Key Points for Employability Skills


Outline / Handout

A. Going for the Interview

1) Use correct grammar at all times both spoken and written language when being interviewed for a job.

2) Avoid the word “ain’t” and “nah” during the interview, this indicates a lack of education and does not give a positive impression.

3) Perform a firm hand shake when meeting the interviewer. (But not too firm)

4) Wear appropriate attire for a positive first impression.

5) Maintain good eye contact with the interviewer.

6) Use your manners – yes sir, and no mam

7) Prepare your resume ahead of time

(1) A Resume is a record of information about you that reflects your education, work experience and abilities.  

(2) A resume should be typed in an organized manner, first impression again is important; it is a direct reflection of you. 

(3) [image: image1.wmf]A resume should be on quality paper, correct margins and style.

(4) Parts of a resume vary the following may be included


a. Personal information – 

· Name 

· Address

· Phone Number or someone that could locate you number


b. Employment Objective


The job desired or career goal




Ex. Sales clerk, office manager, certified nursing assistant


c. Educational Background
· List the name and address of your high school. Include special courses or majors related to the job position.

· List most recent education first

· If  taken extra courses at Tech school, list the course and school



d. Work or Employment experience
· Include previous experience

· List most recent employment first with correct contact information

· List job duties in a positive manner



e. Skills



List computer skill or specific skills related to position



f. Other Activities
· Extra curricular activities

· Volunteer Work

· Club involvement

· Church and community involvement 



g. References
· Most sources recommend stating “references upon request”

· When filling out a job application it will be necessary to have this information with you.

· Do not use family members; use teachers, guidance counselors, respected members of the   community.


    (5) Honesty is the best policy. Never give false information

8)  Portfolio -


Is a professional reflection that highlights your experience in work and or education;

 parts included:



(1) Letter of introduction – brief background and goals



(2) Resume 



(3) Skills list 




a. include skills that you have mastered and or the level of competency



(4) Letters of recommendation – resources; guidelines are the same as for a resume



(5) Copies of work evaluations or training certificates



(6) Leadership abilities and organization abilities 

9) As a HSTE student you will continue to develop your portfolio 

10) Keeping the Job

(1) Use correct grammar


(2) Report to work on time and when scheduled. It a good idea to get in the habit of arriving early



a. Remember – work harder than you are being paid, and you will earn more than you work



b. In healthcare you will always be a vital link in the success of the facility were you work. 



      When a person does not show up as planned, it increases the work load of others


(3) Follow the policies and procedure of the facility.


(4) Be prepared to work when you arrive.

1. You are not being paid to talk on your cell phone, socialize or consult others about your   personal life while on the job.


(5) Be willing to learn new procedures.


(6) Take initiative within your scope of practice.


(7) Be a positive team player. Avoid negative comments


(8) Take responsibility for your actions.


(9) Ask for help when needed.
