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Topics we will cover

sKnow yourself

- Work style and personality

=Know your skills

- Self-management skills
- Transferable skills
- Job skills

=Sell your skills

- 60-second commercial

Just like a good salesperson must know and understand her/his
product or service before they can effectively sell it, you as a
job seeker must know and understand yourself to be able to
sell yourself to an employer. Job search is really all about sales
and you are the product and the salesperson.

Know yourself

.7/ Helpful hint
Knowing more about
yourself will help you
construct a high-quality
résume, cover letter
and application.



Imagine a scenario in which you arrive in a large convention
room and as you enter you see people gathered and talking in
6 different groups. As you wander around the room and briefly
listen to each group, in the chart below are the topics the con-
versation is focused on in each group.

|Group 4

Work Styles

Bein physically active, working with their hands, machines & tools used, plants,
animals, working outdoors and fixing things.

Research, math, science, investigating things, using logic & intuition to solve
problems, thinking, developing new theories & products.

Creating, composing & performing, art, dance, literature, music, form, color,
sound, patterns, using the imagination, things that are pleasing to the eye or ear.
Helping people, poverty, hunger, welfare andicharity, discrimination, crime rates, |
unemployment, homelessness, healthcare, teaching, spiritual & social issues.
Buying & selling, profit, loss, stocks, bonds, finances, real estate, Wall Street
Journal, advertising, marketing, interest, politics, power structures & economy.

Information systems, data, numbers, policies & procedures, rules and regulations, |
record keeping, organizational procedures & keeping things running correctly.

Which group would you most likely join?

Which group would be your second choice?




Work Styles

Realist Prefers Things Hands-on wk, making,
improving & growing things.
Investigator Prefers Things Research, problem solving &
& Ideas analysis.
Artistic Prefers People & Creative, original, imaginative,
Ideas expressive.
Prefers People  Supporiive, cooperative,
nurturing, helping others.

‘ Enterprising Prefers People & Ambitious, persuasive,
™ From Holland s Occupational Themes | . 1)
—_—eee Data entrepreneurial, competitive.

Conventional Prefers Things Detailed, organized,
& Data systematic, conforming to rules. |

In John Holland's theory on work styles he states that in
choosing a career, people prefer jolbbs where they can be
around others like them. They search for environments that
will let them use their skills and abilities, and express their atti-
tudes and values, while taking on enjoyable problems and
roles. In his research he has identified the six work styles listed
above. These work styles correspond to the same colored
conversation groups identified previously.

With this in mind, it is beneficial fo you as a job seeker to iden-
tify your primary and secondary styles. Then seek work envi-
ronments that are a good match. It is also valuable 1o be
able to communicate to an employer, to some degree, this
information about your work style and how that uniquely aids
in qualifying you for the position.



Take a minute and list as many of your skills you have to
offer an employer as you can.

How did you do?

For most of us this is a difficult task and commonly we
can only identify 3 to 5 skills. In this next section we
want to help you realize and identify the vast number
of skills you do have.

Self-management
If-man ment skill :
SIS Sk skills are character
Your workiaitrs qualities and abili-
»Your attitudes toward work. > ties you have had
=Your ability to get along with others. .
all your life. Some

call them life or soft

skills.

Additional Resources
Thelépersondlities.com

These are not Self-management skills checklist n
things you

learned on the *Put a checkmark next to each skill you have.

job but brought
to the job be-
cause of who
you are.
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Self Management Skills Checklist- Check all that apply to you

[JAccurate [JEasy Going UlIntellectual [JRealistic
[JAdventurous [JEconomical Llintelligent [JReasonable
CLIAmbitious [IEffective Ulintuitive [IRelaxed
LIAnalytical [IEfficient Llinventive [IReliable
[CJArtistic LIEmpathetic LIKind [IReserved
[JAssertive [1Energetic ULeader [IResponsive
L1Attentive [JEasy Going LILighthearted [IResourceful
[JAuthentic [JEconomical [ILogical [IRespectful
[1Bold [IEffective LLoyal [IResponsible
[1Businesslike [IEfficient LIMethodical [ISensitive
1Calm [LIEmpathetic [IModest [ISentimental
LICareful [1Energetic UMotivated [1Serious
[1Curious [IEnthusiastic LINeat [IShrewd
[1Cheerful [JExpressive LINegotiator [ISincere
LICompetent CIFair L1Objective [1Sociable
LICompetitive [IFarsighted L1Open mind [ISpontaneous
LICommunicator [IFlexible LIOptimistic [IStable
[1Concerned [1Focused L1Orderly [ISupportive
LIConfident [JForgiving LJOrganized LISympathetic
[1Conforming [IFormal [10Outgoing ITactful
[1Conscientious [IFrank LIPatient [] Teachable
[1Considerate CIFriendly [IPeaceable LTeam player
[1Consistent [1Gentle [IPerceptive ] Thoughtful
[1Cooperative [1Generous Perfectionist [1Thorough
[1Courageous [IHelpful [IPersevering CIThrifty
[1Creative [IHigh Energy UPersistent CITidy
[1Curious [IHonest LIPhilosophical [ITolerant
[1Decisive [JTHumorous LIPlanner [1Tough
[1Dedicated [lldealistic [IPoised [Trusting
[1Dependable Lllmaginative LIPolite CITrustworthy
[1Detailed Climpulsive [1Positive [JUnderstanding
CODetermined Llindependent UPragmatic LJUninhibited
[1Diligent LlIndustrious UPrecise [IVerbal
[IDiplomatic LliIngenious LIProblem solver [IVersatile
[1Disciplined Llinnovative LIProductive [1Visionary
[1Discreet Clinquisitive LIPurposeful LIWarm
[1Driven L1 Insightful UQuick Learner [IWise
LIDynamic LlInspiring UQuiet CIWitty
LIEager Lintegrity LIRational [] Zealous




The most effective way to demonstrate knowledge, skills or abilities that you pos-
sess to an employer is by sharing stories that demonstrate them. A good story has
four components to it that are represented by the acronym STAR, which stands
for: Situation, Task, Action, Results.

Skills are shown by accomplishments

List two work | S Sitation | D5l the bockground. Provide o contex
accomplishments Ttk | Do cholergecrd i

that SNOW WNAT YOU = A scion [Smsspontiocer, whosd

can do fora R oo [Bristfendsesaiingh,

Ol B o oo

What are the skills YA
you Used i@ Use the S.T.A.R. method < { ' :
achieve those = e
accomplishments? ' /

The best stories focus on a challenging situation where you very effectively used
skills relevant to the position you are applying for and where the outcome was posi-
tive for your employer. Not all of your stories though need to be from work experi-
ences, as long as the skills demonstrated are relevant.

Example

Situation: During my internship last summer, | was responsible for managing various
events.

Task: | noticed that attendance at these events had dropped by 30% over the past
3 years and wanted to do something to improve these numbers.

Action: | designed a new promotional packet to go out to the local community
businesses. | also included a rating sheet to collect feedback on our events and or-
ganized internal round table discussions to raise awareness of the issue with our em-
ployees.

Result: We utilized some of the wonderful ideas we received from the community,
made our internal systems more efficient and visible and raised attendance by 18%



Self-Management Skills (List 10 from the self-management checklist)

1 6
2 7/
3 8
4 9
5 10

Select two of your skills and write an example of how you demonstrated that
skill. Utilize the STAR method to share your story.

Skill Example/Story

Accurate During my four years at Bank of America as a Teller, accuracy with our
tills was demanded. Each year | led the branch with 98% accurate
count on my tills. This amongst other reasons, after my first year | was se-
lected to frain all the new tellers. | must have trained aft least half a doz-
en over the next three years.




Transferable skills n

=Skills you have
developed through
various jobs, hobbies,
volunteer work and
other life experiences.

=Not specific to a job
or occUpalicHE

Transferable skills, also known as “portable skills” are qualities
that can be fransferred from one job to another. These are
extremely important to you and the employer, especially if
you are considering a career transition. Although you may
be changing careers or industries, these skills come with you.
For example, your leadership abilities or organizational ca-
pabilities can be just as effectively applied to your new en-
deavor as your past.

Transferable skills checklist n

Put a
checkmark
next to each
skill you have.

www.onetonline.org
www.mynextmove.org
www.mynextmove.org/explore/ip
www.careerinfonet.org/skills.default.aspx

T o o
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Transferable Skills Checklist - Check all that apply to you

Interpersonal Learning Administrative
[IRelating well with others LJANnalyzing OEvaluating
CIEffective listener 1Observant [JSetting/achieving goals

LISympathetic

OActive listener

[IDelegating

OSensitive to others

OISynthesizing

COMotivating others

LIResponsive

Good memory

[ISetting priorities

1Concerned

JReading & writing

OPlanning

[IHelping others

LJQuestioning & evaluating

CIFollow-through

[JAccepting

Detail & Completion

[OTeam building

LTeam player

OMeeting deadlines

COManaging

Motivational CPersevering/CGrit Creative & Visionary
LIMotivate individuals/ groups L Organizing Olntuitive
[JRaising funds O Completing [ODeveloping new ideas

LPersuading

Ulmplementing

Judging effectively

LTeam building

LIFollowing directions

OOriginal thinking

Selling (things or ideas)

LIFunctioning under stress

[OShowing foresight

LJEncouraging

[JRecord keeping

OCreative

CJPromoting

Numbers

Olnnovative

Verbal/Written Communication

L Counting & computing

LExperimental

LJExpressing ideas

[JUsing statistics

Olmaginative

OClear communicator

LGood money manager

Leadership

Olmaginative

LlAccurate

COMotivating others

[IPresenting L1Accounting/bookkeeping CISelf-starter

LIWriting [JBudgeting OWorking independently
IPersuading LJEstimating/appraising OTrying new things
CICuriosity Artistic JAdapting

CJArticulating [JAesthetic awareness LJAccepting responsibility
IDefining CICreativity CLIMaking decisions
LJEditing & condensing LIExpressive OTeam building

Translating/2nd language

USpatial sense

Presenting

Physical Cimaginative [JPublic speaking
UStrength CIMaking things OPerforming (all types)
LIEndurance LCreating beauty LIMaking presentations

COCoordination

Visualizing abstract ideas

OAppearing before a group

LQuickness & agility

CPerforming

[IHelping others enjoy

ClLove of outdoors activities

[IDesigning web pages

OContagious enthusiasm

LJAthletic

CGraphic design

OFacilitating

11




Transferable Skills Checklist

Teaching & Counseling Hands-on Analysis & Research
OExplaining Olnstalling L Gathering information
JAdvising OUsing hand/power tools LISynthesizing
ClInspiring CIConstructing LJAnalyzing

OListening OPreparing L Categorizing
CODemonstrating OHandling CJEvaluating

CITraining CIDesigning LIMaking decisions
LJEncouraging LCooking LIExperimenting
(OLeading groups [OGardening CIDrawing conclusions

OCurriculum development

Operating machines

LIExamining

Computers/Software Customer Service Teamwork/Collaboration
CIMS Word OCall center LIProvide advice

CIMS Excel [ODe-escalation CIDisplay patience

CIMS PowerPoint CIProblem solving IProvide feedback
CIMS Access [JActive listening IConvery positivity
[JQuickBooks [JAdd-on selling CFacilitate discussion
CINetworks COConduct interviews LIEmpower others
CICybersecurity [1Assess needs [IShare credit

OSocial media OOrder taking LlListen effectively
CITroubleshoot problems (IData entry CIProvide support

12




Transferable Skills (List 10 from transferable checklist)

| 6
2 7/
3 8
4 9
5 10

Utilize the STAR method to share your story. Pick two important job specific
skills, write them in the left hand column. In right-hand column, write an exam-
ple of how you used that skill.

Skill Example/Story

Sell Each year while with American Steel each of the 12 sales representatives
Products or | were given an annual goal for old business and generating new business. |
services prided myself in responding to every customer request the same day and |

set a personal goal of contacting at least one potential new customer each
week. It was these efforts that allowed me to be either first or second in
each category every year | was with American Steel.

1. STAR—Situation, Task, Action, Result

2. STAR—Situation, Task, Action, Result

13



Job skills n

=Skills specific to a
particular occupation
or field of work.

Job specific skills are exactly what the name implies. These are
skills that are very specific/unique to a particular job. These skills
are highly sought by employers and can be developed on the
job or offen may be learned through training. Employers look
for information about job specific skills to find out if you can
perform the technical aspects of the position.

An example is welding. Outside of construction, manufacturing
or fabrication the skill of welding is not very valuable.

Job skills checklist n

*Put a checkmark next to each skill you have.

"aﬁ
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Job Skills Checklist- Check all that apply to you

Animal Care

Beavutician

Computer/Software

CIVeterinary care

[IScheduling

CJAdobe suite

LGrooming [1Body waves CIMicrosoft office
L1Dog walking LCosmetic consultation LCamtasia
LFeeding LICut and style Canva
Llinjections LIFacials LICMS

LCage cleaning [IHair coloring LICRM

CINail frimming LIMani-pedi OlIntact
LIDental care LPermanents HI[ON

[IPen construction [IScalp treatment CILinux
LObedience training UShampooing LMS

UService animal training Retail LOracle
UAnimal restraint LIBalance fills bsQL

Business LJUPC codes LINetworks
LAccounting LIQR codes LIServer
LJAuditing [JBuilding security LICyber security
LIBenefits UProduct demonstration LCoding
ITaxes Upselling [ISoftware development
LJEEO guidelines LICredit approval CIProgramming
Ointerest calculation CIDisplays Medical
Ulnventory tracking L Complaint desk LINursing
[JLoan processing Linventory LIPhlebotomy
CIPayroll prep [JPoint of sale devices LICNA
OPortfolio management L Opening/closing LICharting
UQuarterly reporting L Order processing Ulnjections
UTimecard tracking UPricing CILV.

LUnion negotiation LStocking Ulnsurance
LVendor contfracting LStock rotation LlLab

LIFront office operation [ITheft control [IX-Ray
COMulti-line phone Call Center [JRadiology
LCompany newsletter UTelemarketing LIVital signs

L Office management

LTech support

OPatient transfer

LIProject management LBundling Construction
LIProofreading UScript reading LIBids/estimates
LIEditing LSuggestive selling LIBlueprints
LWeb conferencing O Call management [IBrick laying

COOHuman resources

LQuality assurance

LIBuilding plans

15




Job Skills Checklist

LICabinetry ICleanings OTree trimming
LConcrete LIFillings OIPruning
LContracting LICrown LISecure cables
LJAsphalt [JRoot canal [(OHerbicide spraying
ClElectrical CJAnesthesia [CIFire Suppression
LIExcavation LOrthodontics OGrafting

LIFlooring [IDentures OLandscaping
LIHVAC CIProsthetics OFarming

OHeavy equipment UImplants CFarm equipment

CJFoundations

Equipment Operation

Emergency Response

[1Roofing [1Backhoe [IRadio dispatch
LPipe laying LIFront loader CIFiretruck operation
LPlumbing Trencher [IScene assessment
CMudding LIDitch witch CIVital signs

[ Sheet rock LCrane LIFire suppression
OWindow/door framing L1Excavator LISCBA

Counseling UTractor LJExtraction equipment
LICrisis intervention IPaver CIBasic life support
CIMotivational interviewing Maritime LIEmergency medical tech
LGroup facilitation [1Booms CIParamedic

[ Case management C1Buoys [ISearch and rescue
LJAddiction treatment ISeining CIPatient transport
LIFamily therapy OTrawling Homemaking
LIMarriage counseling 1Deckhand COCommunicate via technology
LIPsychiatry LIMooring [I1Chore scheduling
Daycare LIEngine room CTutoring

LlArts and crafts IStand watch [IHousekeeping
LIDiaper changing CINavigation [IPet care

[IDiscipline LChart reading [1Budgeting
LIPlayground supervision Forestry/Horticulture CIShopping

[1Food prep UTree appraisal CIBill paying

LHygiene LIChainsaw Clironing

LlEarly childhood theory LIFire breaks CIMeal planning
LILesson plans UTrail building ICooking

LTeaching CIHandsaw ISewing/mending
Dental Tree planting CITransportation
LIX-Rays LTopping CIActivity planning

16




Job Skills Checklist

CLaundry IPneumatic tools CITracking
[IDishwashing [IHand tools CJUnload

Sales LTune up ULoad
LAppointments LIWindshield installs/repair IScanner
[IBidding/quotes Production Education
ICold calling IPowder coat CILesson plans
LJAccount management IPainting CIAssignments
CIMarketing L1Assembly [IDiscipline
Closing CIForklift CITutoring
LOrder processing [IDie cutting CITeaching
[ISales presentation LInspection CIParent relations
LTerritory development ITag outs [ISpecial education
Surveying LIPrecision measuring OIWriting

U Transit LIPacking UGrading
LIPlumb bob LIProtecting wrap LJRemediation
LGPS LICNC Truck Driving
LOMapping LIMachining [1Delivery
Custodial OMiliwright ULoad/Unload
CIStrip/wax Culinary [ISecure load
USanitation LIHealth card OWeight management
LVacuuming LIFood storage ULong haul
LIDusting LIMeal pricing UPup
LChemical usage LCooking [IDoubles
[JHousekeeping LIPrepping Triples
[IReplenish supplies [IServing XHazmat
[ISweeping [IRestaurant management CTWIC card
Trash disposal JAutomatic dishwasher IDOT logs
Mechanical Warehousing Skilled Trades
LIBody work LIPalletizing UPlumbing
LVehicle painting LIForklift OPipefitting
LIBrakes LIPallet jack OSteam fitting
LIEngine repair Cinventory (lron work
LLube, oll, filter LIShipping OWelding
[IElectrical [1Delivery [JBrazing
LIHVAC Ulnvoices LSoldering
LIEstimates LPackaging OCarpentry
LAlignment LIStocking UElectrician

17




Job Skills Checklist

[LIBoiler Making

[IVehicle pursuit

Attorney

LIHVAC [I1Scene assessment ULegal research
Law Enforcement LIFirearms UPrecedent
LLegal knowledge [1Booking LICourt filings

[ISuspect restraint

ClCorrections officer

CIBAR certification

COMiranda

CDe-escalation

LICourt argument

LIEvidence protection

UInterviewing

[IPlea bargain

18




Job Skills (List 10 from Job Skills checklist)

1 6
2 7/
3 8
4 9
5 10

Utilize the STAR method to share your story. Pick two important job specific
skills, write them in the left hand column. In right-hand column, write an exam-
ple of how you used that skill.

Skill Example/Story

Basic Life While at Smith Manufacturing one of our mechanics failed to use proper lock
Support out/tag out procedure and received a major electrical shock. Myself and an-
other safety feam member performed CPR for 4 — 5 minutes until breathing
and heart restored. In that time, | directed another to call 911 and another to
get the AED if needed. He had no permanent negative impacts from the
event.

1. STAR — Situation, Task, Action, Result

2. Star —Situation, Task, Action, Result

19



Find a great career match for you

This Diagram illustrates that
the best career match is
fofund at the intersection
ok

*What you love to do

*What you are a superstar
at doing

*What will meet your
financial needs.

Finding a fulfilling career is about finding one that balances
what you love doing (heart), what you excel at (star) and
provides financially to meet your needs (dollar sign). In the
diagram, it is that area in which the three components over-

lap that you will likely find a career that leads to happiness
and success.

20



Career assessments

Take an Interest
Assessment 1o
determine what you
love to do.

Take a Skills Assessment
to determine what you
excel e delnak

These assessments can be accessed at WorkSourceWa.com

Career tools ‘Coreer OneStop ‘Assessmen’rs

Career assessments

e il Take a Work Values Assessment
—_— to determine what is most
important fo you in a job.
I S I T i SR o
= — e
Assessments can match | e o imee
you to occupations. e
$9  Dooalland Cailios Tie inataliscs saz73c Holomaladicaanal  gelon
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A powerful resource available to assist in your search for your
ideal career is onetonline.org. As you are considering ca-
reers you can use onetonline.org to identify relevant
knowledge, skills and abilities required by various occupa-
tions within a career field.

Compare the list of knowledge, skills and abilities required
with the list that you are compiling as you progress through
this workshop. Look for those knowledge, skills and abilities
that you have identified in this workshop that are in common
with those that you are considering.

Skill resource

Q@ oneTontine ) @ onerontmne —

Mep  Find Ocoupations  Advanced Search  Cronmmatis Sare oreT Sten

Melp  Find Occupations  Advanced Search  Crosswalks Share  OFNET Sites Summary Report for: iy
43.9061.00 - Office Clerks, General .

Carial

Build your future . T e L L L e T T

it . e St S e oG s G O

ith O*NET OnLi - ) Tl

wit| nkine. s [ sy [ [
T

W Zm | o s | | Gt | S | | e | et i | ot | 5 | B | s | e | S
o or e TS

Lears

ONETONLINE.ORG

onetonline.org
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Skills and accomplishments

Always have the
employer'’s
perspective in mind.

Not just SKILLS but
ACCOMPLISHMENTS!

A list of knowledge, skills and abilities is not enough to gain the job
you really want. You must take a look at it through the employers
perspective. Employers assess your potential value by what you
have accomplished in your career using your knowledge, skills and
abilities. Being able to connect each qualification you claim to an
accomplishment that brought value to your past employers is criti-
cal to your job search. This clearly demonstrates your value.

Skill Accomplishment

Excel |Created spreadsheet that compiled daily sales for 12 sales rep-
resentatives into monthly and annual totals saving several hun-
dred hours a year in data entry, tabulation and compilation of

Incorporating your

knowledge, skills,

sales reports.
Sell your skills n
and abilities with _
N

your accomplish- A winning statement
ts will first b about yourself can

ments will Tirst oe help convince an

used in your 60- employer to hire you!

second commercial

to make a state-

ment of your value.
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Your 60-second commercial is an excellent response to the interview
questions below. It will provide the employer with a balanced answer
including self-management, transferable and job specific skills. Plus, it
will highlight your accomplishments.

The 60-Second commercial n

You can tailor
it fo each of
the questions.

Why should |
hire you?

Tell me about
yourself.

Workbook page 26

Your 60-second

The 60-Second commercial commercial should:

-Advertise for you
Highlight your

qualifications. Highlight your

Include statements that strengths

STa Ayl -Demonstrate your
lcan... : )
| received... enthusiasm, passion
| have expertise in... & judgement

| can create and manage budgets in excess of $1 million.
| have received multiple awards for my excellence in customer service.

| have expertise in designing and creating cell phone applications.

24



Retail sales and management skills

Hello. My name is Gloria Winters. I'm seeking a position in the retail field.
have over three years of experience as a salesperson and two years of
experience as an assistant manager. | have strong math skills. I've used
both manual- and computerized-cashiering systems, and have helped
with up to 75 customers daily, providing prompt and courteous service.
As an assistant manager, | was authorized to carry all keys, open and
close the facility, and had access 1o safes and personneliECOcIomEEls e
trained employees in cashiering, customer service and inventory
procedures. | received an “Employee of the Year awciciifoRmsEeis filE
Trends for developing a new procedure for theft control that reduced
losses by 15 percent. I'm able to handle challenges, dnd my former
employers will verify that | work independently or as a team member.

60-Second Commercial Examples

NO previous work experience

Hi. My name is Sharon Wong. My career goal is a position as an
administrative assistant coordinating, analyzing and planning budgets.
During the last 10 years, I've coordinated fundraising activities of the local
Parent Teachers Association (PTA), successfully raising $8,000 for playground
facilities. As treasurer of the local Civic Association, | managed a $22,000
budget for two years. I've organized and managed my family budget for
17 years. I've also developed interpersonal skills during 10 years’ experience
with the PTA and by volunteering at my church. These positions sharpened
my skills of persuading adults to contribute time and money to community
projects. | have invested considerable time and effort in developing open
communication between family members and can retain a sense of humor
in tense situations.

25



Teller with customer service experience

Hello. My name is Linda Bailey. I'm seeking a position as a
bank teller. | have two years of experience as a teller, in
addition to more than three years working in customer service
and handling cash transactions. | get along well with
customers, co-workers and supervisors. I'm a dedicated,
efficient team player. | enjoy serving people and perform my
work with courtesy. I'm an excellent problem-solver, very
accurate, work easily with large numbers, and can operate a
10-key by touch. | received an employee recognition award
for outstanding attendance and for maintaining a daily
reconciliation of a 100 percent error-free cash drawer.

60-Second Commercial Examples

Forklift/ Warehouse

Hello. My name is Jerry Suarez. I'm seeking a position as a forklift
driver in a warehouse environment. | have been operating forklifts
as a par of my regular duties for the past eight years. |'ve actively
participated in and successfully completed a safety course for
forklift operators and have been certified as a safety instructor. |
can maneuver large equipment safely and effectively in fight
spaces and have never had an accident. I'm proficient in
warehouse cataloging methods, packaging requirements and
standard weight requirements when palletizing boxes and other
materials. | have the ability to properly and accurately complete
and maintain shipping and receiving records and other standard
warehouse documentation.

26



Action Verbs

Communicate Addressed Conveyed Formulated Moderated Reinforced

& People Advertised Convinced Furnished Negotiated Reported
Arbitrated Corresponded Incorporated Observed Resolved
Arranged Debated Influenced Outlined Responded
Arficulated Defined Interacted Participated Solicited
Authored Developed Interpreted Persuaded Specified
Clarified Directed Interviewed Presented Spoke
Collaborated Discussed Involved Promoted Suggested
Communicated | Drafted Joined Proposed Summarized
Composed Edited Judged Publicized Synthesized
Condensed Elicited Lectured Reconciled Translated
Conferred Enlisted Listened Recruited Wrote
Consulted Explained Mediated Referred

Creative Acted Conceptualized Directed Invented Photographed
Adapted Condensed Displayed Modeled Revised
Began Created Drew Modified Revitalized
Combined Customized Instituted Criginated Shaped
Composed Designed Integrated Performed Solved

Data Administered Audited Corrected Marketed Projected
Adjusted Balanced Determined Measured Qualified
Allocated Budgeted Developed Netted Reconciled
Analyzed Calculated Estimated Planned Reduced
Appraised Computed Forecasted Prepared Researched
Assessed Conserved Managed Programmed Retrieved

Helping Adapted Coached Encouraged Helped Rehabilitated
Advocated Collaborated Ensured Insured Represented
Aided Contributed Expedited Intervened Resolved
Answered Cooperated Facilitated Motivated Simplified
Arranged Counseled Familiarized Prevented Supplied
Assessed Demonstrated Furthered Provided Supported
Assisted Diagnosed Guided Referred Volunteered
Clarified Educated

27




Action Verbs

Management & | Administered Converted Generated Managed Recommended

Leadership Analyzed Coordinated Handled Merged Reorganized
Appointed Decided Headed Motivated Replaced
Approved Delegated Hired Navigated Restored
Assigned Developed Hosted Organized Reviewed
Attained Directed Improved Originated Scheduled
Authorized Eliminated Incorporated Overhauled Secured
Chaired Emphasized Increased Oversaw Selected
Considered Enforced Initiated Planned Streamlined
Consolidated Enhanced Inspected Presided Strengthened
Contracted Established Instituted Prioritized Supervised
Controlled Executed Lead Produced Terminated

Organization Approved Corrected Maintained Purchased Screened
Arranged Corresponded Monitored Recorded Submitted
Catalogued Distributed Obtained Registered Supplied
Categorized Executed Operated Reserved Standardized
Charted Filed Ordered Responded Systematized
Classified Generated Organized Reviewed Updated
Coded Incorporated Prepared Routed Validated
Collected Inspected Processed Scheduled Verified
Compiled Logged Provided

Research Analyzed Determined Extracted Investigated Searched
Clarified Diagnosed Formulated Located Solved
Collected Evaluated Fathered Measured Summarized
Compared Examined Inspected Organized Surveyed
Conducted Experimented Interviewed Researched Systematized
Critiqued Explored Invented Reviewed Tested
Detected

Teaching Adapted Coordinated Explained Instilled Taught
Advised Critiqued Facilitated Instructed Tested
Clarified Developed Focused Motivated Trained
Coached Enabled Guided Persuaded Transmitted
Communicated | Encouraged Individualized Simulated Tutored
Conducted Evaluated Informed Simulated




Action Verbs

Technical Adapted Constructed Fabricated Programmed Solved
Applied Converted Fortified Rectified Specialized
Assembled Debugged Installed Regulated Standardized
Built Designed Maintained Remodeled Studied
Calculated Determined Operated Repaired Tested
Computed Developed Overhauled Replaced Upgraded
Conserved Engineered Printed Resorted Utilized

Your 60 -Second Commercial

The 60-second commercial The commercial is YOU! The 60-second commer-
cial is your chance to tell an employer who you are and what you have to of-
ferin a fast and effective manner. In its simplest form, it is the answer to two
frequently asked inferview questions.

Considering that the most effective method for finding work includes directly
contacting an employer, a winning statement about yourself gives the em-
ployer the best reason to hire you. You will use your 60-second commercial
when writing a cover letter to go with your résumé, when talking to employers
at a job fair, on the telephone, at an interview or as a “networking pitch.”

Your commercial should highlight your qualifications: the five most important
things you want an employer to know about you. Your statements should be
based on what you know about this employer from your prior inquiry. Whether
you list accomplishments from your work history, your skills or your education,
they all need to show why you're a good match for this employer.

Look at the samples for ideas and then write a commercial of your own. In-
clude statements that start with “l can,” “l received,” "l have expertise in,”
etc. Practice it, re-write it if you want to refine it, and then practice it again.
The more you practice (in the mirror, with family or friends, or in the car) the
more comfortable you'll be and the more natural you'll sound when talking
with an employer.

On the next page is a template for your 60-Second Commercial and space
for to draft your 60-Second Commercial.
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60-Second commercial template &

practice

Hello my name is .1 am seeking an opportunity as a

In my experience | have been told by supervisors and co-workers

that | am , and
| am confident that you will find my ability to will be
beneficial here at . The value | bring is

My 60-Second Commercial
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What we have covered today

Review:

Work personality
Accomplishments
Self-management skills
Transferable skills

Job skills

60-second commercial
Use powerful action words

Next steps

Additional Job Hunter Workshops
 Resume and Coyvesli=

« Job Searchi Skl ejic

+ Interviewing

« Applications
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LinkedIn Learning

Why LinkedIn Learning?
» Access 16,000+ expert led courses m L E A R N ' N G

» Earn a certificate when you complete a

course
+ Receive course recommendations tailored How To Access LinkedIn Learning
to you Contact WorkSource Spokane to
* View courses anytime on your phone or request your access code:
computer worksourcespokane.com/career-training

Contact your local office to see about
availability in your area

o J

W thes on ppeoved employer contadt o WarkScurce ooty
Orcose one J Employer comtoct € Work Zource oot ®,

’ ¥ s won on employer contact, plecie provide the kilowing

Filing out Ul job search logs |
Today’s Date St
WorkSource Activity - Online sl
Interview i daet i
Virtual Interviewing > e ikt bty e
Workshop ot
Offcn nome WOkSOUICE Oniine —
WorkSource o e aaw
Contacts and job-search activities Keep this log for your records
LG TonSSTLIVER CONTACT. thask 000 AV Bt # employer ontact was in persom, by KOSk G by telephose, you MUST complete TS Section
m ApconTemne 8 iervew wqery ::::’ :Ml ) e
- o :'mm Name or postion of person contacied
§ '::': '::w"‘ D::‘ :‘m I omployer contact was made onine, by s, by 0 of By Rewspaper, you MUST complete the appropriate information in tis section
§ on Ovar (oo} CWM('FM)W m,_‘mm
- FOR WORKSOURCHE ACTIVITY, briefly describe: ::::.:::wl ) ‘
'.:::;“ MR Nouspaper cume Picaten e ’
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