
DON’T QUIT 
 

When things go wrong, as they sometimes will,  
When the road you're trudging seems all uphill,  
When the funds are low and the debts are high,  

And you want to smile, but you have to sigh,  
When care is pressing you down a bit,  
Rest, if you must, but don't you quit. 

Life is queer with its twists and turns,  
As every one of us sometimes learns,  

And many a failure turns about,  
When he might have won had he stuck it out;  
Don't give up though the pace seems slow--  

You may succeed with another blow. 

Often the goal is nearer than,  
It seems to a faint and faltering man,  
How often the struggler has given up,  

When he might have captured the victor's cup,  
And learned too late when the night slipped down,  

How close he was to the golden crown. 

Success is failure turned inside out--  
The silver tint of the clouds of doubt,  

And you never can tell how close you are,  
It may be near when it seems so far,  

So… stick to the fight when you're hardest hit--  
It's when things seem worst that you must not quit. 

- Author unknown 
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Forward Service Corporation       

1819 Aberg Ave, Madison WI|  www.fsc-corp.org 

p. 608-216-7606  |  f.608-283-1366  |  mmagoon@fsc-corp.org  

 

 

 

CUSTOMER NAME: ____________________________ 

Enrollment Date: _____________________ 

FORWARD IMPACT COMPLETION CHECKLIST 

Job Readiness Job Seeking 

We all have rough days, we all have limited 
resources, and we all experience conflict in 
our lives and careers. Job readiness is a      
one-week workshop that helps you learn and 
practice the skills you need to overcome 
challenges and be successful in the 
workplace. In this workshop, you will have 
the opportunity to learn in a variety of ways, 
including team activities, discussions, 
videos, and mini-lectures. 

Thousands of jobs are out there, waiting to 
be taken up by hardworking people like you, 
but finding them and getting them can be 
tough. Job Seeking is an intense, one-week 
workshop that gets you in shape for your job 
search. We’ll cover everything from how to 
find the jobs no one advertises to creating 
interview answers that will leave other 
candidates in the dust. Computer lab time 
may be available for typing resumes and job 
searching. 

 

Job Readiness 

Topic# Description 
Date 

Completed 
Instructor 

Initials 

Employment 
Specialist 

Initials 

1 Introduction to Work    

2 Work Experience Goals    

3 Decision Making    

4 Circle of Influence    

5 Resource Management    

6 Effective Communication    

7 Conflict Resolution    

8 Time Management    

9 Professionalism    

10 Team Work & Team Building    
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Forward Service Corporation       

1819 Aberg Ave, Madison WI|  www.fsc-corp.org 

p. 608-216-7606  |  f.608-283-1366  |  mmagoon@fsc-corp.org  

 

 

 

Job Seeking 

Topic# Description 
Date 

Completed 
Instructor 

Initials 

Employment 
Specialist 

Initials 

1 Skills Inventory    

2 Job Search Essentials & Employer Instruction 
Speaker 

   

3 Application Strategies & Online Applications    

4 Introduction To Resume Building    

5 Advanced Resume Building & Elevator Speech    

6 Social Media and Internet Presence    

7 Networking    

8 Introduction to Interviewing    

9 Phone Interviews, Interview Follow Up, & Questions 
to Ask 

   

10 Transition to Self Sufficiency - Programs, Taxes, 
Hiring Packet 

   

Upon completion of this job skills training program, this participant will be interviewed by one of 
the employers that has signed the Job Skills Training contract with Forward Service Corporation. 
This participant is requesting an interview with: 

Company:            

By signing this document, I certify that all of the above information is accurate, and all “Forward 
Impact” activities were completed as stated in this document.  

Customer Signature:        Date:    

By signing this document, I acknowledge that the information in this document is accurate, and 
that the above participant has successfully completed Forward Service Corporation’s “Forward 
Impact” training curriculum.  

Skills Instructor Signature:        Date:    

Employment Specialist/FEP Signature:       Date:   
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Specific: What exactly will you accomplish? 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Measurable: How will you (and others) know when you’ve reached your goal? 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Attainable: Can you attain this goal with effort and commitment?  

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Relevant: Why is this goal important to you? 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Timely: When do you plan to reach this goal? 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 
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GOAL: _______________________________________ 

_____________________________________________ 

_____________________________________________ 

DUE Date: 

_______________________ 

Obstacle Solution to Overcome 

  

  

  

  

  

Name How help? 

  

  

  

  

  

CHAMPIONS: People or groups who can help me succeed 

BUMPS: Potential obstacles to success 

ACTION PLAN:  
Task Deadline 
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Goal Setting Diagram 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Assets 

Where you want to be: 

Where you are now: 

Barriers 
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D.E.C.I.D.E. 
__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 
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Circles of Influence 
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My Champions 

NameNameNameName    Action PlanAction PlanAction PlanAction Plan    
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My Hurdles 

NameNameNameName    Action PlanAction PlanAction PlanAction Plan    
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Communication QuizCommunication QuizCommunication QuizCommunication Quiz    
Read each ques�on and then circle a, b, or c for the response you’d most likely give in the situa�on. When finished, add up the 

number of a’s, b’c, and c’s at the bo�om. 

1. You are in a restaurant and order a medium-rare steak, but it 

is served to you well done. What would you do: 

a. Accept it since you might like it that way anyway. 

b. Angrily send it back and demand to see the manager to 

complain about the poor service. 

c. Call the waiter and explain that you ordered your steak 

medium-rare and would like to send it back. 

2. You are a customer wai�ng in line at the grocery store. 

Suddenly someone cuts in line ahead of you. Do you: 

a. Let the person go ahead and cut since s/he is now 

already in line. 

b. Pull the person out of line and make him or her go to the 

end. 

c. Explain to the person that you’re wai�ng in line and 

point out where the line begins. 

3. A0er walking out of a store, you discover that the clerk 

shortchanged you. What do you do: 

a. Let it go since you’re already out of the store and have 

no proof that you were shortchanged. 

b. Go to the manager to complain about the lying, chea�ng 

clerk and demand the proper change immediately. 

c. Return to the clerk and explain the error. 

4. You’re in the middle of watching your favorite TV show when 

your partner comes in and asks you to do a favor.  

a. Do the favor as quickly as possible and then return to 

your TV show. 

b. Say “No” and then finish watching your program. 

c. Ask if it can wait un�l the show is over and do it then, if 

possible. 

5. A friend just dropped by to say “hi,” but is staying a long �me 

and you have an important work project that has to get 

done. 

a. Let the friend stay and finish your work another �me. 

b. Tell your friend to stop being a pain and leave. 

c. Explain that you need to finish your work and ask him/

her to stop by another �me when you can hang. 

6. You ask the deli counter person to give you 1 lb. of sliced 

roast beef, but he gives you 2 lbs. instead.  

a. Pay for it since you’ll probably use all 2 lbs. anyway. 

b. Demand to see the manager and protest being ripped 

off. 

c. Tell the counter person that you only asked for 1 lb. and 

ask to have 1 lb. taken out of the package. 

7. You’re pre�y sure that Kelly at work hates you, but you don’t 

know why. What do you do? 

a. Pretend you don’t know about his/her feelings toward 

you and hope it’ll get be�er on it’s own. 

b. Get even with Kelly so he/she will know be�er than to 

mess with you. 

c. Ask Kelly why he/she doesn’t like you and listen. 

8. You get a wri�en es�mate for some repairs. But when you 

return you’ve been billed for addi�onal work for more than 

the es�mate. 

a. Pay the bill since the car probably needed the extra 

repairs anyway. 

b. Refuse to pay, yell at the manager, and demand to have 

the car fixed for free. 

c. Tell the manager that you agreed on a price, didn’t 

authorize any extra repairs, and then only pay the 

amount of the es�mate. 

9. You invite a good friend over for dinner, but he/she never 

comes over and never calls to cancel or apologize. 

a. Ignore it, but manage not to show up the next �me your 

friend invites you to a party. 

b. Leave a voicemail telling the friend to go screw. 

c. Call your friend to find out what happened. 

10. You’re talking in a group at work with your boss there; a co-

worker asks you a ques�on you don’t know how to answer.  

a. Lie to your co-worker so your boss thinks you’re on top 

of things. 

b. Don’t answer but ask the co-worker an impossible 

ques�on. 

c. Answer that you don’t know right now, but can find out. 

 A’s _____  B’s ______  C’s ______A’s _____  B’s ______  C’s ______A’s _____  B’s ______  C’s ______A’s _____  B’s ______  C’s ______    
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Communication Styles 

 Assertive Aggressive Passive 

Basic Message • I’m okay, you’re okay 

• This is what I think/feel 

• This is how I see the situation 

• I respect myself and you 

• I’m okay, you’re not okay 

• This is what I want; you 

don’t matter 

• This is what I think & you’re 
stupid 

• I don’t respect you 

• I don’t count 

• You can take advantage of 
me 

• Your thoughts and feelings 
are more important than 
mine 

• You’re okay, I’m not 

Goals • Real communication 

• Give and get respect 

• Negotiate 

• Win/win 

• Dominate and win 

• Force others to lose 

• Appease others 

• Avoid conflict at all costs 

Body Language • Body turned toward other  
person in open, comfortable 
stance 

• Body facing other person, 
taking up a lot of space 

• Often rigid or tense 

• Body turned away 

• Try to take up as little 
space as possible 

Voice  • Clear, level, and firm • Loud 

• Often sarcastic tone 

• Derogatory and questioning 

• Soft, whiny 

• Voice may rise at the end 
of a sentence 

Eyes • Direct eye contact, but not 
staring 

• Stare or glare 

• Try to intimidate 

• Avoid direct eye contact 

• Looks away, at ground, or 
in the air 

Characteristics • Appropriate emotional       
honesty 

• Expresses thoughts, feelings, 
and beliefs directly 

• Inappropriate emotional 
honesty 

• Demeaning to others 

• Threatening, demanding, 
accusatory 

• Emotionally dishonest 

• Indirect and self-denying 

• Apologetic 

• Puts self down 

• May blow up when pushed 
too far 

Your Feelings • Confident 

• Respect self 

• Righteous, superior 

• May feel guilt later 

• Hurt or anxious 

• Angry or resentful later 

Other’s Feelings • Feel respected 

• Respect you 

• Feel hurt and humiliated 

• Angry at you 

• Pity, irritation, disgust 
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____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

DESCRIBEDESCRIBEDESCRIBEDESCRIBE    

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

EXPRESSEXPRESSEXPRESSEXPRESS    

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

SPECIFYSPECIFYSPECIFYSPECIFY    

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

CONSEQUENCESCONSEQUENCESCONSEQUENCESCONSEQUENCES    
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Do’s and Don’ts for DESC Scripts 

 

Do Don’t 

 • Describe the other person’s behavior objectively. • Describe your emotional reaction to it 

 • Use concrete terms • Use abstract, vague terms. 

 • Describe a specified time, place, and frequency of 
action 

• Generalize or say all the time. 

 • Describe the action, not the “motive.” • Guess at the other person’s motives. 

 • Express your feelings. • Deny your feelings. 

 • Express them calmly. • Unleash emotional outbursts. 

 • State feelings in a positive manner and related to 
a goal. 

• State feelings negatively, putting down or 
attacking other person. 

 • Direct yourself to specific behavior, not the whole 
person. 

• Attack the entire character of another      
person. 

 • Ask explicitly for change in other’s behavior • Only imply that you’d like to see a change 

 • Request a small change • Ask for too large a change 

 • Request only one or two changes at one time • Ask for too many changes 

 • Specify the concrete actions you want to see 
stopped and those you want carried out 

• Ask for changes in unclear traits or qualities 

 • Take account of whether the other person can 
respond without large losses 

• Ignore the other person’s needs or ask only 
for your satisfaction 

 • When appropriate, specify what behavior you are 
willing to change to make an agreement 

• Consider that only the other person has to 
change 

 • Make consequences clear • Be afraid to discuss rewards and penalties 

 • Give a positive reward for change in the desired 
direction 

• Give only punishments for lack of change 

 • Select something that is desirable and reinforcing 
to the other person 

• Select something that only you might find 
rewarding 

 • Select a reward that is big enough to maintain the 
behavior change 

• Offer a reward that you can’t or won’t deliver 

 • Select a punishment that is out of proportion for 
not changing the behavior 

• Make exaggerated threats 

 • Select a punishment that you are actually willing 
to carry out 

• Use unrealistic threats or self-defeating   
punishment 
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Taken from Sharon Anthony Bower and Gordon H. Bower, Asserting Yourself: A Practical Guide for Positive Change (New York: Addison-Wesley Publishing Co., 
1991), 100. 
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Conflict Resolution Styles 

Turtle (Avoidance): Turtles pull their heads back into their shells 
when frightened. They stay away from issues that lead to conflict 
and avoid people in conflict. They believe it is hopeless to try to 
resolve a conflict. They would rather just give up than face a 
conflict. It becomes an “I lose-You lose” approach at work. 

Shark (Competition): Sharks try to overpower opponents and 
force them to accept their solutions to any conflict. Their goals are 
critical to them and they don’t care much about the relationship 
with the other person in conflict. They want to get their goals at all 
costs and aren’t concerned about being accepted or other’s 
needs. They must win. At work this is usually an “I win-You lose.” 

Koala (Adaptation): Koalas tend to feel that the relationship is 
the most important part of any conflict and try to preserve that 
over anything else. This includes giving up their own goals. They 
want to be liked and accepted by others. They are willing to give 
up their own goals or desires to make sure that everyone is in 
harmony. This usually ends as an “I lose-You win” situation. 

Owl (Cooperation): Owls both highly value their own goals and 
their relationships with co-workers. They see conflict as a problem 
to be solved and try to find solutions where all parties can win. 
Owls see conflict as a chance to improve a relationship by 
reducing tension between people who aren’t happy and always 
strive for a solution for all parties. They are an “I win-You win.” 

Adapted from Jonamay Lambert and Selma Myers, 50 Ac�vi�es for Diversity Training (New York: AMACOM, 2009). 
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State of Wisconsin 
Department of Workforce Development Fair Employment Practices 
Equal Rights Division Steps Harassment Victims Can Take
Civil Rights Bureau 

People who believe they have been harassed on the job have asked for suggestions on what 
actions they may take short of filing a complaint.  This publication compiles ideas from various 
sources, regarding actions you may wish to take.  Individuals must, of course, assess their 
particular circumstance and decide which particular actions are comfortable and safe for 
them. 

1. Say No!  
Confront the harasser as soon as possible after an incident. Choose whatever tone seems appropriate to 
you (friendly and patient or more direct and blunt), but speak firmly without being apologetic, nasty or 
judgmental. The harasser may not realize his or her behavior is offensive.  Although a smile is usually a 
friend-affirming message, this is not the time to smile because doing so will likely send a mixed message. 
The point you need to make and make clearly is that the behavior is unwelcome and unacceptable to you. 

Examples: “It bothers me when you make jokes and comments about my sex life/my ancestry/my 
race. I want to have a good working relationship with you but I prefer that you not make those kinds of 
comments again.” 

“Every time we pass in the hallway you attempt to brush up against my body.  You are doing this on 
purpose and I want it to stop. The next time it happens I will report it to your boss”. 

2. Keep Records
Take accurate notes, preferably in a bound notebook in which sheets cannot be added. While still fresh in 
your mind, make notes on what was said or done along with the date, time and place. Also make a note on 
how you felt about the behavior. Include direct quotes if remembered.  Note any witnesses. Save any 
letters, cards or materials sent to you. Keep the records in a secure place, preferably away from the 
worksite. 

3. Talk to Others 
Talk to a friend about the incident and make a note that you did. Are there any men or women in the office 
who are likely to be supportive who you can talk to or seek advice from?  Talk to co-workers to learn if there 
are any witnesses or if anyone else has been harassed. Perhaps someone left a job because of similar 
behavior. Witnesses and documentation help provide evidence or proof of harassment. Otherwise, the 
only evidence may be your word against the harasser’s word. 

4. Send a Letter 
If the behavior persists, you may want to send a letter. Three concise paragraphs, as noted below, may be 
adequate in most cases: 

Paragraph 1: Report the facts of what happened without evaluating the behavior 
Example:  “During the staff meeting of June 14th, you said that the dress I was wearing made me look 

sexy. On June 24th you said the sweater I was wearing really turned you on, then later that 
same day you brushed against me with your hip when we passed in the hall.” 

Paragraph 2: In the next paragraph, describe how you feel about the incidents 
Example:  “Before you started this behavior, I was eager to come to work every day. Now, I am feeling 

a lot of stress and my stomach get knotted when we are in a meeting or when I have to 
interact with you. I am also thinking about asking for a transfer or reassignment.” 

Paragraph 3: In the final paragraph, explain what you want to happen next 
Example:  “I insist that our relationship be on a purely professional basis. I want you to stop making 

remarks about my appearance and I do not want to meet with you socially.” 
ERD-10450-P (R. 04/2004) 
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While the harasser may not respond directly to your letter, it is likely his or her behavior will change. Often 
the harasser is surprised that the victim views the behavior as offensive. The harasser may also be fearful 
of a formal charge and worry if anyone else has seen the letter. If the behavior does not stop, you should 
consider giving a copy of the letter to the harasser’s supervisor or to another appropriate supervisor. 

5. Check Your Company or Union Policies 
Use the formal complaint procedures where you work.  Report the harassment to a designated human 
resource manager or your supervisor. If your supervisor is harassing you, determine whom he or she 
reports to. Find out the best way to contact this next level manager. 

6. Retaliation 
Both state and federal laws prohibit retaliation against a person who engages in certain activity under the 
law. Under Wisconsin’s fair employment law, an employer may not take an adverse action or discriminate 
against an individual who opposed any discriminatory practice or who complained, testified or assisted in a 
proceeding under the law. 

7. File a Formal Complaint
If necessary, file a formal complaint with the Equal Rights Division of the Wisconsin Department of 
Workforce Development or with the federal U.S. Equal Employment Opportunities Commission in 
Milwaukee. The two main offices and phone numbers of the Equal Rights Division are shown below. 

EEOC can be reached at 

310 W WISCONSIN AVE 
SUITE 800 

MILWAUKEE WI 53203 

Their Milwaukee phone numbers are (414) 297-1111 or (414) 297-1115 (TTY). 

This is one in a series of guides regarding the fair employment law.  It is not legal advice. If 
legal advice or other expert assistance is required, a competent professional should be 
sought. 

For more information: 
STATE OF WISCONSIN 

WISCONSIN DEPARTMENT OF WORKFORCE DEVELOPMENT 
EQUAL RIGHTS DIVISION 
CIVIL RIGHTS BUREAU 

201 E WASHINGTON AVE ROOM A300 819 N 6th ST 
PO BOX 8928 ROOM 255 
MADISON WI 53708 MILWAUKEE WI 53203 

Telephone: (608) 266-6860 Telephone: (414) 227-4384 
TTY: (608) 264-8752 TTY: (414) 227-4081 

Website: http://dwd.wisconsin.gov/er/ 

The Department of Workforce Development is an equal opportunity employer and service provider.  If 
you have a disability and need to access this information in an alternate format or need it translated to 
another language, please contact us. 

19

http://dwd.wisconsin.gov/er/


Role Play Scenarios: 

⇒ You and Danielle work together as a team in the same department. While you are equals on the 
job, you’ve been on the job for a few months while Danielle has been there for years. You’ve  
been getting frustrated with Danielle lately because she has been clocking in at other buildings 
and showing up at her workstation late, meaning you have to cover for her. She’s usually at least 
10 minutes late, but this morning Danielle was 45 minutes late and you had to cover for her 3 
times (including lying about where Danielle is).  How will you deal with this situation? 

⇒ You work in a 3-person in an office. You like the work because it offers a lot of variety and 
sometimes you have to work with different people on a project. Today you and your teammates 
learned you’ll be working with Jerry on a month-long project. You know that Jerry is a 
complainer and, sure enough, he’s whining within 15 minutes about how this isn’t in his job 
description, that corporate doesn’t know what it’s doing, and this project doesn’t use his best 
talents.  He starts in again the next morning about how stupid this project is and will take longer 
than a month to finish. This project is important to you and the company. How do you deal with 
Jerry? 

 
⇒ You’re doing your job stocking shelves today with two other employees in the next aisle over. 

You can’t help but overhear their loud conversation about some offensive subjects and opinions 
that touch on racism and sexual harassment. How do you handle this situation? 

 
⇒ You’ve been on your work experience for 2 weeks now and can accomplish your tasks pretty 

quickly. Right now you’re sitting in the break room because you’ve finished your assignments 
quickly. You’ve gone to the supervisor for the last few days looking for more to do because 
you’re getting bored and want to work. She doesn’t seem to have much time for you and hasn’t 
given you any new duties. How do you approach her again? 

 
⇒ You’re working a store during a big sale and the store is packed. A customer comes up to you 

and begins to ask questions about a certain product. Luckily you know quite a bit about this 
product, but every time you come up with an answer he starts to ask more questions. It’s clear 
that this customer wants to keep this conversation going and going, but you also have a long 
line of customers that you need to serve too. How do you handle this? 

 
⇒ You work with Jackie. For some reason your boss always gives you more work than Jackie, who 

basically sits around all day. You just had 3 projects dumped on you that are due by the end of 
the day. You asked Jackie for help, but she said if your boss wanted her to do it, she would have 
given it to her. You know that there’s no way you can finish the work by the end of the day. 
You’re so angry at your boss that you want to quit. How are you going to handle this? 
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Task/Ac�vity Time Start 
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Date: _____________________ 
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Date: _____________________ 
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Time Management Tips 

 Plan each day. Planning your day can help you accomplish more and feel more in control of your life. 

Write a to-do list, putting the most important tasks at the top. Keep a schedule of your daily activities to 

minimize conflicts and last-minute rushes. 

 Prioritize your tasks. Time-consuming but relatively unimportant tasks can consume a lot of your day. 

Prioritizing tasks will ensure that you spend your time and energy on those that are truly important to you. 

 Say no to nonessential tasks. Consider your goals and schedule before agreeing to take on additional 

work. 

 Delegate. Take a look at your to-do list and consider what you can pass on to someone else. 

 Take the time you need to do a quality job. Doing work right the first time may take more time upfront, 

but errors usually result in time spent making corrections, which takes more time overall. 

 Break large, time-consuming tasks into smaller tasks. Work on them a few minutes at a time until you 

get them all done. 

 Practice the 10-minute rule. Work on a dreaded task for 10 minutes each day. Once you get started, 

you may find you can finish it. 

 Evaluate how you're spending your time. Keep a diary of everything you do for three days to 

determine how you're spending your time. Look for time that can be used more wisely. For example, 

could you take a bus or train to work and use the commute to catch up on reading? If so, you could free 

up some time to exercise or spend with family or friends. 

 Limit distractions. Block out time on your calendar for big projects. During that time, close your door and 

turn off your phone, pager and email. 

 Get plenty of sleep, eat a healthy diet and exercise regularly. A healthy lifestyle can improve your 

focus and concentration, which will help improve your efficiency so that you can complete your work in 

less time. 

 Take a break when needed. Too much stress can derail your attempts at getting organized. When you 

need a break, take one. Take a walk. Do some quick stretches at your workstation. Take a day of 

vacation to rest and re-energize. 
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Personal Contingency Plan 
Situa�on:  

Step 1:  Person to Contact: 

Telephone Number: 

Email: 

Step 2:  Person to Contact: 

Telephone Number: 

Email: 

Step 3:  Person to Contact: 

Telephone Number: 

Email: 

Step 4:  Person to Contact: 

Telephone Number: 

Email: 

Person to Contact: 

Telephone Number: 

Email: 

Step 5:  
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Personal Contingency Plan 
Situa�on:  

Step 1:  Person to Contact: 

Telephone Number: 

Email: 

Step 2:  Person to Contact: 

Telephone Number: 

Email: 

Step 3:  Person to Contact: 

Telephone Number: 

Email: 

Step 4:  Person to Contact: 

Telephone Number: 

Email: 

Person to Contact: 

Telephone Number: 

Email: 

Step 5:  
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How Professional Are You? 
Communication 

Written 
 I don’t confuse email with texting 

 I don’t use texting abbreviations in my email 

 I use salutation 

 I use proper grammar 

 I proof read and use spell check 

Oral 
 I use proper salutations  

 I use proper language 

 I use my voice to show customers I am interested 

Image 

In Person Image 
 In Person Image 

 I dress appropriately 

 I focus on one conversation at a time 

 I avoid personal topics at work 

 I silence my phone when I am at work 

 I don’t make personal calls or use my cell phone at work  

Virtual Image 
 My social media accounts are clean 

 I consider every status update, tweet, picture, comment, and “like” I make 

 I am purposeful about how I use social media 

 I am creating a professional online image on LinkedIN 

My Professional Image Goals  

1. 

2. 

3. 

4. 

5. 
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Professional Inventory 

Promoters 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

Challenges 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 

⇒ _________________________________________

_________________________________________

_________________________________________ 
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Teamwork  Toolkit 
 

Forward Service Corporation   May 2015 

Resetting in a Team  
 

Stop and cool off – There is little point in trying to talk through the issues when 

both people are upset. Give it a little time and let tempers cool down. Come 

together when each party agrees to discuss calmly. 

Have everyone talk and listen to each other – Make sure that nobody is hiding 

from the issue at hand. Keep everyone talking and expressing themselves 

honestly and openly. 

Find out what everyone needs – Sometimes these dialogues can focus on 

complaints rather than developing solutions. Determine what everyone needs 

from the situation and come up with a solution where everyone’s needs are met. 

Brainstorm solutions – Everyone will have their own picture of the perfect 

outcome for themselves. The challenge will be to avoid forcing our solutions on 

the conflict situation and allow solutions to come from creative thinking on 

everyone’s part. 

Choose the idea that everyone can live with – One of the ways to break from a 

negative conflict cycle is to find solutions that you all feel are fair under the 

circumstances. 

Create a plan and implement it – To make sure that the conflict does not come 

back, you must make a blueprint. Plan ways of working together that will keep 

emotional outbursts to a minimum. 
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Discovering Our Personality Style Through TRUE COLORS 
 
 
 
Outcomes             In this module participants will :  

 Discover the qualities and characteristics of their own particular personality style 
or type;  

 Gain an understanding of other personality styles.  

 

Key Concepts  

 True Colors is a metaphor.  
 Each person is a unique blend of the four colors or styles—a spectrum.  
 There are no bad or good colors.  
 There are wide individual variations within each color spectrum.  

 

 

Each of us has a different and unique personality; however, there are commonalities 
that we share. True Colors is an attempt to identify various personality styles and label 
them with colors. This model of categorizing personality styles is based on many years 
of work by other researchers and psychologists. Essentially it draws heavily on the work 
of Isabel Briggs-Myers, Katherine Briggs, and David Keirsey. Don Lowry, a student of 
Keirsey, developed the system called True Colors which uses four primary colors to 
designate personality types and behavioral styles.  

Lowry’s objective was the application of temperament or personality style to facilitate 
deeper communications and understanding. He hoped it would result in positive self-
worth and self-esteem. The True Colors program was designed to maximize the 
application of psychological style in the workplace, in the family and in education and in 
other types of communities. The ease of understanding and use in all human 
relationships and interactions make this model very functional.  

The belief is that with increased understanding of ourselves and others that conflict will 
decrease. Once you learn your color and that of your co-workers, you will have a better 
understanding of why they behave the way they do!  

Each color is associated with certain personality traits or behaviors. Everyone has some 
degree of each color, but one color is predominant. The following quiz will identify your 
color spectrum. Print out the following two pages. Follow the directions carefully and 
transfer your scores to the score sheet. If you have two colors with the same score, you 
pick which one you think more accurately describes you.  
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Instructions: Compare all 4 boxes in each row. Do not analyze each word; just get a sense 
of each box.Score each of the four boxes in each row from most to least as it 
describes you: 4 = most, 3 = a lot, 2 = somewhat, 1 = least. 

Row 1 A 
Active 
Variety 
Sports 
Opportunities 
Spontaneous 
Flexible 

B 
Organized  
Planned 
Neat 
Parental 
Traditional 
Responsible 

C 
Warm 
Helpful 
Friends 
Authentic 
Harmonious 
Compassionate 

D 
Learning 
Science 
Quiet 
Versatile 
Inventive 
Competent 

Score  Score  Score  Score  
Row 2 E 

Curious  
Ideas 
Questions 
Conceptual 
Knowledge 
Problem Solver 

F 

Caring 
People Oriented 
Feelings 
Unique 
Empathetic 
Communicative 

G 

Orderly  
On-time 
Honest 
Stable 
Sensible 
Dependable 

H 
Action  
Challenges 
Competitive 
Impetuous 
Impactful 

Score  Score  Score  Score  
Row 3 I 

Helpful  
Trustworthy 
Dependable 
Loyal 
Conservative 
Organized 

J 
Kind  
Understanding 
Giving 
Devoted 
Warm 
Poetic 
 

K 
Playful  
Quick 
Adventurous 
Confrontive 
Open Minded 
Independent 

L 
Independent  
Exploring 
Competent 
Theoretical 
Why Questions 
Ingenious 

Score  Score  Score  Score  
Row 4 M 

Follow 
Rules                
Useful 
Save Money 
Concerned 
Procedural 
Cooperative 

N 
Active  
Free 
Winning 
Daring 
Impulsive 
Risk Taker 

O 
Sharing  
Getting Along 
Feelings 
Tender 
Inspirational 
Dramatic 

P 
Thinking  
Solving Problems 
Perfectionistic 
Determined 
Complex 
Composed 

Score  Score  Score  Score  
Row 5 Q 

Puzzles  
Seeking Info 
Making Sense 
Philosophical 
Principled 
Rational 

R 
Social Causes 
Easy Going 
Happy Endings 
Approachable 
Affectionate 
Sympathetic 

S 
Exciting  
Lively 
Hands On 
Courageous 
Skillful 
On Stage 

T 
Pride  
Tradition 
Do Things Right 
Orderly 
Conventional 
Careful 

Score  Score  Score  Score  
 
Total Orange Score 

A,H,K,N,S 

 

Total Green Score 

D, E, L, P, Q 

Total Blue Score 

C, F, J, O, R 

Total Gold Score 

B, G, I, M, T 

If any of the scores in the colored boxes are less than 5 or greater than 20 you have 
made an error.  Please go back and read the instructions. 
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Congratulations! You now know your color spectrum. Here are some general descriptions of each color:  

            Greens             Oranges 

 Are innovative and logical  
 Seek to understand the world  
 Need to be competent  
 Require intellectual freedom  
 Are curious  
 Question authority  
 Push themselves to improve  
 Seek perfection in play  
 May become intellectually isolated  
 Are slow to make decisions  
 Value concise communication  
 Look for intellectual stimulation  
 Enjoy intriguing discussions  
 Are sometimes oblivious to 

emotions  
 Are detached  
 Believe work is play  
 Are drawn to technical occupations  
 Analyze and rearrange systems  
 Focus on the future  
 Bring innovation to society  

 Are free and spontaneous  
 Are impulsive risk-takers  
 Are active  
 Are optimistic  
 Resist commitment  
 Can become virtuosos  
 Thrive on crises  
 Are drawn to tools  
 Like to be the center of attention  
 Have great endurance  
 Are drawn to action jobs  
 Need variety  
 Are dynamic, animated 

communicators  
 Are competitive  
 Deal with the here and now  
 Are bold in relationships  
 Are generous  
 Have difficulty finding acceptance  
 Like to live in a casual atmosphere  
 Bring excitement to society  

            Golds             Blues 

 Are dutiful and stable  
 Need to be useful  
 Want to be self-sufficient  
 Value organization  
 Desire punctuality  
 Schedule their lives  
 Make and keep commitments  
 Measure worth by completion  
 Are goal-oriented  
 Value rules  
 Prepare for the future  
 Are inclined to join groups  
 Believe work comes before play  
 Safeguard tradition  
 Prefer order and cleanliness  
 Are responsible and dedicated  
 Are drawn to respected 

occupations  
 Enjoy positions of authority  
 Desire structure  
 Bring stability to society  

 Are in search of themselves  
 Need to feel unique  
 Must be true to themselves  
 Look for symbolism  
 Value close relationships  
 Encourage expression  
 Desire quality time with loved ones  
 Need opportunities to be creative  
 Compromise and cooperate  
 Nurture people, plants and animals  
 Look beyond the surface  
 Share emotions  
 Make decisions based on feelings  
 Need harmony  
 Are adaptable  
 Are drawn to literature  
 Are drawn to nurturing careers  
 Get involved in causes  
 Are committed to ideals  
 Bring unity to society  
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Below are ten horizontal lines with four words on each line, one in each column.  In each line, put 
the number “4” next to the word that best describes you in that line; a “3” next to the word that 
describes you next best; a “2” to the next best word, and a “1” by the word that least describes 
you.  On each horizontal line of words, you will then have one “4”, one “3”, one “2”, and one “1”. 
 
For example:  One choice for the first line of words would be as follows: 
3 Likes Authority          4 Enthusiastic          2 Sensitive Feelings          1 Likes Instructions 
 

      L                 O               G                   B 
__________________________________________________________________________________ 
 
1.  ____ Likes Authority           ____ Enthusiastic            ____ Sensitive Feelings            ____ Likes Instructions 
__________________________________________________________________________________ 
 
2.  ____ Takes Charge               ____ Takes Risks         ____ Loyal                  ____ Accurate 
__________________________________________________________________________________ 
 
3.  ____ Determined                   ____ Visionary               ____ Calm, Even Keel              ____ Consistent 
__________________________________________________________________________________ 
 
4.  ____ Enterprising                  ____ Very Verbal         ____ Enjoys Routine                 ____ Predictable 
__________________________________________________________________________________ 
 
5.  ____ Competitive                  ____ Promoter               ____ Dislikes Change                ____ Practical 
__________________________________________________________________________________ 
 
6.  ____ Problem Solver            ____ Enjoys Popularity ____ Gives In To Others           ____ Factual 
__________________________________________________________________________________
   
7.  ____ Productive                    ____ Fun-Loving           ____ Avoids Confrontations     ____ Conscientious 
__________________________________________________________________________________ 
 
8.  ____ Bold                               ____ Likes Variety        ____ Sympathetic                 ____ Perfectionist 
__________________________________________________________________________________ 
 
9.  ____ Decision Maker            ____ Spontaneous          ____ Nurturing                         ____ Detail-Oriented 
__________________________________________________________________________________ 
 
10. ____ Persistent                     ____ Inspirational        ____ Peacemaker                 ____ Analytical 
__________________________________________________________________________________
  
 
       ____ TOTAL “L”                ____ TOTAL “O”          ____ TOTAL “G”                 ____ TOTAL “B” 

   
 
Total up the numbers for each vertical column (L, O, G, B). 
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Now that you’ve taken the survey, what does it all mean?  Each letter (L, O, G, B) stands for a particular personality 
type.  The column with the highest score is your dominant personality type, while the column with the second highest 
number is your sub-dominant type.  While you are a combination of all four personality types, the two types with the 
highest scores reveal the most accurate picture of your natural inclinations, strengths and weaknesses, and how you 
will naturally respond in most situations. 
 
The four personality types can be likened to animals to make them easier to understand and remember.  Below are 
complete descriptions of each one.  
 

L = Lions 
 
Lions are leaders.  They are usually the bosses at work…or at least they think they are!  They are decisive, bottom line 
folks who are observers, not watchers or listeners.  They love to solve problems.  They are usually individualists who 
love to seek new adventures and opportunities. 
 
Lions are very confident and self-reliant.  In a group setting, if no one else instantly takes charge, the Lion will.  
Unfortunately, if they don’t learn how to tone down their aggressiveness, their natural dominating traits can cause 
problems with others.  Most entrepreneurs are strong lions, or at least have a lot of lion in them. 
 

Natural Strengths    Natural Weaknesses 
 
 • Decisive     • Impatient 
 • Goal-oriented     • Blunt 
 • Achievement driven    • Poor listener 
 • Gets results     • Impulsive 
 • Independent     • Demanding 
 • Risk-taker     • May view projects more important than people 
 • Takes charge     • Can be insensitive to the feelings of others 
 • Takes initiative    • May “run over” others who are slower to act or speak 
 • Self-starter     • Fears inactivity, relaxation 
 • Persistent     • Quickly bored by routine or mechanics 
 • Efficient 
 • Competitive 
 • Enjoys challenges, variety and change 
 • Driven to complete projects quickly and effectively. 
   
Basic Disposition:  Fast-paced, task oriented 
 
Motivated by:   Results; challenge, action, power, and credit for achievement 
 
Time Management:  Lions focus on NOW instead of distant future. They get a lot more done in a lot 
    less time than their peers.  Hate wasting time; and like to get right to the point. 
 
Communication Style:  Great at initiating communication; not good at listening (one way communicator) 
 
Decision Making:  Impulsive; makes quick decisions with goal or end result in mind.  Results-focused. 
    Needs very few facts to make a decision. 
 
In Pressure or Tense Situations: The lion takes command and becomes autocratic. 
 
Greatest Needs:   The lion needs to see results, experience variety, and face new challenges.  He 
    needs to solve problems and wants direct answers. 
 
What the Lion Desires:  Freedom, authority, variety, difficult assignments, opportunity for advancement. 
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O = Otters 
 
Otters are excitable, fun seeking, cheerleader types who love to talk!  They’re great at motivating others and need to 
be in an environment where they can talk and have a vote on major decisions.  The otters’ outgoing nature makes 
them great networkers—they usually know a lot of people who know a lot of people.  They can be very loving and 
encouraging unless under pressure, when they tend to use their verbal skills to attack.  They have a strong desire to 
be liked and enjoy being the center of attention.  They are often very attentive to style, clothes, and flash.  Otters are 
the life of any party; and most people really enjoy being around them. 
 

Natural Strengths    Natural Weaknesses 
 
 • Enthusiastic     • Unrealistic 
 • Optimistic     • Not detail-oriented 
 • Good Communicator    • Disorganized 
 • Emotional and Passionate   • Impulsive 
 • Motivational and Inspirational   • Listens to feelings above logic 
 • Outgoing     • Reactive 
 • Personal     • Can be too talkative 
 • Dramatic     • Excitable 
 • Fun-loving     
 
Basic Disposition:  Fast-paced.  People-oriented. 
 
Motivated by:   Recognition and approval of others 
 
Time Management:  Otters focus on the future and have a tendency to rush to the next exciting thing. 
     
Communication Style:  Enthusiastic and stimulating, often one-way; but can inspire and motivate others. 
 
Decision Making:  Intuitive and fast.  Makes lots of “right calls” and lots of wrong ones. 
 
In Pressure or Tense Situations: The otter ATTACKS.  Can be more concerned about their popularity than about 
    achieving tangible results. 
 
Greatest Needs:   The otter needs social activities and recognition; activities that are fun, and 
    freedom from details. 
 
What the Otter Desires:  Prestige, friendly relationships, opportunity to help and motivate others, and 

opportunities to verbally share their ideas. 
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G = Golden Retrievers 
 
One word describes these people: LOYAL.  They’re so loyal, in fact, that they can absorb the most emotional pain and 
punishment in a relationship and still stay committed.  They are great listeners, incredibly empathetic and warm 
encouragers.  However, they tend to be such pleasers that they can have great difficulty being assertive in a situation 
or relationship when it’s needed. 
 

Natural Strengths    Natural Weaknesses 
 
 • Patient     • Indecisive 
 • Easy-going     • Over-accommodating 
 • Team player     • May sacrifice results for the sake of harmony 
 • Stable     • Slow to initiate 
 • Empathetic     • Avoids confrontation even when needed 
 • Compassionate    • Tends to hold grudges and remember hurts 
 • Sensitive to feelings of others       inflicted by others 
 • Tremendously loyal    • Fears change 
 • Puts people above projects 
 • Dependable 
 • Reliable 
 • Supportive  
 • Agreeable  
 
Basic Disposition:  Slow-paced, people-oriented 
 
Motivated by:   Desire for good relationships and appreciation of others. 
 
Time Management:  Golden Retrievers focus on the present and devote lots of time to helping others 
    and building relationships. 
 
Communication Style:  Two-way communicator; great listener and provides empathetic response. 
 
Decision Making:  Makes decisions more slowly, wants input from others, and often yields to the input 
 
In Pressure or Tense Situations: The Golden Retriever gives in to the opinions, ideas, and wishes of others. Often 
    too tolerant. 
 
Greatest Needs:   The Golden Retriever needs security; gradual change and time to adjust to it; an 
    environment free of conflict. 
 
Desires:    Quality relationships; security; consistent known environment; a relaxed and 
    friendly environment; freedom to work at own pace. 
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B = Beavers 
 
Beavers have a strong need to do things right and by the book.  In fact, they are the kind of people who actually read 
instruction manuals.  They are great at providing quality control in an office, and will provide quality control in any 
situation or field that demands accuracy, such as accounting, engineering, etc.  Because rules, consistency and high 
standards are so important to beavers, they are often frustrated with others who do not share these same 
characteristics.  Their strong need for maintaining high (and oftentimes unrealistic) standards can short-circuit their 
ability to express warmth in a relationship. 
 

Natural Strengths    Natural Weaknesses 
 
 • Accurate     • Too hard on self 
 • Analytical     • Too critical of others 
 • Detail-oriented     • Perfectionist 
 • Thoroughness     • Overly cautious 
 • Industrious     • Won’t make decisions without “all” the facts 
 • Orderly     • Too picky 
 • Methodical and exhaustive   • Overly sensitive 
 • High standards 
 • Intuitive 
 • Controlled 
   
Basic Disposition:  Slow-paced, task-oriented 
 
Motivated by:   The desire to be right and maintain quality. 
 
Time Management:  Beavers tend to work slowly to make sure they are accurate. 
 
Communication Style:  Beavers are good listeners, communicate details, and are usually diplomatic. 
 
Decision Making:  Avoids making decisions; needs lots of information before they will make a decision 
 
In Pressure or Tense Situations: The beaver tries to avoid pressure or tense situations. They can ignore deadlines. 
 
Greatest Needs:   The beaver needs security, gradual change and time to adjust to it. 
 
What the Beaver Desires: Clearly defined tasks, stability, security, low risk, and tasks that require precision 
    and planning. 
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___________________________
___________________________ 

___________________________
___________________________ 

___________________________
___________________________ 

___________________________
___________________________ 

______________________________
______________________________
______________________________
______________________________
______________________________ 

______________________________
______________________________
______________________________
______________________________
______________________________ 

______________________________
______________________________
______________________________
______________________________
______________________________ 

______________________________
______________________________
______________________________
______________________________
______________________________ 

Skill Examples 

List your 4 most valuable job skills below and provide specific examples of how and when you’ve used 
them. 
These can be: 
Technical Skills, like medical coding, operating heavy equipment, or legal transcription; or 
Personal Skills, like the ability to organize, ability to plan, or solving problems. 
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Employers don’t just want to know what you did; they want to know what you contributed to your previous 

employers’ success. What did you do to make it more profitable? More efficient? A better place to work? 
 
In this worksheet, think about the last 3 jobs you’ve had and then translate what you did into achievements. 
(Tip: whenever possible, use numbers to show your impact; such as “increased sales by 35%.”) 

Job: ______________________ 
 

Duties: ____________________ 
________________________
________________________ 

_______________________________
_______________________________
_______________________________
_______________________________
_______________________________
_______________________________
_______________________________ 

Job: ______________________ 
 

Duties: ____________________ 
________________________
________________________ 

_______________________________
_______________________________
_______________________________
_______________________________
_______________________________
_______________________________
_______________________________ 

_______________________________
_______________________________
_______________________________
_______________________________
_______________________________
_______________________________
_______________________________ 

Job: ______________________ 
 

Duties: ____________________ 
________________________
________________________ 
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Skills Matching Quiz 

Writing 

Able to carry out 
numerical operations and 

understand numerical 
data 

Computing 
Able to convince others, 

to discuss and reach 
agreement 

Teamwork 
Able to motivate and 

direct others 

 
Able to carry out 

computing tasks as a 
regular part of the job 

 

Working confidently 
within a group 

 
Organizing 

 
 

Analyzing Oral Communication Accounting/Numeracy 

 
Expressing your ideas 

clearly and confidently in 
speech 

 

Flexibility 

Gathering information 
systematically to 

establish facts and 
principles 

Adapting successfully to 
changing situations and 

environments 

 
Conveying facts or 

opinions to others clearly 
through writing 

 

Leadership Persuading 
Able to plan activities and 

carry them through 
effectively. 
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JOB APPLICATION CHEAT SHEET 
 

Personal Information 

 
Applicant Name _________________________________________________________ 

Home Phone _________________________ Use Phone _________________________ 

Cell Phone ___________________________ 

Email Address ________________________ Use Email _________________________ 

Current Address_________________________________________________________ 

City, State Zip__________________________________________________________ 

Birthdate_____________________   Social Security No._________________________  

 

 

Days/Hours Available 

____Monday Hours Available: from _______ to ______ 

____Tuesday   Hours Available: from _______ to ______ 
____Wednesday  Hours Available: from _______ to ______ 

____Thursday  Hours Available: from _______ to ______ 
____Friday   Hours Available: from _______ to ______ 

____Saturday  Hours Available: from _______ to ______ 

____Sunday  Hours Available: from _______ to ______ 

 

Education, Training and Experience 

High School: 

School name: _____________________________________________________  

School address:____________________________________________________  

School city, state, zip:_______________________________________________  

Did you graduate? [ ] Y or [ ] N   Degree / diploma earned: _____________ 

Other: 

School name: ______________________________________________________  

School address:_____________________________________________________  

School city, state, zip:________________________________________________  

Number of years completed: ____________ 

Did you graduate? [ ] Y or [ ] N     Degree / diploma earned: ____________ 

Employment History 
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JOB APPLICATION CHEAT SHEET 
 

Name of Employer:_______________________________________________________ 

Telephone Number:______________________________________ 

Business Type:__________________________________________  

Address:_______________________________________________________________  

City, state, zip:__________________________________________________________ 

Length of Employment (Include Dates): ______________________________________ 

Position & Duties:________________________________________________________ 

Reason for Leaving: ______________________________________________________ 

Name of Employer:_______________________________________________________ 

Telephone Number:______________________________________ 

Business Type:__________________________________________  

Address:_______________________________________________________________  

City, state, zip:__________________________________________________________ 

Length of Employment (Include Dates): ______________________________________ 

Position & Duties:________________________________________________________ 

Reason for Leaving: ______________________________________________________ 

Name of Employer:_______________________________________________________ 

Telephone Number:______________________________________ 

Business Type:__________________________________________  

Address:_______________________________________________________________  

City, state, zip:__________________________________________________________ 

Length of Employment (Include Dates): ______________________________________ 

Position & Duties:________________________________________________________ 

Reason for Leaving: ______________________________________________________ 

 

 

References 
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JOB APPLICATION CHEAT SHEET 
 

Name - First, Last: _____________________________________________________ 

Telephone Number:_____________________________________________________  

Address:______________________________________________________________  

City, state, zip:_________________________________________________________ 

Occupation: ___________________________________________________________ 

Number of Years Acquainted: ___________ 

Name - First, Last: _____________________________________________________ 

Telephone Number:_____________________________________________________  

Address:______________________________________________________________  

City, state, zip:_________________________________________________________ 

Occupation: ___________________________________________________________ 

Number of Years Acquainted: ___________ 

Name - First, Last: _____________________________________________________ 

Telephone Number:_____________________________________________________  

Address:______________________________________________________________  

City, state, zip:_________________________________________________________ 

Occupation: ___________________________________________________________ 

Number of Years Acquainted: ___________ 

 

Additional Information 

Any additional experience, training, qualifications, or skills 
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  CAREER LOCKER ASSESSMENT GUIDE 

 

Career Locker Assessment Guide 1  

Access Career Locker 

1. Go to https://careerlocker.wisc.edu/ 

 

 

 

 

 

 

 

2. In the red area on the right side of 

the screen, click Create an 

account. 

 

 

 

 

 

 

 

 

3. A screen will appear asking if you 

have a pre-existing CareerLocker 

account. Under NO, click Create a 

New Account. 

 

 

 

4. Click Create a new account 
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  CAREER LOCKER ASSESSMENT GUIDE 

 

Career Locker Assessment Guide 2  

5. Enter the Registration Code for  

Forward Service Corporation:  fos-c675 

6. Click Submit. 

7. Create a Username and Password. 

 

 

 

8. Answer the 2 required questions  

about your age and education. 

9. Verify registration by clicking Agree. 

10.  Setup a password recovery  

(optional, but recommended). 

11. Click on the Assessments tab at the  

top of the page 

 

Complete your Career Assessments 

 
 

Required: 

 Personal Globe Inventory 

 Work Skills Inventory 

 Work Values Inventory 

Optional: 

 Career Interest Snapshot  

Username: _______________________ 

Password: _______________________ 
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  CAREER LOCKER ASSESSMENT GUIDE 

 

Career Locker Assessment Guide 3  

Personal Globe Inventory 

This is a 2-part assessment. See the Interest Profile descriptions on following page. 

Part 1: Rate how much you would like, to do the activity. 

Part 2: Rate how good you would be at doing the activity. 

 

Record your results 

Interest Profile 
Level of 
Interest 

Level of 
Confidence 

Realistic   

Investigative   

Artistic   

Social    

Enterprising   

Conventional   

 

Top 6 Occupations (you select from the list based on your self- knowledge and 
current interests and goals) 

1.  4.  

2.  5.  

3.  6.  

 

View the Full Report (Notes) 
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  CAREER LOCKER ASSESSMENT GUIDE 

 

Career Locker Assessment Guide 4  

Interest Profiler Descriptions 

 

Read through which interest matches you and your personality style.  

Compare to the assessment results. These are your natural strength areas.  

Explore new options that use your interests and strengths.  

 

Interest Title Description of Interest 

Realistic  Realistic activities frequently involve work that includes practical, hands-on 
problems and solutions. 

 They often require people who are stable, persistent, and practical. 

 They can involve fixing things, operating tools or machinery, working 
outdoors, and being physically active. 

Investigative  Investigative activities frequently involve working with ideas or finding 
answers to problems.  

 They often require people who are inquiring, observant, logical, curious, and 
learners. 

 They can involve searching for facts, figuring out problems mentally, 
understanding theories, analyzing data, doing challenging research, and 
reading technical material. 

Artistic  Artistic activities involve working with images, designs, and plans. 

 They often require people who are creative, independent, and perceptive. 

 They can involve working in unstructured situations, using creativity or 
imagination, expressing ideas uniquely, dealing with vague ideas, and 
appreciating fine arts. 

Social  Social activities frequently involve working with, communicating with, and 
teaching people. 

 They often require people who are helpful, friendly, supportive, and 
charitable. 

 These activities can involve helping people with problems, doing volunteer 
work, teaching, or training others. 

Enterprising  Enterprising activities frequently involve starting up and carrying out projects. 

 They often require people who are self-confident, dynamic, and ambitious. 

 They can involve leading people, risk-taking, selling things, persuading 
others, and making many decisions.  

Conventional  Conventional activities frequently involve taking care of details, collecting or 
organizing things, working cooperatively with others, and following defined 
procedures. 

 They often require people who are dependable, economical, and well-
organized.  

 They can involve working with data and details more than with ideas. 
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  CAREER LOCKER ASSESSMENT GUIDE 

 

Career Locker Assessment Guide 5  

Work Skills Inventory 

Rank your skills to learn your level of confidence in 6 skill areas on careers you may 
like. See My Work Skill Area descriptions on the following page. 

 

Record your results 

Skills Profile 
Level of 

Confidence 

Interpersonal   

Leadership/Communication  

Information/Data Management  

Mechanical  

Mathematical/Finance  

Product Development  

Self-Management  

 

List 6 Occupations to Consider (Reflect on your experience in work and non - work 
situations) 

1.  4.  

2.  5.  

3.  6.  

 

View Full Report 
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  CAREER LOCKER ASSESSMENT GUIDE 

 

Career Locker Assessment Guide 6  

Work Skill Area Descriptions  

 

Your answers to this assessment reveal work skill areas you may prefer to use. People 
tend to be happier and more successful when matched with skill areas that use their 
natural talents. 

 

Work Skill Area Description 

Interpersonal  Work together to reach common goals 

 Introduce new ideas and information and state your opinions on 
them 

 Respond effectively to the needs of others 

Leadership and 
Communication 

 State your opinions with confidence 

 Describe things in ways that others can understand 

 Persuade others 

Information and Data 
Management 

 Search the internet 

 Manage information and business records 

 Combine data from several sources into a complete report 

Mechanical  Fit parts together to form a complete product 

 Repair and replace parts to get equipment or a device working 
again 

 Operate machinery 

Mathematical and 
Financial 

 Solve problems using mathematics 

 Keep track of money and financial records  

Product Development  Develop an idea into a product 

 Engage in graphic design to create art and new objects 

Self-Management  Take responsibility for your actions and learning 

 Work hard to complete your tasks efficiently and on time 

 Have stamina to complete tasks that are difficult for you 
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  CAREER LOCKER ASSESSMENT GUIDE 

 

Career Locker Assessment Guide 7  

Work Values Inventory  

Select the values you want in your workplace, to learn careers that best match. See 
Work Values Profile descriptions on the following page. 

 

Record your results 

Values Profile Level of Importance 

Positive Working Environment  

Independence  

Recognition  

Respect  

Achievement  

High Activity  

 

List Best Matching Career Clusters and Pathways 

1.  

2.  

3.  

View Full Report 
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  CAREER LOCKER ASSESSMENT GUIDE 

 

Career Locker Assessment Guide 8  

Work Values Descriptions 

 

What are some of the characteristics you would like in a workplace?  

This is important as you build your experience and skills and give yourself options. 

Work Value Area Description 

Positive Working 
Environment 

 Supportive co-workers and bosses 

 Good working conditions 

 Fair and equitable treatment 

Independence  Work with little supervision 

 Make decisions on my own 

 Try out my own ideas 

Recognition  Be paid well in comparison to other workers 

 Have opportunities for promotion 

 Receive recognition for what I do 

Achievement  Use my individual abilities 

 Have feelings of accomplishment 

 Earn a steady employment situation 

High Activity  Be busy in my workplace 

 Often work alone without being part of a team 

 Do different things every day  
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Career LoCker

Customer Name:       PIN #

Program:       Enrollment Date:

Career Locker Login Code: _________________________________

Activity Assignment: Job interest log, to be completed after each assessment.

1. Select at least 3 top careers from the list of results given for each completed assessment.

2. Write a summary of the job, the pay range in Wisconsin, and the requirements for each position.

3. Print a copy of how you compare to the position, based on your answers to each assessment.

_________________________________

_________________________________

Personal Globe Inventory

______________________________

______________________________

Careers that interest me:

______________________________

______________________________

______________________________

______________________________

Work Skills Inventory

______________________________

______________________________

Careers that interest me:

______________________________

______________________________

______________________________

______________________________

Work Values Inventory

______________________________

______________________________

Careers that interest me:

______________________________

______________________________

______________________________

______________________________

_________________________________

_________________________________

Why am I taking these assessments? 

The idea behind these is simple: we want to learn about you. Specifically, we want to help you find 
a career that fits your interests, skills, and dreams. These assessments are a proven way to start 
this process and can help you find jobs you’ve never even heard of!

There are no right or wrong answers to any of these questions. It’s about what types of jobs sound 
good to you and fit your goals.

Enjoy this chance to learn more about yourself and what you can be.
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Job Title:     ______________________________  Future: 
Career Cluster: ______________________________
Pay:      ______________________________ 
Notes on some job duties:  ________________________________________________________________________
___________________________________________________________________________________________________
What skills, education, and experience do you need to start? _______________________________________
___________________________________________________________________________________________________
What skills, education, and experience do you already have?________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
What is the next step or targeted job in your job pathway? _________________________________________
___________________________________________________________________________________________________

Growing Shrinking Stay Same

Job Title:     ______________________________  Future: 
Career Cluster: ______________________________
Pay:      ______________________________
Notes on some job duties:  ________________________________________________________________________
___________________________________________________________________________________________________
What skills, education, and experience do you need to start? _______________________________________
___________________________________________________________________________________________________
What skills, education, and experience do you already have?________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
What is the next step or targeted job in your job pathway? _________________________________________
___________________________________________________________________________________________________

Growing Shrinking Stay Same

Job Title:     ______________________________  Future: 
Career Cluster: ______________________________
Pay:      ______________________________
Notes on some job duties:  ________________________________________________________________________
___________________________________________________________________________________________________
What skills, education, and experience do you need to start? _______________________________________
___________________________________________________________________________________________________
What skills, education, and experience do you already have?________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
What is the next step or targeted job in your job pathway? _________________________________________
___________________________________________________________________________________________________

Growing Shrinking Stay Same
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Job Search Worksheet 

Job Title:  

 

Associated Job Titles: (same job; different names)  

Job Keywords:  

Local companies with these positions:  

Where will I look: 
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Contact Sheet 

Business Card/Business Contact Name and Title Position of Interest Thank You 

    

Email Phone Number Notes: 

  

 

Business Card/Business Contact Name and Title Position of Interest Thank You 

    

Email Phone Number Notes: 

  

 

Business Card/Business Contact Name and Title Position of Interest Thank You 

    

Email Phone Number Notes: 

  

   

Business Card/Business Contact Name and Title Position of Interest Thank You 

    

Email Phone Number Notes: 

  

   

Business Card/Business Contact Name and Title Position of Interest Thank You 

    

Email Phone Number Notes: 

  

   

Business Card/Business Contact Name and Title Position of Interest Thank You 

    

Email Phone Number Notes: 
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Resume Types 
 

Chronological Resume 
Employers currently rate Chronological Resumes as the #1 preferred style of resume.  It is a simple 
format in which the most recent experience is listed first, followed by each previous job.  This 
arrangement works fine for someone with stable work experience in several similar jobs, but not as 
well for those with limited experience, for career changers, or for those with gaps in their work history. 
 
Advantages 

 It is the simplest and quickest resume to build. 

 Most employers want to know details about where you have worked in the past, including 
dates employed, description of the company, and duties that you did while at that job. 

 This is a good resume style to use if you have a good work history in similar jobs to those that 
you are seeking now. 

 
Disadvantages 

 A Chronological Resume may show your weaknesses like gaps in work history, frequent job 
changes, lack of work experience, or not enough detail listed for job duties performed. 
To handle gaps in employment, employers want to see a statement describing activities done 
during this time. 

 
Functional Resume 
The Functional Resume is also known as the Skills Resume.  In this format, your experience is 
organized under key skills.  A well done Functional Resume emphasizes skills that your objective 
requires.  These should also be the same skills that you are good at and want to use. 
 
Advantages 

 Allows you to present accomplishments from all your life experiences and strengths. 

 A well written resume presents your strengths and avoids showing your limitations. 
 
Disadvantages 

 Some employers do not like this type of formatted resume, as it does not give a lot of details 
about work history, timelines, etc.  It is also a much harder resume to write. 

 
When to consider a Functional Format 
If you have held a number of different or unrelated jobs during a relatively short period of time and are 
worried about being labeled as a job-hopper, the Functional Resume could be the answer for you.  
This format also works well for those entering the workforce for the first time or after a long absence 
(such as a recent graduate with no prior formal work experience, stay-at-home moms or dads now 
seeking outside employment, or caregivers who have spent a year or more treating an ill or aging 
family member).  It could also be a good choice if your prior work experience is more relevant to your 
current job target than what you are doing presently. 
 
The Combination Resume 
A Combination Resume includes elements of both the Chronological and Functional Resume formats.  
This is a good type of resume to use if you have a reasonably good work history but want the 
advantages that a Functional Resume has. 
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Sample Chronological Resume 
 

Hire Me Please 
701 Cherry St. Green Bay, WI 54301 920-448-6760 

 
Objective: Experienced worker seeks a full or part time position working as a  

Customer Service Representative, Cashier, or Food Worker. 
 
 

Experience: Paul’s Pantry Green Bay, WI 

 Pantry Worker/Customer Service                                                January 2011 to Present 

 Works 16 hours a week as a volunteer performing different jobs 

 Prepares food supplies for pantry distribution 

 Helps train new volunteers according to policies and methods 

 Greets customers, verifies identification, and helps completes intake 
procedures  

 
 

 

 Home Maker                                              Green Bay, WI   April 2005 to present 

 Manages the daily activities of my Green Bay household 

 Handles finances, bill paying, food shopping, and other home expenses 

 Performs detailed cleaning and interior maintenance of home 

 Ready to re enter the workforce with excellent availability and motivation 


 

 Express Convenience Center Green Bay, WI 
 Customer Service/Cashier                      November 2004 to April 2005 

 Greeted customers, answered questions, and accurately completed sales 

 Stocked merchandise, arranged displays, and kept store clean 

 Clean up included detailing bathrooms, sweeping and mopping floors, 
vacuuming carpets, cleaning window glass, and keeping coolers and 
freezers organized 

 Cleaned and sanitized all food and beverage equipment 

   Trusted to handle business responsibilities 

  
 

 Productive Living Systems Green Bay, WI 
 Care Provider                                            March 2004 to July 2004 

 Helped manage the daily activities of a group home facility 

 Administered medications, documented usage, and completed daily 
reports  

 Worked with residents to keep their rooms clean and to do laundry 

 Food shopped with residents, prepared meals, and cleaned kitchen 

 Helped residents problem solve and provided transportation  
 

Education: Southwest High School Green Bay, WI 

 Diploma  
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(SAMPLE FUNTIONAL RESUME) 

Lyle Smith 
1226 Maple Street * Vancouver, B.C. * V7L 2Z3 

(604) 555-1234 * Ismith@mymail.ca 

 
Objective: Seeking an Executive Assistant position.  
 
Skills Summary 

 Project 
Management  Customer Service  Accounting 

 Computer Savvy  Marketing  Scheduling 

 Insurance Billing 
 Front Office 

Operations  Presentations 

 Report Writing 
 Written 

Correspondence 
 MS Office/Internet 

Literate 
 
Professional Experience 
COMMUNICATION: REPORTS / PRESENTATIONS / TECHNOLOGY 

 Prepare reports for insurance agencies, meeting industry requirements and deadlines 

 Author professional correspondence to customers and vendors 

 Rapidly learn and master various computer programs 

 Design and deliver a series of classes for local businesses and associations on the latest trends 
and technologies in business communication 

 
CUSTOMER SERVICE / MARKETING / PROBLEM SOLVING 

 Built a clientele supported by 60% referral business 

 Launched a small business, building revenue from $0 to $50K in the first three years 

 Create special promotions, write/design print and outdoor advertising, and coordinate all media 
buying 

 
DETAIL MASTERY AND ORGANIZATION 

 Facility rental/maintenance 

 Contracts obtained and completed 

 Finances: accounts payable/receivable, billings, budgeting 

 Staff recruitment, management and team building 
 
Employment History 
 
Sheraton Wordsmithing: Professional Communications: 
Owner/Operator for 1989-Present 
 
Blue Canada Books, Etc. 
Special Order Clerk and Assistant Purchasing Manager from 1985-1989. 
 
Education 
Queen’s University – Kingston, Ontario 
B.A.: Professional Writing in English 
 
Kingston Community College 
Microsoft Office Certification 
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(Sample Combination Resume) 

Hire Me Please 
701 Cherry St. 

Green Bay, WI 54301 
920-448-6760 

 

 
Objective:  Work motivated individual seeks full or part time position working as a Light 

Industrial Worker, Housekeeper, Cashier or Personal Caregiver. 
 
Skills: 

 Excels in customer service work  

 Proficient in data entry and learning new software 

 Eager to demonstrate high contribution value 

 Performs toileting and related personal care work 

 Documents client information with the strictest of confidentiality 
 
Experience: Options for Independent Living  Green Bay, WI 
 Caregiver April 2010 to July 2010 

 Provided in Home care to clients in the Green Bay area 

 Did light housekeeping, laundry, and maintained safe house conditions 

 Planned, made, served, and cleaned up after meals 

 Assisted with toileting and related personal care work 

 Documented activities and respected client confidentialities 

 Job ended when client accepted granddaughter's care 
 

 Kmart Green Bay, WI 
 Cashier July 2008 to February 2009 

 Provided cheerful and accurate checkouts to customers 

 Stocked shelves, bagged items, and brought in carts when not busy 

 Invited customers back and built repeat customer sales 

 Lost job when store closed down 
 

 Mister Money USA Green Bay, WI 
 Sales Associate  August 2006 to March 2007 

 Demonstrated tactfulness, professionalism, and integrity while helping customers 
process transactions  

 Received and sold pawn items 

 Assisted with Pay Day Loan accounts 

 Communicated details of services to customers prior to their commitment 

 Respected customers' confidentiality and emotional stresses 

 Voluntarily left: difference of opinion with store manager couldn’t be worked out 
 

Education: East High School Green Bay, WI 
 
 
 
Notation:           Managed job searching and household activities during periods of unemployment    

            March 2007 to July 2008 and February 2009 to April 2010. 

 Motivated, ready, and willing to return to work career 
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Resume Helps 
 

Employer Suggestions: Do’s 
 Use a resume writing program if available for a professional looking resume 

 
 Pick a good visual looking resume heading and use it on your cover letter, reference sheet, 

or other employment documents 
 

 Use creative font styles wisely for greater impact 
 

 Account for gaps in employment and reasons for leaving jobs with short explanation 
 

 Information should be clear, to the point, but have detail 
 

 Develop a rough draft, make necessary changes, make a final copy 
 

 (Have Job Center staff) Proof read your resume 
 

 List duties and responsibilities under each employer 
 

 Use bullet formats for quicker and clearer understanding of accomplishments 
 

 Include detailed descriptions to help employer form visual image of your work  
 

 Limit your resume to 1 page when possible; 2 pages at the most 
 

 Identify key words in employer job posting and use them in your resume 
 

 Save your resume under your first and last name, along with document title 
 

 Mention the value that you would bring an employer 
 

 

Employer Suggestions: Don’ts 
 

 Don’t include a reference statement on your resume 
 

 Don’t get too fancy.  Stick with business traditional formats 
 

 Don’t repeat the same verbs or phrases.  Use the power word list to select similar but 
different words 

 
 Don’t sell yourself short.  Promote yourself as strongly and accurately as you can; don’t lie 

64



 6 

 

Power Words For Resumes 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 achieved  

 acquired  

 adapted  

 addressed  

 administered  

 analyzed  

 anticipated  

 assembled  

 assisted  

 audited  

 budgeted  

 calculated  

 centralized  

 changed  

 collaborated  

 composed  

 condensed  

 conducted  

 constructed  

 contracted  

 converted  

 coordinated  

 created  

 cultivated  

 demonstrated  

 designed  

 developed  

 devised  

 discovered  

 doubled  

 edited  

 eliminated  

 enforced  

 established  

 evaluated  

 expanded  

 explained  

 forecasted  

 formed  

 founded  

 generated  

 guided  

 hired  

 implemented  

 improved  

 informed  

 insured  

 interpreted  

 interviewed  

 launched  

 maintained  

 managed  

 marketed  

 minimized  

 motivated  

 negotiated  

 obtained  

 operated  

 originated  

 oversaw  

 performed  

 planned  

 prevented  

 produced  

 promoted  

 provided  

 publicized  

 published  

 recruited  

 reorganized  

 reported  

 researched  

 resolved  

 reviewed  

 selected  

 separated  

 set up  

 simplified  

 solved  

 surveyed  

 staffed  

 supervised  

 taught  
 tested  

 trained  

 utilized  
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IDENTIFYING SKILLS 
 
Listed below are skills you may not realize you have.  These are skills you use everyday that 

could be transferred to various employment situations.  Circle or highlight the skills that you feel 

you have mastered. 

 

 
Cooking 

 

Ability to think ahead, measuring (math), reading, 

following directions, reading instructions, cautious, 

creative, knowledgeable, imaginative, prepared, 

plans, organizes, controls waste, uses safe food 

handling skills, works well under pressure, remains 

positive, able to work a flexible work schedule. 

 

 
Cleaning 

 

 

Handles chemical safely, organized, determined, 

dedicated, motivated, ambitious, likes to work 

physically hard, dependable, excellent eye for detail, 

gets a lot of work done quickly, job done right the 1
st

 

time, no mess too big or nasty, professional around 

guests and customers. 

 

 

Maintenance 

 

 

Good hand/eye coordination, knowledgeable, able to  

fix things, prepared and knowledgeable with tools, 

finger dexterity, problem solving skills, organized, 

physical stamina, ambition, determined, persistent , 

repairs are done right, works safely, listens well, able 

to read directions, takes pride in work. 

 

 

 

Shopping 

 

Budgets money and time, plans, compares, uses math 

skills, write, reads, energetic, organized, prepares, 

schedules, reacts well to change, accurate with 

money, identifies and understands a good value, puts 

others’ needs before self, stays focused under lots of 

commotion, enjoys challenges, thankful for things.  

 

 

Parenting 

 

 

Patient, forgiving, determined, persistent, creative, 

calm under pressure, listens, has good oral and 

written communication skills, compassionate, cares, 

loves, nurtures, organizes, schedules, problem solves, 

delegates, negotiates, supervises, plans and thinks 

ahead, sets goals, anticipates needs, motivated, 

leader, dependable, manages household expenses. 

 (Combination Resume Worksheet) 
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Name: 

Address:______________________________________________ 

City, State zip:_________________________________________ 

Phone:__________________________ 

Email:___________________________ 

 

Objective: ____________________________________________________________

____________________________________________________________ 

 

Abilities or Skills:  ______________________ 

 ______________________ 

 ______________________ 

 ______________________ 

 ______________________ 

 ______________________ 

 ______________________ 

 ______________________ 

 

Work/Volunteer 

Experience: 

 

Title:___________________________________________________ 

Company Name:__________________________________________ 

City/ State:______________________________________________ 

Start Date:________________        End Date:___________________ 

   

   

   

  

 

Title:___________________________________________________ 

Company Name:__________________________________________ 

City/ State:______________________________________________ 

Start Date:________________        End Date:___________________ 

   

   

    

   

 

67



 9 

 

Title:___________________________________________________ 

Company Name:__________________________________________ 

City/ State:______________________________________________ 

Start Date:________________        End Date:___________________ 

   

   

   

   

  

 

Title:___________________________________________________ 

Company Name:__________________________________________ 

City/ State:______________________________________________ 

Start Date:________________        End Date:___________________ 

   

   

   

   

 

 

Education:  

Degree:__________________________________________________ 

School:__________________________________________________ 

Dates:___________________________________________________ 
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REFERENCES 

 
Because of the fierce competition that job seekers face when looking for work, references are an 
extremely important part of the overall hiring decision.  Companies often times are requesting 3 
business references and 3 personal references.  Being able to provide quality references can be 
difficult for job seekers for various reasons.  You need to look for people who honestly know you, will 
speak well of you, and have some credible occupation or job title.   
 

 Choose your references carefully.  References should be easily contacted by 
employers.  Job seekers have been passed over for jobs due to the employer’s difficulty 
in contacting the references.   

 
 Choose individuals who have good communication skills so they can better explain your 

attributes.  Pick individuals with positive attitudes. 
 

 Coach your references.  Ask them what they will say about you when an employer 
contacts them.  Give your references some brief statements that will best describe you 
and your talents to an employer.  If all references say the same message in a different 
way, this helps build credibility for the job applicant. 

 
 Be prepared to provide the references occupation, phone number, email address, 

length of time you have known each other, and the nature of the relationship. 
 

 Communicate regularly with your references to give them the status of your job search 
and where you have been applying.  The more current information that they have, the 
better job they can do promoting you to employers. 

 
 References should not be part of your resume. Be prepared to offer a Reference List to 

employers at all times. 
 

 These are four common types of references.  Depending on your situation, try to come 
up with 3 *business related and 3 personal references, if possible.  

  
* Employment: Past supervisors/managers, co-workers, or Human Resource contacts. 
 
*Professional:  People who know you or your work on a professional basis, paid or 
volunteer positions.  Memberships, Organizations, Committees, or Boards. 
 
*Academic:  Instructors, Teachers, Vocational Counselors, Case Managers, or Job 
Developers.   
 
Personal: People who know you personally and can describe you, such as Neighbors, 
Pastors, Landlords, etc. 
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Situation or  

Task that relates to question 

Actions you took to address it 

Results from your actions 

Situation or  

Task that relates to question 

Actions you took to address it 

Results from your actions 
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Top 20 Job Interview Questions 
 

1. Tell me about yourself. (ELEVATOR SPEECH) 

2. Tell me about a time where you worked in a team? Were you a leader/coordinator/etc.?  

3. What are your top 3 strengths and 2 weaknesses? 

4. What did you like most about your previous job? 

5. Give me 2 words that best describe you. 

6. How do you deal with difficult people? 

7. Why did you leave your last job? 

8. What motivates you? 

9. Tell me about a time when you’ve exceeded expectations at work. 

10. Describe a work challenge you have faced and how you met it. 

11. Tell me about an accomplishment you are most proud of. 

12. What are your computer skills/technical skills? 

13. What challenges are you looking for at work? 

14. What are your goals for the next 5 years? 

15. What does good customer service mean to you? 

16. What unique experience or qualifications separate you from other candidates? 

17. How would your previous supervisor describe you? 

18. What have you been doing since your last job? 

19. What is the greatest lesson you have learned? 

20. What was your biggest mistake or failure? What did you learn from it?  
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Phone Interview    Toolkit  
 

Forward Service Corporation   May 2015 
 

 

 

 

Preparing for a Phone Interview 

• Prepare 

1. Research the company 

2. Make a list of questions to ask 

• Find a quiet spot  

1. Not the coffee shop 

2. No kids, no dogs 

3. Clean up the space you will use 

• Shower and dress for the interview 

1. Confidence is higher if we feel good about ourselves 

2. They make ask you to come in later for a follow up 

• Open book test 

1. Have your résumé, the job description and company details in front 

of you  

2. Keep a blank sheet of paper and a pen in front of you for notes 

• Short, Focused, Polite  

1. Keep your answers short but thorough 

2. Stay focused, remove distractions 

3. Please and thank you are essential  

• Follow up  

1. Send an email to thank them for their time and consideration.  

Usually 48 hours after the phone interview.  

2. Make sure you have their email address and include your name and 

position that you interviewed for in the subject line 
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QUESTIONS FOR INTERVIEWER 
 

Why Do Interviewers Ask If You Have Any Questions?  

 •To gauge your interest  

 •To get to know you better  

 •To see if you’ve been paying attention  

•To see if you’re prepared  

The Worst Questions to Ask 

“How much will I get paid?” A big pet peeve for interviewers. They immediately think you’re only in it 

for the money, not the passion for the job. They want people who are driven by passion. Wait until 

offered the job to talk about money.  

“Can I work from home?” Big red flag as interviewer starts wondering why you want to work from home 

before you’re even hired. Best discussed after you’ve been on the job, established yourself, and are 

trusted.  

“When can I take vacation?” Like working from home, they will wonder why you’re planning to leave 

before you even start. If you have something already scheduled, bring this up when you’re offered the 

job and “Do You Have Any Questions for Us?”  

“Do you require drug tests?” Another huge flag and the best way to get them to ask you to take a pre-

employment drug test. Chances are, though, they will just pass on you.  

“What kind of company is this?” Shows you have not done your homework and aren’t very interested in 

the job or company. Research the company on the Internet so you know what they do. III. The Best  

 

Questions to Ask 

“What would I be doing that makes your job easier?” This question immediately shows the interviewer 

that you’re ready to roll up your sleeves and join the team. Also gives you some idea of what they’ll 

need.  

“What do you love about working here?” This again shifts focus back onto the company. It also gives 

you a chance to see what the work culture is like.  

“What’s the first problem that they person you hire must address.” This will definitely help you 

understand what they’re expecting of you and shows that you’re not afraid to tackle problems.  

“What role will I fill?” Shows that you take the job seriously and will give you a better appreciation for 

job duties.  

“Why does this role matter to the company?” Shows you’re a big picture person and want to fit in. 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 
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Phone Interview 
 

Forward Service Corporation     May 2015 

 

Interviewers Name:  Date/Time 
Experiences to mention Competencies  Questions To Ask  
   

Behavioral Situations Feedback Style  What would I bring to the team? 
   

Phone Interview Worksheet 
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Three-Part Follow-Up  

 

1. Thank the person for meeting with you and the state the position 

 For a very friendly person you connected with: “Thank you for 

making my interview for bank teller today so pleasant.” 

 For a more business-like person: “Thank you for taking the time to 

meet with me today to discuss the bank teller position.” 

2. Mention something that you liked about the interview 

 For a friendly person you connected with: “I particularly enjoyed our 

talk about [whatever you discussed].” 

 For a more business-like person: “I was glad to learn more about 

name of company.” 

3. Repeat your interest in the job 

 For a friendly person you connected with: “I would be thrilled to 

work for name of the company and hope to meet you again as a 

colleague.” 

 For a more business-like person: “I an now even more interested in 

working with name of the company and appreciate your help with the 

process.” 
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Elevator Speech Worksheet 

What do I offer: __________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

What problem do I solve? __________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

What will I contribute? _____________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

What do I want you to do? __________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 
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Elevator Speech Worksheet 

What do I offer: __________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

What problem do I solve? __________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

What will I contribute? _____________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

What do I want you to do? __________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 
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How to Pass an Employment Assessment 
Test – Part 1 
Employment assessment tests are becoming more popular as companies seek to filter out 
applicants in today’s crowded market. You may have experienced one of these employment 
personality tests yourself after filling out an online job application. After entering information relevant 
to the job, you were asked to answer between 50 and 200 questions about yourself, many of which 
required you to agree or disagree with various statements that had little to do with the job you applied 
for. You may have been confused as to what some of these questions were actually trying to find 
out or why you were being asked to complete a personality test in the first place. 

Well, we’re here to give you the real scoop on how to pass an employment assessment 
questionnaire. You may have heard there are no “right” or “wrong” answers on an employment 
assessment test. This is not true. If this were the case, why would employers waste their time and 
yours giving you an assessment test as part of the screening process? There are right answers on 
an employment personality test—the ones that will help you get the job. There are also wrong 
answers—the ones that will remove you from the applicant pool. 

To understand what those answers are, we need to look at what most job personality tests are 
looking for. The company Psychometric Success, which sells books designed to help job seekers 
pass employment assessment tests, has identified these as traits employers find very undesirable: 

 Dishonesty 
 Lack of Integrity 
 Inability to Control Anger 
 Inability to Cope with Stress 

So, you need to answer employment assessment test questions in a way that makes it clear you 
lack the most serious undesirable traits. Psychometric Success offers advice for each trait. We’ll 
break it down section by section. 

Honesty and Integrity 
You want to communicate steadfast moral views on what is right and wrong. 

Always strongly agree with these types of statements: 

 Most people are honest by nature. 
 Employees who leave work early without permission are stealing. 
 Most people can be trusted. 
 Very few people steal at work. 
 If someone is undercharged in a shop they should tell the cashier. 
 Teenagers who shoplift should always be punished. 
 Most people have never shoplifted as teenagers. 

Always strongly disagree with these kinds of statements: 
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 Most people can not be trusted. 
 Nothing is wrong with taking home supplies from work now and then. 
 Teenagers often go through a shoplifting stage. 
 No one is the victim when you steal from your company. 
 It is human nature to steal from others. 
 I have taken merchandise from work. 
 The laws against shoplifting are too harsh. 

Ability to Control Anger 
You must not give any indication that you will become angry at work. You must also take a firm 
stance against vandalism, hacking, and other behavior considered anti-social. 

Be sure to strongly agree with sentences like this: 

 I cannot remember the last time I lost my temper at work. 
 People who get angry at work should receive counseling. 
 I have almost never become angry at work. 
 People who know me would not say I had a temper. 

Always strongly disagree with these kinds of statements: 

 Sometimes my co-workers annoy me. 
 Computer Hackers are punished too harshly. 
 It’s normal to lose your temper at work occasionally. 
 When driving, I sometimes get angry with other road users. 

It is OK to disagree with the following kinds of statements: 

 I have never felt angry at a supervisor or manager. 
 I have never been annoyed with a co-worker. 
 I have always had the perfect job. 

That’s because the three issues above are pretty much universal to the human experience. If you’ve 
ever had a job, you’ve felt angry at a supervisor or annoyed with a co-worker at some point, and 
your job hasn’t always been perfect. Disagreeing with those questions can make it seem like you’re 
either trying to fake the employment assessment questionnaire by looking perfect or are very 
detached from reality. 

Now, what’s the difference between “Sometimes my co-workers annoy me” and “I have never been 
annoyed with a co-worker,” anyway? In general, questions that say “never” or “always” in regard to 
an emotion or extremely common problem should be disagreed with. Most people experience most 
emotions at one point or another and there is usually no social stigma associated with extremely 
common problems. The employment assessment tests just want to make sure you’re not annoyed 
often at work. 

Ability to Cope with Stress 
Ineffective stress management techniques can lead to health problems, which will cost your 
employer money, either when you use your employee health insurance, or when you take days off 
and build up tardies. 
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Agree or strongly agree with these types of questions: 

 I rarely worry about how well I’m doing at my job. 
 I have confidence in my ability to handle my work responsibilities. 
 I never get upset if my work is criticized by my manager. 
 I have a positive relationship with my co-workers. 
 I have never suffered physical symptoms due to stress at work. 

Disagree or strongly disagree with questions similar to these: 

 Work is the most stressful thing in my life. 
 Sometimes I don’t feel able to handle all my work responsibilities. 
 I sometimes worry about losing my job because of office politics. 
 I have had counseling to help me cope with stress. 
 I have sometimes lost sleep worrying about work. 

Again, it’s OK to disagree with statements like these: 

 I have never failed to complete a work assignment on time. 
 I have never been tired at work. 
 I have never arrived at work late. 
 I have never made a mistake at work. 

Job assessment questionnaires don’t consider it acceptable to express negative emotions at work, 
but do consider it acceptable to experience them. So, rather than claiming you never have negative 
emotions or been in stressful work situations, claim you can handle them with a cool head. 

Now, you may argue that it’s possible to not be a perfectly honest, calm, level-headed person and 
still be a good employee. That’s probably true, but employers who use these personality assessment 
tests are thinking in terms of large numbers of people. It’s not uncommon these days for a job ad 
posted online to get hundreds or even thousands of responses. The average applicant will be 
rejected because of their resume or maybe even cover letter, but that’s still going to leave a lot 
potential hires to deal with. If you don’t have time to call or interview each one, how do you choose? 
Employment assessment testing gives employers an easy way to whittle down the number of 
applicants. So, while you may not agree with employment assessment testing, knowing which test 
responses to avoid can help keep you in the small pool of applicants that survive the first few 
elimination rounds. 

Now that you know which traits are considered undesirable, stay tuned — the Part 2 of this Article 
on employment assessment testing will tell you which attributes companies want to see on 
employment assessment tests. 
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How to Pass an Employment Assessment Test – 

Part 2 
Employment assessment testing was the topic of one of our previous blog articles. We discussed how to 

avoid completing employment assessment tests in ways that would send red flags to hiring managers. Today, 

we’re going to cover how to answer job assessment tests in a way that sends positive signals to employers. 

Again, if we want to understand how to answer employment assessment questionnaires in a way that 

emphasizes desirable qualities, we need to understand what those qualities are. According to Josh Bersin, 

CEO of California research company Bersin & Associates, in Oakland, California, these hiring tests are 

most often used in the retail, hospitality, and food service industries. So, what are some personality traits 

that would help a worker do well in these and similar fields? 

Psychometric Success, a firm that sells books aimed at helping job hunters pass employment personality 

tests, found that most employers look for the following traits in employees: 

 Motivation 

 Extroversion 

 Leadership 

Obviously, this list is not exhaustive, but these three traits are considered very important to most employers. 

Motivation 
The really crucial trait here is motivation. Motivation is required for success at any job. To succeed when 

taking employment assessment tests, you must portray yourself as a highly motivated individual. 

Always agree or strongly agree with questions like these: 

 Work is the most important thing in my life. 

 I am nearly always happy to work late or over a weekend if needed. 

 I almost never become bored with the work I do. 

 Employees should be expected to work extra hours to finish a job on time. 

 I admire people who work long hours. 

 People who know me say I work too hard. 

When you see questions like these, disagree or strongly disagree: 

 Work can be an addiction just like gambling. 

 I become frustrated with jobs when they no longer interest me. 

 I feel sorry for people who put in long hours at work. 

 My pay is more important to me than the contributions I make to the company. 

 I know many people who work themselves too hard. 

 If I’m unhappy with a job, the best thing for me to do is to quit as soon as possible. 

 Vacations are very important to me. 
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Extroversion 
Extroversion is a trickier one. Obviously, this is very important in jobs where you’re expected to work as 

part of a team or deal with clients often. However, according to Psychometric Success, even in positions 

where you mostly work alone, people who are extroverts are favored virtually every time. The way 

companies see it, if you’re hired for a position without much interpersonal interaction and do well, you 

might be promoted to a position with more responsibility. At that point, you would probably be expected to 

manage people below you effectively. Extroverts could also be considered easier to get along with. 

So, you want to appear extroverted on employment assessment questionnaires. Don’t push this too far if 

you’re not actually an extrovert. You will still need to interview for the job, and if you appear introverted 

and quiet after presenting yourself as very outgoing on paper, this could raise eyebrows. 

If you’re naturally extroverted, you should agree or strongly agree with the next set of questions. Natural 

introverts may just want to agree: 

 I am usually described as an outgoing person. 

 Almost none of my friends are quiet and reserved. 

 In social settings I enjoy introducing myself to an unfamiliar person. 

 I almost never feel bored at parties. 

 It’s easy for people to see my moods. 

 I find it easy to keep a conversation going. 

Natural extroverts should disagree or strongly disagree with the following questions. Introverts might want 

to just disagree: 

 I avoid being the center of attention whenever possible. 

 I am usually quiet and reserved at social gatherings. 

 I do not enjoy chatting with strangers. 

 I sometimes try to avoid meeting new people. 

 In conversations I like to let the other person do most of the talking. 

 I find it more productive to work alone than as part of the group. 

It’s OK to disagree with questions like these, since they are pretty much universally untrue: 

 I’m happy to see people whatever the circumstances. 

 I have never met someone I didn’t like. 

 I have never felt alone. 

 I always tell people exactly what I think. 

The last set of questions are basically control questions to check if you’re trying to game the job personality 

test. Employment assessment tests don’t expect you to be perfect. 

It’s also important to note that, according to authors Curt Bartol and Anne Bartol, who specialize in criminal 

psychology, most people are not strictly introverts or extraverts. About 68% of the population have both 

prominent extrovert and introvert characteristics. These people are considered “ambiverts.” True extroverts 

and introverts account for about 16% of the population each. So, while people are most often classified as 

either extroverts or introverts for simplicity’s sake, extroversion and introversion actually exist on a 

continuum. If you’re an introvert, you don’t need to flip to the other side, but it will help if you can portray 

yourself as more extroverted on the continuum. 
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Leadership 
The third big quality employers look for on personality assessment questionnaires is leadership. Again, even 

if the position you’re applying for requires no leadership, you may receive a promotion which requires you 

to take a leadership role. 

You should strongly agree or agree with these questions: 

 People can become more successful through the right motivation. 

 Every person has the potential to be creative at work. 

 The great figures in history always looked at least five or 10 years into the future. 

 I have a strong set of personal goals. 

 Many managers focus too much on details and not the big picture. 

You should strongly disagree or disagree with questions of this type: 

 The majority of people are already inspired to do their best work. 

 Supervisory responsibilities tend to bring out a person’s negative side. 

 Nothing motivates employees more than money or fear of losing their job. 

 What is good for the organization is the concern of supervisors, not employees. 

 I rarely have a strong set of personal goals. 

Of course, these are just a few examples of what employers look for on job assessment tests. If you think 

about what employers are looking for in a potential candidate, many of the “right” answers aren’t that 

difficult to figure out. Don’t second guess yourself too much when taking an employment personality test. 

Keep your answers consistent. It is OK to admit to having occasional negative emotions, as long as you 

make it clear that you do not become angry at work or stressed out about work. 

Remember, employment assessment tests have become popular as a means of filtering out undesirable 

applicants and drawing attention to favorable applicants without having to interview or call them. Now that 

you understand the typical employer’s preferences, you should be able to pass an employment assessment 

test. 
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