Job Hunter’s Guide Study Questions

Steps 1 – 3
Go to http://www.twc.state.tx.us/news/tjhg/toc.html.  Read from “Ready, set” through “Step three: Search” and answer the following questions in a Word document.   Please copy and paste the question 
1. What are the six steps of the Job Hunting Cycle?

2. Creating a résumé and a career portfolio are part of which step?

3. What job quality do you value most?  Which one do you value least?  Explain why. (Step 1 Ex. 2)

4. What personality type are you?  Do any of the jobs listed in your personality type interest you?  Which ones? (Step 1 Ex. 6)

5. Should portfolios be sent with résumés?

6. When using the CAR method with your résumé, what three components should each sentence contain?

7. What are the three types of résumés?

8. How qualified for a job opening should you be before you send in a résumé?

9. In what order should your job experience be: most recent job first or last?

10. What are the three questions to ask yourself before sending out a résumé? 

11. What is a SWOT analysis?  What does SWOT stand for?

12. What are the two components of your personal “blurb.”

13. What does the guide recommend you wear if you are interviewing for an office job?

14. What three qualifications should potential references have?

15. How many hours a week should you devote to searching for potential jobs and contacting potential employers if you work already?  How many if you are unemployed? 

16. What is another word used for saying “connecting with others?”

17. What job search strategy yields the best success rate?  The worst?

18. What type of interview helps you learn about an occupation, not a specific job?

19. What Web site lists all of the vacancies in state government?
20. What is “connecting” according to the Job Hunter’s Guide?

21.  What are the 6 areas of your life in which you should seek connections?
22. Why does tracking your search save time?

23. It is often best to wait to tell current supervisors and coworkers about your job search until when?
24. Should you expect to be paid for unused sick or leave time?

25. What are the three types of “non-traditional” employment?  How much of the American workforce does this describe?

