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Welcome to

I am somebody special

I'm unique

And I embrace my individuality

I will aim to maintain

A Positive Mental Attitude

At all times

I am

Somebody special
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Section 1 – Your Interest and Abilities

You were created special. There is no one exactly like you. What you like, what you don’t like, what you look like, 
your personality, your smile, your thumbprint... they are all unique. God made you that way. 

What are things that make you unique? _____________________________________________________________

_______________________________________________________________________________________________

What do you like?  ____________________________________________________________________________

What are you good at? _____________________________________________________________________________

What do you want?  _______________________________________________________________________________

First Steps Toward Exploring Careers
Consider the following during initial career planning. Ask yourself these questions.

Step 1 - Discover Yourself
• What career daydreams have I had over the years? What appeals to me about them?
• What are my strengths? What energizes me?
• What are my areas of interest? What natural talents do I have? How can I develop those talents in my career?

Step 2 - Explore Options
• �Based on what I learned through assessments, what are good options for career choices? 
• How can I meet people that are currently working in those careers?
• Set up appointment times to job shadow and see what it is that they do every day.

Step 3 - Make a Decision
• Am I willing to invest the time and energy to make a career decision?
• �How much education am I willing to do?
• What additional training will I need to work in that career?
• What job can I get in that allows me to work around people that are currently in the career I would like to have?

Step 4 - Take Action
• �What is one goal that I have? How can I reach it? What action can I take now?
• �Can I visualize this goal clearly and see myself doing it?
• �What can I do today to get started moving towards my goal?

Step 5 - Evaluate the Decision
• �Is my decision a realistic option?
• �Is there anything preventing me in achieving this goal? What would it mean if I didn’t have any barriers?
• �Who is my support system to assist me with achieving this goal?
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What letter above best describes you? _______________
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Holland Occupational Themes

Step 1:  For each theme, check those items which describes you.Holland Occupational Themes
Step 1: For each theme, check those items which describe you.

REALISTIC
ARE YOU: CAN YOU: DO YOU LIKE TO:

Practical Fix electrical things Tinker with mechanics
Athletic Solve mechanical problems Work outdoors
Straight forward Pitch a tent Be physically active
Mechanically inclined Play a sport Use your hands
A nature lover Read a blueprint Build things
Able to operate tools and 
machinery Work on cars

R Total=

INVESTIGATIVE
ARE YOU: CAN YOU: DO YOU LIKE TO:

I i itiInquisitive Thi k b t tlThink abstractly E l idExplore ideas
Analytical Solve math problems Use computers
Scientific Understand physical theories Work independently
Observant Do complex calculations Perform lab experiments

Precise Use a microscope Read scientific or technical magazines
Able to operate tools and 
machinery Work on cars

Analyze data I Total=

ARTISTIC
ARE YOU: CAN YOU: DO YOU LIKE TO:

Creative Sketch, draw, paint Attend concerts, theaters, art exhibits

Intuitive Play a musical instrument Read fiction, plays, poetry

Imaginative Write stories, poetry, mus
act, dance

ic, sing, Work on crafts

Innovative Design fashions or interiors Take photographs
An individualist Express yourself creatively

A Total=
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Step 2:  Total the items checked for each theme/category, Identify the top 3 categories/themes 
which create the most accurate picture of you.

Take the Quiz Online 
http://www.roguecc.edu/counseling/hollandcodes/test.asp

What’s Next?
After taking the short survey, you can go online to further discover career options.
http://www.mynextmove.org/explore/ip
http://www.onetonline.org/find/descriptor/browse/Interests/

"Career Choices in Northlland' "S Directe bl PAR d t id d id "Career Choices in North

SOCIAL
ARE YOU: CAN YOU: DO YOU LIKE TO:

Friendly Teach/train others Work in groups
Helpful Express yourself clearly Help people with problems
Idealistic Lead a group discussion Participate in meetings
Insightful Mediate disputes Do volunteer service
Outgoing Plan and supervise an activity Work with young people
Understanding Cooperate well with others Play team sports

S Total=

ENTERPRISING
ARE YOU: CAN YOU: DO YOU LIKE TO:

Self-confident Initiate projects Make decisions affecting others

Assertive Convince people to do thi
way

ngs your Be elected to office

Sociable Sell things or promote ideas Win a leadership or sales award
Persuasive Give talks or speeches Start your own political campaign
Enthusiastic Organize activities and events Meet important people
Energetic Lead a group E Total=

CONVENTIONAL
ARE YOU: CAN YOU: DO YOU LIKE TO:

Well groomed Work well within a system Follow clearly defined procedures

Accurate Do a lot of paper work in a
time

 short Use data processing equipment

Numerically inclined Keep accurate records Work with numbers
Methodical Use a computer terminal Type or take shorthand
Conscientious Write effective business letters Be responsible for details
Efficient C Total=

Step 2: Total the items checked for each theme/category. Identify the top 3 categories/themes which create the
       most accurate picture of you.
My top 3 categories/themes are:

Based on John L. Holland's MAKING VOCATIONAL CHOICES; A THEORY OF CAREERS (Englewood Cliffs, NJ; Prentice Hall, 1973). The formal validated assessment instrument using 
John Holland's theory is the "Self Directed Search" available from PAR Inc Reprinted in part from Career Development Resource Guide and User's Guide forJohn Ho s theory is the elf- d Search", availa e from , Inc. Reprinte  in part from Career Developmen  Resource Gu e an  User's Gu e for
Carolina". 2003-2004 . published by the North Carolina State Occupational Information Coordinating Commitees
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ALL 24 STRENGTHS

Courage: You take on challenges and face risks 
by standing up for what you believe.

Optimism: You remain positive and upbeat 
about the future and your ability to influence it 
to your advantage.

Resilience: You deal effectively with setbacks 
and enjoy overcoming difficult challenges.

Common sense: You make pragmatic 
judgements based on practical thinking and 
previous experience.

Decisiveness: You make quick, confident and 
clear decisions, even when faced with limited 
information.

Collaboration: You work cooperatively with 
others to overcome conflict and build towards a 
common goal.

Emotional control: You are aware of your 
emotional “triggers” and how to control these to 
remain calm and productive.

Enthusiasm: You demonstrate passion and 
energy when communicating goals, beliefs, 
interests or ideas you feel strongly about.

Self-confidence: You have a strong belief in 
yourself and your abilities to accomplish goals.

Compassion: You demonstrate a deep and 
genuine concern for the well-being of others.

Leading: You take responsibility for influencing 
and motivating others to contribute to the goals 
and success of their team and organization.

Persuasiveness: You are able to win agreement 
and support for a position or desired outcome.

Developing others: You promote other people’s 
learning and development to help them achieve 
their goals and fulfill their potential.

Empathy: You readily identify with other 
people’s situations and can see things clearly 
from their perspective.

Relationship building: You take steps to build 
networks of contacts and act as a “hub” 
between people that you know.

Efficiency: You take a well-ordered and 
methodical approach to tasks to achieve 
planned outcomes.

Results focus: You maintain a strong sense of 
focus on results, driving tasks and projects to 
completion.

Self-improvement: You draw on a wide range of 
people and resources in the pursuit of self-
development and learning.

Flexibility: You remain adaptable and flexible in 
the face of unfamiliar or changing situations.

Initiative: You take independent action to make 
things happen and achieve goals.

Creativity: You come up with new ideas and 
original solutions to move things forward.

Strategic Mindedness: You focus on the future 
and take a strategic perspective on issues and 
challenges.

Critical thinking: You approach problems and 
arguments by breaking them down 
systematically and objectively.

Detail Orientation: You pay attention to detail in 
order to produce high quality output, no matter 
what the pressures.
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Strengths and Interests Summary

Interests using the Hollands Assessment:  ____  ____  ____  ____  ____  ____

Strengths Identified as top 3:   	 _________________________________

					     _________________________________

					     _________________________________

Types of industries I’m interested in:

http://careerplanning.about.com/od/occupations/tp/Careers-By-Field.htm

Administrative jobs
Careers working with animals 
Art Careers
Communications and media careers
Computer science careers
Construction careers
Criminal justice careers
Careers in Dentistry
Education careers
Careers in Engineering
Entertainment careers
Financial and other business careers
Green jobs
Health care support careers
Health professionals
Health Technologists and technician careers
International relations careers
Legal careers
Library science careers
Management careers
Marketing careers
Mental health careers
Careers in Occupational Therapy
Careers in Pysical Therapy
Sales careers
Science careers
Social science careers
Sports industry careers
TV News careers
Video game careers
Web careers
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Section 4 – Resume Writing

What is a resume?

Definition: A resume is a written compilation of your education, work experience, credentials, and accomplish-
ments and is used to apply for jobs.

There are several basic types of resumes used to apply for job openings. Depending on your personal circum-
stances, choose a chronological, a functional, combination, or a targeted resume.

Good info to help you prepare:
http://www.lcc.edu/ces/resumes/

Helpful Hits for Resume Information
Personal Branding Statement
http://goo.gl/kb9xdT 

Resume Sections

- Header with name, address, email, phone number, and personal branding statment
       -Make sure your contact information is accurate
       -Your branding statement should be very brief. It’s not your job title, nor is it a list of your skills. It should
         provide a description of you, your attributes, the value that you provide to your employer, and things that
         differentiate you from your competition. If someone asked you “tell me about yourself”, your personal
         branding statement is the short, once sentence answer to that question.

        Suggested way of building your branding statement: When writing a resume, leave a blank space at the top. 
        When you have finished everything else, you can look the document over and draw from it key points that 
        you want to utilize in fashioning your branding statement, and then insert that into the space.

 - Education
       -If you are in school or working on your GED and haven’t graduated, list your anticipated graduation date

- Experience
       -Helping wording for basic job phrases (i.e. cashier at Taco Bell, Subway, etc.)
       -Performed customer services, were part of a team, handled money, etc. 
       -Use the verb list

- Skill Summary
        -Spanish Speaking
        -Are you proficient in Word, Excel, created a PowerPoint presentation, etc.

- Additional Information
        -Community involvement
        -Any group involved in -- think about a church, sports team, drama, yearbook club, etc.

- References
           Ask these people in advance to let them know to expect a call
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Management 
Skills
administered
analyzed
assigned
chaired
consolidated
contracted
coordinated
developed
directed
evaluated
executed
improved
increased
organized
oversaw
planned
prioritized
produced
recommended
reviewed
scheduled
strengthened
supervised

Communication 
Skills
arranged
authored
collaborated
convinced
developed
directed
drafted/edited
formulated
interpreted
mediated
moderated

negotiated
persuaded
promoted
publicized
reconciled
recruited
translated
wrote

Research Skills
clarified
collected
critiqued
diagnosed
evaluated
examined
extracted
identified
inspected
interpreted
interviewed
investigated
organized
reviewed
summarized
surveyed

Technical Skills
assembled
built/calculated
computed
designed
devised
engineered
fabricated
maintained
operated
overhauled
programmed

remodeled
repaired
solved
upgraded

Teaching Skills
adapted
advised
clarified
coached
communicated
coordinated
demystified
developed
enabled
encouraged
evaluated
explained
facilitated
guided
informed
instructed
persuaded
set goals
stimulated
trained

Financial Skills
allocated
analyzed
appraised
audited
balanced
budgeted
calculated
computed
developed
forecasted

managed
marketed
planned
projected
researched
Creative Skills
acted
created
customized
designed
developed
directed
established
founded
illustrated
initiated
instituted
integrated
introduced
invented
originated
performed
planned
revitalized
shaped

Helping Skills
assessed
assisted
clarified
coached
counseled
demonstrated
diagnosed
educated
expedited
facilitated
familiarized
guided

motivated
referred
rehabilitated
represented

Clerical or Detail 
Skills
approved
arranged
catalogued
classified
collected
compiled
dispatched
executed
generated
implemented
inspected
monitored
operated
organized
prepared
processes
purchased
recorded

Action Verbs 
 
Action Verbs:

Read the list of action verbs below, checking those skills you have demonstrated through internships, part-time 
or summer jobs, coursework, leadership experience, or community service. Try to incorporate some of these ac-
tion verbs in the descriptions of your experiences on your resume. This is by no means an exhaustive list.

Page 20
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Section 5 - The Interview

Important to note: The interviewer forms their opinion about you in the first 30 seconds.

Interview Top Ten Tips 
1. Be punctual. If necessary, drive to the interview location the day before to ensure you know how to get there.
2. �Prepare for the interview. Research the company and its products and services, and make sure you know the 

company’s correct name. Stating the wrong name probably won’t earn you a second interview.
3. �Relax and be yourself. So many times, people stress over a job interview. Your best bet is to be the best, profes-

sional version of yourself, and look at an interview as an adventure. You are likely to learn something new and 
useful, even if you aren’t the right person for the job.

4. �Smile and be friendly. An interview is not the time to be shy. A warm smile goes a long way toward establish-
ing a good first impression and rapport with the interviewer.

5. �Use a firm handshake and direct eye contact. A limp handshake or lack of eye contact can make you appear 
ill-at-ease and possibly less than honest.

6. �Bring copies of your resume and portfolio. Interviewers don’t always have a copy of your resume available 
and you will seem ultra-prepared if you have extras. A leather portfolio containing samples of your work is 
also impressive. Of course, the type of job you are applying for dictates what goes in your portfolio.

7. �Look the part. You want your potential employer to be able to visualize you in the role. Good grooming 
and professional appearance are important. Even if you know the office is typically business casual, a well-
fitting suit makes an excellent first impression.

8. �Ask questions. Make sure you have prepared a few questions ahead of time. Typically, interviewers gauge your 
interest in the position by whether you ask questions.

9. �Bring a planner or pad of paper and a pen. This way, you can take notes or even write down your questions if 
you tend to get nervous.

10. �Write a thank-you note. Make sure you get business cards from every person who interviews you and send 
a handwritten note to each one. Make sure you spell their names correctly. So few people write thank-you 
notes that this alone will create a positive impression.

A few other things to remember
1.	 Cell phone: leave it in your car or turn it off
2.	 Have good eye contact
3.	 Be early
4.	 Sit up straight
5.	 Act confident
6.	 Have a positive attitude
7.	 Do not wear perfume
8.	 Nails clean and manicured – don’t wear dark colors
9.	 Good breath
10.	Don’t tell your life story
11.	Practice quick sales pitch about yourself 
12.	Be relaxed – this is a conversation – talk about the weather/ice breaker
13.	Don’t give too much information – just answer the question.
14.	Have a great attitude
15.	Have enthusiasm
16.	Sit still – don’t fidget – shows signs of being nervous
17.	Don’t start talking about money at the first interview
18.	Dress appropriately for the interview
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Questions you do not have to answer or volunteer:
1.	 How old are you?
2.	 Do you have children?
3.	 What is your marital status?
A good way to reply: “I’d rather keep the focus on the job and not my personal life.”

Interview Questions Coaching 
Tell me about yourself
Remember, this question is often used specifically to test your response to it. To keep yourself in the running, stay 
away from talking about personal topics. The interviewer doesn’t want to hear about your family or spouse, your 
hobbies, pets, or personal life. The best way to answer to “tell me about yourself” is to stick to business.

The interviewer wants to hear what you’ve done in your career, and what you plan on doing. To give them the 
answer they’re looking for, it’s best to talk about your past career, things you’ve accomplished, and what made 
you decide to apply for this position. Include details about skills you have that directly relate to the job you are 
applying for.

A good format to use is as follows:
1.	Introduce yourself
2.	Tell what your current status is (i.e. last job title or student status)
3.	Describe what you do at work (or school)
4.	Describe one or two things you’ve accomplished or excel at that directly relate to the position
5.	Mention why you decided to apply for this position

A few sentences, and around 30 seconds, should be enough to give your interviewer a positive idea of who you 
are and what you’ve done, as well as put your application in a good context. The following examples demonstrate 
this format:

Example: “My name is Jamie Johnson (1), and I’m a senior at Washington High School (2) where I’m preparing 
to go to college for psychology (3). I’m good at public speaking, and I’ve been a group leader on several school 
projects (4). I want to get closer to the subject of psychology, so I think being the receptionist in a doctor’s office 
would be a good step for me (5).”

Using this format, you can tell your interviewer about your best skills, your recent accomplishments, and why 
you’re applying, in a way that sounds organized and logical. 

Note: If you don’t feel like you have enough experience.
Show situations where you went in without a lot of experience but you succeeded.  
Example: If this is your job, think about the experience you have had babysitting,. Think about a school club or 
group projects you’ve worked on. Think about a school sports team that you have participated in. All of these 
things show commitment, being a team player, showing up on time, having a good attitude.

Why did you decide to apply for this job?
•	 Stay positive.
•	 You want to look like team player.
•	 You want to look like a hard worker that will contribute to the company.

Example: “The position seems interesting and challenging and I look forward to making progress in my career in that 
direction”.
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What do you feel is your greatest strength?
The greatest strength question is one where you can often hit a home run if you just prepare a bit ahead of time. 
Think about what your new employer would find most interesting about you – and most important to the job 
you are applying for. There’s no absolute right answer. Basically they just want to see if you know yourself and 
how well you express yourself.

Some possible work strengths in no particular order:
•	 Initiative (willing to take on new things)
•	 Results Focused (seeing a task through to the end)
•	 Good at bringing things in on deadline
•	 Determination (as in seeing a project through to the end or in finding a solution to a problem)
•	 Quick learner
•	 Problem solver
•	 Flexibility
•	 Strategic Minded- Good at seeing the big picture 
•	 Detail Oriented
•	 Relationship builder
•	 Creativity
•	 Good at finding ways to improve existing business processes
•	 Good at resolving conflict

You can also be strong at a given skill required by the job (like Java programming, project management, teaching, 
writing, web design, customer service, phone manner, math, public speaking, etc.)

Or whatever you can think of. Our main interview tip for this question is to have a really good story to tell about 
how you use that strength to make something good happen for your former employer, first job, at school, or in a 
volunteer role. Choose the particular job skill based on both what you think the employer is looking for and your 
strongest story. (Never hurts to artfully throw in a few extra job strengths while telling the story.)

Hint: To figure out what an employer is looking for, look at the job description.

Example:
If your strength is: Hard Work and Best Effort
“My greatest strength is my willingness to work hard. I give my best effort to achieve positive results. “

If your strength is: Detail Orientation
“My greatest strength is detail orientation. I pay attention to detail to produce high quality results.”

If your strength is: Courage 
“My greatest strength is courage. I take on challenges and face risks by standing up for what I believe.”

If your strength is: Compassion
“My greatest strength is Compassion. I have a deep and genuine concern for the well-being of others.”

What is your greatest weakness?
Your strengths can actually be a source of some of your most profound weaknesses. Because we view strengths 
as not only things you are ‘good at’ but also things that energize you, it’s easy to take these strengths and overuse 
them in situations—because they energize you and you want to do them more and more!
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See the below examples to a strength in over-drive:

Collaboration: You may seek out collaboration and consensus where this is unnecessary or inappropriate, includ-
ing when a quick or straightforward decision is required.  

Common Sense: You have a tendency to dismiss new ideas or solutions that aren’t practical or don’t fit with con-
ventional logic. You may stifle creative and inspirational ideas.

Compassion: You may allow people to take advantage of you and your concern for them; you may become an 
‘agony aunt’ whom people come to depend on.

Courage: You may readily take on risky positions and challenges that have a high probability of failure. You may 
be perceived as reckless or extreme in defending your beliefs.

Creativity: You may generate unworkable, eccentric ideas that take little account of the realities of the organiza-
tion and its context. You may overlook the more obvious, tried, and tested solutions.

Critical Thinking: You may continuously question or look for flaws in proposed solutions and arguments. This 
can be perceived as negative and over-critical by others.

Decisiveness: You can be overly hasty or rash in your decision-making, spending too little time considering alter-
natives or possible outcomes.

Detail Orientation: You can spend too much time in the details at the expense of the bigger picture, losing per-
spective on the overall goals or plan. People may regard you as a perfectionist.

Developing Others: You may spend excessive time helping people fulfill future development and career goals at 
the expense of other activities.

Efficiency: Your excessive emphasis on organization and efficiency may leave little scope to incorporate new in-
formation and options in your planning and execution as the task or project unfolds.

Emotional Control: You may come across as dispassionate and aloof, because you don’t readily share your emo-
tions and feelings productively with others.

Empathy: You can become so immersed in others’ situations that you may start identifying with those situations 
as your own, and lose the ability to provide objective support and guidance.

Enthusiasm: Your enthusiasm can be seen as too emotive or overwhelming at times, making others feel that their 
views are not valued or appreciated.

Flexibility: You may have a preference for “change for change’s sake,” without always considering the implications 
of your actions. Others may regard you as restless.

Initiative: You may start new initiatives and activities habitually, without always considering their chances of suc-
cess or the political consequences.
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Section 6 – Dressing for the Interview

Your Work Wardrobe
What should my work wardrobe look like?
The “big” pieces (pants, skirts, jackets and shoes) should be in neutral colors (black, tan, navy, white, cream or 
gray), that way they can be mixed and matched to make a small wardrobe look like a much bigger one.  Neutral 
colors also don’t stand out, so it won’t be as obvious that you’re wearing the same pieces over and over.  
The smaller pieces of your wardrobe (shirts and accessories like jewelry and scarves) can be in other brighter 
colors.

How much work clothing do I need?
A basic work wardrobe should have 2-4 jackets, 3-4 bottoms (pants or skirts),  5 tops (button-up or solid colored 
knit tops, also could include a tank top and a cardigan to wear over it), 5 pair of dress socks/panty hose and 2 
pair of dress shoes (low heels or flats).  There is a shopping list to tear off at the bottom of this page!
Remember that 5 well-chosen shirts and two pair of pants can make 10 outfits and two outfits that don’t go with 
anything else only give you two outfits.

I don’t have a lot of money, where can I find an affordable work wardrobe?
1. �Check your closet first.  Lay out what fits into the categories and check them off.  If you already own it, you 

don’t need to buy it.
2. �Ask friends and family if you can borrow some pieces until you get your paycheck.  Do take care of their cloth-

ing and wash it before returning it.
3. �Check thrift stores (Salvation Army, Goodwill, etc) - Think about going to nicer neighborhood…there might 

be nicer clothing there.  Look here for the neutral basics and button up shirts.
4. �Consignment Stores - These have nice things than a thrift shop and are a little bit more expensive, but the staff 

will usually know what they have in stock as well.  Call ahead and ask if they have business clothes in your size.  
5. �Discount Retailers (Wal-Mart, Kmart, Target, etc) – These stores will have your basic pieces in neutrals and 

also should have a good selection of tops.  Look for machine washable pieces that will be easier for you to take 
care of than dry-clean pieces.  Another good option is off-price designer stores like Marshalls and Burlington 
Coat Factory.

6. �Shoes – Used shoes are O.K. to buy as long as they don’t look too worn.  Check discount stores and places like 
Payless for shoes.  Be sure they are comfortable, fit well and don’t have too a high heal.  You might be working 
on your feet a lot.

It might feel strange to buy work clothes that are used or from places like Walmart, but no one will know where 
you purchased your clothes except for you!

Shopping Checklist (remember to check your closet first!)

o  2-3 Jackets			 

o  3-4 neutral-colored bottoms (skirts or pants)

o  5 tops - solid-color, not neutral (except for white)

o  5 pair of dress socks or hose 	

o  2 pair of low heeled or flat shoes




