
ESOL	  
Toolkit	  for	  Successful	  

Job	  Seekers	  

	  
12320	  Parklawn	  Drive	  
Rockville,	  MD	  20852	  

www.mcael.org	  

5/1/2014,	  Pilot,	  1st	  Edition	  

Charlotte van Londen
Placed Image



CONTENTS	  

3	   Intro/Acknowledgements	   	  

4	   Workforce	  Learner	  Checklist	  

5	   Instructor	  Success	  Info	  

6-‐9	   Sample	  Application	  Form	  

10-‐13	   Resume	  Worksheet	  

14-‐15	   Supplemental	  Vocabulary	  Skills	  List	  

16	   Cover	  Letter	  Template	  

17	   Interpersonal	  Skills	  

18	   Soft	  Skills	  for	  Good	  Employees	  

19-‐20	   Books	  and	  Other	  Resources	  

21-‐27	   Vocabulary	  for	  Workforce	  

	  

ESOL	  Toolkit	  for	  Successful	  Job	  Seekers	  
Designed	  to	  assist	  instructors	  in	  preparing	  beginning	  to	  	  
low-‐intermediate	  adult	  English	  language	  learners	  to	  be	  	  
successful	  when	  transitioning/utilizing	  workforce	  programs	  	  
in	  Montgomery	  County	  and	  the	  broader	  DC	  Metro	  area.	  
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Introduction	  
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Greetings,  
This toolkit was created by a team of dedicated ESOL professionals who came together to address the 
issue of workforce transitions for adult ESOL learners in Montgomery County. There are over 20,000 
individuals in English classes throughout the MCAEL network of English language providers, yet less than 
a hundred are being referred to workforce programs. The group met several times to discuss why there is 
such a disparity in the numbers, who are the learners in the programs, what workforce programs exist in 
Montgomery County and which ones could adult learners with a 4th-5th grade reading level access. The 
result of the conversations included the creation of a list of workforce programs with the audiences they 
serve, this toolkit and a group with knowledge of how important defining expectations for adult language 
learners is to the workforce transitions. The main idea that came out of the process is that a workforce 
solution for all ESOL learners is not a one-size fits all model. 

The audiences the workforce programs work with broke down into four main groups: 
(1) Adult Learners in the “Mainstream Market” (not fully employed, lost their job/laid off) 
(2) Skilled Immigrants (working on translating/transferring credentials but needing work in the interim)                                                
(3) ESOL “Transitioners” (below NRS high intermediate with documentation/documents in progress) 
(4) ESOL Learners in the informal job market with no documentation 
Note: These groups are not designed to group people for life. They were used to help the team talk about 
how to meet adult learners where they are now. 
The team determined that the main focus of the group would be the “ESOL Transitioners” because this 
population made up the majority of individuals with whom the programs work. The group identified that 
the “ESOL Transitioners” will be most successful in many of the workforce programs if they are prepared 
to enter the mainstream workforce. An individual who is prepared to enter the mainstream workforce will 
have at least reading/speaking skills at high intermediate English (e.g. 4th-5th grade level reading and 
ability to speak clearly but not perfectly), has documentation/documentation is in progress, has computer 
skills – can navigate a computer and the internet, is self-motivated, has soft skills/interpersonal skills, has 
identified the supports the family will need and has the ability to ask for help.  
After defining what the adult English language learners would need to be successful and identifying what 
workforce programs existed in the area, the following toolkit was created. It is hoped that this toolkit will 
help instructors in transitioning English language learners into workforce programs and the workforce. 

Sincerely,   
The ESOL/Workforce Team 

Acknowledgments:	  	  
Thank	  	  you	  to	  Edwin	  Mayah	  and	  Yolanda	  Tully	  ,	  MontgomeryWorks;	  Christine	  Neil,	  Literacy	  Council	  of	  
Montgomery	  County;	  	  Anna	  DeNicolo	  and	  Judith	  Johnson,	  Charles	  W.	  Gilchrist	  Center	  for	  Cultural	  
Diversity;	  Katherine	  Diaz	  and	  Julieta	  Machado-‐Pacanins,	  Spanish	  Catholic	  Center	  of	  Catholic	  Charities.	  	  	  
Photo	  Credit:	  	  
Stephanie	  Williams	  	  www.stephaniewilliamsimages.com	  
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Workforce	  Learner	  Checklist	  
	   	  

Skills	  for	  Workforce	  Success	   	  

Step	  1:	  Know	  yourself	   Done	  

1. I	  have	  a	  list	  of	  my	  personal	  strengths,	  skills,	  interest	  and	  values.	  
	  

2. I	  have	  a	  list	  of	  possible	  jobs/fields	  of	  interest.	  
	  

3. I	  have	  matched	  my	  skills	  with	  jobs	  I	  am	  interested	  in.	  
	  

4. I	  can	  name	  at	  least	  two	  careers/fields/jobs	  I	  want	  to	  work	  in.	  
	  

5. I	  know	  what	  to	  do	  when	  I	  first	  meet	  an	  employer	  (	  smile,	  eye-‐contact	  etc.)	  
	  

Step	  2:	  Get	  ready	  	   Done	  

6. I	  have	  my	  resume.	  
	  	  

7. I	  have	  a	  cover	  letter.	  
	  

8. I	  have	  filled	  out	  a	  job	  application	  online.	  
	  

9. I	  prepared	  my	  “30-‐second	  speech”	  for	  employers.	  
	  

10. I	  have	  identified	  have	  three	  individuals	  who	  will	  be	  references	  (name	  &	  phone).	  
	  

11. I	  have	  practiced	  being	  in	  an	  interview.	  
	  

12. I	  have	  an	  interview	  suit/clothes	  that	  are	  appropriate	  to	  attend	  an	  interview.	  
	  

13. I	  have	  a	  neutral/professional	  e-‐mail	  address	  to	  give	  to	  employers.	  
	  

14. I	  have	  searched	  the	  internet	  for	  jobs.	  
	  

15. I	  have	  a	  list	  of	  organizations	  that	  hire	  someone	  with	  my	  background.	  
	  

16. I	  have	  registered	  at	  staffing	  agencies.	  
	  

17. I	  have	  sent	  an	  e-‐mail	  to	  an	  employer	  requesting	  a	  job	  interview.	  
	  

	  

4	   29	  
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What	  an	  instructor	  can	  do	  in	  class	  to	  help	  learners	  be	  successful	  

Instructors	  can	  help	  learners	  to	  develop	  the	  skills	  they	  need	  by	  utilizing	  this	  toolkit.	  After	  piloting	  the	  toolkit,	  
this	  area	  will	  provide	  examples	  of	  how	  instructors	  have	  used	  the	  toolkit.	  	  
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Sample	  Job	  Application	  

Created	  by	  http://www.careerchoices.com/lounge/files/jobapplication.pdf	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  

	  

Job	  Title—Term	  or	  phrase	  that	  describes	  the	  position	  or	  work	  that	  an	  individual	  performed	  at	  a	  company.	  	  (Example:	  
Cashier,	  Customer	  Service	  Representative,	  Laborer)	  	  

Occupation—Describes	  an	  individual’s	  job	  or	  profession.	  (Example:	  Accountants,	  Teaching,	  Scientists)	  	  	  

Career-‐-‐-‐A	  job	  or	  profession	  (occupation)	  that	  an	  individual	  performs	  over	  a	  period	  of	  time.	  	  	  

Industry—Reference	  or	  classification	  of	  a	  group	  of	  companies	  or	  related	  or	  connected	  by	  their	  common	  business	  
practices	  or	  activities.	  	  	  

Assessment-‐-‐Evaluation	  of	  a	  person’s	  skills	  and	  abilities.	  	  	  

Job	  Readiness	  Workshop-‐-‐-‐A	  class	  or	  instruction	  that	  prepares	  individuals	  on	  topics	  related	  to	  looking	  for	  a	  job.	  	  	  

Soft	  Skills-‐-‐-‐Personal	  behaviors,	  attitudes,	  and	  communication	  that	  show	  an	  individual’s	  ability	  to	  interact	  with	  
others.	  	  

Sell	  Yourself—Ability	  of	  an	  individual	  to	  talk	  about,	  discuss	  and/or	  share	  their	  skills,	  knowledge	  and	  capabilities	  to	  an	  
employer.	  Process	  of	  convincing	  or	  persuading	  an	  employer	  about	  the	  skills	  an	  individual	  possesses.	  	  

60	  Second	  Commercial-‐-‐-‐Brief	  verbal	  presentation	  that	  explains	  an	  individual’s	  skills,	  work	  history	  and	  experience	  
related	  to	  a	  job.	  	  

Why	  Should	  I	  Hire	  You?—Potential	  interview	  question	  posed	  to	  a	  job	  candidate	  by	  an	  employer.	  A	  question	  that	  an	  
employer	  is	  considering	  when	  they	  are	  interviewing	  job	  candidates.	  	  
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Men	  

	  	  	  	  	  	   	  	  	  	  	  	   	  	  	   	  

	  

DO	  NOT	  WEAR!!!	  
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Interview—Meeting	  with	  a	  business	  or	  company	  to	  discuss	  a	  job	  candidates	  ability	  to	  do	  a	  specific	  job.	  Meetings	  can	  
be	  face-‐to-‐face	  or	  over	  the	  telephone.	  	  

	  	  	  	  	  	  	  	  	  

	  	  	  	  	  	  

	  

Professional	  Attire—Clothing	  that	  represents	  a	  business	  or	  work	  environment.	  Clothing	  that	  is	  not	  casual,	  like	  jeans,	  
shorts,	  T-‐Shirts,	  baseball	  caps	  or	  sweaters,	  sneakers	  or	  boots.	  	  

	  

EXAMPLES	  OF	  APPROPRIATE	  INTERVIEW	  ATTIRE	  

	  

Women	  
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Vocabulary	  for	  a	  Job	  Search	  	  
The	  list	  below	  is	  phrases	  and	  vocabulary	  terms	  adult	  English	  learners	  and	  all	  job	  seekers	  should	  be	  familiar	  with	  when	  
conducting	  a	  job	  search.	  	  

Job	  Search	  Terminology	  	  

Resume-‐-‐-‐Document	  used	  to	  represent	  a	  person’s	  work	  experience	  and	  skills.	  	  

RESUME	  SAMPLES	  

	  

	  	  	  	  	  	   	  
	   	   	  	  

COVER	  LETTER	  SAMPLES	  

Cover	  Letter—Document	  included	  with	  a	  resume	  that	  explains	  a	  job	  candidates’	  background	  and	  experience	  in	  more	  
detail.	  	  
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Resume	  Worksheet	  

3

	   	  

Phase	  III—Computer	  Usage	  Cont.	  
	  

€ Highlight—To	  select	  an	  object	  or	  text	  on	  the	  computer	  screen	  creating	  a	  “shade”	  or	  “shadow”	  over	  the	  object	  or	  
text.	  This	  allows	  the	  user	  to	  perform	  a	  new	  function	  such	  as	  moving,	  copying	  or	  cutting	  the	  object	  or	  text.	  	  	   	  

€ Save-‐-‐To	  store	  a	  document,	  data	  or	  information	  on	  a	  computer	  or	  electronic	  device.	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
	  

€ Delete—To	  erase	  or	  remove	  a	  document	  or	  file	  on	  a	  computer	  or	  within	  a	  document.	  	  

	  
€ Attach—Connecting	  a	  document	  or	  file	  to	  computer	  function	  (normally	  to	  an	  email	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  

message).	  	  
€ Backspace-‐-‐-‐Press	  the	  “backspace”	  key	  on	  the	  keyboard	  to	  move	  your	  cursor	  to	  	  delete	  a	  word	  spaces	  in	  between	  

words.	  	  	  	  	  

	  

Computer	  Terms	  	  

€ Website-‐-‐-‐An	  electronic	  “page”	  that	  is	  accessed	  through	  a	  computer	  and	  on	  the	  “Internet.”	  	  A	  website	  is	  the	  
location	  where	  a	  company	  or	  employer	  will	  list	  job	  openings.	  	  

	  
€ Email-‐-‐-‐Electronic	  messages	  sent	  from	  one	  user	  to	  others	  through	  a	  network,	  mostly	  done	  on	  the	  computer	  
€ Internet-‐-‐An	  electronic	  communication	  network	  that	  connects	  computer	  systems	  worldwide.	  	  	  
€ Online—Controlled	  or	  connected	  to	  another	  computer	  or	  to	  another	  network.	  	  
€ Database-‐-‐-‐A	  set	  of	  information	  or	  data	  that	  is	  organized	  and	  stored	  on	  a	  computer	  or	  Online.	  	  
€ URL-‐-‐-‐An	  Internet	  address;	  usually	  directed	  to	  an	  organization	  or	  company	  (Example:	  the	  URL	  to	  

MontgomeryWorks	  is	  http://www.montgomeryworks.com)	  	  
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2

Phase	  III—Computer	  Usage	  

Computer	  Hardware	  

€ Mouse—Hand	  operated	  device	  connected	  to	  the	  computer	  used	  on	  a	  flat	  
surface	  that	  helps	  the	  user	  to	  control	  the	  operations	  on	  the	  computer.	  	  
	  
Normally	  located	  to	  the	  right	  of	  the	  computer,	  the	  mouse	  helps	  you	  move	  items	  
on	  the	  computer	  screen,	  and	  make	  selections	  by	  pressing	  the	  buttons	  on	  the	  
mouse.	  	   	  

	  

	  

€ Computer	  Screen	  or	  Monitor	  -‐-‐-‐	  Displays	  the	  information	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
from	  the	  computer	  to	  the	  user.	  The	  screen	  or	  monitor	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
looks	  similar	  to	  a	  television	  screen.	  	  

	  

€ Keyboard	  -‐-‐-‐Allows	  customers	  to	  enter	  information	  into	  the	  computer.	  The	  
“keys”	  on	  the	  keyboard	  have	  the	  alphabet,	  numbers	  and	  symbols	  that	  are	  
normally	  used	  when	  “typing”	  information.	  	  The	  keyboard	  has	  the	  same	  keys	  as	  
a	  typewriter.	   	  

€ Flash	  drive-‐-‐-‐A	  small	  electronic	  device	  that	  allows	  customers	  to	  store	  
documents	  and	  files	  used	  or	  created	  on	  the	  computer.	  This	  device	  plugged	  into	  
the	  computers’	  	  hard	  disk.	  	  	  

	  

€ USB—A	  small	  portable	  electronic	  device	  that	  also	  works	  like	  a	  flash	  drive	  and	  
stores	  information	  and	  documents	  from	  a	  computer.	  	  

	  

Computer	  Functions	  	  

€ Cursor—A	  solid	  blinking	  symbol	  that	  indicates	  the	  position	  on	  a	  computer	  screen	  where	  the	  user	  can	  begin	  
typing	  or	  perform	  other	  functions.	  	  

€ Click	  or	  Clicking—Act	  of	  pressing	  down	  on	  the	  right	  or	  left	  buttons	  on	  the	  computer	  mouse	  to	  make	  a	  selection	  
or	  perform	  a	  function.	  	  

€ Menu	  Bar-‐-‐-‐Section	  on	  a	  computer	  screen	  or	  within	  a	  computer	  program	  that	  is	  located	  at	  the	  top	  of	  the	  
screen	  or	  on	  the	  left	  side	  listing	  the	  program	  functions.	  	  	  

€ Scroll	  or	  Scrolling—The	  ability	  to	  move	  up,	  down	  or	  across	  the	  computer	  screen	  so	  that	  a	  line,	  text	  or	  image	  is	  
visible	  on	  the	  screen.	  Requires	  use	  of	  the	  computer	  mouse	  and	  clicking	  on	  the	  right	  button	  of	  the	  mouse.	  	  	   	  

€ Drag-‐-‐-‐Moving	  an	  image	  or	  object	  on	  the	  computer	  display	  screen	  with	  the	  use	  of	  the	  computer	  mouse.	  The	  
object	  on	  the	  screen	  is	  moved	  when	  the	  mouse	  button	  is	  held	  down	  and	  the	  mouse	  is	  moved.	  

Developed	  by	  Workforce	  Solutions	  Group,	  Inc.	  for	  the	  MCAEL	  Grantees	  Workforce	  Toolkit	  •	  December	  2013	  	  
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1

GLOSSARY	  OF	  WORKFORCE	  TERMS	  AND	  	  
JOB	  SEARCH	  VOCABULARY	  CHECKLIST	  
Section	  I-‐-‐-‐UTILIZING	  THE	  ONE-‐STOP	  CAREER	  CENTER	  

Listed	  below	  is	  a	  glossary	  of	  terms	  and	  phrases	  frequently	  used	  at	  the	  MontgomeryWorks	  One-‐Stop	  Career	  Centers	  
that	  adult	  English	  learners	  should	  be	  familiar	  with	  when	  utilizing	  the	  centers	  for	  their	  job	  search.	  	  

Phase	  I-‐Intake:	  	  

€ Enroll-‐-‐-‐Sign	  up	  to	  participate	  in	  needed	  services	  
€ Register-‐-‐-‐Same	  as	  above,	  sign	  up	  to	  participate	  in	  needed	  services	  	  
€ Registration	  form-‐-‐-‐	  Enrollment	  form	  providing	  background	  information	  on	  job	  seekers	  needed	  to	  be	  

completed	  at	  the	  first	  visit	  in	  order	  for	  job	  seekers	  to	  visit	  or	  use	  the	  One-‐Stop	  Centers.	  	  
€ Maryland	  Workforce	  Exchange	  (MWE)-‐-‐-‐Job	  search	  database	  for	  the	  Maryland	  Department	  of	  Labor,	  

Licensing	  and	  Regulation	  (DLLR	  pronounced	  as	  “dollar”)	  featuring	  a	  multiple	  job	  vacancies.	  	  Job	  seekers	  
using	  the	  career	  centers	  are	  required	  to	  enroll	  in	  MWE	  in	  order	  to	  receive	  services.	  A	  valid	  Social	  Security	  
number	  is	  required	  to	  enroll	  on	  MWE.	  	  

€ New	  Customer	  Orientation-‐-‐-‐Information	  session	  providing	  an	  explanation	  of	  the	  various	  services	  available	  
at	  the	  career	  center.	  	  	  

Phase	  II-‐-‐Resource	  Room:	  

€ Core	  Services—Job	  search	  assistance	  provided	  to	  job	  seekers	  in	  an	  area	  known	  as	  the	  “Resource	  Room”	  
which	  consists	  of	  a	  job	  board	  with	  a	  listing	  of	  job	  vacancies,	  computers,	  	  a	  copier,	  fax	  machine	  and	  other	  
resources	  and	  information	  to	  help	  job	  seekers	  in	  need	  of	  supportive	  services	  (i.e.	  clothing	  referrals,	  food	  
bank	  information,	  housing	  assistance,	  shelters,	  literacy	  training,	  youth	  information,	  etc.)	  	  

€ Job	  Board-‐-‐-‐Listing	  of	  current	  job	  openings	  posted	  on	  a	  bulletin	  board	  in	  each	  career	  centers.	  	  
€ Computer	  Station-‐-‐-‐Computer	  workstation	  for	  customers	  to	  use	  while	  visiting	  the	  	  

career	  centers	  to	  conduct	  their	  job	  search	  consisting	  of	  accessing	  job	  search	  websites,	  	  	  
email,	  and	  word	  processing/Microsoft	  Office	  applications,	  and	  a	  typing	  tutor.	  	  

€ Computer	  ID	  Number-‐-‐-‐Confidential	  identification	  number	  for	  customers	  as	  their	  login	  to	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
reserve	  and	  use	  a	  computer	  at	  the	  career	  center.	  	  

€ Guest	  Computer	  ID	  Number-‐-‐-‐Confidential	  guest	  code	  and	  “pass”	  for	  customers	  to	  use	  during	  their	  first	  
visiting	  the	  career	  center	  and/or	  until	  their	  permanent	  Computer	  ID#	  is	  activated.	  	  

€ Resource	  Specialist-‐-‐-‐Professional	  staff	  at	  the	  career	  centers	  who	  work	  in	  the	  Resource	  Room	  who	  can	  
assist	  job	  seekers	  with	  questions	  while	  they	  utilize	  the	  resource	  room.	  	  
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Workforce	  Employment	  Readiness	  Resources	  

Other Series: 
Saslow, J. (2005). Workplace Plus: Living and Working in English. White Plains, NY: Addison Wesley 
Longman, Inc. 
Vacco, E. & Jablon, P. (2003). At Work in the U.S. - Reading and Language for Job Success. Syracuse, NY: 
New Readers Press. 
Vacco, E. & Jablon, P. (2007). Conversations for Work. Syracuse, NY: New Readers Press. 
 
Videos: 
http://video.about.com/esl/Learn-ESL--What-to-Expect-in-a-Job-Interview.htm#  (transcript also included) 
http://video.about.com/esl/Learn-ESL--Essential-Phrases-for-Job-Interviews.htm 
 
Behavioral Characteristics/Communicating at work 
http://20topjobskills.wikispaces.com/ 
http://www.fremont.k12.ca.us/Page/815     
http://caw.aaca-boston.org/   
 
Workplace Ethics scenarios: 
http://wvde.state.wv.us/osp/Transition/student10%20Workplace%20Ethics.pdf 
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Supplemental	  Vocabulary	  Skills	  List	  
Instructor’s	  Resource.	  Not	  to	  be	  used	  as	  a	  worksheet	  for	  beginners	  or	  intermediate	  learners.	  

Workforce	  Employment	  Readiness	  Resources	  
Textbooks:	  

Tit le  Level Book 
# 

Unit  Publisher 

All Star (2nd edition) 

High Beginning 1 10 

McGraw Hill Low 
Intermediate 

2 10 

     

Future 

High Beginning 2 8 & 12 

Pearson Longman Low 
Intermediate 

3 4 & 9 

Future  

    Transitions to Work Intermediate 

• Food Services/Health 
Care 

• Hospitality 
• Manufacturing 
• Technology 

Pearson Longman 

     

Side By Side Plus High Beginning 2 8 

Pearson Longman Low 
Intermediate 

3 4 & 5 

     

Stand Out (2nd edition) 

High Beginning 1 7 

Heinle Cengage Learning Low 
Intermediate 

2 7 

     

Step Forward 

High Beginning 2 4 & 5 

Oxford University Press Low 
Intermediate 

3 3 & 4 

     

Ventures High Beginning 2 8 Cambridge University Press 
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Top	  20	  soft	  skills	  and	  “Good	  Employee”	  behaviors	  

http://20topjobskills.wikispaces.com/ 

 
1.	  Arrive on time – come to work and start a job exactly at the appointed time. 
 
2.	  Work well with others – get along with coworkers, be a team player, be respectful and 
friendly.  
 
3.	  Question for understanding – ask questions and check that people understand you. 
 
4.	  Follow directions – listen to instructions and do your job exactly as it has been explained. 
 
5.	  Show initiative – offer to do extra work. 
 
6.	  Ask questions about tasks – ask questions when you do not understand how to do 
something. 
 
7.	  Complete work on time - finish work before the appointed time or a deadline. 
 
8.	  Make suggestions – recommend something, or give advice. 
 
9.	  Volunteer for difficult jobs – offer to do a hard task without anybody asking you to do it. 
 
10.	  Manage time efficiently – use time wisely. 
 
11. Be flexible- be ready to work all shifts. 
 
12. Be responsible and reliable- take a full responsibility for your work. 

13. Be able to solve problems on your own - be ready to understand what the problem is 
and  how to fix it. 
 
14. Have a positive attitude - be friendly, do not complain. 
 
15. Be a fast learner - learn how to do something new at work or use a new tool fast. 
 
16. Do a good job and be attentive to details - know your job and the smallest details 
about it. 
 
17. Have good attendance- do not miss a lot of days at work. 
 
18. Express yourself well- improve your communication skills. 
 
19. Keep up-to-date and take classes - learn new things about your job learn new methods 
and new ways of doing it. 
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Cover	  Letter	  Template	  

[Your	  Name]	  

[Street	  Address]	  

[City,	  ST	  	  ZIP	  Code]	  

	  

November	  25,	  2013	  

	  

[Recipient	  Name]	  

[Title]	  

[Company	  Name]	  

[Street	  Address]	  

[City,	  ST	  	  ZIP	  Code]	  

	  

Dear	  [Recipient	  Name]:	  

	  

I	  am	  writing	  in	  response	  to	  your	  ad	  in	  the	  Elm	  Street	  News.	  The	  position	  requirements	  and	  my	  

skills	  are	  a	  perfect	  match.	  

	  

As	  you’ll	  see	  on	  my	  enclosed	  resume,	  I	  have	  the	  educational	  background,	  professional	  

experience,	  and	  track	  record	  for	  which	  you	  are	  searching.	  In	  addition,	  I	  am	  motivated	  and	  

enthusiastic,	  and	  would	  appreciate	  the	  opportunity	  to	  contribute	  to	  your	  firm’s	  success.	  

	  

I	  can	  promise	  that	  meeting	  with	  me	  will	  not	  be	  a	  waste	  of	  your	  time—and	  I	  will	  make	  myself	  

available	  at	  your	  convenience,	  during	  or	  outside	  of	  normal	  business	  hours.	  

	  

Sincerely,	  

[Your	  Name]	  

	  

Interpersonal	  Skills	  

1

Employers confirm that clear, confident speech, 
eye contact, a smile and a firm handshake are 
essential attributes for successful job seekers – 
even for those who are learning English.   
 
ESOL teachers can prepare their adult students 
for the US workplace in Basic and Beginning 
ESL classrooms by incorporating the following 
topics into their curricula.   
 
Many of the topics below are covered in ESOL 
classes, however the adult learners might feel 
awkward, laugh nervously, and otherwise not 
gain full mastery of the skills.  Whenever 
possible, seek to create a realistic scenario and 
allow plenty of time for practice.  For example, 
when practicing telephone skills, one could set 
up a role play with real phones, and students 
have their backs to each other.    
 
Role plays, mock interviews, line dialogues, 
skits and all manner of interactive exercises 
would all be effective means to work with 
students on these skills.  
 
Nonverbal communication 

• Eye contact 
• Firm handshake 
• Smile 
• Strong voice 

Basic Manners  for the workplace 
• Please 
• Thank you 

Greet ings 
• My name is (when to use first name 

only, when to use last name) 
• I’m so sorry I’m late!  There was an 

accident…. 
• How have you been?  It’s been so 

long…. 

Related	  Links	  

http://www.globaltalentbridge.org/toolkit/pdf/CH3_ESLStrategies.pdf	  

http://www.esl-‐lab.com/vocab/v-‐workplace.htm#vocab	  

http://bogglesworldesl.com/business_telephone_roleplay.htm	  

http://www.esolcourses.com/content/englishforwork/jobvocab/jobsea
rchvocab1.html	  

	  

 

2

Introductions in a professional  sett ing 
• Appropriate topics 
• What information not to share  

Basic Telephone Ski lls 
• Calling 
• Answering 
• Taking a message 
• Leaving a message – repeat the number 

When you don’t understand 
• I’m sorry, I didn’t understand.  Could you 

repeat that? 
Basic Customer Service 

• How can I help you? 
• May I place you on hold? 

Workplace Norms 
• Professional Attire 
• Cell phone etiquette 
• No children 
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Cover	  Letter	  Template	  

[Your	  Name]	  

[Street	  Address]	  

[City,	  ST	  	  ZIP	  Code]	  

	  

November	  25,	  2013	  

	  

[Recipient	  Name]	  

[Title]	  

[Company	  Name]	  

[Street	  Address]	  

[City,	  ST	  	  ZIP	  Code]	  

	  

Dear	  [Recipient	  Name]:	  

	  

I	  am	  writing	  in	  response	  to	  your	  ad	  in	  the	  Elm	  Street	  News.	  The	  position	  requirements	  and	  my	  

skills	  are	  a	  perfect	  match.	  

	  

As	  you’ll	  see	  on	  my	  enclosed	  resume,	  I	  have	  the	  educational	  background,	  professional	  

experience,	  and	  track	  record	  for	  which	  you	  are	  searching.	  In	  addition,	  I	  am	  motivated	  and	  

enthusiastic,	  and	  would	  appreciate	  the	  opportunity	  to	  contribute	  to	  your	  firm’s	  success.	  

	  

I	  can	  promise	  that	  meeting	  with	  me	  will	  not	  be	  a	  waste	  of	  your	  time—and	  I	  will	  make	  myself	  

available	  at	  your	  convenience,	  during	  or	  outside	  of	  normal	  business	  hours.	  

	  

Sincerely,	  

[Your	  Name]	  

	  

Interpersonal	  Skills	  

1

Employers confirm that clear, confident speech, 
eye contact, a smile and a firm handshake are 
essential attributes for successful job seekers – 
even for those who are learning English.   
 
ESOL teachers can prepare their adult students 
for the US workplace in Basic and Beginning 
ESL classrooms by incorporating the following 
topics into their curricula.   
 
Many of the topics below are covered in ESOL 
classes, however the adult learners might feel 
awkward, laugh nervously, and otherwise not 
gain full mastery of the skills.  Whenever 
possible, seek to create a realistic scenario and 
allow plenty of time for practice.  For example, 
when practicing telephone skills, one could set 
up a role play with real phones, and students 
have their backs to each other.    
 
Role plays, mock interviews, line dialogues, 
skits and all manner of interactive exercises 
would all be effective means to work with 
students on these skills.  
 
Nonverbal communication 

• Eye contact 
• Firm handshake 
• Smile 
• Strong voice 

Basic Manners  for the workplace 
• Please 
• Thank you 

Greet ings 
• My name is (when to use first name 

only, when to use last name) 
• I’m so sorry I’m late!  There was an 

accident…. 
• How have you been?  It’s been so 

long…. 

Related	  Links	  

http://www.globaltalentbridge.org/toolkit/pdf/CH3_ESLStrategies.pdf	  

http://www.esl-‐lab.com/vocab/v-‐workplace.htm#vocab	  

http://bogglesworldesl.com/business_telephone_roleplay.htm	  

http://www.esolcourses.com/content/englishforwork/jobvocab/jobsea
rchvocab1.html	  

	  

 

2

Introductions in a professional  sett ing 
• Appropriate topics 
• What information not to share  

Basic Telephone Ski lls 
• Calling 
• Answering 
• Taking a message 
• Leaving a message – repeat the number 

When you don’t understand 
• I’m sorry, I didn’t understand.  Could you 

repeat that? 
Basic Customer Service 

• How can I help you? 
• May I place you on hold? 

Workplace Norms 
• Professional Attire 
• Cell phone etiquette 
• No children 
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Top	  20	  soft	  skills	  and	  “Good	  Employee”	  behaviors	  

http://20topjobskills.wikispaces.com/ 

 
1.	  Arrive on time – come to work and start a job exactly at the appointed time. 
 
2.	  Work well with others – get along with coworkers, be a team player, be respectful and 
friendly.  
 
3.	  Question for understanding – ask questions and check that people understand you. 
 
4.	  Follow directions – listen to instructions and do your job exactly as it has been explained. 
 
5.	  Show initiative – offer to do extra work. 
 
6.	  Ask questions about tasks – ask questions when you do not understand how to do 
something. 
 
7.	  Complete work on time - finish work before the appointed time or a deadline. 
 
8.	  Make suggestions – recommend something, or give advice. 
 
9.	  Volunteer for difficult jobs – offer to do a hard task without anybody asking you to do it. 
 
10.	  Manage time efficiently – use time wisely. 
 
11. Be flexible- be ready to work all shifts. 
 
12. Be responsible and reliable- take a full responsibility for your work. 

13. Be able to solve problems on your own - be ready to understand what the problem is 
and  how to fix it. 
 
14. Have a positive attitude - be friendly, do not complain. 
 
15. Be a fast learner - learn how to do something new at work or use a new tool fast. 
 
16. Do a good job and be attentive to details - know your job and the smallest details 
about it. 
 
17. Have good attendance- do not miss a lot of days at work. 
 
18. Express yourself well- improve your communication skills. 
 
19. Keep up-to-date and take classes - learn new things about your job learn new methods 
and new ways of doing it. 
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Supplemental	  Vocabulary	  Skills	  List	  
Instructor’s	  Resource.	  Not	  to	  be	  used	  as	  a	  worksheet	  for	  beginners	  or	  intermediate	  learners.	  

Workforce	  Employment	  Readiness	  Resources	  
Textbooks:	  

Tit le  Level Book 
# 

Unit  Publisher 

All Star (2nd edition) 

High Beginning 1 10 

McGraw Hill Low 
Intermediate 

2 10 

     

Future 

High Beginning 2 8 & 12 

Pearson Longman Low 
Intermediate 

3 4 & 9 

Future  

    Transitions to Work Intermediate 

• Food Services/Health 
Care 

• Hospitality 
• Manufacturing 
• Technology 

Pearson Longman 

     

Side By Side Plus High Beginning 2 8 

Pearson Longman Low 
Intermediate 

3 4 & 5 

     

Stand Out (2nd edition) 

High Beginning 1 7 

Heinle Cengage Learning Low 
Intermediate 

2 7 

     

Step Forward 

High Beginning 2 4 & 5 

Oxford University Press Low 
Intermediate 

3 3 & 4 

     

Ventures High Beginning 2 8 Cambridge University Press 
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Workforce	  Employment	  Readiness	  Resources	  

Other Series: 
Saslow, J. (2005). Workplace Plus: Living and Working in English. White Plains, NY: Addison Wesley 
Longman, Inc. 
Vacco, E. & Jablon, P. (2003). At Work in the U.S. - Reading and Language for Job Success. Syracuse, NY: 
New Readers Press. 
Vacco, E. & Jablon, P. (2007). Conversations for Work. Syracuse, NY: New Readers Press. 
 
Videos: 
http://video.about.com/esl/Learn-ESL--What-to-Expect-in-a-Job-Interview.htm#  (transcript also included) 
http://video.about.com/esl/Learn-ESL--Essential-Phrases-for-Job-Interviews.htm 
 
Behavioral Characteristics/Communicating at work 
http://20topjobskills.wikispaces.com/ 
http://www.fremont.k12.ca.us/Page/815     
http://caw.aaca-boston.org/   
 
Workplace Ethics scenarios: 
http://wvde.state.wv.us/osp/Transition/student10%20Workplace%20Ethics.pdf 
	  

	  

	  

	  



21

12	   21	  

1

GLOSSARY	  OF	  WORKFORCE	  TERMS	  AND	  	  
JOB	  SEARCH	  VOCABULARY	  CHECKLIST	  
Section	  I-‐-‐-‐UTILIZING	  THE	  ONE-‐STOP	  CAREER	  CENTER	  

Listed	  below	  is	  a	  glossary	  of	  terms	  and	  phrases	  frequently	  used	  at	  the	  MontgomeryWorks	  One-‐Stop	  Career	  Centers	  
that	  adult	  English	  learners	  should	  be	  familiar	  with	  when	  utilizing	  the	  centers	  for	  their	  job	  search.	  	  

Phase	  I-‐Intake:	  	  

€ Enroll-‐-‐-‐Sign	  up	  to	  participate	  in	  needed	  services	  
€ Register-‐-‐-‐Same	  as	  above,	  sign	  up	  to	  participate	  in	  needed	  services	  	  
€ Registration	  form-‐-‐-‐	  Enrollment	  form	  providing	  background	  information	  on	  job	  seekers	  needed	  to	  be	  

completed	  at	  the	  first	  visit	  in	  order	  for	  job	  seekers	  to	  visit	  or	  use	  the	  One-‐Stop	  Centers.	  	  
€ Maryland	  Workforce	  Exchange	  (MWE)-‐-‐-‐Job	  search	  database	  for	  the	  Maryland	  Department	  of	  Labor,	  

Licensing	  and	  Regulation	  (DLLR	  pronounced	  as	  “dollar”)	  featuring	  a	  multiple	  job	  vacancies.	  	  Job	  seekers	  
using	  the	  career	  centers	  are	  required	  to	  enroll	  in	  MWE	  in	  order	  to	  receive	  services.	  A	  valid	  Social	  Security	  
number	  is	  required	  to	  enroll	  on	  MWE.	  	  

€ New	  Customer	  Orientation-‐-‐-‐Information	  session	  providing	  an	  explanation	  of	  the	  various	  services	  available	  
at	  the	  career	  center.	  	  	  

Phase	  II-‐-‐Resource	  Room:	  

€ Core	  Services—Job	  search	  assistance	  provided	  to	  job	  seekers	  in	  an	  area	  known	  as	  the	  “Resource	  Room”	  
which	  consists	  of	  a	  job	  board	  with	  a	  listing	  of	  job	  vacancies,	  computers,	  	  a	  copier,	  fax	  machine	  and	  other	  
resources	  and	  information	  to	  help	  job	  seekers	  in	  need	  of	  supportive	  services	  (i.e.	  clothing	  referrals,	  food	  
bank	  information,	  housing	  assistance,	  shelters,	  literacy	  training,	  youth	  information,	  etc.)	  	  

€ Job	  Board-‐-‐-‐Listing	  of	  current	  job	  openings	  posted	  on	  a	  bulletin	  board	  in	  each	  career	  centers.	  	  
€ Computer	  Station-‐-‐-‐Computer	  workstation	  for	  customers	  to	  use	  while	  visiting	  the	  	  

career	  centers	  to	  conduct	  their	  job	  search	  consisting	  of	  accessing	  job	  search	  websites,	  	  	  
email,	  and	  word	  processing/Microsoft	  Office	  applications,	  and	  a	  typing	  tutor.	  	  

€ Computer	  ID	  Number-‐-‐-‐Confidential	  identification	  number	  for	  customers	  as	  their	  login	  to	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
reserve	  and	  use	  a	  computer	  at	  the	  career	  center.	  	  

€ Guest	  Computer	  ID	  Number-‐-‐-‐Confidential	  guest	  code	  and	  “pass”	  for	  customers	  to	  use	  during	  their	  first	  
visiting	  the	  career	  center	  and/or	  until	  their	  permanent	  Computer	  ID#	  is	  activated.	  	  

€ Resource	  Specialist-‐-‐-‐Professional	  staff	  at	  the	  career	  centers	  who	  work	  in	  the	  Resource	  Room	  who	  can	  
assist	  job	  seekers	  with	  questions	  while	  they	  utilize	  the	  resource	  room.	  	  
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2

Phase	  III—Computer	  Usage	  

Computer	  Hardware	  

€ Mouse—Hand	  operated	  device	  connected	  to	  the	  computer	  used	  on	  a	  flat	  
surface	  that	  helps	  the	  user	  to	  control	  the	  operations	  on	  the	  computer.	  	  
	  
Normally	  located	  to	  the	  right	  of	  the	  computer,	  the	  mouse	  helps	  you	  move	  items	  
on	  the	  computer	  screen,	  and	  make	  selections	  by	  pressing	  the	  buttons	  on	  the	  
mouse.	  	   	  

	  

	  

€ Computer	  Screen	  or	  Monitor	  -‐-‐-‐	  Displays	  the	  information	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
from	  the	  computer	  to	  the	  user.	  The	  screen	  or	  monitor	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
looks	  similar	  to	  a	  television	  screen.	  	  

	  

€ Keyboard	  -‐-‐-‐Allows	  customers	  to	  enter	  information	  into	  the	  computer.	  The	  
“keys”	  on	  the	  keyboard	  have	  the	  alphabet,	  numbers	  and	  symbols	  that	  are	  
normally	  used	  when	  “typing”	  information.	  	  The	  keyboard	  has	  the	  same	  keys	  as	  
a	  typewriter.	   	  

€ Flash	  drive-‐-‐-‐A	  small	  electronic	  device	  that	  allows	  customers	  to	  store	  
documents	  and	  files	  used	  or	  created	  on	  the	  computer.	  This	  device	  plugged	  into	  
the	  computers’	  	  hard	  disk.	  	  	  

	  

€ USB—A	  small	  portable	  electronic	  device	  that	  also	  works	  like	  a	  flash	  drive	  and	  
stores	  information	  and	  documents	  from	  a	  computer.	  	  

	  

Computer	  Functions	  	  

€ Cursor—A	  solid	  blinking	  symbol	  that	  indicates	  the	  position	  on	  a	  computer	  screen	  where	  the	  user	  can	  begin	  
typing	  or	  perform	  other	  functions.	  	  

€ Click	  or	  Clicking—Act	  of	  pressing	  down	  on	  the	  right	  or	  left	  buttons	  on	  the	  computer	  mouse	  to	  make	  a	  selection	  
or	  perform	  a	  function.	  	  

€ Menu	  Bar-‐-‐-‐Section	  on	  a	  computer	  screen	  or	  within	  a	  computer	  program	  that	  is	  located	  at	  the	  top	  of	  the	  
screen	  or	  on	  the	  left	  side	  listing	  the	  program	  functions.	  	  	  

€ Scroll	  or	  Scrolling—The	  ability	  to	  move	  up,	  down	  or	  across	  the	  computer	  screen	  so	  that	  a	  line,	  text	  or	  image	  is	  
visible	  on	  the	  screen.	  Requires	  use	  of	  the	  computer	  mouse	  and	  clicking	  on	  the	  right	  button	  of	  the	  mouse.	  	  	   	  

€ Drag-‐-‐-‐Moving	  an	  image	  or	  object	  on	  the	  computer	  display	  screen	  with	  the	  use	  of	  the	  computer	  mouse.	  The	  
object	  on	  the	  screen	  is	  moved	  when	  the	  mouse	  button	  is	  held	  down	  and	  the	  mouse	  is	  moved.	  

Developed	  by	  Workforce	  Solutions	  Group,	  Inc.	  for	  the	  MCAEL	  Grantees	  Workforce	  Toolkit	  •	  December	  2013	  	  
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Resume	  Worksheet	  

3

	   	  

Phase	  III—Computer	  Usage	  Cont.	  
	  

€ Highlight—To	  select	  an	  object	  or	  text	  on	  the	  computer	  screen	  creating	  a	  “shade”	  or	  “shadow”	  over	  the	  object	  or	  
text.	  This	  allows	  the	  user	  to	  perform	  a	  new	  function	  such	  as	  moving,	  copying	  or	  cutting	  the	  object	  or	  text.	  	  	   	  

€ Save-‐-‐To	  store	  a	  document,	  data	  or	  information	  on	  a	  computer	  or	  electronic	  device.	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
	  

€ Delete—To	  erase	  or	  remove	  a	  document	  or	  file	  on	  a	  computer	  or	  within	  a	  document.	  	  

	  
€ Attach—Connecting	  a	  document	  or	  file	  to	  computer	  function	  (normally	  to	  an	  email	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  

message).	  	  
€ Backspace-‐-‐-‐Press	  the	  “backspace”	  key	  on	  the	  keyboard	  to	  move	  your	  cursor	  to	  	  delete	  a	  word	  spaces	  in	  between	  

words.	  	  	  	  	  

	  

Computer	  Terms	  	  

€ Website-‐-‐-‐An	  electronic	  “page”	  that	  is	  accessed	  through	  a	  computer	  and	  on	  the	  “Internet.”	  	  A	  website	  is	  the	  
location	  where	  a	  company	  or	  employer	  will	  list	  job	  openings.	  	  

	  
€ Email-‐-‐-‐Electronic	  messages	  sent	  from	  one	  user	  to	  others	  through	  a	  network,	  mostly	  done	  on	  the	  computer	  
€ Internet-‐-‐An	  electronic	  communication	  network	  that	  connects	  computer	  systems	  worldwide.	  	  	  
€ Online—Controlled	  or	  connected	  to	  another	  computer	  or	  to	  another	  network.	  	  
€ Database-‐-‐-‐A	  set	  of	  information	  or	  data	  that	  is	  organized	  and	  stored	  on	  a	  computer	  or	  Online.	  	  
€ URL-‐-‐-‐An	  Internet	  address;	  usually	  directed	  to	  an	  organization	  or	  company	  (Example:	  the	  URL	  to	  

MontgomeryWorks	  is	  http://www.montgomeryworks.com)	  	  
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Vocabulary	  for	  a	  Job	  Search	  	  
The	  list	  below	  is	  phrases	  and	  vocabulary	  terms	  adult	  English	  learners	  and	  all	  job	  seekers	  should	  be	  familiar	  with	  when	  
conducting	  a	  job	  search.	  	  

Job	  Search	  Terminology	  	  

Resume-‐-‐-‐Document	  used	  to	  represent	  a	  person’s	  work	  experience	  and	  skills.	  	  

RESUME	  SAMPLES	  

	  

	  	  	  	  	  	   	  
	   	   	  	  

COVER	  LETTER	  SAMPLES	  

Cover	  Letter—Document	  included	  with	  a	  resume	  that	  explains	  a	  job	  candidates’	  background	  and	  experience	  in	  more	  
detail.	  	  
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Interview—Meeting	  with	  a	  business	  or	  company	  to	  discuss	  a	  job	  candidates	  ability	  to	  do	  a	  specific	  job.	  Meetings	  can	  
be	  face-‐to-‐face	  or	  over	  the	  telephone.	  	  

	  	  	  	  	  	  	  	  	  

	  	  	  	  	  	  

	  

Professional	  Attire—Clothing	  that	  represents	  a	  business	  or	  work	  environment.	  Clothing	  that	  is	  not	  casual,	  like	  jeans,	  
shorts,	  T-‐Shirts,	  baseball	  caps	  or	  sweaters,	  sneakers	  or	  boots.	  	  

	  

EXAMPLES	  OF	  APPROPRIATE	  INTERVIEW	  ATTIRE	  

	  

Women	  

	  



26

26	   7	  

Men	  

	  	  	  	  	  	   	  	  	  	  	  	   	  	  	   	  

	  

DO	  NOT	  WEAR!!!	  
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Sample	  Job	  Application	  

Created	  by	  http://www.careerchoices.com/lounge/files/jobapplication.pdf	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  

	  

Job	  Title—Term	  or	  phrase	  that	  describes	  the	  position	  or	  work	  that	  an	  individual	  performed	  at	  a	  company.	  	  (Example:	  
Cashier,	  Customer	  Service	  Representative,	  Laborer)	  	  

Occupation—Describes	  an	  individual’s	  job	  or	  profession.	  (Example:	  Accountants,	  Teaching,	  Scientists)	  	  	  

Career-‐-‐-‐A	  job	  or	  profession	  (occupation)	  that	  an	  individual	  performs	  over	  a	  period	  of	  time.	  	  	  

Industry—Reference	  or	  classification	  of	  a	  group	  of	  companies	  or	  related	  or	  connected	  by	  their	  common	  business	  
practices	  or	  activities.	  	  	  

Assessment-‐-‐Evaluation	  of	  a	  person’s	  skills	  and	  abilities.	  	  	  

Job	  Readiness	  Workshop-‐-‐-‐A	  class	  or	  instruction	  that	  prepares	  individuals	  on	  topics	  related	  to	  looking	  for	  a	  job.	  	  	  

Soft	  Skills-‐-‐-‐Personal	  behaviors,	  attitudes,	  and	  communication	  that	  show	  an	  individual’s	  ability	  to	  interact	  with	  
others.	  	  

Sell	  Yourself—Ability	  of	  an	  individual	  to	  talk	  about,	  discuss	  and/or	  share	  their	  skills,	  knowledge	  and	  capabilities	  to	  an	  
employer.	  Process	  of	  convincing	  or	  persuading	  an	  employer	  about	  the	  skills	  an	  individual	  possesses.	  	  

60	  Second	  Commercial-‐-‐-‐Brief	  verbal	  presentation	  that	  explains	  an	  individual’s	  skills,	  work	  history	  and	  experience	  
related	  to	  a	  job.	  	  

Why	  Should	  I	  Hire	  You?—Potential	  interview	  question	  posed	  to	  a	  job	  candidate	  by	  an	  employer.	  A	  question	  that	  an	  
employer	  is	  considering	  when	  they	  are	  interviewing	  job	  candidates.	  	  
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What	  an	  instructor	  can	  do	  in	  class	  to	  help	  learners	  be	  successful	  

Instructors	  can	  help	  learners	  to	  develop	  the	  skills	  they	  need	  by	  utilizing	  this	  toolkit.	  After	  piloting	  the	  toolkit,	  
this	  area	  will	  provide	  examples	  of	  how	  instructors	  have	  used	  the	  toolkit.	  	  
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