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-! ./01234!"25346!"211788723/98:!!!! Provide county leadership. 
 
-! ./01234!"25346!;/<=941/34!2>!?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. 
 
-! #G72!;/<=941/34!2>!?2@!A!B=1706!(/9C7D/8:!!!!!!Provides employment services, 

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 

 
-! (/3729!!%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. 
 

-! I/4/9=38J!)92H9=1 :    Provides employment and training assistance to Veterans 
!!!!!!!

-! ./01234!&/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 
!!!

-! 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. 
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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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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, 
 
 
 
!"#$%&''#()*&'+,$-).//  
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>#.#!'.#!(1)#!?6#(+,1*(!+1!'(9!/16.(#$%@!!!!!!!!!!!
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A!B1!C!9*14!45'+!+/0#!1%!<1:!1.!='.##.!,*+#.#(+(!)#D!
A!E)!C!?6'$,%,#2!%1.!+5#!<1:!1.!='.##.!+5'+!,*+#.#(+(!)#D!
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'*2!!!!!!!!#%%1.+!+1!3#+!+5#!(9,$$(D!
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! “Skills” 
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! “Job Specific Skills” 
!
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
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""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
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!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
!!!!!!!!!!!!!!!!!!!!!
! “Personal Skills” 
!
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
!!!!!!!!!!!!!!!!!
! “Transferable Skills” 
!
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
!!!!!!!!!!!!!!!!
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
!!!!!!!!!!!!!!!
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
!!!!!!!!!!!!!!!!
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
!!!!!!!!!!!!!!!!
!
!
!
! !
!
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!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH!HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
!
B! L(8!-#.-$#!6.7!8*.=!'3.7+!+5#,/!2.3(9!=./8! /#(-.*(,3,$,+,#(9!0',$6!=./8!/.7+,*#(9!

=5'+!+5#6!$,8#!'*0!0,($,8#!'3.7+!+5#,/!2.3(9!'*0!5.=!+5#6!1.+!+5#,/!2.3(;!!E/,+#!
0.=*!+5#!2.3(!+5'+!=#/#!.%!,*+#/#(+!+.!6.7;!

!
HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH!
!!!!!!!!!!!!!!!!!!!!!!!!

B! <'8#!4'/##/!,*+#/#(+!+#(+(!'+!N.**#4+,.*(;!!E/,+#!0.=*!+5#!/#(7$+(;!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH!
!
B! >#'0!4'/##/!3..8(!'*0!:,(,+!=#3!(,+#(!+. !$#'/*!'3.7+!.447-'+,.*(;!!O.7!4'*!0.!

+5,(!'+!N.**#4+,.*(;!!E/,+#!0.=*!+5#!.447-'+,.*(!+5'+!,*+#/#(+!6.7;!
!

HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH!
!!!!!!!!!!!!!!!!!!!!!!!!!!

! HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH!
!
! HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH!
! !

.&
!



!" #$"%$&'()*+%'$*,"%$+-(.%-/"%0"*$'+1-("/*2"+'",-*($"*3'4+"5*(--(06""7+"%0"*"3(%-&"
)--+%$8"3-+/--$"*"9-(0'$"%$.-0+%8*+%$8"*"5*(--("*$:"*"9-(0'$"/'(;%$8"%$"+1-"
5*(--("/%+1"+1-"94(9'0-"'&"*5<4%(%$8"%$&'()*+%'$"+'"*00%0+"2'4"%$"2'4("5*(--("
:-5%0%'$6"

"
=-(-"*(-"0')-"84%:-,%$-0"+'"&',,'/>"
"

?"@1%0"%0"$'+"*"A'3"%$+-(.%-/6""B'"$'+"*0;"*3'4+"A'3"'99'(+4$%+%-0"*+"+1-"5')9*$26"
?"#0;"*$"*5<4*%$+*$5-"&'("$*)-06""7+"%0"-*0%-("+'"(-<4-0+"*$"%$&'()*+%'$*,"
%$+-(.%-/"/1-$"""""2'4"*(-"(-&-((-:"32"0')-'$-"+1-"%$+-(.%-/-(";$'/06"
?"C-<4-0+"%$&'()*+%'$*,"%$+-(.%-/0"32"91'$-"*$:",-++-(6""7+"%0"*"8'':"%:-*"+'"0-$:"
*",-++-("""""""&%(0+"+'"%$&'()"+1-"9-(0'$"2'4"/%,,"3-"5*,,%$8"%$0+-*:"'&"5*,,%$8"D'4+?'&?
+1-?"3,4-E6"""
?"F',,'/"+1-"84%:-,%$-0"4$:-("+1-"#99-*(*$5-"*$:"G'3"7$+-(.%-/"0-5+%'$06"
?"@'9%50"+'":%05400"%$5,4:-"A'3"<4*,%&%5*+%'$0H"A'3":4+%-0H"+(*%$%$8"(-<4%(-:H"
-)9,'2)-$+"""""""'4+,'';H"/*8-0H"9'0% +%.-0H"$-8*+%.-0H"/'(;"1'4(0H"1'/":%:"+1-"
%$+-(.%-/-("51''0-"+1%0"""""""5*(--("*$:"1'/":%:"1-"8-+"+1-"A'36"
?"I--+"/%+1"0-.-(*,"9-'9,-"*3'4+"+1-"0*)-"'5549*+%'$"0'"2'4"*(-"$'+")*;%$8"
A4:8)-$+0""""""*$:":-5%0%'$0"3*0-:"'$"'$-"9-(0'$J0"9'%$+"'&".%-/6"
?"K-$:"*"+1*$;"2'4"$'+-"&'("+1-"%$+-(.%-/6"

"
L1-$"5'$0%:-(%$8"*"A'3"'("5*(--(H"2'4"$--:" +'"5'$0%:-("2'4("/%,,%$8$-00"*$:"*3%,%+2"+'"
8'"+'"051'',"%&"2'4",*5;"+1-"<4*,%&%5*+%'$0"(-<4%(-:6""F%$*$5%*,,2"*$:"9-(0'$*,,2"*(-"2'4"%$"
*"9'0%+%'$"+'"(-+4($"+'"051'',M""#(-"2'4"8'%$8"+'"1*.-"+'"/'(;"/1%,-"*++-$:%$8"051'',M"
"
" !"#$$%&$'()*(+&))%,-(#(.*/(*$(01$'1%,-(#(2#$&&$3(
"
N'/"+1*+"2'4";$'/"2'4("0;%,,0"*$:"2'4("A'3"*$:"5*(--("%$+-(-0+0H"2'4"$--:"+'":-+-()%$-"
%&"+1-(-"%0"*$2+1%$8"'("*$2'$-"1',:%$8"2'4"3*5;"&(')"94(04%$8"2'4("8'*,6""B'"2'4"1*.-"
*$2"3*((%-(0M"
"
O*((%-(0"5'4,:"3-"+(*$09'(+*+%'$H"51%,:"5*(-H"$'"1%81"051'',":%9,')*" '("PQBH":%&&%54,+2"
/%+1"3*0%5")*+1"*$:"(-*:%$8H"5(%)%$*,"(-5'(:H"*8-H"'.-(<4*,%&%-:H"-:45*+%'$H",%++,-"'("$'"
/'(;"1%0+'(2H"*":%0*3%,%+2H",'/"0-,&?-0+--)H",*5;"'&")'+%.*+%'$H"9''("*++%+4:-H":(480H"
*,5'1',"'("*"&*)%,2")-)3-(6""R$5-"2'4"%: -$+%&2"*$2"3*((%-(0"2'4")*2"1*.-H"2'4")40+"
:-.-,'9"*$"*5+%'$"9,*$"+'"'.-(5')-"+1-)6"
"
S%0+"2'4("3*((%-(0"*$:"*5+%'$"9,*$0"1-(-6"
"
O*((%-(""TTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTT"
#5+%'$"U,*$"""TTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTT"
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""
O*((%-(""TTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTT"
#5+%'$"U,*$"TTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTT""
"

(
(
(
(
(
(
(

45(



! Criminal Record 
!
"#$%&'!$()*#+(!,-.!/)0(!)!1/)**(23(!)/()4!-5!,-.'!6.&!,-.!1)2!-0($1-7(!#&!8#&/!
9($%(0($)21(!)24!4(&($7#2)&#-2:!!;(1-24'!4- !2-&!*#(!-2!)2!(79*-,7(2&!)99*#1)&#-2!
)6-.&!,-.$!1$#7#2)*!$(1-$4:!!<2%8($!&$.&/5.**,!6.&!4-!2-&!4#%1*-%(!7-$(!&/)2!#%!
2(1(%%)$,:!=5!,-.!)$(!/#$(4!)24!&/(!(79*-,($ !5#24%!-.&!*)&($!&/)&!,-.!*#(4!-2!,-.$!
)99*#1)&#-2'!,-.!1-.*4!6(!5#$(4:!!<*%-'!,-.$! 9$-6)&#-2!-55#1($!7#3/&!1)**!&/(!(79*-,($!&-!
0($#5,!,-.$!(79*-,7(2&:!
!
=5!&/(!&-9#1!1-7(%!.9!#2!&/(!#2&($0#(8'!%&)&(!,-.$!1$#7(!)24!4-!2-&!3-!#2&-!4(&)#*%:!!>-0(!
-2!6,!5-1.%#23!-2!,-.$!%?#**%'!8/)&!,-.!*()$ 2(4!5$-7!,-.$!7#%&)?('!)24!8/)&!,-.!/)0(!
4-2(!&-!#79$-0(!,-.$%(*5!%.1/!)%!&)?#23!1*)%%(%!)24!0-*.2&(($!8-$?:!!@-.!2((4!&-!
(%&)6*#%/!,-.$!$(*#)6#*#&,!)24!,-.$!4(%#$(!&-!%.11((4:!
!
@-.!1)2!.%(!A-22(1&#-2%B!$(%-.$1(%!5-$!7-$(!#25-$7)&#-2!-2!&/#%!&-9#1:!
!
! Age Discrimination for the Mature Worker 
!
;-7(!(79*-,($%!7),!0#(8!&/(!)3(!-5!)!7)&. $(!8-$?($!)%!)!6)$$#($!)24!)!$()%-2!2-&!&-!
/#$(:!@-.!7.%&!%/-8!,-.$!)3(!#%!)2!)%%(&:!!!
!
C($(!)$(!%-7(!&#9%D!
!
E! F$-0(!,-.!)$(!4(4#1)&(4!)24!7-$(!)9&!&-!%&),!#2!)!G-6!&/)2!)!,-.23($!9($%-2:!
E! ;&$(%%!,-.$!0)%&!)24!4#0($%(!(H9($#(21(!#2!4()*#23!8#&/!0)$#-.%!9(-9*(!)24!

%#&.)&#-2%:!
E! ;&$(%%!,-.$!%?#**%!)24!,-.$!4(%#$(!&-!*()$2!2(8!%?#**%:!
E! "-1.%!-2!,-.$!(H9($#(21(I!2-&!4)&(%:!
E! ;&$(%%!,-.!)$(!$(1(9&#0(!&-!1/)23(!)24!2(8!#4()%!)24!&(1/2-*-3,:!
E! J2!,-.$!$(%.7('!-7#&!3$)4.)&#-2!4) &(%!#5!&/(,!)$(!)!*-23!&#7(!)3-:!
E! J2!,-.$!$(%.7('!*#%&!$(1(2&!8-$?!(H9($#(21(!)24!-7#&!8-$?!(H9($#(21(!5$-7!

,()$%!)3-:!
E! K$(%%!%&,*#%/!)24!9$-5(%%#-2)*!5-$!&-4),B%!8-$?9*)1(:!
!
! Overqualified 
!
L79*-,($%!7),!6(!/(%#&)2&!&-!/# $(!)2!#24#0#4.)*!&/(,!0#(8!)%!-0($M.)*#5#(4!6(1).%(!&/(!
#24#0#4.)*!7),!6(1-7(!M.#1?*,!4#%%)&#%5#(4!8#&/!&/(!G-6!)24!M.#&:!
!
C($(!)$(!%-7(!&#9%D!
!
E! ;/-8!)!%#21($(!#2&($(%&!#2!&/(!9-%#&#-2!)24!1-79)2,:!
E! ;&)&(!,-.!)$(!5.**,!M.)*#5#(4I!2-&!-0($M.)*#5#(4:!
E! ;&$(%%!,-.$!*-,)*&,!)24!4(%#$(!&-!%&),!#2!&/(!G-6!5-$!)!*-23!&#7(!)24!&-!6.#*4!,-.$!

1)$(($!8#&/!&/(!1-79)2,:!
E! K#%1.%%!,-.$!%?#**%!&/)&!)$(!$(*(0)2&!&-!&/(!G-6:!!
E! =2!)!$(%.7('!4-!2-&!5.**,!4#%1*-%(!)**!-5!,-.$!%?#**%!&/)&!7),!9$(%(2&!&/(!#7)3(!-5!

6(#23!-0($M.)*#5#(4!5-$!&/(!G-6:!!N)#*-$!,-.$!$(%.7(!&-!&/(!G-6!%-!#&!-2*,!$(5*(1&%!
&/(!%?#**%!2((4(4!5-$!&/(!G-6!)24!2-&/#23!7-$(:!

! !
!
!
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! !""#!$!%&# '
!
"##$%&%'($!)*!%!*+%+$,$'+!%-./+!0./&*$123!!4+!&$21$(+*!56.!0./!%&$!%'7!+6$!),%8$!0./!
5%'+!+.!#.&+&%03!!91.+6)'8:!8&..,)'8:!,%''$&*!%'7!-.70!1%'8/%8$!%&$!$;($11$'+!
)'7)(%+.&*!.2!0./&!%++)+/7$:!(.'2)7$'($:!,.+)<%+).'!%'7!#&.2$**).'%1)*,3!!"1+6./86!
$,#1.0$&*!5%'+!$,#1.0$$*!56.!6%<$!+6$!*=)11*!2.&!+6$!>.-:!%##$%&%'($!)*!%1*.!<$&0!
),#.&+%'+3!!"*!+6$!*%0)'8!8.$*:!?2)&*+!),#&$**).'*!,%=$!1%*+)'8!),#&$**).'*@3!!!
!
A6$!2.11.5)'8!%&$!?&/1$*!.2!+6/,-@!+.!2.11.5!56)1$!1..=)'8!2.&!%!>.-!%'7!2.&!>.-!)'+$&<)$5*B!
!

!"#$%"&%#''(C!D./!,/*+!*6.5$&!.&!-%+6$!$<$&07%03!!E.70!.7.&!)*!<$&0!.22$'*)<$:!
%'7!)+!5)11!(.*+!0./!+6$!(6%'($!.2!8$++)'8!%!>.-3!

( )$&*!C!4+!,/*+!-$!(1$%':!'$%+!%'7!(.,-$73!
+$,&$"()$&*!C!D./!,/*+!-$!(1$%'!*6%<$'3!!F. &!-$%&7*!%'7!,/*+%(6$*:!+6$0!,/*+!
-$!'$%+10!+&),,$73!
+&%-#*%$&"'!C!G./17!0./!5%'+!+.!*6%=$!6%'7*!5)+6!*.,$.'$!56.!6%*!7)&+0!
2)'8$&'%)1*H!!F)'8$&'%)1*!,/*+!-$!(1$%'3!
.##/0($%1(2*#$/0!C!A$$+6!,/*+!-$!-&/*6$7:!%'7!-&$%+6$!,/*+!-$!2&$*63!!"<.)7!
+6)'8*!+6%+!#&.7/($!%'!.7.&!*/(6 !%*!+.-%((.:!%1(.6.1!%'7!(.22$$3!
3456&%-!C!F.&!*,.=$&*:!7.!'.+!*,$11!1)=$!()8%&$++$!*,.=$3!!A6)*!)*!%!6/8$!+/&'C.22!
+.!$,#1.0$&*!56.!7.!'.+!*,.=$3!

( 7$6#89: !C!I..=!'%+/&%1!%'7!/*$!)+!*#%&)'8103!
!5"5-%#($%1(;#*<94#!C!J$$#!+6$,!+.!%!,)'),/,!.&!7.!'.+!/*$!+6$,!%+!%113!!D./!
7.!'.+!5%'+!+6$!*,$11!.2!0./&!(.1.8'$!.&! #$&2/,$!1)'8$&)'8!)'!%'!$,#1.0$&K*!.22)($!
%'!6./&!%2+$&!0./!1$2+3!
=#>#"*?!C!J$$#!>$5$1&0!.'!+6$!(.'*$&<%+)<$!*)7$3!!F.&!5.,$':!%!5%+(6:!'.!,.&$!
+6%'!.'$!.&!+5.!&)'8*!%'7!.'$!#%)&!.2! $%&&)'8*!%&$!&$(.,,$'7$73!!F.&!,$':!%!
5%+(6!%'7!'.!,.&$!+6%'!.'$!&)'8!%&$!&$(.,,$'7$73!!L$'!*6./17!'.+!5$%&!
$%&&)'8*3!
251?(;&#*,&%-'!C!M'10!.'$!#%)&!.2!$%&&)'8*!*6./17!-$!5.&'3!!N$,.<$!%11!.+6$&!
-.70!#)$&()'8*3!
!"5/0&%-(C!O&$**!2.&!*/(($**3!!91.+6)'8!,/*+!-$!(1$%'!%'7!'.+!5&)'=1$73!!"<.)7!
2%7*!%'7!1./7!(.1.&*3!!P6.$*!,/*+!-$!(1$%'3!

!
"!8$'$&%1!&/1$!+.!2.11.5!)*!+.!7&$**!.'$!*+$#!%-.<$!+6$!.'$!2.&!56)(6!0./!%&$!
%##10)'83!!F.&!$;%,#1$:!)2!0./!%&$!%##10)'8!2.&!%!(%*6)$&!>.-:!7&$**!%*!)2!0./!5$&$!
+6$!*+.&$!,%'%8$&3!

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

!
C!F.&!%!#$&*.'!*$$=)'8!%!-/*)'$**!>.-:!7&$ **!)'!-/*)'$**!%++)&$!*/(6!%*!%!*/)+3!
C!F.&!+6.*$!*$$=)'8!2%(+.&0:!1%-.&!.&!(.'*+&/(+).'!5.&=:!7&$**!-/*)'$**!(%*/%1!
*/(6!%*!!!!!!!!!!#%'+*!%'7!%!-/++.'C7.5'!+/(=$7!)'!*6)&+3!
C!O.!'.+!5$%&!*'$%=$&*:!*%'7%1*:!>$%'*:!*6.&+*!%'7!+C*6)&+*3!
!
251?(@$%-9$-#!C!E.70!1%'8/%8$!*%0*!%!1.+!%-./+!%!#$&*.'K*!%++)+/7$!%'7!
(.'2)7$'($3!P)+!/#&)86+!%'7!7.!'.+!*1./(6 3!!O/&)'8!%'!)'+$&<)$5:!=$$#!0./&!6%'7*!
./+!.2!0./&!#.(=$+*!%'7!'.7!0./&!6$%7!+.!)'7)(%+$!0./!%&$!1)*+$')'83!!"<.)7!
'$&<./*!6%-)+*!*/(6!%*!+%##)'8!.&!+5)771)'8!0./&!2)'8$&*:!+%##)'8!0./&!2..+:!
*6%=)'8!0./&!1$8:!+./(6) '8!0./&!6%)&!%'7!2)78$+)'83!

!
()'

!



!"##$%&'!"#$"%$&"'()"(*+%,"&)-.(/"(0)+-/"(.$1)"$-"23)0",'.4""#$"%$&"&+1)"5$$6"
$-"6-7%1("07&3"8$'4""9)"2$'-&)$'("+%6":$*7&)4"""

"
;%2)"8$'",)&"&3)"<$=/"5$**$0"&3)()"(+.)"-' *)("+%6"&+1)"&7.)"&$"$=()->)"3$0"8$'-"2$!
0$-1)-("6-)(("+%6"*)+-%"2$.:+%8":$*728"$%"7((')("('23"+("6-)(("2$6)"+%6"(.$17%,4""?5"
8$'"+-)"7%"6$'=&/"+(1"8$'-"(':)->7($-"=)5$-)"8$'"+2&4""@$"=)"$%"&3)"(+5)"(76)/"+*0+8("
&+1)"&3)"2$%()->+&7>)"+::-$+234"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
"
" !"#



!
! ORGANIZING YOUR JOB SEARCH 
!
"#$!%$&'!()!#*+,-./)0!.-!1#$*!2#(!&),*345!!!6)',.7)0!,-0!3,*)8$7!97,--.-+!:.77!-#'!#-71!
4)79!1#$!8.-0!,!2#(;!($'!.'!:.77!,7&#!4)79!1#$!0)<)7#9!,-0!)-4,-3)!,-!.%9#*',-'!2#(!&=.77!
555!#*+,-./,'.#-,7!,(.7.'.)&5!
!
"#$!%$&'!=))9!'*,3=!#8!'4)!8#77#:.-+!#-!,!>#(!?),*34!@#+A!
!
! B,%)!#8!)%97#1)*!1#$!3#-',3')0!
! C#-',3'!-,%)!
! C#-',3'!0,')!
! D997.3,'.#-!%)'4#0A!*)&$%);!,997.3,'.#-!#*!(#'4!
! C#-',3'!*)&$7'!
! E#77#:F$9!#-!#$'3#%)!#8!,997.3,'.#-!
!
GH,%97)!@#+A! !!!!!
! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

!
G%97#1)*!

!
C#-',3'!B,%)!

!
6,')!

!
D997.3,'.#-!!
!!!!!C#-',3'!

!
E#77#:F$9!
I)'4#0!

!
J)&$7'!
! !!!!!!

!!!K$'3#%)!
!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

!
!

! ! ! ! ! !

!
"#$!%$&'!8#77#:F$9!#-!,997.3,'.#-&!#*!*)&$%)&!'4,'!1#$!&$(%.'')05!!"#$!3,-!-#'!&.%971!
3#%97)')!,-!,997.3,'.#-;!%,.7!#*!0*#9F#88!,!*)&$%)!,-0!8#*+)'!,(#$'!.'5!!"#$!%$&'!#(',.-!
'4)!9)*&#-L&!-,%)!:.'4!'4)!4.*.-+!,$'4#*.' 1!,-0!3#-',3'!4.%!#*!4)*!'4)!-)H'!0,1!
*)+,*0.-+!1#$*!.-')*)&'!.-!'4)!2#(!,-0!M$,7.8.3 ,'.#-&!8#*!'4)!2#(5!!N)!9*)9,*)0!#-!:4,'!
1#$!:.77!&,15!!O4.&!&4#:&!.-.'.,'.<)!,-0!+.<)&!1#$!'4,'!PQ.--.-+!G0+)R5!!!
!
!
!
!
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!
! !"#$%&'()*$+&,*"-% $
!
"#$%$!&%$!'&()!%$*+,%-$*!.+!,*$!/#01$!1++20(3!4+%!$'51+)'$(.!&(6!)+,!*#+,16!,*$!&11!
+4!.#$'7!!"#$!'+*.!-+''+(!&%$!*.&.$!$'51 +)'$(.!&3$(-0$*8!.$'5+%&%)!$'51+)'$(.!
&3$(-0$*8!($/*5&5$%!-1&**040$6!&6*8!9(.$%($.!&(6!:+;!4&0%*7!!!"#$!./+!'+*.!$44$-.0<$!
'$.#+6*!;,.!(+.!&*!#03#1)!,*$6!&*!.#$!-+ ''+(!'$.#+6*!&%$!=60%$-.!-+(.&-.>!&(6!
=($./+%20(3>7!!?55%+@0'&.$1)!ABC!+4!:+;*!&%$!(+.!&6<$%.0*$67!!"#$)!&%$!0(!.#$!=#066$(!
:+;!'&%2$.>!&(6!-&(!;$!60*-+<$%$6!.#%+,3#!=60%$-.!-+(.&-.>!&(6!=($./+%20(3>7!
!
! .,/012324506$+738419:$
!
DE! F.&.$!G'51+)'$(.!?3$(-0$*HI($JF.+5!G'51+)'$(.!F)*.$'* !
!

K+;!*$$2$%*!-&(!%$30*.$%!4+%!/+%2!0(!&!*.&.$L*!:+;!*$&%-#!*)*.$'!&(6!;$!%$4$%%$6!
.+!:+;*7!

!
ME! "$'5+%&%)!G'51+)'$(.!?3$(-0$* !
!

"#$*$!&%$!5%0<&.$!-+'5&(0$*!N(+!4$$*!-#&%3$6E!.#&.!51&-$!0(60<06,&1*!&.!
;,*0($**$*!.+!/+%27!!"#$!.$'5+%&%)!&3$(-0$ *!&%$!.#$!$'51+)$%*7!"#0*!0*!&!3++6!
/&)!.+!&-O,0%$!/+%2!$@5$%0$(-$8!&(6!&.!.0'$*8!.#$!:+;*!;$-+'$!5$%'&($(.!
/+%20(3!4+%!.#$!;,*0($**7!

!
?6$--+P!QRSJMSQJDSRR!

!
T&%$$%!F$&%-#P!QRSJMQMJMMSU!

!
V&(-&(P!QRSJMQMJRRMA!

!
G@.%&*!F,55+%.!F.&440(3P!USRJWUDJQXXW!

!
Y$%*+(($1!"$'5+%&%)!F$%<0-$*P!QRSJBSUJBRWW!

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

! !
QE! [$/*5&5$%!T1&**040$6!?6<$%.0*$'$(.*!
!

\+,!',*.!%$&6!.#$!]$15!^&(.$6!?6*!$<$%)6&)7!![$/*5&5$%*!&%$!&<&01&;1$!&.!
T+(($-.0+(*!&(6!10;%&%0$*7!

!
SE! 9(.$%($.!
!

"#%+,3#!.#$!9(.$%($.8!)+,!-&(!&--$**!:+;!+5$(0(3*!+(!1+-&18!*.&.$8!(&.0+(&1!&(6!
3+<$%('$(.!/$;*0.$*7!!\+,!-&(!,*$!T+( ($-.0+(*L!_$*+,%-$!_++'!-+'5,.$%*!.+!
&--$**!.#$!0(.$%($.7!

!
!
!
!
!

;<$
$



 
!"# $%&#'()*+#
#

,-#.%&#/()*+0#1%2#3(45#-35#%66%*-27)-1#-%#+65(8#9)-3#:(71#5:6;%15*+#(-#%75#
;%<(-)%7=##,**)45#5(*;10#(7>#:(85#+2*5#1%2#(*5#6*56(*5>#&1#95(*)7?#(66*%6*)(-5#
<;%-3)7?0#3(4)7?#6;57-1#%/#*5+2:5+0#87%9)7?#93(-#1%2#(*5#?%)7?#-%#+(10#(7>#
-(8)7?#657+#(7>#6(65*#-%#-(85#7%-5+#(7>#9*)-5#>%97#-35#7(:5+#%/#-35#5:6;%15*+@#
*56*5+57-(-)45+=##,;+%0#:(85#+2*5#1%2#3(45#-35#>5-();+#%7#1%2*#9%*8#3)+-%*10#
*5/5*57<5+0#5-<=#)7#<(+5#1%2#3(45#-%#<%:6;5-5#(7#(66;)<(-)%7=##A+5#-35#B5*+%7(;#
C(-(#D5<%*>#(4();(&;5#(-#E%775<-)%7+#-%#*5<%*>#-3)+#)7/%*:(-)%7=#

#
# “Non-Traditional Methods” 
#
F"# C)*5<-#E%7-(<-#
#

G35#>)*5<-#(66*%(<3#)+#-35#&5+-#(66*%(<3=##H>57-)/1#&2+)75++5+#-3(-#3(45#-35#-165#
%/#6%+)-)%7#1%2#9(7-#(7>#(66;1#>)*5<-;1=##G35#15;;%9#6(?5+#(*5#(#?%%>#+%2*<5#/%*#
&2+)75++#;)+-)7?+=##I(85#+2*5#1%2#(*5#6*56(*5>#&1#>*5++)7?#6*%/5++)%7(;;10#3(4)7?#
<%6)5+#%/#1%2*#*5+2:50#3(4)7?#657+#(7>#6(65*#(7>#-(8)7?#1%2*#B5*+%7(;#C(-(#
D5<%*>=##J5#6*56(*5>#-%#<%:6;5-5#(7#(66;)<(-)%7#(7>#/%*#(#6%++)&;5#)7-5*4)59=#

#
D5:5:&5*#(+#+-(-5>#5(*;)5*0#K/)*+-#):6*5++)%7+#:(85#;(+-)7?#):6*5++)%7+L#+%#&5#
<%2*-5%2+=#M%2#7545*#87%9#93%#1%2#(*5#?%)7?#-%#+65(8#9)-3#/)*+-#9357#1%2#57-5*#
(7#%//)<5#===#*5<56-)%7)+-0#:(7(?5*N#H/#1%2#(*5#*2>5#-%#(#*5<56-)%7)+-#(7>#:(85#(#
&(>#):6*5++)%70#+35#9);;#<%7451#-3)+#-%#-35#65*+%7#9)-3#-35#3)*)7?#(2-3%*)-1=#

#
,+8#)/#1%2#<(7#+65(8#9)-3#-35#65*+%7#93%#)+#)7#<3(*?5#%/#3)*)7?#/%*#-35#6%+)-)%7#
-3(-#1%2#9(7-=##H/#-3(-#65*+%7#)+#7%-#(4();(&;50#?5-#3)+O35*#7(:5#(7>#-5;563%75#
72:&5*=##P5(45#1%2*#*5+2:50#<%:6;5-5#(7#(66;)<(-)%7#)/#6%++)&;5#(7>#<(;;#-35#
65*+%7#-35#75Q-#>(1#-%#/%;;%9R26#%7#1%2*#4)+)-=#

#
G5;;#-35#65*+%7#931#1%2#(*5#<(;;)7?#(7>#(+8#)/#1%2#<(7#+5-#26#(7#(66%)7-:57-#-%#
>)+<2++#1%2*#5:6;%1:57-#(66;)<(-)%7=##H/#-35#(7+95*#)+#K7%L#(7>#-35#<%:6(71#)+#
7%-#3)*)7?0#-3(78#-35#65*+%7#/%*#3)+#-):5#(7>#(+8#3):#-%#8556#1%2#)7#:)7>#/%*#
/2-2*5#%657)7?+=##G(85#-35#%66%*-27)-1#-%#(+8#/%*#-9%#%*#-3*55#7(:5+#%/#%-35*#
<%:6(7)5+#(7>#65%6;5#1%2#<(7#<%7-(<-=##G3)+#)+#<(;;5>#75-9%*8)7?#93)<3#)+#-35#
75Q-#.%&#+5(*<3#:5-3%>=###

#
S%-5T##I(85#+2*5#1%2#+57>#(#-3(78#1%2#7%-5=##G35#<%:6(71#:(1#7%-#&5#3)*)7?#
7%9#&2-#<%2;>#)7#-35#/2-2*5=##,;9(1+#;5(45#(#?%%>#):6*5++)%7=#

#
U"# S5-9%*8)7?#
#

M%2#:2+-#+6*5(>#-35#9%*>#-3(-#1%2#(*5#;%%8)7?#/%*#5:6;%1:57-=##V%*>R%/R:%2-3#
)+#(#?*5(-#9(1#-%#/)7>#(#.%&=##G35#62*6%+5#)+#-%#>545;%6#<%7-(<-+#(7>#*5+%2*<5+#-%#
35;6#1%2#(<3)545#1%2*#?%(;#%/#/)7>)7?#5:6;%1:57-=##G3)+#<(7#&5#>%75#-3*%2?3#
-35+5#?575*(;#+%2*<5+T#

#
W#/*)57>+0#/(:);1#(7>#(<X2()7-(7<5+#
W#5:6;%15*+#

#
16 
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!"#$%&'()*"+,$-.*+&'*/012+$&3+&0%(4*
!

"#$%!#!&'()!*+!+#,'&-.!+/'%01(!#01!#234#'0)#02%(5!!60+*/,!)7%,!*+!)7%!)-8%!*+!9*:!
-*4!#/%!(%%$'0;!#01!;'<%!)7%,!#!2*8-!*+!-*4/!/%(4,%5!!='(24((!>')7!)7%,!)7%'/!
%,8&*-%/.!)7%'/!)-8%!*+!:4('0%((.!8*(')'*0(!)7#)!#/%!%, 8&*-%1.!)7%!8%/(*0!>')7!)7%!
7'/'0;!#4)7*/')-!#01!#0-!24//% 0)!9*:!*8%0'0;(5!!!?02%!-*4!;%)!)7'(!'0+*/,#)'*0!
+/*,!)7%,.!#($!)7%,!+*/!#!0#,%!*/!)> *!*+!(*,%*0%!%&(%!)7%-!,#-!$0*>!#(!
#0*)7%/!(*4/2%!)*!:4'&1!-*4/!0%)>*/$5!

! !!
!!!!!!! @%A).!-*4!,4()!2*0)#2)!)7%!8%/(*0!>')7!)7%!7'/'0;!#4)7*/')-!:-!+*&&*>'0;!)7%!B1'/%2)!

2*0)#2)C!,%)7*15!!D*4/!27#02%(!*+!;%))'0;!#!9*:!#/%!;%0%/#&&-!',8/*<%1!>7%0!-*4!
#/%!/%+%//%1!)*!#0!%,8&*-%/!:-!(*,%*0%!)7%!%,8&*-%/!#&/%#1-!$0*>(5!

!
! !5,6-7.%#(4*
!

602*/8*/#)%!0%)>*/$'0;!'0)*!-*4/!B1'/%2)!2*0)#2)C!,%)7*1!>7%0!2*&1E2#&&'0;!*0!
%,8&*-%/(5!!6+!-*4/!%,8&*-%/!<'(')!*/!)%&%87*0%!2#&&!/%(4&)(!'0!0*!9*:!*88*/)40')-.!
#($!)7%!8%/(*0!'+!7%!2*4&1!8/*<'1%!)>*!*/!)7/%%!0#,%(!*+!*)7%/!%,8&*-%/(!7%!
$0*>(!)7#)!,#-!:%!7'/'0;5!!"#$%!(4/%! -*4!;%)!#!2*0)#2)!0#,%5!!F7%0!2*0)#2)!
)7%(%!2*,8#0'%(!#01!+*&&*>!)7%!(#,%!8/*2%((!)*!%A8#01!-*4/!0%)>*/$5!

!
@*)%G!H7'&%!0%)>*/$'0;.!,#$%!(4/%!-*4!)/#2$!#&&!*+!-*4/!2*0)#2)(!#01!/%(4&)(!*0!
-*4/!I*:!J%#/27!K*;!#01!/%,%,:%/!)* !(%01!#!)7#0$!-*4!0*)%!#2$0*>&%1;'0;!
-*4/!#88/%2'#)'*0!*+!)7%!8%/(*0L(!)',%5!
!

!
!
!
!
!
!
!
!
!
!
!
!
!
!
!
! !
!
!
!
!
!
!
!
!
!
!

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

!
"#$!$%&'()%$*+!,&&'-.,+-(*!-/!&,0+!(1!+#,+! .0-+-.,'!1-0/+!-%&0$//-(*2!!34$0)5,)6!7(8!
/$$9$0/!'(/$!(:+!(*!7(8!(&&(0+:*-+-$/!5:$!+(!-*.(%&'$+$6!-*,..:0,+$!,*5!%$//)!
,&&'-.,+-(*/2!
!
"#$!1(''(;-*<!,0$!=0:'$/!(1!+#:%8>!1(0!.(%&'$+-*<!,*!,&&'-.,+-(*?!
!
@! A,4$!)(:0!B$0/(*,'!C,+,!D$.(05!;-+#!) (:!/(!)(:!#,4$!,..:0,+$!-*1(0%,+-(*!(*!

)(:0!$%&'()%$*+6!5,+$/!E%(*+#F5,)F)$,0G6!$5:.,+-(*6!$+.2!
@! A,4$!&$*.-'/!,*5!$0,/,8'$!&$*/!E8',.9G2!
@! A,4$!)(:0!50-4$0H/!'-.$*/$!,*5!/(.-,'!/$.:0- +)!.,05!-*!.,/$!+#$!$%&'()$0!0$I:-0$/!

,!.(&)2!
@! D$,5!+#$!$*+-0$!,&&'-.,+-(*!8$1(0$!1-''-*<!-+!(:+2!
@! J$!#(*$/+K!5(!*(+!'-$!(*!+#$!,&&'-.,+-(*2!!L1!#-0$56!')-*<!.,*!<$+!)(:!1-0$52!
@! C(!*(+!#,4$!=/.0,+.#!(:+/>!(*!+#$!,&&'-.,+-(*2!
@! M/$!.(00$.+!/&$''-*<!,*5!<0,%%,02!
@! C(!*(+!;0-+$!-*!/&,.$/!;#$0$!-+!/,)/!=(11- .$!:/$!(*')>!(0!=5(!*(+!;0-+$!8$'(;!+#-/!

'-*$>2!
@! L1!,!I:$/+-(*!5($/!*(+!,&&')!+(!)(:6!&:+ !NFO!0,+#$0!+#,*!'$,4-*<!-+!8',*92!
@! B0-*+!(0!+)&$!+#$!-*1(0%,+-(*2!
@! J$!*$,+!,*5!.'$,02!
@! P(0!+#$!+)&$!(1!&(/-+-(*6!5(!*(+!'-/+!=,*)+#-*<>Q!8$!/&$.-1-.2!
@! P(0!/,',0)!0$I:-0$%$*+/6!'-/+!=(&$*>!(0!=*$<(+-,8'$>2!
@! L1!,!I:$/+-(*!,/9/!,8(:+!,!.0-%-*,'!0$.(056! 5(!*(+!'$,4$!-+!8',*9!(0!'-$!8)!.#$.9-*<!

=*(>K!8$!#(*$/+K!.#$.9!=)$/>!,*5!&0-*+!=;-''!$R&',-*!-*!-*+$04-$;>2!
@! S#$*!'-/+-*<!)(:0!&0$4-(:/!$%&'()%$*+6! /+0$//!)(:0!/9-''/!,*5!$R&$0-$*.$!10(%!

+#$/$!7(8/!+#,+!,0$!0$'$4,*+!+(!+#$!7(8!1(0!;#-.#!)(:!,0$!,&&')-*<2!
@! P(0!=0$,/(*!1(0!'$,4-*<>6!5(!*(+!0,-/$!0$5!1',</!8)!&:++-*<!+#-*</!/:.#!,/!!

&$0/(*,'6!#$,'+#6!,0<:%$*+!;-+#!8(//6!5-/,<0$$%$*+!;-+#!.(T;(09$06!1-0$56!-''*$//6!
%(0$!%(*$)!(0!,00$/+$52!!N$<,+-4$!0$,/(*/!.,*!8$!$R&',-*$5!-*!+#$!-*+$04-$;!
;#$0$!)(:!#,4$!+#$!.#,*.$!+(!/$''!)(:0!/9-''/ !+(!+#$!$%&'()$02!!L1!)(:!'-/+!+#$%!(*!
+#$!,&&'-.,+-(*6!)(:!%,)!*(+!<$+!,*!-*+$04-$;2!!U-/+!0$,/(*/!+#,+!,0$!%(0$!*$:+0,'!
(0!&(/-+-4$!/:.#!,/!',.9!(1!;(096!',)!(116! 0$/-<*$5!(0!'$1+!1(0!,*(+#$0!7(82!!P(0!,!
*$<,+-4$!$R&$0-$*.$6!&:+!=;-''!$R&',-*!-*!-*+$04-$;>2!

@! V,9$!/:0$!)(:!#,4$!W!T!X!0$1$0$*.$/!;-+#!1:''!*,%$/6!&#(*$!*:%8$0/6!,550$//$/!
,*5!(..:&,+-(*/2!!M/$!$%&'()%$*+!(0 !&0(1$//-(*,'!0$1$0$*.$/2!Y8+,-*!
&$0%-//-(*!+(!:/$!+#$%!,/!0$1$0$*.$/ 2!!C(!*(+!:/$!1,%-')!%$%8$0/2!

@! Z-<*!,*5!5,+$!+#$!,&&'-.,+-(*2!
@! B0((10$,5!+#$!,&&'-.,+-(*2!
@! L1!&(//-8'$6!+,9$!+#$!,&&'-.,+-(*!#(%$!;#$0$!)(:!.,*!.,0$1:'')!&',*!)(:0!

0$/&(*/$/!(*!,!/$&,0,+$!/#$$+!(1!&,&$0!8$ 1(0$!&:++-*<!+#$%!(*!+#$!,&&'-.,+-(*2!
!
!
!
!
!
!
! !
!

./)
!



!"#$$%&'()*%(+ $
!
"#!$#%&'($&)!$*!%+&!,&*%!)-.!/0'!-#!&1230.&'!%0!4&%&'1$#&!$/!.05!-'&!%+&!'$6+%!2&'*0#!/0'!
%+&!70,8!-#4!%+&!,&*%!)-.!/0'!.05!%0!4&%&'1$#&!$/!%+&!20*$%$0#!$*!'$6+%!/0'!.059!!!:+&!
&1230.&'!$*!&(-35-%$#6!.058!-#4!.05!-'&!&(-35-%$#6!%+&!&1230.&'9!!!;/!.05!+-(&!,&&#!
<-33&4!/0'!-#!$#%&'($&)8!.05!<-#!-**51&!%+&!&1230.&'!$*!$#%&'&*%&4!$#!.05'!=5-3$/$<-%$0#*9!
!:+&!$#%&'($&)!$*!)+&'&!%+&!+$'$#6!4&<$*$0#!$*!1-4&9!!"#!$#%&'($&)!<-#!,&!*%'&**/538!,5%!
.05!<-#!'&45<&!%+&!*%'&**!%+'056+!2'&2-'-%$0#8!'&*&-'<+!-#4!2'-<%$<&9!
!
:+&!/0330)$#6!-'&!>'53&*!0/!%+51,?!/0'!+-($#6!-!6004!$#%&'($&)@!
!
A! B'-<%$<&!.05'!$#%&'($&)!=5&*%$0#*!-#4!.05'!'&*20#*&*!,.!C#0)$#6!)+.!.05!)-#%!

%+&!70,8!+0)!.05!<-#!,&#&/$%!%+&!<012-#.8!)+-%!.05!C#0)!-,05%!%+&!<012-#.8!
.05'!*C$33*8!.05'!*%'&#6%+*8!.05'!-<<0123$*+1&#%*!-#4!.05'!60-3*9!!D&!2'&2-'&4!
%0!,-<C!52!.05'!-#*)&'*!)$%+!&E-123&*!%+-%!2'0(&!.05'!*%'&#6%+*!-#4!*C$33*9!!F0!
#0%!1-C&!.05'!-#*)&'*!%00!*+0'%!0'!%00!30#69!!:'.!%0!-(0$4!*$123.!-#*)&'$#6!.&*!
-#4!#09!

A! G&*&-'<+!%+&!<012-#.!*0!.05!C#0)! $%*!+$*%0'.8!2'045<%*8!*&'($<&*8!&%<9!
A! H0!%0!%+&!$#%&'($&)!,.!.05'*&3/9!
A! I-C&!*5'&!.05!C#0)!%+&!4$'&<%$0#*!%0!%+&!$#%&'($&)!*$%&9!
A! "''$(&!JK!L!JM!1$#5%&*!&-'3.N!40!#0%!,&!3-%&9!
A! :-C&!&E%'-!<02$&*!0/!.05'!'&*51&*8!%.2&4!3$*%*!0/!'&/&'&#<&*!-#4!3&%%&'*!0/!

'&<011&#4-%$0#!$/!20**$,3&9!
A! O-(&!-!2&#!-#4!#0%&2-4!/0'!#0%&!%-C$#69!
A! I-C&!-!6004!/$'*%!$12'&**$0#!!
A! P0'!4'&**!-#4!6'001$#68!/0330)!%+&!65$4-#<&!5#4&'!%+&!"22&-'-#<&!*&<%$0#9!!

F'&**!-!*%&2!-,0(&!%+&!20*$%$0#!/0'!)+$<+!.05!-'&!-223.$#69!
A! D&!203$%&!-#4!<05'%&05*!%0!%+&!'&<&2%$0#$*%!-#4!&(&'.0#&!.05!1&&%9!
A! Q0!6518!/0048!4'$#C*!0'!<$6-'&%%&*9!
A! F0!#0%!,&!#&6-%$(&!$#!-#.!)-.!$#!)+-%!.05!*-.!0'!+0)!.05!-<%9!
A! H'&&%!%+&!$#%&'($&)&'!)$%+!-!*1$3&!-#4!/$'1!+-#4*+-C&9!!!
A! R00C!%+&!$#%&'($&)&'!$#!%+&!&.&!)+&#!.05!*2&-C9!
A! S20#!%+&!6'&&%$#68!&E2'&**!.05'!6'-%$%54&!/0'!%+&!$#%&'($&)!-#4!%+&!&1230.&'T*!

%$1&9!"44'&**!+$1!0'!+&'!-*!I'9!0'!I*9!
A! I-$#%-$#!6004!20*%5'&!,.!#0%!*305<+$#6!-#4!<'0**$#6!.05'!-'1*9!
A! F$*23-.!-!20*$%$(&!-%%$%54&!-#4!&#%+5*$-*19!
A! "#!$#%&'($&)!$*!%+&!0220'%5#$%.!%0!*&33!.05'*&3/!-#4!,'-6!-!3$%%3&!-#4!*&33!.05'*&3/9!!

Q0!0#&!$*!60$#6!%0!40!$%!/0'!.059!
A! U12+-*$V&!.05'!*C$33*!.05!+-(&!%0!2&'/0'1!%+&!70,9!
A! :-C&!#0%$<&!0/!-#.%+$#6!$#!%+&!$#%&'($&)&'T*!0//$<&!%+-%!$#4$<-%&*!+$*!$#%&'&*%!$#!-!

+0,,.!0'!0%+&'!%+-%!<0534!,&!-#!$<&!,'&-C&'9!
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10) What are your weaknesses? 
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11) What would former co-workers say about you as an employee? 
 
12) What are your short-term and long-term goals? 
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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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!
Sample Chronological Resume 

 
John A. Doe 

""""!#$%&!'()**(!+!,-.&/!01%-!22222!+!34445!44464444!
78!*7$%9!$::)*;;!

<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<!
!
OBJECTIVE  =-;%(%-&!$;!$!#*>1$&%>$9!?&@%&**)!%&!$!A-.*)!A9$&(B!
!
EXPERIENCE 
 
Mechanical Engineer  CDE!=9$&(F!,-.&/!01%-! ! "GGG!H!=)*;*&(!
!

! ! I*;%@&*:!7$>1%&*;!J-)!(1*!.$)*1-K;%&@!:*A$)(7*&(B!
! ! I*L*9-A*:!$!A$(*&(!J-)!$!"444!A-K&:!>)$(*!1-%;(B!

!
!
Quality Control Engineer  MNO!=9$&(F!,-.&/!01%-! ! "GG4!H!"GGG!
!

! ! 'KA*)L%;*:!"4!*7A9-8**;!%& !(1*!A)-:K>(%-&!:*A$)(7*&(!
! ! #-&%(-)*:!(1*!A)-:K>(%-&!-J!;(**9!(KP*;!J-)!:*J*>(;!
! ! ,)$%&*:!&*.!*&@%&**);!

!
Mechanical Engineer  III!=9$&( F!,-.&/!01%-!! ! "GQR!H!"GG4!
!

! ! I*;%@&*:!A)-:K>(%-&!;8;(*7;!J-)!;(**9!P)$>*;!
! ! I*L*9-A*:!$&:!%7A9*7*&(*:!;$J*(8!A)->*:K)*;!
! ! =)*A$)*:!7-&(198!A)-:K>(%-&!)*A-)(;!
! ! I*L*9-A*:!PK:@*(;!J-)!&*.!A)-S*>(;!

!
PROFESSIONAL AFFILIATIONS 
 

! ! #*7P*)!-J!01%-T;!=)-J*;;%-&$9!?&@%&**);!C;;->%$(%-&!
! ! #*7P*)!-J!(1*!U$(%-&$9!'->%*(8!-J!=)-J*;;%-&$9!?&@%&**);!

!
EDUCATION 
 
Bachelor of Science Degree in Mechanical Engineering   "GQR!
 
,1*!01%-!'($(*!V&%L*);%(8F!E-9K7PK;/!01%-! ! ! ! ! !
!
WBQ4!X)$:*!=-%&(!CL*)$@*!
 
!
!
!
!
!
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Sample Functional Resume 
!

Jane A. Doe 
""""!#$%&!'()**(!+!,-.&/!01%-!22222!+!34445!44464444!

78!*7$%9!$::)*;;!
<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<!
!
OBJECTIVE  =-;%(%-&!$;!$!)*($%9!7$&$>*)!?-)!$!@9-(1%&>!;(-)*A!
!
EXPERIENCE 
 
#$&$>*7*&(!
!

! ! B!8*$);!-?!*CD*)%*&@*!$;!$&!$;;%;($&(!7$&$>*)!.1%@1!*&($%9;!;ED*)F%;%&>!
*7D9-8**;/!()$%&%&>!&*.!*7D9-8**;!$&:!;($??!;@1*:E9%&>!

! ! =)-?%@%*&(!%&!)*;-9F%&>!@E;(-7*)!@-7D9$%&(;!
!
'$9*;!
!

! ! G*($%9!@9*)HI!!;-9:!7*)@1$&:%;*!(-!@E;(-7*);J!-D*)$(*:!@$;1!)*>%;(*)J!$&:!
D)-@*;;*:!9$8$.$8;!$&:!)*(E)&;A!

! ! ,*9*7$)H*(*)I!!(*9*D1-&*:!%&:%F%:E$9;!(-!;*99!K$&H%&>!;*)F%@*;A!
!
LE;(-7*)!'*)F%@*!
!

! ! =)-F%:*!-E(;($&:%&>!)*($%9!;*)F%@*;!(-!@E;(-7*);!K8!*CD9$%&%&>!7*)@1$&:%;*!
?*$(E)*;!$&:!$;;%;(%&>!.%(1!DE)@1$;%&>!:*@%;%-&;!

! ! #$%&($%&*:!D)-?*;;%-&$9%;7!.18!;-9%@%(%&>!@E;(-7*);!?-)!?%&$&@%$9!D)-:E@(;!
!
M&F*&(-)8!L-&()-9!
!

! ! #$%&($%&!%&F*&(-)8!$&:!;(-@H!;1*9F*;!
! ! 0):*)*:!7*)@1$&:%;*!?)-7!F*&:-);!

!
EMPLOYMENT HISTORY 
 
 
N;;%;($&(!#$&$>*)  NOL!'(-)* J!,-.&/!01%-! ! ! P44P!Q!=)*;*&(!
!
G*($%9!L9*)H   RST!'(-)* J!,-.&/!01%-! ! ! P44"!Q!P44P!
!
,*9*7$)H*(*)    LLL!L-7D$&8 J!,-.&/!01%-!! ! ! P444!Q!P44"!
!
EDUCATION 
 
U%>1!'@1--9!V%D9-7$! ! ,-.&!U%>1!'@1--9J!,-.&/!01%-! ! P444!
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!
!"#$%&'%(")%

""""!#$%&!'()**(!+!,-.&/!01%-!22222!+!34445!44464444!
78!*67$%9!$::)*;;!

<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<!
!
*+!,-./0,%% =-;%(%-&!$;!$!>)-:?@(%-&!7$&$A*)!.%(1!$!7$&?B$@(?)%&A!@-7>$&8C!
% % % !
12*3/4,% % D!E&@)*$;*:!>)-:?@(%-&!*BB%@%*&@8!F8!"4G!F8!:*H*9->%&A!$&:!

%7>9*7*&(%&A!!
%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%$!&*.!>)-@*;;%&A!;8;(*7!
! ! ! D!""!8*$);!-B!7$&?B$@(?)%&A!7$&$A*7*&(!*I>*)%*&@*!!
! ! ! D!'J%99*:!%&!*7>9-8**!)*9$(%-&;!$&:!>*);-&&*9!7$((*);!

D!K*@-A&%L*:!F8!(1*!'(**9!#$&?B$@(?)%&A!E&:?;()8!B-)!MNO!=)-:?@(;!
!!!!!!!!!!!!!!!!!!!!!!!!*I@**:%&A!>)-:?@(%-&!$&:!;$9*;!P?-($;!B-)!Q!@-&;*@?(%H*!
8*$);!)?&&%&A!

! ! ! ! !
,51,2/,6-,% MNO!=)-:?@(;R!,-.&/!01%-!! ! "SS2!T!=)*;*&(!
!
! ! ! 17"89:;<"$%=>$>?)7%@A%B)>7CD%
%

'?@@*;;B?998!7$&$A*!(1*!->*)$(%-&!-B!(1*!>)-:?@(%-&!:*>$)(7*&(!
.1%@1!%&H-9H*;!:%)*@(%&A!$&:!;@1*:?9%&A!(1*!.-)J!$@(%H%(8!-B!UQ!
*7>9-8**;R!)*;-9H%&A!*7>9-8**!@-&B9%@(;!$&:!A)%*H$&@*;R!
&*A-(%$(%&A!@-&()$@(;R!-):*)%&A!)$.!7$(*)%$9;!$&:!;?>>9%*;!B-)!(1*!
>9$&(R!()$@J%&A!.-)J!%&!>)-A)*;;R!$&:!.$)*1-?;*!%&H*&(-)8!@-&()-9C!

!
! ! ! 1E>$;%F9G)7<$;)$8)$;%@H%B)>7CD%
%

=)-B%@%*&(98!7$&$A*:!$99!>9$&(!->*)$(%-&;!$&:!
:*>$)(7*&(;3>)-:?@(%-&/!.$)*1-?;*!$&:!;1%>>%&A5!.1%@1!*&($%9*:!
;?>*)H%;%&A!S4!*7>9-8**;R!$;;%A&%&A!.-)J!)*;>-&;%F%9%(%*;!(-!
;?>*)H%;-);R!)*;-9H%&A!*7>9-8**;V!:%;>?(*;R!1%)%&A!$&:!(*)7%&$(%&A!
>*);-&&*9R!$&:!@-&()$@(!&*A-(%$(%-&;C!

!
! ! ! WWW!E&:?;()%*;R!,-.&/!01%-! ! ! "SS4!T!"SS2!
!
! ! ! 17"89:;<"$%/$CG):;"7%
%
% % % E&;>*@(*:!>)-:?@(;!B-)!P?$9%(8!$&:!()$@J*:!>)-:?@(%-&!:$($C!
!
,(I-&./*6% ,-.&!X%A1!'@1--9 R!,-.&/!01%-!! ! "SS4!
!
! ! ! X%A1!'@1--9!Y%>9-7$!

!
!
!
!
!

JK%



!"#$%&'$(($%) &
&
&

!"#$%&'"(&))&'"*+,)"-##$*.-/0"-"'&,+*&"12&/",+3*4))&56""72&"#$%&'"(&))&'"4,"0$+'"
$..$')+/4)0")$",&(("0$+'"8+-(494#-)4$/,")$")2&"&*.($0&'"-/5")$")-':&)"0$+'",;4((,")$")2&"
,.&#494#"<$3"9$'"124#2"0$+"-'&"-..(04/:6""=)"4,"-"3'4&9",+**-'0"$9"2$1"0$+"2&-'5"-3$+)")2&"
<$3>"120"0$+"-'&"4/)&'&,)&5"4/")2&"<$3>"0$+'",;4((,"-/5"12-)"0$+"#-/"$99&'")2&"&*.($0&'6""
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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.  I thoroughly enjoyed our conversation. 
 
As discussed, I 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. 
 
I 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.  I am very appreciative of the interview and your time. 
 
Sincerely, 
 
!"##"$%&'(&)*+,-*,&
&
William H. Johnson 
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! ! -11,1'-*.%!,*!.46D/%',*5!'$%!+0+&0!-DD/,.-',4*A!
! ! ! ???A7-71-A%)A549!
!
! * Mid-East Career and Technology Centers E!&,'%!743!0)(/'!I)(.-',4*8!!
! ! 0JKI!-*)!LIMA!
! ! ! ???A6,)"%-1'A@NOA4$A(1!
!
! * Belmont Technical College E!F77%31!-!9-3,%'>!47!1$43'"'%36!D3453-61H!!
! ! N!>%-3!.%3',7,.-'%!D3453-61H!-*)!O!>%-3!0114.,-'%!M%53%%!D3453-61A!
! ! ! ???A='.A%)( !
!

VETERANS WEB SITES 

!
* Department of Veterans Affairs!"!#$,1!1,'%!D349,)%1!,*7436-',4*!4*!%)(.-',4*!

-*)!=%*%7,'!D3453-61!-9-,/-=/%!'4!9%'%3-*1!
$''DPQQ???A5,=,//A9-A549Q!! !

!!!
* Vets "!#$,1! ,1! '$%!RA&A!M%D-3'6%*'!47!K-=43G1!S%'%3-*1G!I6D/4>6%*'! -*)!

#3-,*,*5!&%39,.%1!&,'%!
$''DPQQ???A)4/A549Q9%'1Q!

!
! * DOL site for Veterans. 
   ???A)4/A549Q)4/Q-(),%*.%Q-()"9%'%3-*1A$'6!
   !
! * Transition assistance program for Veterans. 
   ???A'(3=4'-DA435!
!
! * Hire Vets First 
   ???A$,3%9%'17,31'A549!

 
! * Vet Central – employment web site for Veterans 
   ???AT4=.%*'3-/A.46Q9%'.%*'3-/!
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! * GI Bill 
   """#$%&%''#()#$*(!
!
! * Helmet to Hardhats – transition from military to construction jobs 
   """#+,'-,./.*+)01+)./#*0$ !
!

INDIVIDUALS WITH DISABILITIES WEB SITES 

 
* Ohio Rehabilitation Services Commission! 2! 3+,! -%//%*4! *5! .+,! 6+%*!

7,+)&%'%.).%*4!8,0(%9,/!:*--%//%*4!%/!.*!"*0;!%4!<)0.4,0/+%<!"%.+!<,*<',!"%.+!
1%/)&%'%.%,/!.*!)//%/.!.+,-!%4!)9+%,(%4$!$0,).,0!9*--=4%.>!<)0.%9%<).%*4!.+0*=$+!
*<<*0.=4%.%,/!5*0!,-<'*>-,4.!)41!%41,<,41,49,#!

+..<?@@"""#0/9#*+%*#$*(@!
 
 * Disabilityinfo.gov A!B*=0!*4'%4,!9*44,9.%*4!.*!.+,!5,1,0)'!$*(,04-,4./C!
! ! 1%/)&%'%.>20,').,1!%45*0-).%*4!)41!0,/*=09,/#!
! ! ! """#1%/)&%'%.>%45*#$*(!
 

OTHER RESOURCE WEB SITES 

!
* Ohio Department of Job and Family Services! 2! 6DEF8! 1,(,'*</! )41!

*(,0/,,/! <0*$0)-/! .+).! <0*(%1,! +,)' .+! 9)0,G! ,-<'*>-,4.! )41! ,9*4*-%9!
)//%/.)49,G!9+%'1!/=<<*0.G!)41!/,0(%9,/!.*!5)-%'%,/!)41!9+%'10,4#! ! !

! !!!!!!!!!!!!!!!!!!!!!!+..<?@@H5/#*+%*#$*(@!
!

* America’s Service Locator!2!3+,!8,0(%9,!I*9).*0!9*4.)%4/!%45*0-).%*4!*4!
/,0(%9,!<0*(%1,0/!.+).!)0,!0,',( )4.!.*!,-<'*>-,4.!)41!.0)%4%4$#!

+..<?@@"""#/,0(%9,'*9).*0#*0$@!! ! ! ! ! !
! ! ! ! ! ! ! ! ! ! ! ! !
!

* Unemployment Compensation 2!J0*(%1,/!)4!*(,0(%,"!*5!=4,-<'*>-,4.!
9*-<,4/).%*4!%49'=1%4$!50,K=,4.'>!)/;,1!K=,/.%*4/!)41!)4/",0/#!

! ! ! +..<?@@H5/#*+%*#$*(@*=9@!
!
 * Community Action Commission of Belmont County!A!J0%().,G!4*42
<0*5%.!
! ! *0$)4%L).%*4!1,(*.,1!.*!+,'<%4$!'*"2%49*-,!%41%(%1=)'/!*(,09*-,!<*(,0.>#!
! ! ! """#9)9&,'-*4.#*0$ !
!
!
!

!
!

!
!
!
!
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