1. &$*10(66$$,12&!
L(/1+%7149%1)18)+*1,)&<013*91)%, 1/'1*$4)+06I$41.'&$,:11=0614'0/16)0$0-1&'(13+..128!
$>).0/$,12&/H#$1$41. &S '61& (FI1$*8™4)  %6$:I1PHSI8'..'3+0671/+1013+. . 1#$.11&8'(14$$/!
JH#$0$17).00%,//MB#+$>$I7"1  1$*8*4)%6$!$>).()/+'%0:!
|

@' A)9$N)I7",18+*0/1+41*$00+%:!

@' B$I'%+4$:!

@' =8I&()*$I7'+9%7/12$1.)/$-16)..1& (IO(1$*>+0*:11: (M1$56(0$I0# (., 12$1)1>) .+,

%!

@' B$H#%$0/)%,*$.+)2.$:!

@ C'%,(6/1&'(*11$*0'%).12(0+%S00!)/1#'4$! *1'%612*$)90:11D%.$00N) (/#*+ES,-1,!
%'/1(0$!3'*9! 1#'%6$0!8"11$*0'%).1(0$:!

@' A)+%/)+%!1*1$*1)11$)%)%6$: IFS8SH!/ 1/#$!)11$)*)%6$10$6/+'%:1G09I& (*!
O(LE*>+01+1%$) IH$11$40'06%6$.14)%(). 1+81& (1) *$1 (%66 $*/)+%!'%! *$00!6',$1)%,

H$*1)*$)0:!
@ "*910)8%.&:!
@' H6#S,(.$!/+A43$!'8811$*16'41)%&! 1" +6&:!
@' 1'9%/14+0(0$!)%,!)2(0$!0+69!/+4S:!

@' GO091J($0/+'%0!+81&'(!,1%'/1(%,$*0/)%, 10'4$/#+%7:!

@' G09!)2'(/'3*91.)6$!*(.$0:!

@! I'1%'/1(0$!,*(70!'*1).6'#'.1)/13*9:!

@! K$/").'%7!3+/#!6'L3*9$*0:!

@! G>'+,11*'2.$416'L3"*9$*0:!

@' B$)I$)4!1.)&S$*:!

@! I'1%'/12*+% 7' &' (*!6#+.,*$%!/'13'*9:]

@' "*918)0/12(/'6)*$8(..&:!N!

@! H/N&!2(0&:1'=8!&'(16'41.$/$!&'(*!13*9-1)09!8"*10'4$/#+%7'$.0$!/',":!]

@' M$)*%))..1&'(16)%!1)2'(/1& (*IN'2)%,16'4  1)%&!/16*$)/$I14*$1'11*/(Yo+/+$0!8"*!
&'(*0$.8:!

@! B$!$%/#(0+)0/+61)%,!1'0+/+>$:!

@' B$P$01$6/8(.1/1&'(*10(1$*>+0"!

@! 0'.."31+%0/*(6/+'%0:!

@ 7SV HSOH3I& (13)%/1/'1281/4$)/$, !

@' DO$NLIL*1*+)/$1.)%7()7$:!

@' B$!)2.5!/1)66$1/16'%0/*(6/+>H*+/+6+041)%, 1), 4+/1&'(*14+0/)9$0:!

@' C'44(%+6)/$13+/#1&' (*10(1$+>+0"*1)%, 16'L3*9$*0:!

@' B$1)3)*$I'81/#$16'41)%&<0!0$5().14)* )004$%/1)%,!,+06*+4+%0)/+'%!1' +6+$0:11B$!
6)*$8(.1'813#)/1&'(10)&I0(6#1)01/S$..+%7IN'9$0!'8!) 10$%60+/+>$1%)/(*$:!

@' P$*+,+6)..&!6'%,(6/1)10$.8L)00$004$%/MOSSIH 318 (1)*$! 1$*8™*4+ 067106l /HSIN'2!
+061*$01$6/1/13#)/1&'(1)*$!,'+%713$..1)%, 1)*$)0V/#)1%$S$, 1+41*'>$4$% /!

23




"#$%E& % ()*+*(, $

HEHIOR! (1) +I(,&-+B&+.| +/IOH1I2+)+)&H 10685 (+)!3#, HAAHISI (141 )5/) 4134, '+ %!
BH17118413#,1065") J#15-05":+1&' J#I5H& (*+/1:53&' (6# L <IAHSSHY N+ +1) & .=
!

>124)13#,/11#..1@'#%! 34,15/ +1%68$$& (1)#;,)1&'1+A)/51) &B+&A! ++-+- 711 CHY%+9+/<1-#!

SIE+I+)*,.&5.)&:151#,)13#,/16#17!
SIF*+13#,1:#B;$+)+1516#1<!5.@4#/'\5'#)*+/I#+7T'G.@!'4#/'+A)/5!/+. #' . &1&$&)37!

SIH:+5@1968)*13#, /1 1#..151#,)15-95" +B+") l#: :#/),'&) &-+.15"-106*5)1&.1/+], &/+-1)#11
111, 5$&ABIAHN)+ +1H: ), ' &) &+.T!

>I8B;/#0+13#,/ +$A)*#, (*1:#B;5'31)/5&'& '(15-1$+5/&'(I'+06). @&SS.1#,). &-+1#41)*+]

SIJRIB#/+1)*5'1&.+A; +:)+-1#413#,1&"13#,/16# 17!




I"HS%"H &
!
"HS106$& ($1)&IH1+$%,1)(-.%/*0/1/..11)012.03'2  /)04I*I5.618$+062#16$2+ &S!(*0,/)($&1)/1)&!
IHSIT)%81) (-%$&&).01,. I(*BSIOVHFOIS(-1.,  $%:!1:1%6$& ($!-%. (./$&!,.'%!1$<-$%)$02$=!
$3'2%/).0=188)11&!*031%22.(-1)&H#($0/&:!11;0! $(-1.,$%!/*8$&!*6./1>?18$2.03&1/.1&2*01*]
0638 ($="*031)/!('&N&/*03)./1*6. +$I/H#$12.(-$/ )/).01*031/$1LIH#SIS(-1.,$%!9#/1,."12*0!

'%&S171)01/#$1)0/$%+)$913$/$%()0$&1) 7!, 14$/1/#$!5.6!.%!0./:!

I

"#.'€*03&).716..8&!1*031*06/) 21 $&I#*+$16$ $019%)//$01*6.'/1%6$& ($&!$*2#19)/#1)/&1.90!
+%0,)041.-)0).0&!.01#.91/.19%)/$1*0317.9%6(*/1*  %$&'($:11"#)&1)&10.1.0$12.%%$2/19*,/.!
206$*/$I¥106$& ($:11A. 1( &N 2#. &SUHSIT Yo (/N I#+1T)/&), 16$&//.11+0315.61)0/$%+)$9&:
|

B$4*0631$8&1.7!,.'%!1%6$& ($17.%(*/=1)/1&#.21$02. (-*&&!/#$!7.11.9)0418$,1*//%)6'/$&C!
|
DIE.0/*2/1)07.%(*/).0C!0*($=1*33%$&&=!/$1$-#.0$!0'(6$%!*03I$F (*) 11*33%$&&!
D1;22.(-1)&#($0/&CI$(-1.,($0/1*031$3'2%/).01%$1*/$3!
DIG3'2*/).0H"%*)0)04C!13$4%$H92$08$&*0312$%/) 7)2*/$&!
D!;--$*06*02$C110$%/1*0319$1 1F.%4*0)|$39#)/$18-*2$1&.1)/1) &OK /. +$%2%.93$3!
DIL%$$!.7!/,-.&1*031()&&-$11)048&!
DI"+064$/$3C!17.2'&).01/#$!/,-$!.715.61,.19%0/!
DIM$11=18$11=1&$11C!!!,.'%!&B))S&EOBIN'*1)7)2*/).0&!7.%!/#$!5.6!
|

I"H#$9%" &' (JH#&
|
FIO&S$!P! I<IQQIN*1)/,=19#)/$!-*-$%:!
FIO&$!QR!-.)0/17.0/310.1&(*11$%!/#+0!QQ!-.)0/!7.0/:!
FI" -SU#SI%$& ($1.0I412.(-/$%1&. 124+ 04$&*%6$1$+&) 1,1 (*35:!
FIS$!.964*0)1$31*031#++$1¥111*22'0%6%/$1*031-$K0$0/1)07.%(*/). 01& 241 *&1$(-1.,$%!0*($&!
*03!!
113%/$&:]
FL1%6$&'($1&#.'1316$121$*0=12.02)&$=1$*&,1.1&2*01*031*--$*1) 041/ 1/#$!$, $1&.1/#$!
$(-1.,$%!)&!!
1(.)+*/$31/.1%$*31)/:!
FIT02.%-.%*/$IUH)/$I&-*2BV1&./HS$1%$E& ($) &OK/121'//$%$3:!
FL1%$&'($1&#.'1316$!.0$!/.1/9.1-*4$&IW-%$7$% *61,1.0$:1!@.9$+$%=13.10./12.03$0&$!)/!
)0/.1.08$!!
11-*4$1+031.()/1)(-.%/*0/1)07.%(*/).0:!
FIL.2'&1.01&8)11&1*031%22.(-1)&#($0/&:!
FIX*8$1& %$!/H$I%S& (SN&!-I/.135/$: &
FIO&S$!-#%*&$&!)0&/$*31.7!18&$0/$02$&:!
FIO&$!+2/).01+$%68&:!
FIO&$!2.%%$2/14%*((*%:!
FIT021'3$10*($=1*33%$8&=!-#.0$!0'(6$%!*031$(*) 11*33%$&&! . O1/#$1%6$& ($:!
FIO&S$!6'11$/&).1#)4#1)4#/1%22.(-1)&#($0/&1*031&8)11&:!
FIL.2'&1.019.%81#)&/.%,19)/#)0V#$11*&/N Q1Y Q2 % &:N[.10./11)&/1) %%$1$+*0/!5.6&! 7%. (IRZ!
$*06&!!
11%4. 1
|

*+&




I"HS%& ()" +*,(-")%)./) ("*$("0)01),-2.3".$  "4,5%$.6*7.4$-"4$&8".9" )&)/*$7"74"72)"
)038480)$7""

"41:)%7.1):"

I"<4/),")03&480)$7"5*3-"18"%244-.$5"72)"*33,43,.¥7)" )-'0)"94,0*7;"
1"#9"34--.1&8)="-"10.7"72)",)-'0)"74"*"-3)%.9.%"3),-4$;"

I"#$%&'()"*"%4/),"&) T7),"+.72"72)",)-'0);"

"> 449,)*("84',"))-'0)?""84' -)&9"*$("*$472),"3*,78;"

I"#$96"& () *+H#&

"@4"$47"2*)"7834-"4%$"72)",)-'0);"

I"@4"$47"3'7"AD)9),)$%)-"E/*.&* )& 34$"D)F)-7B"4$"72)" )-'0);"
I"@4"$47"&.-7"3),-4$*&" $94,0%7 .4$"-' %2 BYB(),="0%,. T*&"-T*7"-="+).527"*$("2) 527"
I"@4"$47"&.-7"2411.)-"4,"0)01),-2.3-".$"4,5*$.6*7.4$-"$&)--"72)8"*,)" ) &) *$7"74"72)"
)03&480)$7™"

"41:)%7./);"

I"@4"$AT"&.-T"-*&* 8"2.-74,8"4$"72)" )-'0);"

I"@4"$AT"&.-T" )*-4$"94,"&)*] $5"+":41"4$"72)" )-'0);"
I"@4"$4T"0%G) " 2*$(1+,.77)$"%4,,)%7 .4$-"4$"72)" )-'0);"

I"@A4"SAT" ST T*%2"*((.7.4$*&"3*5)-"-'%2"7'*$-%,.37-"*$(",)9),)$%)-"$&)--",)F)-7) ;"

)-0)"."

. *8)-"T 448"

I"@4"$47"-)"72)"3,434'$-"A#B"4,"AOSB;"

I"@4"$47")$%8&4-)"*"324745 *32"49"84" -)&9;"
I"@4"$47".$%&()")725.%"4,",)8.5.4'- 90 BEFTE&)--"T2)8",)"(.,)%7) ("%4$$) %7 )("74"72)"
"03&480)$7"41:)%7./);"

I"@A4"$47"&.-T"%AS$T 4]) - *&"T43.%-"4$"72)" )-'0)"-'%2"*-"34&.7.%-="2'$7.$5=") 7%;"

"#$%"&(,-".+/0"&
&
E$"41:)%7./)".-"*"-7*7)0)$7"4$"72)",)-'0)"72*7 ".$(.%*7)-"72)"783)"49":41"84"*,)"-))G.$5;"

L2),)",)"3,4-"+$("%4$-"74"1472"- ()-2"

1" > 4-7"E$"411)%7./)"5./)-"84"" )-'0)"94  %'-"*$(".$94,0-"72)")03&48),"49"72)"783)"
49"+4,G"84"()-.,);"

1" <4$-7"ES"41:)%7./)"&.0.7-"84" " )-'0) "*$("0*$8"7.0)-"41:)%7.1)-"* )"[*5") "< ("
344,88"+,.77)$;"

MA4',"%24.9%)"74"-)"4,"$S475)"*$"41:)%7 /)" =" *'3),-4$*&"()%.-.4$;""MA"0*8"+*$7" 74"
0%64%-.(),"-.$5"$"41:)%7./)"-. $%)"0*$8")03&48),-"&.G)"72)0;"N8"-.$5"+"%403'7),"74"
783)"84' " )-'0)="84"%*$")*-.&8"%2*$5)"84", "41:)%7./)"94,")*%62" )-'0)"84"-'10.7"
1%-)("4$"72)"783)"49":41"94,"+2.%2"84"* )"*338.$5;"" 2.-"5./)-"84"9&) 0.1.&.78;"""P4,"
)O*03&)="84"(4"$47"+*$7"74"-'10.7"*" )-'0)  "+.72"*$"41:)%7./)"49"A&)-"))3,)-)$7*7./)B"
94,"*"A&*14,B":41;"

128&




!
I"HBY& ' B(&)* S $+&,-$&S.-)-/1&0F/- 1#%6-$(2*+9"$"34-5*2,-$1*&*-%-)*$(+-)$%--*2). $(2*+$
1-,-/&0$-%60"-/1$&*$")5-$1#5+$&1$&$4" IHBESI 7 " #$5+"'1-$)"*$*"$2) 50#:-$&)$"34-5*2,-$
1*&*-%-)*$"#P5&) $#1-$&$5",-/$0-**-/$*"$&::[-11$*+-$*'6-$"7H("/<P$"#P(&)*8$$=$5",-/$
0-**-/$%#1*$&55"%6&)'$-,-/'$/-1#%-$"#$1#3%2*8$
$
=)$"34-5*2,-$1*&*-%-)*$1+"#0:$3-$5")521-$&):$$*+-$6"2)*8$$>"$) "*$2)50#:-$?70#77@$("/:18%
$
A&%60-B$SC"/$D34-5*2,-$A*&*-%-)*B$$=$5+&00-).2).$6"12*2")$*+&*$"77-/1$"66"/*#)2*'$7"/$
J'(*+3$&):$&:,&)5-%-)*8$
$

72-0:8%
$

"HSYO8H! VHSHI+,"- --01+2/314%.+'1-.2/12.51+-861.2'1-.!
$
+789:9;9<=>7:18@ABC @K "SH#1$")$("/<$+21*"/'$2)$5910". 25&0$"/:-/$1+8&/*2). $(2*+$*+-$
06" 1*$/-5-)*$4"3$&):$("/<2).$385<$3'$021*2). $*+-$6W"-/F 1$)&%-:$52+'$8.): $1*&*-:$4"35+2*0-:$
4"3$:#2-1$8):$85+2-,-%-)*183$G #5&*2") JAVER00'$021 *-: $&*$*+-$3"+*"%6$" 7+ +-$6&.-$(2*+$
*4-$15+"OF 1$)&%-;$52*'$&): $1*&*-;$*'6-$"7$:-H5-/*27 258*-$-&/)-1:$./&:-$6"2) *$&.,-/&.-$
127$8&3",-$&,-/&.-$8):$81$&)$"6*2")$&S$02 1 BFT #/1-1$/-0- &)*$*"$*+-$-9660"'%-)*$
"34-5+2,-8$$G #5&*2")$1+"#0:$3-$021%-: $&* SEHFE +-$/- 1#%-$7"/$/-5-)*$./&:H#&*-1$27$
("/<$+21*"'$21$085<2).$2)$/-08* B*+-$-2660"%-)*$"34-5+2,-8%
$
=1 8)*&.-1$"7$&$5+/")"0". 25&0$/-1#%-BS$
$
K$O*$:-06") 1*/&*- 18" #/$("/<$+21*"/'8%
K$9*$21$-&120'$1<2%%-:$&):$-%60"-/1$8/-$78&%2028/$(2*+$2*8$
K$9*$21$-&1'$*'$"/.&)2L-8%
K$9*$21$-&1'$7"/$-%660"-/1$*" $1-FE-M#-)5-$"7$-%60"'%-)*$:&*-18$
$$
>218&:,8)*&.-1$"7$&$5+/")"0".2580%/-1#%-B$
$
K$9*$5"#0:$/- -&UB0" %-)*$.&61$&):$4"3$+"662).8%
K$O*$+2.+02.+*1$4"3$:#+2-1$/&*+-/$*+&)$1<2001$&):$&55"%6021+%-)*18%
$
4B:>D=9:?;|8@ABC@R'5#1$")$1<2001$3'$./"#62).$*+-%6$*" . -*+-/$H):-/$+-&:2). 1$*'$1*/-11$
&$6-/1")F1$M#E&027258*2") 1$&):$-N6-/*21-$B BRIR5$4"38$$0+-$-0660"'%6-)*$+21*"/'$
1-5+2")$21$#1#800'$3/2-7$(2*+$8$021*$ BHE&1*$HBS*2*0-158)H60™"%-)*$:8*-185$
G%60"%-)*$:8*- 1$&/-$1"%-*2%-1$"%2+*-: $3*+21$5"#0:$/821-$&$?/-:$708. @$7"/$*+-$
-%660""-/$2):258*-:$*+-$&66025&)*$2/12). $*"$+2:-$-%60"%-)*$.8618%
$
=1 &)*&.-13"7$&$TH#)5*2")&0$/-1#%-BS
$

KSE™":$7"/$*+"1-$(2*+$02**0-$-N6-/ BB $*+-$:-12/-:$5&/--/$72-0:$
K$P2.+02.+*1$1<2001$&) . $(+&*$&)8HBEE)$"77-/$&$6"*-)*280$-%60"-/$
K$P2:-1$4"3$+"662). $& %60"'%-)*$.&61$

EF!
!




"#$%0&S' (B) #+,-+$+-."/(",'SO+1*#.2*3+

+

4+5%'6+*270,6*1#+%,+',(+0"8*+(9"#+-, 128(+*/8X+(9*6+7 1*#.2*+"(+"#+9"%™)+7,,1+,1+
SH($:0%+;,18++

++9"#(,16<+

4+=(+2$6+9"%*+$+#($:0%+;,18+9"#(,16<+

A+=(+"#+%0"--" O(+$(+("2*#+-,1+*270,6508;1 (0% +#+> ¥ [*+ -+(9*+*270,62* (+ %S (*#<+

+

"#3%& (%" &) +,-#+,  +($8*+7,"(#+-1,2+:,(9+(9*+/91,',0,)"/$0+$'%+-."/(",'$O+1*#.2*#+
$'%+"#+5+),,%+-, 128 (+(,+#(LH#+#8"00#2+35:"0" (" #+ 35 %0+3//,270"#92* (#+,9"0*+$0#,+
9")90")9(")+(9%+;,18 +9"#(,16+-0,;<+++

+

@Y%ES ($) H#+,-+$+/,2:"$(",'+1*#.2*3+

+

A+=(+71,2,(*#+$'+"%"&"%.S0AH#+#8"00#+ S FB+ ;9" 0*+$0#, +#9,;" ) +$+#,0"%+;,18+
9"#(,16<+

At=(+"H#+ ST ($:0%+(,+28'6+#"(S(", #+

+

IHSYOES (B) H+,-+$+,2:"$(", + 1.2+ 3+

+
A+=(+"#+',(+$+),,%+-,128(+-,1+$+7*1#,'+;9, +@SMB3"00#+$' %0 +$/9"*&*2*' (#+#./9+9$#+0" ((0*+,1+
'+ 18++

++9"#(,16<+

4+=(+/,.0%+:*+(,,+0,")<+

+

B,.+2.#(+%*/"%*+;9"/9+1*#. 2*+(6 7*+"#+*#(+-,16,. 1 +#"(.$(",' +$%+(9*+C,: +6,.+;$'(<++D9*+
#E2X+"#+(1.*+1%)$1%") +(O*+.#*+,-+3'+, . C*/("&FH#($(*2*' (<++D,+-$/"0" (B (*+6,. L+%*/"#" ' 2+ #*+
(9*+1*#,. 1/*#+3$&$"0$:.0*+S(+E,"*/(", #+, L+#*$1/9+(9*+" (*1*(+, +FL*#. 2*#G+$ %+ F1*#.2*+
CH("&FHG<++DI* L +"#+$+,*$K9+ 128 (", '+, +(9*#*+(, 7" [#<+

+

J+)0"11"2%&3))$',%4),'#51+,)"0)(/+)4/*"&"1"3%4'16)0-&4(%"&'1)'&7)4"#$% &' (%" &)
O"*#'(,))7T+#"&,(*'(+)/"2)(/+8)7%00+*)%&)'55+™*' &4+)'&7)"*3'&%9'(%"&)"0)

%&0"*#'(%"&:)

+++ A A+




!
Sample Chronological Resume

John A. Doe
"IHS%&! () (1+H],-.&/101%-1222221+134445144464444)
781*7$%9!$::)*;;!
<LLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLL L)
|

bBJ ECTIVE =-;%(%-&!$;!1$!1#*>1$& %> BB %E&**) % & $!A-.*)|A9$& (B!

!
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"#$%&'()"™*+',-.'/1&00&1 '

111 Main Street
Town, Ohio 22222
(000) 000-0000
March 24, 2005

Mr. John Smith

Human Resources Manager
ABC Company

222 Main Street

Town, Ohio 22222

Dear Mr. Smith:

Thank you for meeting with me on Tuesday regarding the auto mechanic position
available with ABC Company. | thoroughly enjoyed our conversation.

As discussed, | have 10 years of experience in all phases of automotive repair and am
ASE certified. My skills would enable me to immediately become a productive employee
for your company.

| am very interested in working for ABC company and looking forward to hearing from

you. If you have any questions or need more information, please contact me at (000)
000-0000. | am very appreciative of the interview and your time.

Sincerely,
"##'$%&'(&)*+,-*,&

&
William H. Johnson
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EDUCATION WEB SITES
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VETERANS WEB SITES
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DOL site for Veterans.
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Transiiion assistance program for Veterans.
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Hire Vets First
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Vet Central — employment web site for Veterans
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Helmet to Hardhats — transition from military to construction jobs
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OTHER RESOURCE WEB SITES
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