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Introduction

This book is a useful tool for people who are looking for jobs and learning how to put their skills
into something that they can benefit from. Job Handbook for Beginnesgplains ways to
AYLINEBaad @2dzNJ SYLX 28 SNE Ay Of doi$Hzet tRegoB and dveh R
gives you ideas about finding your future career. After reading this handbook, you will emerge

a more competent job-finder and cautious decision maker. Hopefully, you will obtain

information that aids you when you search for jobs in the future.
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How Do | Find a Job?

Finding a job can be hard to do, especially for the less experienced people. Luckily, there are a

few things you may not have tried dojramd this section describes the different things you can do.

The Importance of Networking Using Want Ads
You can find a job easily by checking the By using want ads, you can check for locd
internet day by day. There are usually aldsut job listings in your local newspaper. Want ads cal
finding a great job, anthe ads giveletailed be a good source with plenty of information on thg
information. job it lists.

Sources of Job Openings

1 Newspaper Word of Mouth

T Internet You can find out about jobs from your friends,

1 Word of Mouth family, and even strangers walking in the street. You can
! Signs easily find information about jobs by asking your colleagy
Y The Radio if there are any openings at work.

1 Employment Security

Office

Radio Ads

Radio adwill sometimes come on your favorite radio station, but rarely ever. St
the radio is still an important source of information and you can call the radio station arf

time you have a question.




Sample Skill Analysis Quiz
This is a sample skillanalysis quiz. This is used to determine your skills, so you may find

work easier by knowing your skills and listing them.

1. What is your greatest strength?
Building things

Organizing

Helping others

Leading others

apop

2. What is your greatest weakness?
Building things

Organizing

Helping others

Leading others

oo op

3. What are you interested in?
Cars or Carpentry
Playing on the computer
Playing with other people
Debating important things

oo op

4. How could you make the world better?

By creating a fuel alternative for cars

By creaing the next brand of super computers
By finding a cure for cancer

By leading your country through a depression

oo op

5. Five skills that best describe you are ?
a. Constructive, haravorking, resourceful, successful, carpentry
b. Laid-back, smart, idealisticesourceful, organized
c. Helping others, personality, kind, eagging, good with hands
d. Persuasion, leadership, tactical, smart, kind

More AbGs than anyth
More BOos than anyth
More Cbs than anyth
Mor e DO s hindgrRofiticah n y t
Tie=Well-rounded

=4 =4 =4 =4 =4




What Employers Want in an Employee

Communication Skills: these skills would include the ability to talk with your
acquaintance in person, over the telephone, and online.

Listening Skills: One would need to be able to met deterred from the person or
persons in which he/she is listening to. Algne would have good posture and
attentiveness.

Writing Skill: Ability to write what you see, as well as what you think.

Analyzing Skills: Ability to comprehend what one lisading or hearing and break it

down to learn about the critical factors that play into the task.

Computer/Technical Literacy: Almost all jobs now require some basic understanding
of computer hardware and software, especially word processing, spreadaieetsail.
Flexibility/Adaptability/Managing: Multiple priorities, deals with your ability to

manage multiple assignments and tasks, set priorities, and adapt to changing conditions
and work assignments.

Interpersonal Abilities: The ability to relate tyour coworkers, inspire others to
participate, and mitigate conflict with aorkers is essential given the amount of time
spent at work each day.

Leadership/Management Skills: While there is some debate about whether leadership is
something people at®rn with, these skills deal with your ability to take charge and
manage your cavorkers.

Multicultural Sensitivity/Awareness: There is possibly no bigger issue in the
workplace than diversity, and jedeekers must demonstrate a sensitivity and awareness
to other people and cultures.

Honesty/Integrity/Morality: Employers probably respect personal integrity more than
any other value, especially in light of the many recent corporate scandals.
Adaptability/Flexibility: Deals with openness to new ideas aadcepts, to working
independently or as part of a team, and to carrying out multiple tasks or projects.
Dependability/Reliability/Responsibility: There's no question that all employers desire
employees who will arrive to work every dagn time- and rady to work, and who will

take responsibility for their actions.



What Employers Want in an Employee

Loyalty: Employers want employees who will have a strong devotion to the company
even at times when the company is not necessarily loyal to its yeeglo

Positive Attitude/Motivation/Energy/Passion: The jobseekers who get hired and the
employees who get promoted are the ones with drive and pasaiwhwho demonstrate
this enthusiasm through their words and actions.

Professionalism: Deals with ating in a responsible and fair manner in all your personal
and work activities, which is seen as a sign of maturity aneceafidence; avoid being
petty.

Self-Confidence: Look at it this way: if you don't believe in yourself, in your unique

mix of skils, education, and abilities, why should a prospective employer? Be confident

in yourself and what you can offer employers.

WORKS CITED: http://www.quintcareers.com/job skills values.html



http://www.quintcareers.com/job_skills_values.html

TOP TEN JOBS AND THEIR SALARIES IN AMERICA

Job Average Salary
Software Engineer $80,500
College Professor 81,500
Financial Advisor 122,500
HumanResources Manager 73,500
Physician Assistant 75,000
Market Research Analyst 82,500
Computer/IT Analyst 83,500
Real Estate Appraiser 66,000
Pharmacist 92,000
Psychologist 66,500

Source: http://money.cnn.com/magazines/moneymag/moneymag_archive/2006/05/01/8375749/index.ht



http://money.cnn.com/magazines/moneymag/moneymag_archive/2006/05/01/8375749/index.htm

WORKER' S PERMI T

Who needs to have a workers permit?

1 Workersfrom the age of 14.8 have to have a world@rpermit to be employed.

About Youth Work Permit:
Issue/Approve North Carolina youth employment work permits which all y«

between the ages of 148 are required to obtain for each place employed.

Permits are issued Mondayriday from 8:00am 5:00pm. The youth must be
presentand must brilgr oof of birth (i .e. bir
ID, school records) before the permit will be issued. Youths may pick up p
at DSS. Employers must fill out a section of the form and the parent/guard

must sign the permit prior toliteing approved.

Work permits are also available at all high schools in Union County. Pleas

inquire at the school's career development coordinator.

Employers may obtain a supply of work permits by calling the North Caroli

Department of Labor @-800LABOR NC.

Work Permits may now be filed onlineatvw.nclabor.com

Source:  http://www.co.union.nc.us/HumanServices/SocialServices/YouthWorkPermit/tabid/490/Default.aspx


http://www.nclabor.com/

SAMPLE WORKER'™S PERMI T

I "rmsamoumoeraseroruseor [T T[]
ﬂg{'ﬁ Please Type of Print Clearly

Mame of Youlh:

Dane of Biih: |maidanyT) AE T | .:.rea Coge  Fhnone

LY ]

Compiele Maling Address:

City | Clale | Dp Code

Job Descrption: (Pleass be 36 complete a5 possibie)

Compary kams | Tyipe of Business *hﬂgBEH-IEEM':‘!;jES PERMIT?

Compiete Maling Address:

Clby: | Siats: | Zip Code | .E.rea C-:rde-:l Phione

SIGNATURES & IMPORTANT INFORMATION BELOW

1. Minimum Ags for Empieyment: Fowdesn (14] for non-Tanm work with imied excepiions. Froal of age Includes birth cetificate, driver's Icense or
DRIV Issued identificadan card, schodl records. INSUrance recorss, o olher documentary evidence approved by the Departiment of Labor

2. *&8C On-premisss Parmit Restrictlons: Youth under 392 18 may not prepars, dispense, sene, of 52l alcoholl beverages for any reason even
remployed by thelr parents. Youtn 16-17 may be employad In the premises lo perform other dulles Including walkperson and casnlsr &5 long a5
woum Is not s2rving. 13&INg orders or dnging up on-premises alconolc bewerages. Youlh under age 18 may not work In fne premises for any
reason. A Nimited exception exlsts for youlh under age 15 wha are employed by thelr parents Lo work In the premises to perfarm ather oubles
Youlh 14-15 may work on ihe oulslge grounds ta prform other duties wih parentiguandian aritten permitssion (pemmit signature 15 acceplablz).

3. RestBreaks: Mo youth under age 18 may be employed far mars han 5 consecutive hours without an Intereal of 37 least 30 minuses for rest
|appiles 1o employers who ars 05|ect to State labor |aw anly].

4. Howurs Resirictions (14-15 year olds): Only bebwesn 7 am and 7 pm (excapt urcl 9 pm during the summer when s2hosl I not In session); only
auiside school Nours; ne more than 3 howrs per day or 18 hours per week when schood IS In sesslon; and, no more than 3 hours per day or 40
nours per wesk when sehosl 15 not In session.

5. Howrs Restrictions (18-17 year olds): If reguiary enrolled In grages 12 or lower, cannot be amploysd betwesn 11pm and 5 am when there s
scnoal ihe naxt day *or the youn unless the employer rec2ivas wikten permissicn from the parentiguardian and the grinclpal or princpals
designes. This rasiriction doss not apply to youth enoled In GEC programs of whno have dropped out of 5Choo

5. Parmitied Ococupations (14-15 year olds): Tan oniy wark in ofce or clencal occupations, In refall sakes or serdce cooupations Including food
sapvice and gasolne service statlons. Cannof work In manufaciurng, construction, or Sccupations invoiving the use of power-driven machinery
NEEING 34T MOWErs.

7. Hazardous/Detrimantal Occupations (Mot Permitted For Youth Under &ge 18) [*Limited apprenticashigéstudant lsarnsr sxamptions]:
= Manutacturing or stoning explosives

= Motor venicke diving (imied exemption) and outside = Welding, brazing and torch cutting”
nelper = ANy process where quartz or any other fam af sliican dioside ar
= Logging and sawmilling asbeshas slicate are present In powdered fom*®
= Power-driven woodworking machines” = Any work involving exposure to lead or any of s compounds In ary
= Power-driven metal forming, punching. shearing” form®
= Mining = ARy work invoiving exposurs to banzens of any berzens compound
= Slaughiering. meat packing, processing or rendeding” which |6 volatllie or can penetrate the skin®
» Power-driven bakery machings = Occupations Im carmeries, seafood and poultry processing which
= Power-driven paper products machines” redive culting ar slcing machines, or freezing or packaging
» Manufacturing brick or tie achivitizs”
= [Power-driven circular 5aws, band saws, o gullicting = Ay work which Ineolvees the rigk of faling a distance of 10 Tfest or

mare, Incuding ladders and scafToids”

shears”
= Wrecking, demaiiion and shiptreaking cperations * ANYWOTS 35 3N 2leciiclan of elacincian’s helper
= Roofing operations” = Any work in confined spacee”
» Excavalion operations” « Dccupslions requining e Use of ISERIrars”

+*HOTE: For more datalc on onlid laborfyouth employment,
@0 boc hiEp: iiwww. nolabor.comiwhiolnt_sixis_fed.him

The undersignad Individuals carfity that the abowve Information I8 corrsct; the youth will not be amploysad In a hazardous, prohibited, or
detrimental occupation; will only be amployad during lagal hours; and, will ba employed cnly In & parmittad occupation.

Employer’s Signature:

Parent'Guardian/Custodian's Signature:

Youth's Signature:
[Youth must present proof of age and must sign in the presenca of tha lzsuing offlcar)

D5SiDesignee’s Signature:

Couny Cesgnes |0 Humber

UimETANc



Mitchell County Labor Market

POPULATION IN MITCHELL

Year Population Growth Rate

2008 15,992 0.2%

*2013 16,064 0.1%

*Estimation

For further information on labor market information or job resources please visit the Employment

Security Commission website &tvw.ncesc.com



http://www.ncesc.com/

EMPLOYMENT IN MITCHELL COUNTY

Industry 2008 4™ Qtr 2008 Annual 2008 4™ Qtr Avg. | 2008 Avg. Weekly
Employment Employment Weekly Wage Wage
Total All Industries 5,354 5,354 $578 $559
Total Government 631 993 673 580
Total Private Industry 3,058 3,338 548 527
Agriculture, Forestry, 0 0 No proficient No proficient
Fishing, and Hunting information information
Mining 0 0 No proficient No proficient
information information
Utilities 17 17 1,536 483
Construction 0 276 664 615
Manufacturing 332 353 649 581
Wholesale Trade 112 113 413 393
Retail Trade 728 729 714 704
Transportation and 237 238 848 534
Warehousing
Information 20 19 583 563
Finance and Insurance 94 100 399 401
Real Estate, Rental, an 44 35 514 467
Leasing
Professional and 71 70 1059 751
Technical Services
Management of 39 39 402 425
Companies, Enterprises
Administrative and 297 281 585 554
Waste Services
Educational Services 590 565 623 626
Health Care and Social 852 862 795 768
Assistance
Arts, Entertainment, an( 13 16 664 598
Recreation
Accommodation and 0 0 No proficient No proficient
Food Services information information
Other Services 105 297 396 377
Public Administration 118 501 725 540
Unclassified 19 20 538 427
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Business Ethics

Business ethics are important for a person if you are looking for a job. It is important that you
have good manners, a sense of right, and a good work schedule for the boss to really see you mean to

have a job. If you had a job and you had no business ethics, you would be fired within a single day.

Here are some examples of great business ethics:

1 Individualism- You always retain a right over yourself, and always do what you do best.
1 Fair-trade- you always have to make fair deals with customers, being greedy is only bad
in the long run.
1 Misuse of power-no matter how power fuweryou get, dor
1 Getting work done- no matter how hard, always get your work done.
1T Doi ng wh at -alvays domwlkat youn bosks says, unless it interferes with beliefs
or other ethics.
1 Do the best you can- Bosses always love a hansbrker, so always try your besb

matter what.

11



Fact Sheet Information
1 Fact sheets are something to complete prior to completing a resume to help get your
thoughts in order.
1 They can consist of:
o Personal data, such as: name, address, phone numbers and other contact
information.
o0 JobObjective
0 Education information including names of schools or universities, addresses,
dates of enroll ment, diploma received,
o Skills that you possess
o0 Work Experience including dates, addresses, supervisors name and mateber,
of pay received, and why you left the job
0 Aptitudes
0 Hobbies and Interests
o References: usually 3 people that can say something about your work habits or
skills. Do not use relatives.

o Other pertinent information

On the nextwo pages, we have includd a sample fact sheet that can be filled in prior to

completing a resume.

12



EXAMPLE FACT SHEET

Name:

Address

Postal Code:

Phone Number:

Job Goal:

Education:

School:

Year completed:

Grade completed:

Special courses:

Skills:

vk wnN e

Work Experience:

Last Job:

Company:

Started:

13



Duties on Last Job:

Volunteer work:

Certificates & Licenses:

Name:

Where did you receive it?

Year received:

Achievements:

Machine Operation:

Hobbies and Interests:

Other:

Purpose of a Resume

14



A resume is a brief concise document that sells your most positive credentials to an employer.
An effective resume gets you an interview, not a job. Also, an employer will usually spend 15 to 20
seconds to review your rase. So the content of your resume must be clear, concise and targeted to the
job you are applying for. If your resume has a typo or grammatical error it will probably jump off the
page to your employer, this is a way to eliminate yourself from a caagidat. Your resume may be

the only chanceo make an impression, so make it a good one

Reference Tips

You should avoid listing personal friends or family members as possible reference
checks. Employers consider these sources of information to beabledébr good reason! Do
not list references who only know you in a social capacity, stick to people who have worked with

or who can discuss your worklated qualities. References must be easy to contact.

Proofreading a Resume

It is very importanthat you proofread your resume before you turn it in for a few

reasons:

1 A misspelled word or two can determine if you get the job or not.

1 Proofreading can also determine how much you care about a job.

1 Companies receive lots of resumes; if your resume fnasat will most likely be
tossed in the recycle bin without being considered for the position.

1 The resumes that are free from error will be the ones that the human resource

manager will pay the most attention to.

Be sure to proofread your resume if ygant a chance at getting a job!

15



Heading:
At the top center of a page, type your
full name, your complete mailing
address with your zip code and
telephone number with an area code.

Jobobjective:
In a job objective you should describe
in a short sentence of what kind of
work your looking for. Also, describe if
you are seeking full time or if you only
want part time employment.

Education:
In this section show that you are
capable of learning on the job. Include
any apprentice training that you may
have learned. Also, list some school
courses that your employer may be
interested in.

Personal:
2dz R2y Qi KI @S G2
sex, race, marital status, family status
or handicaps. Although it is optional to
do this.

Content of a Resume

16

Skills and Abilities
In the skills and abilities section list
some skills that you may have or some
abilities that you have gained.

Work Experience
LT &2dz KI gSy Qi g2
your life skip this section and move on.
If you have some work experience put
it into the resume.

Military Service
If you have not ever served in the
military skip this section and move on.
If you have give your date of
separation, rank, branch of service.
Then enter your security clearance and
list some special assighments and
talents also decorations. List your
training and phrase it as an
accomplishment.

References:
Do not list any references on a resume
AyaiuSIR GeLlsS GkKS
FgFAtlroftS 2y NBId




Sample Resume Template

Resume templates can be found in Microsoft Word 2007 version. To access the resume templates go to Microsoft Office

button, choose New, Resumes, and then find a resume template that would work best for the job that you are applying for.

[Street Address, City, ST ZIP Cfpdwnd [e-mail

[Your Name]

Objective

Experience [Dates of employmén

Education

Interests [Briefly list interests that may pertain to the type gfgolwani.

[Briefly describe your career goal or idea] job.

[Company Narhe
[Job Title]

A [Job responsibility/achieverrent
A [Job responsibility/achievement
A [Job responsibility/achievemgnt

[Dates of employmgr

[JobTitle]

A [Job responsibility/achievemient
A [Job responsibility/achievement
A [Job responsibility/achievemgnt

[Company Narhe

[Dates of employmér

[Job Title]

A [Job responsibility/achieverrent
A [Job responsibility/achievement
A [Job responsibility/achievemgnt

[Company Narhe

[Dates of employmér

[Job Title]

A [Jobresponsibility/achievemént
A [Job responsibility/achievement
A [Job responsibility/achievempnt

[Company Nanhe

[Dates of attendanie [School Nanje

[Degree obtained]
A [Special award/accomplishment or degree minor

References References are available on request.

17

[City, ST

[City, ST

[City, ST

[City, ST

[City, ST



Sample Resume 1
Theresa Young

2006 Main Street, Downtown Delaware 19802, Home: 828-154-1254, Cell: 828-154-5621,Tyoung@comcast.net

PROFILE

An honor roll student athlete with work experience in the fast food industry and youth summer camp.
Demonstrates outstanding leadership, public speaking, and technical skills. Major strengths include
softball analysis, youth development, and time management. Expertise in desktop publishing, digital
photography, and customer service.

SKILLS

Customer Service: Demonstrate strong communication skills.

WORK EXPERIENCE

/I FAKASNY alO52ylfRDPewed2oy(i26yYI 59KHANT
EDUCATION

Downtown High School, graduated in 2006

18



Sample Resume 2
INTERESTS

Finandal Operations
Solid technical understanding of financial instruments, trading, and operations. Excellent memory for
policies, procedures, and details. Excellent training and supervisory skills. Efficient and accurate.

EXPERIENCE

Smith Exchange, Newoyk, New York floor broker,
NY SHune 2006-Present
Hand-picked for this position by chief executive Officer. Execute orders on the floor of the NYSE. Relay
information on market conditions to clients, solve as they arise. Supervise floor manager, wire
operations, and runners.

Order Desk Clerk, Cincinnati Qiduary 2002-November 2004]

Coordinated between floor brokers and international clients on options transactions. Also cross trained
as an Assistant on the currency desk, interacting with Canadian and US-based currency traders. Worked
full time while completing a degree in night school.

Stock Associates, Syracuse, NY Stock Options clerk (intern)
May 2003-june 2004
Coordinated between brokers and traders to ensure accurate trading on accounts. Verified margin
accounts stayed with within credit limits. Communicated directly with clients as necessary. Balanced
and posted trades to accounts daily.

Michael Skinner & Company
Sales Assistant (inte) March 2005-July 2006
Sales assistant to a major equities broker. Handled customer inquiries and requests for quote,
prioritized and qualified incoming calls, gained knowledge of investment instruments. Also did some
cold-calling on behalf of the broker.

EDUCATION Syracuse University, Syracuse, NY
B.A., Finance, 2007

REFERENCE Provided upon request.

19



Sample Resume 3

GEORGE BLACKWELL

gblackwe @eou.edu

Campus address (until 6/15/)
25 Veronica Road

Newton, MA 02165

(617) 332-3426

Home Address
25 Veronica Road
Newton, MA 02165
(617) 332-3426

SUMMARY: Outgoing campus leader and successful fundraiser ready for the challenges of a
full-time marketing position with an emphasis in market research and product planning.

EDUCATION: Bachelor of Arts expected June 20_
Major: Psychology
EASTERN OREGON UNIVERSTY, La Grande, OR 97850

CAPABLITIES:

Research and analyze merchandising trends and consumer needs
Develop services and products to expand customer base
Supervise and train personnel

Deal with difficult customers

Develop marketing and advertising plans

=A =4 =8 4 =4

ACHIVEMENTS:
1 Developed a marketing and advertising plan for University admissions
office; won Melanie Cottle Award for best project in psychology
9 Persuaded consumers to respond to a 20-minuite interview to assess
their home finance needs
1 Opened highest number of new change accounts in one month
1 Induced cash-poor students to donate $18,000 to charity

WORK HISTORY: RESEARCH ASSISTANT, Marketing concepts inc., Boston, MA, summer 2006
P{{L{¢!b¢ a!b!DO9wx | F3AfFyRQa 5SLI NLIYSyYI
Newton, MA Summer 2004, Salesperson, summer 2003

CAMPUS ACTIVITES: Residence Hall Counselor; Vice President for student Affairs selection
committee; Area coordinator for campus fund drive

20
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WHAT IS ALETTER OF APPLICATION?

A letter of application is a document sent with your resume to provide additional

information on your skills and experience.

A letter of application typically provides detailed information on why you are qualified
for the job you are applying for. Effeeé application letters explain the reasons for your interest

in the specific position and identify your skills or experiences.

You should try to list qualities and strengths about yourself that will make your

application stand out to your future employer.

21



What Goes Into Each Paragraph of a Letter of Application?

The information that goes into each paragraph of a letter of application is very important
because it tells the manager or owner of the business that you are applying for about yourself.
The order of this information is very important because it showsjgbiexperience and

gualifications.

Thefirst paragraph of your cover letter lets the employer or manager know what
position you are applying for, why the employer should select you for an interview, and how you
will follow -up. The first paragraph obwr letter should also include information on why you
are writing. Be sure to mention the position you are applying for and where you found the job
listing. Include the name of a mutual contact or reference if you have oneniddie
paragraphs shoulddescribe what you have to offer the employer, company, or business.
Mention specifically how your qualifications match the job you are applying for. Remember that
you are explaining your resume, not repeating it. flim paragraph should conclude your
cover letter by thanking the employer for considering you for the position. Include information

on how you will followup.

Be sure to try to type your letter of application in this order so that your future employer

or manager will even consider hiring yfmr the job.

22



Sample Letter of Application

Your Contact Information
Name

Address

City, State, Zip Code
Phone Number

Email Address

Date

Employer Contact Information (if you have it)
Name

Title

Company

Address

City, State, Zip Code

Salutation
Dear Mr. /Ms. Last Name, (leave out if you don't have a contact)

Body of Cover Letter
The body of your cover letter lets the employer know what position you are applying for, why the employer
should select you for an interview, and how you will follow -up.

First Paragraph

The first paragraph of your letter should include information on why you are writing. Mention the position
you are applying for and where you found the job listing. Include the name of a mutual contact, if you have
one.

Middle Paragraph(s)

The next section of your cover letter should describe what you have to offer the employer. Mention
specifically how your qualifications match the job you are applying for. Remember, you are interpreting your
resume, not repeating it.

Final Paragraph
Conclude your cover letter by thanking the employer for considering you for the position. Include
information on how you will follow -up.

Complimentary Close

Respectfully yours,

Signature

Handwritten Signature (for a mailed letter)

Typ ed Signature

23



DO’S AND DON'TS OF A LETTER OF APPLI CA

DO: Use correct grammar

D ON’ [ein your letter

DO: Express your interest in the job

D ON’ Say the same things in your u@se and your letter

DO: List your personal strengths

D O N’ Hut effort into describing your weaknesses

DO: Try to make the company see you as the best candidate for the job
D ON’ Nlake the letter boring to read

DO: Request an interview

D ON’ Send a cover letter that contains typos or misspellings
DO: Use simple language

D ON’ Hun yoursentences or thoughts together

DO: Personally sign the letter, and use blue or black ink

D ON’ Use clichés in your letter
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WHAT IS A JOB APPLICATION?

A job application is a form that you fill out when you go to apply for a job. These
applications ask you personal questions as well as busilagsd questions about yourself.
Some of these questions are questionsaslatyour name, address, telephone number, and other
personal information. Some of the businedated questions are questions that ask past work
experience, past employers, and why you quit or were fired from the job. Other questions might
includequestons | i ke your driverdés | icense number,

experience.

The job that you are applying for most likely has job applications that you can ask the
boss or manager for at the place that you are hoping to be hired. eBe berpolite and if they
are out of them ask if you can get one off of their website or another online source of job

applications.
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COMMON QUESTIONS FOR A JOB APPLICATION

Name

Address

Telephone nmber

Education

Criminal record

Number of hours you amvailable
Position applying for

Why they should hire you

Your greatest weaknesses and strengths
What you expect to do if your hired
Previous job experience

Who your references are

Past military experience
Driverods | icense
Means of transportation

SocialSecurity number
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Sample Job Application
Applicant Information

Applicant Name
Home Phone
Other

Email Address

Current Address:

Number and street
City
State & Zip

How were you referred to Company?:

Employment Positions

Position(s) applying for:

Are you applying for:

1 Temporary work such as summer or holiday work? [JY or[] N
1 Regular partime work? [JY or[] N
1 Regular fulltime work? [J]Y or [N

What days and hours are you available for work?

If applying for tempoary work, when will you be available?

If hired, on what date can you start working? / /

Can you work on the weekends? [JYor[] N
Can you work evenings? []Yor[] N
Are you available to wérovertime? []Y or [] N

Salary desired: $
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Personal Information:

Have you ever applied to / worked for Company before? [] Y or [ ] N
If yes, please explain (include date):

Do you have anfriends, relatives, or acquaintances working for Company? [JY or[] N
If yes, state name & relationship:

If hired, would you have transportation to/from work? []Y or [ N

Are you over the age of 18? (If under 18, hire is subject to verification of minimum legal age.) []Y or []
N

If hired, would you be able to present evidence of your U.S. citizenship or proof of your legal right to
work in the United States? []Y o N

If hired, are you willing to submit to and pass a controlled substance test? []Y or[] N

Are you able to perform the essential functions of the job for which you are applying, either with /
without reasonable accommodation? [JY or [ N

If no, describe the functions that cannot be performed

(Note: Company complies with the ADA and consider reasonable accommodation measures that may be
necessary for eligible applicants/employees thgoe essential functions. It is possible that a hire may

be tested on skill/agility and may be subject to a medical examination conducted by a medical
professional.)

Have you ever been convicted of a criminal offense (felony or misdemeanor)? [ ] YWor [ ]

If yes, please describe the crimgtate nature of the crime(s), when and where convicted and disposition
of the case.

(Note: No applicant will be denied employment solely on the graafrosnviction of a criminal offense.
The date of the offense, the nature of the offense, including any significant details that affect the
description of the event, and the surrounding circumstances and the relevance of the offense to the
position(s) apped for may, however, be considered.)

Education, Training and Experience

High School:

School name:

School address:
School city, state, zip:
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Number of years completed:
Did you graduate? []Yor[] N
Degree / diploma earned:

College / University:
School name:

School address:
School city, state, zip:

Numberof years completed:
Did you graduate? []Y or[] N
Degree / diploma earned:

Vocational School:
Name:
Address:

City, state, zip:

Number of yearsompleted:
Did you graduate? []Y or[] N
Degree / diploma? :

Military:
Branch:

Rank in Military:
Total Years of Service:
Skills/duties:

Related details:

Additional Information

Do you speak, write or understand any foreign languages? [JY or [] N

If yes, describe which languages(s) and how fluent of a speaker you consider yourself to be.

Do you haveany other experience, training, qualifications, or skills which you feel should be brought to
our attention, in the case that they make you especially suited for working with us?
[TYoOr[]N

If yes, please explain

Employment History

Are you currentlyemployed? [J]Y or [ N

29



If you are currently employed, may we contact your current employer? [JY or [N

Below, please describe past and present employment positions, dating back five years. Please account for
all periods of unemploymertEven if you have attached a resume, this section must be completed.

Name of Employer:
Name of Supervisor:
Telephone Number:
Business Type:[
Address:

City, state, zip:

Length of Employment (Include Dates):
Position & Dulties:

Reason for Leaving:
May we contact this employer for references? []Y or [ N

Name of Employer:
Name of Supervisor:
Telephone Number:
Business Type:
Address:

City, state, zip:

Length of Employment (Include Dates):
Position & Duties:

Reason for Leaving:
May we contact this employer for references? []Y or [ 1 N

Name of Employer:
Name of Supervisor:
Telephone Number:
Business Type:
Address:

City, state, zip:

Length of Employment (Include Dates):
Position & Duties:

Reason for Leaving:
May we contact this employer for references? []Y or [ 1 N

References

List below three persons who have knowledge of your work performance within the last four years.
Please include professional references only.

Name- First, Last:
Telephone Number:
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Address:

City, state, zip:
Occupation:
Number of Years Acquainted:

Name- First, Last:
Teleptone Number:
Address:

City, state, zip:
Occupation:
Number of Years Acquainted:

Name- First, Last:
Telephone Number:
Address:

City, state, zip:
Occupation:
Number of Years Acquainte

Please Read and Initial Each Paragraph, then Sign Below

| certify that | have not purposely withheld any information that might adversely affect my chances for
hiring. | attest to the fact that the answers gibgme are true & correct to the best of my knowledge and
ability. I understand that any omission (including any misstatement) of material fact on this application or
on any document used to secure can be grounds for rejection of application or, if | lagedrhyg this
company, terms for my immediate expulsion from the company.

| understand that if | am employed, my employment is not definite and can be terminated at any time
either with or without prior notice, and by either me or the company.

| permit the company to examine my references, record of employment, education record, and any other
information | have provided. | authorize the references | have listed to disclose any information related to
my work record and my professional experesnwith them, without giving me prior notice of such
disclosure. In addition, | release the company, my former employers & all other persons, corporations,
partnerships & associations from any & all claims, demands or liabilities arising out of or imgany w

related to such examination or revelation.

Applicant's Signature:

Date:
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WHO TO USE FOR REFERENCES

Your former boss

Past supervisors

Uk p
L

Neighbors

Co-workers

Former eachers

People that you helped
People you have babysat for
People you know with good standing in the community
Acquaintances

Professors/academic advisors

Customers

Past pincipals

Managers

Anyone you have worked with
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Do’ s and Don’'ts for an I nter

This is a |Iist of dobés donodots of what to d
helpful hints or rules that will assist you to have a beti@nceof receiving the desirejb.
Do’ s
1 Find out as much about the company as you can before thaente
Dress appropriately.
Go alone to the interview.
Arrive on time for the interview.
Use good eye contact.
Extend a firm handshake.
Remain standing until you are offered a seat.
Use good posture.
Show seHlconfidence.
Be a good listener.
Sell yourselfand your qualifications.
Be enthusiastic.
Be interested in advancement.
Tell the truth.
Be prepared to answer and ask questions.
Take 45 resumes just in case thésanore than one interviewer

Thank the interviewer for his or her time.
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Send a thank yoletter after the interview.
Don’' ts

Do not chew gum or smoke.

Do not criticize former employees.

Do not ask about salary early in the interview process
Do not lie.

Do not use excessive perfume or maige

= =4 4 -4 A -2

Do not appear anxious to end the interview.
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Preparations for an Interview

The following is a list opreparations aawould need to make and have for an interview.

1
il

Birth certificate

Social security card

Work permit (if applicable)

Copy of driveroés |l icense
Diploma

Personal data sheet with previouspboyment information
Several copies of your resume

A copy of your job application, make it neat and clean

A copy of your references

Letter of introduction

Letters of recommendation

Samples of your work, if appropriate

A black pen to complete any formstests, and paper to take notes
Make sure you know the company and where the office is
Think positive

Make sure your hair is clean and combed
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During the Interview

This is a list that that well help you during a job interview. Remember these points for

the day of the interview.

1 Bring your letter of invitatiori this will give the time, date and location of the interview
and the name(s) of the interviewer(s).

1 Bring and have ready certificates or references.

1 Have ready your application form for view.

1 A penand note pad might also be useful.

1 Handshaké a firm handshake is good practice when greeting your interviewer and will
give a good first impression.

1 Posturg leaning forward slightly will project the image of being more interested. Try
not to fidget.

1 Eye contact always try to look your interviewer in the eye when you answer questions.

91 Do not interrupt the interviewer.

1 Never speak negatively of your previous employer during the interview.

1 Answer all questions truthfully and best as possible.

1 Speak clarly and do not rush your answers.

1 Include what you knowabout the company in your conversation.

1 Unless the interviewer brings up the subject of salary, do not mention it until you are
offered the job.

1 Do not eat or smoke during the interviéwven if youinvited to.

1 And do not forget to turn off your mobile phone!
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Top 25 Questions in Interviews

Here are the top 25 question you might be asked in an interview. Answering question in an
interview can decide if you get the job or not. So remember anse/guestions in a nice and
honest way. Make sure none of your answers will offend your interviewer in anyway.

Hopefully these tips will help you get a job. Try to practice answering these questions before you
get to the interview.

1. Why would you like tonvork here? Ex. | feel that | could be beneficial to your company.

2. Why should | hire you? Ex. | have many useful skills | could contribute to the welfare of
your business.

3. Do you set goals for yourself? Ex. yes

4. How do you respond to tough situations?. Erespond with a positive outlook always
being careful.

5. Please give an example from your past work or school experience that shows your
willingness and initiative.

6. If you were the boss, how could | keep you motivated to get the most productivity from
you?

7. Tell me about a project that you worked on that made you proud of the results. What did
you like most about the project? What did you like least about the project?

8. Tell me about a time that you had to work under tremendous stress and pressure.

9. Tell me about a time that you challenged a school or company policy.

10.1f | were to ask your current boss about you, what would he or she say is your greatest
strength? Your greatest weakness?

11.What are your short term goals? Your long term goals? Ex. To mekéhsubusiness
succeeds

12.What do you want to be doing 5 years from now?

13.What rewards are most important to you in terms of your career? EXx. promotion

14.Why did you choose the career for which you are preparing?

15.1s the money or the type of work more impottamyou? Why?

16.How do you describe yourself? Ex. Hardworking, punctual

17.How has your education or past work experience prepared you for your career?

18.How would you describe your success?

19.What do you believe are the qualities of a good employee?pinctual, hardworking

20.Which school subjects did you like most? Least? Why? Ex. math, science

21.Why are you leaving your current employer?

22.What interests you about this job?

23.How many days did you miss on your last job? Ex. 0

24.What kind of relationship diyou have with your last two supervisors?

25.In one word, how do you describe yourself? Ex. Perfectionist
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After an Interview

Write a thank you letter the day after the interview .
I f you donét hear from the employer within
them again to say you are still interested in the job .
| f you are offered the job, don6t automat:i
about the job.
Ask yourself some questions about the job:
Are the goals of the business compatible with your work values?
Is the job secure?
Is the business stable?
What are my hours?
0 What is the salary?
Learn your job and do it well .
Be unique: learn something that no one else in the workplace knows how to do .
Be willing to do more than you are asked to do .
Be polite and respectful to other co -workers.
Encourage other people to succeed in your workplace.
Be honest about your work.
Stay positive.

o O O O
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Think about some of the reasons why you di
some of the following reasons:
o0 Unorganized application form
Poor attire
Arriving late for the interview
Poor personal appearance
Lack of interest in the job
Lack of career goals for the job; they might not have matched the
goals of the job
o It could be that someone was just more qualif ied for the job

o O O O O

Donét give up!; you dondét always get a job t
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FOLLOW UP LETTER

PURPOSE OF A FOLLOW UBETTER

. Thank the interviewer for his or her time
. Let the employer know you want the job

. Be brief and polite
. Make sure there are no mistakes
. Use personal business letter format

1% paragraphthank the interviewer for their time
Let the empbyer know that you want the job
Mention the day of the interview

Be brief
2" paragraphexpresses your interest in the company
Mention why you think youbére qualified

Mention what you can offer the company

Mention something yodid not sayduring the interview

Never say that you forgot

3 paragraphmention topics that make you stand out in the interviewers mind
Emphasize a particular qualification that the interviewer noticed
4™ paragraphthank them for the interview again

Offer more irfiormation

Say that you look forward to hearing from them again

Make sure the letter is sent withimo days after the interview
Also known as a thanjou letter

Use personal business letter format

*On the next page is an example of a follow up letter.
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SAMPLE FOLLOW UP LETTER

ELAINE CAMERON
T8 Venture Ave., Marietta, (A 50014
Residence: (555) 547 - 1245 ~ Elaine@internetserver.com Cellular: (555) 547 — 8855

April 10, 2001

Carol Holland - Dhrector of Education
The Wontimal Schoal

3897 Schoo] Road

MMarietta, GA 50014

Dear Ms. Holland:

Mz Holland, | appreciate the time vou recently took to discuss the position you currently have
avallable a1 The Wontimal School with me. It was a pleasure speaking with vou and meeting
your very competent staff — the conversafion was extremely informative. The tour of the
school was very impressive - it is truly a “state of the art” design. As | mentioned during our
interview, | am confident that, given the chance, I could contribute a great deal to your overall
learming instilutes” chjectives and goals.

In addition to my experience, skills, and qualifications, | am an experienced team playver whe
brings enthusiasm and unique concepls into a group environment that secures “win-win' resalts,
I have been known to encourage a free exchange of ideas among students, and genermte
measurable progress in classroom parficipation and knowledge retention — which is so importan|
to the learning process. [ know tiat [ can meet and exceed vour expectations,

As you recommended moour imerview, ['ve enclosed a list of references that you may contact
regarding my prior work accomplishments and skills. If vou feel my talents and endless energy
are in hne with yvour thoughts, please call so we can further discuss The Wontimal School
requirements,

Simeerely,

Elaine Cameron

Enclosure: Reference List
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RESOURCES

KEY JOB HUNTING WEBSITES

www.worktree.com
www.dice.com
www.careerjournal.com
www.employmentguide.com

0 www.ajb.org

U www.jobhuntershible.com LABOR MARKET INFORMATION WEBSITH
U www.jobweb.com . bls.qov

i www.jobsfed.com ' ..g

U www.hirediversity.com - www.Imi-net.org
i www.hotjobs.com - www.dol.gov

U www.jobbankusa.com U www.ed.gov

U www.jobcircle.com www.nces.ed.gov
i www.jobfair.com U www.fedstats.gov
U www.monster.com 0 www.doc.gov

i

i

g

g

KEY WEBSITES ABOUT CAREERS

RESUME WRITING KWEBSITES

www.careerbuilder.com
WWW.review.com/career
www.careermag.com
www.careernet.com
WWW.careers.org
www.careershop.com
WWWw.careersite.com
http://100topcareersites.com
www.petersons.com
www.rileyguide.com
www.careerdirectory.net
www.onetcenter.org

www.delawarementor.com
www.10minuteresume.com
www.susanireland.com
www.quintcareers.com
http://jobsmart.org/tools/resume

[ ot et R ent-R et R e ant AN e A et A e et e

SELF ASSESSMENT KEY WEBSITES

WWwWWw.princetonreview.com
www.careerkey.org

www.keirsey.com
www.myfuture.com

www.advisorteam.com



http://www.ajb.org/
http://www.jobhuntersbible.com/
http://www.jobweb.com/
http://www.jobsfed.com/
http://www.hirediversity.com/
http://www.hotjobs.com/
http://www.jobbankusa.com/
http://www.jobcircle.com/
http://www.jobfair.com/
http://www.monster.com/
http://www.worktree.com/
http://www.dice.com/
http://www.careerjournal.com/
http://www.employmentguide.com/
http://www.careerbuilder.com/
http://www.review.com/career
http://www.careermag.com/
http://www.careernet.com/
http://www.careers.org/
http://www.careershop.com/
http://www.careersite.com/
http://100topcareersites.com/
http://www.petersons.com/
http://www.rileyguide.com/
http://www.careerdirectory.net/
http://www.onetcenter.org/
http://www.princetonreview.com/
http://www.careerkey.org/
http://www.keirsey.com/
http://www.myfuture.com/
http://www.advisorteam.com/
http://www.delawarementor.com/
http://www.10minuteresume.com/
http://www.susanireland.com/
http://www.quintcareers.com/
http://jobsmart.org/tools/resume
http://www.bls.gov/
http://www.lmi-net.org/
http://www.dol.gov/
http://www.ed.gov/
http://www.nces.ed.gov/
http://www.fedstats.gov/
http://www.doc.gov/

JOB HUNTING BOOKS

Job-hunting on the Internet

Networking for Job search &
Careers Success

0By Richard Nelson Bolles

uBy L. Michelle Trullier

N

The Guide to Basic Resume
Writing

4

By Public Library Association

Job Search handbook for
People with Disabilities

Sweaty Palms, The Neglected
Art of Being Interviewed

Do What You Are

The Very Quick Job Seach-Get
a Better Job in Holf the Time

Please Understand Me

uBy Danial Ryan

GH. Anthony Medley

By Paul D. Tiegar & Barbara Barron-Tiegar

By J. Michael Farr

uBy David Keirsey & Marilyn Bates
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Local: $30,508

National: $41,994

Source: 2000 census, U.S. Census Bureau

For more census details and comparisons, see our Mitchell County demographic reports.

In 2002, the per capita personal income in Mitchell County was $20,028. This was an increase of 13.2%
from 1997. The 2002 figure was 65% of the national per capita income, which was $30,906; Mitchell

County has 11% unemployment.

Sexual Harassment

SexualHarassment is an unwanted sexual act from an employer or supervisor toward an

employee.

Affirmative Action
Affirmative action is being able to not be discriminated on race, age, sex, or sexual preference.
For example, if an employer will not hire you bese you are Jewish, you could take legal

action against said employer.
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Average Cost of Raising a Child (0-18)

Dual -Parent Family

Oto2
3t05
6108
9to 11
12to 14
15to0 17

Total

Oto2
3to5
6108
9to 11
12to 14
15to 17

Total

Oto2
3to5
6t08
9to 11
12 to 14
15to0 17

Total

2,500
2,470
2,380
2,150
2,400
1,940
41,520

3,380
3,350
3,260
3,030
3,280
2,820
57,360

5,370
5,340
5,250
5,020
5,270
4,810
93,180

910
1,010
1,300
1,560
1,640
1,780

24,600

1,090
1,260
1,600
1,890
1,900
2,110
29,550

1,440
1,630
1,970
2,290
2,400
2,530
36,780

Before -tax income: upto  $39,100

780 370 460 840
750 360 440 820
880 400 510 560
950 450 560 340
1,070 750 560 240
1,440 660 600 400
17,610 8,970 9,390 9,990

Before-tax income: $39,100 to $65,800

1,160 430 610 1,380
1,130 420 580 1,530
1,260 470 660 980
1,330 520 720 640
1,450 870 720 470
1,840 780 770 810
24,510 10,470 12,180 17,430

Before-tax income: $65,800 and up

1,630 570 700 2,090
1,600 560 670 2,270
1,720 610 770 1,560
1,800 670 820 1,090
1,920 1,100 830 840
2,330 1,000 870 1,470
33,000 13,530 13,980 27,960
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630
680
680
720
900
660
12,720

980

990
1,030
1,250
1,250
1,010
18,960

1,630
1,650
1,690
1,720
1,900
1,660
30,750

6490
6,630
6,710
6,730
7,560
7,480
124,800

9,030
9,260
9,260
9,190
9,940
10,140
170,460

13,430
13,720
13,570
13,410
13,170
14,670
249,180
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Highest Growing Jobs in North Carolina

Occupation

Personal and home care aides

Social and human service assistants

Mental health counselors

Mental health and substance abuse social workers

Network systems and data communications analysts

Medical assistants

Substance abuse and behavioral disorder counselors

Physical therapist assistants

Veterinary technologists and technicians

Skin care specialists

Computer software engineers, applications

Manicurists and pedicurists

Medical scientists, except epidemiologists

Pharmacy technicians

Marriage and family therapists

Physician assistants

Veterinarians

Psychiatric aides
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Employment

2006

18,350

12,550

2,050

3,460

7,140

9,420

1,160

2,020

2,140

790

11,370

730

2,660

9,700

200

2,990

2,000

490

2016

32,250

20,890

3,130

5,290

10,740

14,050

1,720

2,990

3,150

1,160

16,680

1,060

3,810

13,770

280

4,220

2,820

680

Percent *

Change

76%

66%

53%

53%

51%

49%

48%

48%

47%

47%

47%

45%

43%

42%

41%

41%

41%

39%


http://www.acinet.org/acinet/oview1.asp?Level=Overall&from=State&stfips=37&soccode=#star1
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=211093&stfips=37&jobfam=21
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=211014&stfips=37&jobfam=21
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=211023&stfips=37&jobfam=21
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=151081&stfips=37&jobfam=15
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=319092&stfips=37&jobfam=31
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=211011&stfips=37&jobfam=21
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=312021&stfips=37&jobfam=31
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=292056&stfips=37&jobfam=29
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=395094&stfips=37&jobfam=39
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=151031&stfips=37&jobfam=15
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=395092&stfips=37&jobfam=39
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=191042&stfips=37&jobfam=19
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=292052&stfips=37&jobfam=29
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=211013&stfips=37&jobfam=21
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=291071&stfips=37&jobfam=29
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=291131&stfips=37&jobfam=29
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=311013&stfips=37&jobfam=31

19

20

21

22

23

24

25

Occupation

Medical and public health social workers

Social and community service managers

Home health aides

Physical therapists

Biomedical engineers

Paralegals and legal assistants

Dental hygienists

Employment

2006

3,330

2,670

72,130

4,160

570

7,840

4,800

2016

4,620

3,700

99,990

5,740

790

10,820

6,580

http://www.acinet.org/oview4.asp?next=oview4&Level=Overall&id=1&nodeid=6&stfips=00
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Percent *

Change

39%

39%

39%

38%

38%

38%

37%


http://www.acinet.org/acinet/oview1.asp?Level=Overall&from=State&stfips=37&soccode=#star1
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=211022&stfips=37&jobfam=21
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=119151&stfips=37&jobfam=11
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=311011&stfips=37&jobfam=31
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=291123&stfips=37&jobfam=29
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=172031&stfips=37&jobfam=17
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=232011&stfips=37&jobfam=23
http://www.acinet.org/acinet/occ_rep.asp?level=Overall&optstatus=101000000&id=&nodeid=2&soccode=292021&stfips=37&jobfam=29
http://www.acinet.org/oview4.asp?next=oview4&Level=Overall&id=1&nodeid=6&stfips=00

Top 25 Occupations with the Largest Employment in the United States

# Occupation

1  Retail Salespersons 332,750
2  Combined food preparation and serving workers, including fast food 270,530
3  Cashiers, except gaming 256,650
4  Farmers and ranchers 214,950
5  Customer service representatives 214,440
6  Office clerks, general 194,610
7  Secretaries, except legal, medical, and executive 188,550
8  Waiters and waitresses 174,140
9  Laborers and freight, stock, and material movers, hand 166,030
10 Registered nurses 157,840
11  Janitors and cleaners, except maids and housekeeping cleaners 156,650
12  General and operations managers 154,760
13  Executive secretaries and administrative assistants 149,850
14  Truck drivers, heavy and tractor-trailer 146,020
15 Child care workers 145,500
16  Elementary school teachers, except special education 145,430
17  Bookkeeping, accounting, and auditing clerks 144,620
18  First-line supervisors/managers of retail sales workers 140,370
19 Personal and home care aides 133,050
20 Construction laborers 131,710
21  Stock clerks and order fillers 124,500

22  First-line supervisors/managers of office and administrative support workers 122,930

Sales representatives, wholesale and manufacturing, except technical and

e scientific products B2
24  Postsecondary teachers 113,400
25 Maintenance and repair workers, general 102,980

http://www.acinet.org/acinet/oview3.asp?stfips=48&Level=Statel
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http://www.acinet.org/acinet/oview3.asp?stfips=48&Level=State1
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=353021&stfips=48&jobfam=35
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=412011&stfips=48&jobfam=41
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=119012&stfips=48&jobfam=11
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=434051&stfips=48&jobfam=43
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=439061&stfips=48&jobfam=43
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=436014&stfips=48&jobfam=43
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=353031&stfips=48&jobfam=35
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=537062&stfips=48&jobfam=53
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=291111&stfips=48&jobfam=29
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=372011&stfips=48&jobfam=37
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=111021&stfips=48&jobfam=11
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=436011&stfips=48&jobfam=43
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=533032&stfips=48&jobfam=53
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=399011&stfips=48&jobfam=39
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=252021&stfips=48&jobfam=25
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=433031&stfips=48&jobfam=43
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=411011&stfips=48&jobfam=41
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=399021&stfips=48&jobfam=39
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=472061&stfips=48&jobfam=47
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=435081&stfips=48&jobfam=43
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=431011&stfips=48&jobfam=43
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=414012&stfips=48&jobfam=41
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=414012&stfips=48&jobfam=41
http://www.acinet.org/acinet/select_occupation3.asp?next=occ_rep&level=State1&optstatus=101000000&id=&nodeid=2&stfips=48&title=Postsecondary%20teachers&matoccode=251000
http://www.acinet.org/acinet/occ_rep.asp?level=State1&optstatus=101000000&id=&nodeid=2&soccode=499042&stfips=48&jobfam=49

Virtual Job Shadowing Websites

http://www.gquintcareers.com/job shadowing.html

http://www.jobshadow.org/

http://www.virtualjobshadow.com/

http://www.virtualjobshadow.com/vjs central.asp

http://www.monster.com

http://www.learndoearn.org/ lde/job_shadowing.asp
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