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EMPLOYMENT & CAREER

n	 1.	 Identify your personal skills, abilities, likes and dislikes related to work.

n	 2.	 Research career fields that match your skills, abilities, likes and dislikes by going to 
myfuture.com and clicking on the “Career” tab to get started.

n	 3.	 What is the difference between a job and a career?

n	 4.	 Discuss interview etiquette (hygiene, attire, use of cell phone, appropriate speech and 
handshake) and workplace appropriate tattoos and piercings, and options/reasons for 
covering or removing them.

n	 5.	 Explore resources for interview appropriate clothing (e.g., Salvation Army, thrift stores, etc.).

n	 6.	 List two ways to follow up with a potential employer.

n	 7.	 List at least five behaviors or actions that can get a person fired from a job. 

n	 8.	 Determine if there are jobs available through your natural connections (school, church, 
relatives, friends, etc.).

n	 1.	 Use at least three different methods to locate job openings in the community.

n	 2.	 Visit the local job center and explore job opportunities with a support person. 
	 • Connect with the Department of Rehabilitation (if applicable) 
	 • Explore your local temporary employment agency to find job opportunities  
		  that have the potential of transitioning into permanent employment. 
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n	 3.	 Visit the career center at your local community college or current school or meet with 
an academic and/or career counselor to discuss employment.

n	 4.	 Create a work appropriate email address.

n	 5.	 Create a resume and cover letter. View online resources at indeed.com/career-advice. 

n	 6.	 Gather the information needed to complete an employment application (Worksheet #2) 
and use it as a tool for future employment applications.

n	 7.	 Obtain at least two appropriate outfits to wear to an interview or when requesting job 
applications. 

n	 8.	 Search the web to gather information about ways to address conflict in the workplace.

n	 9.	 Practice a job interview with a support person.

n	 10.	 Write down at least five questions to ask a potential employer during an interview. For 
sample interview questions, visit careeronestop.org and click on the “Job Search” tab, 
and then, under Interview and Negotiate, select “Common interview questions”.

		  •

		  •

		  •

		  •

		  • 

n	 11.	 Describe what to say in a follow-up contact with a potential employer. 

n	 12.	 Create a plan for handling anger or an upsetting situation with a co-worker, customer or 
supervisor while at work.

n	 13.	 List at least three characteristics of a good employer.

n	 14.	 Discuss with a support person the best way to leave a job (proper notification to give 
your employer).

n	 15.	 Discuss common employment forms and review how to fill out a W-4 by visiting 
wikihow.com and search “W4”.

 

continued...
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n	 1.	 If you have not already done so, apply for a work permit (required if 14 to 17 years old).

n	 5.	 Practice completing a W-4 form (Worksheet #3).

n	 2.	 Develop a career plan (Worksheet #4) with action steps, resources and time frames.

n	 3.	 Apply for at least five job openings and keep track of them using Worksheet #5. (Be 
aware that employers might ask for your Photo ID, Social Security card, school transcripts 
and other related records.)

n	 4.	 Follow-up with at least three potential employers. 

n	 6.	 Obtain at least part-time employment (16-20 hours/week).

n	 7.	 Maintain employment for at least three months. 

n	 8.	 Know your weekly work schedule.

n	 9.	 Organize and save work-related documents (pay stubs, signed docs, handbooks, etc.).

n	 10.	 Keep all employment records for future resumes and job applications.

A
C
C
O
M
P
LI
S
H

NOTES


