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need a resume

" Get help and be closely involved 1
in the preparation. This is a

document you must be able to

talk about. Your library, a One Stop

Answer every call politely and ‘:SG a
professional, clear, message when
you can't pick up. Don't have

your own phone? Ask someonée

I Check your email
I' Have a work-friend| i

: y email address.
bigbaddaddy@aol.com is not e

recommended. Write down the email

ir
and password and learn how to use "

anter and non-profits can be your
guide to resume writing. Chapter 5

it; on a computer, not just a cell
phone. Find email and computer help
at your local library. Chapters 2 & 5

you trust if you can use
number and have them
take a message if

you get calls.

Chapter 2
Tell people
you're looking
for a job
The #1-way people I Fi
ind
get jobs is referrals. [ Submit J line I |
jobs onlin volunteer
Tell everyone you know App\y for jobs* The I k
you're looking for a job. When you meet - ions take @ long t"me'Rea . wor .
new people, tell them too. Write down | Online ap‘g‘f: Form makes it eai}i‘;s_ on't check ; Volunteer yvork gives
names and contact information to I personal aand answer all ques ;ﬂon about jobs , You experience to add to
follow up. Keep Facebook work instruction? @ . at offer inform u get a resume or application
fri : every box Y& X heck yes an lications ' and references from people
riendly, no photos of partying Jucation Of training wrack of appli | Who seq the auality of what
foul language, racist or sexist e uscof useless emal Ki s‘\)NO"dS Chapter who quality
’ ton 3

you do. You never know,
volunteering can turn
into a paid job.
Chapter 3

content. Chapter 6 I including lo

Prepare
for interviews

Answer the Criminal
Conviction Question

In some states, and many cities and counties,

there are laws that “ban the box.” You can‘t
be asked about criminal convictions until after
you are offered a job. Prepare for when the

%

Practice Interview Questions

It's ok to be nervous, it's not ok to be
unprepared. Practice questions and
then take your time answering. Have
responses for gaps in your work history.
Focus on what you learned and how you

Be prepared for every step
in the process; interviews by
phone, video and face to
face. Be on time but not
too early. Wear neat and
clean clothes, same

with your hair, hygiene

and any jewelry.
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question is allowed, stating facts not excuses, '
1
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! have grown, not excuses and blame. Chapter 10
describe what you lgarned and how Get names and contact information from
you have grown since incarceration. interviewers; send a thank you note.
Chapters 11 & 12
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<% LIBRARY SYSTEM

Empowering libraries. Empowering communities.



