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In this activity, MAC participants will collect and prepare  
personal information that will be used when seeking employment. 

Note: This activity should precede Module 2 Activities #14-22. 

MODULE 2 - ACTIVITY #13 
GETTING READY FOR THE JOB HUNT 

SUPPLIES AND HANDOUTS VOCABULARY USED 
IN THIS ACTIVITY 

asylee 
certification / certificate 
contact information 
cover letter 
diploma  
 
Employment Authorization  
Document (EAD)  
Employment authorized 
employment portfolio 
experience 
folder 
 
Form I-94 Arrival-Departure  
Record  
Form I-765 Application for  
Employment Authorization  
GED (General Educational  
Development)   
paperwork 
references 
refugee 
 
resumé / statement of job-
related  
Social Security card 
transcript 
work  history 
 

One pocket folder per MAC participant, with name 
labels 
 
Handouts: 
 
I AM A REFUGEE OR ASYLEE - HOW DO I SHOW 
MY EMPLOYER THAT I AM AUTHORIZED TO WORK 
IN THE UNITED STATES? Also available on the U.S.  
Citizenship and Immigration Services website: 
http://www.uscis.gov/USCIS/Resources/D2en.pdf 
 
MY JOB APPLICATION RECORD 
 
SAMPLE COPIES OF COVER LETTER AND RESUMÉ  
 
EDUCATION AND TRAINING INFORMATION 
 
PATHS TO THE GED 
 
WHY TAKE THE GED? 
 
CERTIFICATIONS (4 pages) 
 
Optional: Plastic protectors for important papers 
 
Optional: Sample Form I-94 and EAD 
 
Optional: Sample Training certificate 
 
Optional: Sample high school transcript and diploma 
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BACKGROUND INFORMATION 

Module 2 - Activity #13 

Looking for a job can be a daunting process for anyone. 
Although employers generally request similar information 
and paperwork, it is confusing and time-consuming to 
wade through the different types of job postings and  
application requests.  
 
The employment search can be especially difficult for 
young refugees who are learning English and may not 
have a history of education and employment. Some of the MAC participants may 
have a track record of education and employment in their home countries, but 
their credentials may not meet federal or state requirements in the United States. 
 
There may be MAC participants who are interested in pursuing their education  
before seeking employment. They should still research employer requirements 
and gather paperwork so that they are fully prepared when they have completed 
their education. 
 
The first step before beginning the job hunt is to assess what is already at hand. 
Applicants will need contact information, details about work history, copies of  
certificates and diplomas, and other paperwork.  
 
Of course, the MAC participants may have none of the materials that are  
required. They will need assistance in gathering missing pieces such as a  
Social Security number and certificates. They will need to know how to respond  
to requests when they are unable to present information that is required. 
 
They should also be reassured that the gathered items (e.g., Social Security  
card, driver’s license, photo identification card) are not used the same way as 
they might have been used in their home countries and should not be required  
for a job application. The items are generally used for payroll records once  
employment is found, and for any security clearance a job may require.  
 
Some MAC participants may be concerned that they do not have any work  
history. Discuss that employers will look favorably upon an Experience Statement 
that is a summary of skills and interests, with a brief statement about past  
history. The emphasis in the statement should be on a willingness to work hard  
in a new job, learn new skills, and pursue interests and further training and  
education. 
 

 
 



Prior to instruction, the Coach may want to review the website of the U.S.  
Citizenship and Immigration Services for information on refugee employment  
and the brochure in the handouts I AM A REFUGEE OR ASYLEE - HOW DO I SHOW 
MY EMPLOYER THAT I AM AUTHORIZED TO WORK IN THE UNITED STATES?  
 
The handouts CERTIFICATIONS, WHY TAKE THE GED, PATHS TO THE GED,  
and EDUCATION AND TRAINING are for the Coach to use when advising MAC  
participants. Individualized assistance from the Coach will be necessary as the 
MAC participants prepare to seek employment. 
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ACTIVITY STEPS 

1. Provide each MAC participant with a pocket folder. Explain that this is their  
employment portfolio and it will hold all of their important papers for seeking  
a job. 
 

2. Distribute copies of the brochure in the handouts I AM A REFUGEE OR ASYLEE -  
HOW DO I SHOW MY EMPLOYER THAT I AM AUTHORIZED TO WORK IN THE 
UNITED STATES? 
 
Discuss the key points of the brochure, including the Form I-94 Arrival- 
Departure Record and the EAD (Employment Authorization Document).  
 
Explain how a Social Security card can be shown  
to an employer as proof of eligibility to be employed.  
 

3. Hold up each the following items and explain what it is 
used for and why employers might request it. 
 

• Application form 
• Current contact information 
• Cover letter and resumé 
• Training certificate (if sample is available) 
• High school transcript and diploma (if samples are available) 
• GED (General Educational Development) diploma (if sample is available) 

 
Explain that the MAC participants will be preparing all of the necessary items for 
their portfolio, with assistance from the Coach and other adults.  
 
Stress the importance of keeping the original items in the folder. They will have 
everything in one place and can make copies when it comes time to apply for a 
job. 

 
4. Hold up the following items and explain that they will need these items once they 

become employed so that they can get paid. These items cannot be required for a 
job application. 
 
Some of the MAC participants may need assistance from the Coach and the  
Refugee Resettlement Case Manager to begin the process of obtaining the items. 
(All of the items should be kept in a secure location with the MAC participant and 
not in the folders. The Coach may determine that locking all of the folders in a  
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file cabinet or other secure location will ensure that the folders will not get lost.) 
 

• Social Security card 
• Driver’s license or Department of Motor Vehicles Photo Identification 
• Auto-related paperwork, if relevant (insurance, registration) 
• Proof of residency  

 
5. Explain that in the United States anyone is eligible for a 

job if they are qualified and can match the requirements  
of the position. (A bona fide qualification is when an  
employer has specific reasonable requirements for a job 
that may limit applicants, such as requiring the applicant 
to be able to lift a certain weight, or to be able to drive a 
specific type of truck.)  
 
Explain that employers are not allowed to ask the following on a job application  
or during an interview (unless cleared by their legal representatives). MAC  
participants will not need paperwork that provides this information.  
 

• race, religion, gender, citizenship, nationality 
• height, weight 
• age 
• personal health information, including mental health 
• financial status 
• military discharge information 
• criminal record 
• family status 

 
6. Distribute the handout MY JOB APPLICATION RECORD. Discuss with the group the  

paperwork that needs to be collected.  
 

7. Discuss references the MAC participants include in their folder. They should  
find out the best way that an employer can contact the reference. 
 

8. Meet with each MAC participant to assist them in completing MY JOB  
APPLICATION RECORD and portfolio. 

5 Module 2 - Activity #13 



6 Module 2 - Activity #13 



7 Module 2 - Activity #13 



Full name:_________________________________ Date of birth:___________________ 

Address:________________________________________________________________ 

Phone:______________________________ E-mail address:______________________ 

Driver’s License Number or Photo ID:_________________________________________ 

Social Security Number:___________________________________________________ 

Previous volunteer or internship experience. 

_______________________________________________________________________ 
Contact     Address           Phone 
 
_______________________________________________________________________ 
Contact     Address           Phone 
 
Education programs entered and/or completed, including GED and high school: 

_______________________________________________________________________ 

Unpaid skills and interests:_________________________________________________ 

Background information that may be job related: 

_______________________________________________________________________ 

_______________________________________________________________________ 

References with address and phone numbers: 

_______________________________________________________________________

_______________________________________________________________________                  

      I-94 Arrival-Departure Records       EAD  Asylum approval notice 

MY JOB APPLICATION RECORD 
Keep this in a secure place! 
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SAMPLE COVER LETTER 
 

Name 
Address 
Phone 
E-mail 

 
 
 

DEAR Ms. or Mr. XXXXXXX,                                                             DATE 
 
 
Please find enclosed my application for the position of Assistant Child Care Specialist. 
 
I am currently enrolled in the Making a Connection job readiness program, sponsored by the Albany Refugee 
Center, for refugees who have recently resettled in the United States. My personal goal in the program is to  
obtain employment in child care and demonstrate that I can be a reliable and responsible employee. 
 
My skills include knowledge of first aid and nutrition. I have experience in conducting activities with young 
children, and currently serve as a supervisor in the Albany City School district after school program. I have an 
Employment Authorization Document (EAD). 
 
I would welcome the opportunity to discuss this position in more detail, and can be reached any time at the 
 e-mail address and phone number provided. 
 
Thank you for your consideration. 
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In this activity, MAC participants will become familiar  
with the process of completing a job application. 

MODULE 2 - ACTIVITY #14 

THE JOB APPLICATION 

SUPPLIES AND HANDOUTS VOCABULARY USED 
IN THIS ACTIVITY 

contact information 
 
cover letter 
 
employer 
 
Human Resources 
 
job application 
 
job opening 
 
manager 
 
online application 
 
qualified 
 
reference 
 
resumé 
 
(See also the handout  

WORDS COMMONLY FOUND ON 

APPLICATION FORMS) 

Portfolio of paperwork for completing a job  
application, such as contact information, past  
employer and reference information, sample  
Form I-94 Arrival-Departure Record, Employment 
Authorization Document (This portfolio is  
completed during  Module 2 Activity #13  
Preparing for the Job Hunt.) 
 
Handouts 
 
WORDS COMMONLY FOUND ON APPLICATION 
FORMS (reference for the MAC coach) 
 
SAMPLE RESUMÉS 
 
SAMPLE COVER LETTER 
 
PREPARE TO DO YOUR BEST 
 
WHAT IS ALLOWED?  
 
SAMPLE JOB APPLICATIONS 
 
SAMPLE ONLINE APPLICATION 
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BACKGROUND INFORMATION 

In Activity #13 Getting Ready for the Job Hunt, MAC  
participants prepared a portfolio of materials so that they  
would be ready to apply for a job. In this activity they will learn 
about the components of an application form and the process  
of asking about employment opportunities. Then they will  
practice completing the applications.  
 
Job applications can be a challenge, even though the same  
information is generally asked on most applications. For MAC participants, a job 
application may be intimidating because the process of completing an application 
is new, and reading and writing in English are required.  
 
Job applications should always be: 
 

• neat 
• complete 
• accurate (including spelling) 
• organized. 

 
Employers will draw immediate conclusions about applications that are incomplete 
or messy and will more than likely slide those applications to the bottom of the 
pile. MAC participants should develop the habit of proofing their application and,  
if possible, asking for someone else to review it before it is submitted. 
 
Some MAC participants may need to practice writing on the forms – including 
writing their own signature. Since so many applications are now submitted online, 
MAC participants will also need to be able to practice completing applications on 
the computer. 
 
MAC participants should have the information collected in Activity #13 Getting 
Ready for the Job Hunt so that they can successfully complete the applications.  
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ACTIVITY STEPS 

1. Ask the MAC participants to scatter around the room. They are going to pretend 
that they are the managers of a business. They should pretend to be busy  
working (sweeping, talking on the phone, writing, etc.) 
 
Explain that you are looking for a job and are going to approach each one of them 
about a possible job opening. They can respond in any way they want. 
 
If they do not have any jobs, you will show how to respond professionally. 
 
If they have a job opening, you will show how to apply for the job by completing 
a job application.  
 

2. Approach each “manager” and ask if there are any job openings. (Demonstrate 
the proper demeanor when asking employers about jobs.)  
 
Carry paperwork in case it is needed, and explain how it can be used when  
completing an application at the job site. 
 
React to the managers in a positive manner. 
 

• Thank you. Is it okay if I check again next week? 
 

• I am qualified for that job. Do you have an application? 
 

• Can I leave my name and contact information? 
 

• Can I fill out an application in case something comes up? 
 

• Do you have any suggestions about where I could look for employment  
in this type of business? 

 
3. After all of the managers have responded, gather the group together and discuss 

the proper behavior when asking about job openings. 
 
Explain that for many jobs it is not possible to go directly to the place of business 
(or to the manager) and ask for a job. 
 
Explain that the process of asking about jobs takes persistence and patience. 
Most applicants, especially in a tight economy, will receive many negative  
responses in a row about job openings. But MAC participants should still practice 
asking about jobs because it may result in employment or leads to other jobs. 
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4. Explain about online job announcements and applications. 
 
Point out that many employers expect applicants to apply online and not come 
into the place of business. (Sample online application forms are included in the 
handouts. Make sure the samples are not submitted!) 
 

5. Discuss how some employers require applicants to submit resumés and cover  
letters (discussed further in Module 2 - Activity #15 Resumé Preparation). Some 
MAC participants may be ready to use the handouts SAMPLE COVER LETTER and 
SAMPLE RESUMÉS as models.   
 
Explain the role of a Human Resources department. 
 

6. Explain to the participants that this time you will be the manager and they are 
going to ask you about job openings. 
 
Pretend to be busy as each participant approaches. Assist them in practicing. 
 
Provide polite responses, whether positive or negative. Discuss each role play  
immediately after it is completed.  
 
Give participants several chances to practice. 
 

7. Discuss the words that are found on most job applications.  
 

8. Display one of the sample job applications from the  
handouts so that everyone can see it, and walk through the 
application with the entire group. (Online applications can 
also be viewed.) 
 
Remind the participants about the information and paperwork they are going to 
need when they complete an application. (In Module 2 – Activity #13 Getting 
Ready for the Job Hunt they collect the application paperwork into a portfolio.) 
 

9. Provide the MAC participants with sample application forms, including online  
applications. (See the handouts.) Encourage them to practice until they have  
a completed application that they can use as a reference when they actually fill 
out an application. 
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SAMPLE COVER LETTER 
 

Name 
Address 
Phone 
E-mail 

 
 
 

DEAR Ms. or Mr. XXXXXXX,                                                             DATE 
 
 
Please find enclosed my application for the position of Assistant Child Care Specialist. 
 
I am currently enrolled in the Making a Connection job readiness program, sponsored by the Albany Refugee 
Center for refugees who have recently resettled in the United States. My personal goal in the program is to  
obtain employment in child care and demonstrate that I can be a reliable and responsible employee. 
 
I am especially interested in a position in child care. My skills include knowledge of first aid and nutrition.  
I have experience in conducting activities with young children, and currently serve as a supervisor in the  
Albany City School district after school program. I have an Employment Authorization Document (EAD). 
 
I would welcome the opportunity to discuss this position in more detail, and can be reached any time at the 
 e-mail address and phone number provided. 
 
Thank you for your consideration. 
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In this activity, MAC participants  
will become familiar with the components of a resumé. 

MODULE 2 - ACTIVITY #15 

RESUMÉ PREPARATION 

SUPPLIES AND HANDOUTS VOCABULARY USED 
IN THIS ACTIVITY 

awards 
 
brag 
 
educational background 
 
gaps 
 
internship 
 
interview 
 
job application 
 
job shadowing 
 
recognition 
 
reference 
 
resumé 
 
volunteering 
 
work history 
 
 
 
 
 
 
 
 
 
 

Torn and stained sample resumé (see handouts  
below) 
 
Clean copy of the same resumé 
 
MAC participants should have a record of personal  
information to include on a resumé, collected  
during Activity #13 Getting Ready for the Job 
Hunt. 
 
Handouts: 
 
SAMPLE RESUMÉS 
 
SAMPLE COVER LETTER 
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BACKGROUND INFORMATION 

Future employers will expect a summary of education and work history. They  
may ask for it on an application form or may request a resumé. The design  
of a resumé can vary, but it should always include: 
 
• contact information      
 
• training and certifications     
 
• volunteer / unpaid experiences    
 
• awards / work recognition / specific accomplishments 
 
• internships / temporary assignments / community involvement. 

 
• educational background 
 
• work history 
 
• job-shadowing experiences 
 
Applicants can decide if their resumé will include additional information. Some  
applicants prefer to provide details about the following if they are invited for  
an interview: 
 

• goals (these may be adjusted to match the position) 
 
• description of previous work tasks (specific tasks related  

to the position are highlighted) 
 
• gaps or incompletes in education or work history  
 
• references (provided upon request).  
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If possible, this activity should be preceded by Module 1 - Activities #2 Setting 
Goals: Skill Development and #3 Setting Goals: Employment Possibilities so 
that the MAC participants can identify their strengths and include them in a  
resumé. 
 
The participants should also complete the handout MY JOB APPLICATION  
RECORD found in Module 2 Activity #13 Getting Ready for the Job Hunt. 



Resumés come in a variety of formats and there are many books and websites 
with advice about how to create an eye-catching resumé. For most MAC  
participants, the work and educational history will be limited. When the  
participants are creating a resumé, they should focus on goals, skills, and  
personal characteristics – even if those qualities have not been demonstrated  
in a formal work setting.  
 
For example, participation in the MAC program should be mentioned. If a MAC 
participant assisted their family in a small business or attended an educational 
program in a refugee camp, those experiences should be included. Employers will 
want to know that an applicant will bring to their workplace a desire to learn,  
motivation, and hard work.  
 
The MAC Coach should stress that experiences such as job shadowing,  
volunteering, community involvement, and internships can not only build skills 
and exposure to the work world, but can be listed as evidence of a strong work 
ethic. These activities can be part of the Making a Connection experience.  
(See Module 1 Activity #4 Building a Strong Work Ethic and Module 7  
Volunteering and Community Service.) 
 
Activity #16 Who Can Help Me Get a Job? will assist the MAC participants in  
identifying possible references. 
 
The MAC Coach should meet with MAC participants individually to prepare  
résumés, since the process is not always easy, and some of the resumés might 
be considerably longer than others. 
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ACTIVITY STEPS 

1. Hold up the handout of one of the SAMPLE RESUMÉS (after scrunching, tearing, 
and spilling food on it.) 
 
Define resumé and describe what is usually included on a resumé and why  
an employer may request one. 
 
Point out what has been included in the sample resumé. 
 

2. Ask: Do you think this resumé would make a good impression? 
 
Discuss both the appearance and the contents of the resumé. 
 

3. Hold up a clean copy of the same resumé. 
 
Ask: Would you invite this person into your business for an interview? 
 
Point out that the work experience and educational background may be  
outstanding, but they should match the position.  
 
Discuss questions that the employer might have, such as gaps in work history, 
concerns about language facility, and limited education. 
 
Explain that employers are looking for evidence that applicants are qualified  
for the job – or have a strong work ethic and can be trained to do the job  
successfully.  
 
Reassure the participants that a short resumé does not mean that they are not 
qualified for the job, especially if it is an entry level position. Applicants should  
be realistic, but prepared to highlight their skills and desire to work. 
 
Explain that employers may receive several (even hundreds) of resumés, so it is 
important to highlight skills that will get their attention. Discuss the concept of 
“bragging” and how it may be difficult (even culturally unacceptable), but  
necessary for the job hunt. 
 

4. Divide the MAC participants into small groups. The MAC Coach should circulate, 
but, if possible, adult facilitators should sit with the participants because this 
process may be challenging. (The MAC Coach may determine that this activity  
is best conducted with the large group.) 
 
Ask the MAC participants to describe any education and/or work experience that 
they have had. Stress that any volunteering, unpaid work, tutoring, cultural  
orientation and language courses, or refugee camp classes may be included. 
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The other members of the group should ask questions and make suggestions,  
to help identify possible resumé material. 
 

5. Keep announcing discoveries about the experiences of the participants that could 
be included on a resumé. Make sure that something positive is announced about 
every participant. 
 

6. Point out that every MAC participant can mention the Making a Connection  
program on their resumé, and a description of the program will be provided. 
 

7. Point out that MAC participants should not include weight, height, age, health 
status, or personal information about marital status or families. 
 

8. Review the appearance of a resumé with the entire group: 
 

• neat 
• orderly and chronological 
• organized 
• honest and accurate 
• focused, easy to read 
• short phrases, key words, avoid complete sentences 
• no pronouns such as I, me, or my 
• plain paper 
• no embellishments or photographs 
• online versions should not include italics, bold, or underlines 

   
9. Provide the handout COVER LETTER and explain that most resumés include a 

cover letter. The MAC participants can use the handout as a model. (Most online 
submissions of resumés to do not include cover letters.)  
 
Meet with each MAC participant to create a resumé. If necessary, use the  
handouts SAMPLE RESUMÉS as a guide.  
 
The participants should be able to refer to their completed handout MY JOB  
APPLICATION RECORD (from Activity #13 Getting Ready for the Job Hunt). 
 

10.Encourage MAC participants to invite at least two people to read over the  
resumé for feedback. They can refer to  Activity #16 Who Can Help Me Get  
a Job? for ideas about whom they should consult and ask for a reference. 

5 Module 2 - Activity #15 



6 Module 2 - Activity #15 



7 Module 2 - Activity #15 



SAMPLE COVER LETTER 
 

Name 
Address 
Phone 
E-mail 

 
 
 

DEAR Ms. or Mr. XXXXXXX,                                                             DATE 
 
 
Please find enclosed my application for the position of Assistant Child Care Specialist. 
 
I am currently enrolled in the Making a Connection job readiness program, sponsored by the Albany Refugee 
Center, for refugees who have recently resettled in the United States. My personal goal in the program is to  
obtain employment in child care and demonstrate that I can be a reliable and responsible employee. 
 
My skills include knowledge of first aid and nutrition. I have experience in conducting activities with young 
children, and currently serve as a supervisor in the Albany City School district after school program. I have an 
Employment Authorization Document (EAD). 
 
I would welcome the opportunity to discuss this position in more detail, and can be reached any time at the 
 e-mail address and phone number provided. 
 
Thank you for your consideration. 
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In this activity, MAC participants will identify individuals  
who can provide employment information and references. 

MODULE 2 - ACTIVITY #16 

WHO CAN HELP ME GET A JOB? 

SUPPLIES AND HANDOUTS VOCABULARY USED 
IN THIS ACTIVITY 

coach 
 
contacts 
 
doctor 
 
help wanted 
 
job 
 
pastor 
 
resumé 
 
strengths 
 
strong skills 

Two adults to role play in this activity.  
 
Pictures of friends, neighbors, relatives, and  
community representatives (cut from magazines 
either by the Coach or by the MAC participants.) 
 
Handouts:  
 
JOB HUNT RESOURCES 
 
I’M GETTING A JOB!  
 
WHAT ARE MY STRENGTHS? 
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BACKGROUND INFORMATION 

In this activity, MAC participants will identify individuals who can provide  
employment information and references. 
 
Sometimes jobs are found by talking to friends, relatives, neighbors, counselors, 
and people in the community. These people can not only provide information 
about employment resources in the area, they can also help a job-seeker identify 
their skills and interests. 
 
The MAC participants may feel that they have not been in America long enough  
to develop a roster of contacts for job-seeking. However, they can’t find out 
about jobs unless they spread the word that they are looking. They can’t gather 
references unless they demonstrate their skills in a variety of settings. 
 
The Coach should encourage the MAC participants to reach out to connect with 
individuals who can help them. This will not be easy for teen refugees – it’s not 
easy for young people anywhere to reach out to adults – so practicing is  
essential. 
 
This activity can be connected to Module 2 – Activity #18 Phone Skills. 
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ACTIVITY STEPS 

1. Display each picture, one at a time (see Handouts). Address the individual in the 
picture as if you are talking to a real person.  
 
Hi, friend! I’m getting a job! Where do you think I should look? 
 
Hi, neighbor! I’m looking for a job. Do you have any ideas? 
 
Hi, Uncle! I’m looking for a job. What do you think are my best qualities? 
 
Hello pastor [doctor, sports coach, etc.] I’m qualified to _______________.  
Do you know of any jobs? 
 

2. Continue to talk to the pictures to demonstrate the proper  
way to approach different people about a job hunt. 
 
Role play the same approaches, but this time an adult  
role-play partner should provide a response. The response 
should be positive and helpful. For example: 
 
MAC Coach: Hi (name of friend)! I’m getting a job! Where do you think I should 
look? 
 
Friend: I saw a Help Wanted sign in a store around the corner. Why don’t you 
look there? 
 
MAC Coach: Hi, neighbor! I’m looking for a job! Do you have any ideas? 
 
Neighbor: What skills do you have? 
 

3. Continue to demonstrate the proper way to approach different people about a job 
hunt, and how to respond to their reactions. 
 
Discuss with the group the people they have met since they resettled.  
 
Ask: Who has been helpful to you? 
  Could you talk to them about your job search? 
 

4. Ask each MAC participant, one at a time, to assign a name to one of the pictures. 
They should select a name of someone they know – a friend, a neighbor, or  
anyone else they know personally. They do not need to know the person very 
well, but do need to feel that the person would be helpful. 
 
Ask another MAC participant to hold up the picture.  
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The first MAC participant should practice talking to the 
picture about their job hunt. 
 
The purpose of this exercise is to help the MAC  
participants become comfortable approaching people 
and asking for help. It will be easier at first if they  
are talking to a picture and not a real person.  
 
A response is not required at this point, unless the participants feel comfortable 
role playing.  
 

5. After everyone has had a chance to practice with a picture, ask each MAC  
participant to assign a name to the MAC Coach so they can practice with a real 
person. Again, they should identify the name of someone they know personally.  
 
The Coach should assume many different personalities to add some humor to  
the exercise. But the response to the MAC participant should always be pleasant, 
and show a  willingness to help. 

 
6. Distribute the handout I’M GETTING A JOB and discuss the three parts of the 

handout with the group. They should be prepared to answer the questions when 
they approach someone for assistance in their job search. 
 

7. Distribute the handout JOB HUNT RESOURCES and assist the MAC participants  
individually in completing the handout.  
 
The handout may be attached to the Individual Connection Plan. 
 

8. Distribute the handout WHAT ARE MY STRENGTHS? for the MAC participants to 
complete after talking to the individuals they listed on JOB HUNT RESOURCES 
 
Encourage the MAC participants to report to the group about their conversations 
with their contacts.  
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WHAT HOURS WILL YOU WORK?  
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In this activity, MAC participants will become familiar  
with the location and contents of advertisements for job openings. 

MODULE 2 - ACTIVITY #17 

SEARCHING FOR JOBS 

SUPPLIES AND HANDOUTS VOCABULARY USED 
IN THIS ACTIVITY 

Key words and abbreviations in  
advertisements for jobs: 
9-5 (or other time schedules) 
A.M. 
apply in-person 
appointment (appt.) 
benefits (bens) 
certification required 
chain store 
commission 
equal opportunity employer (EOE)  
experience Preferred (exp.pref. or  
exper. preferred)  
flexible hours (flex. hrs.) 
full-time (F/T) 
h.s. diploma, B.S, M.S., PhD required 
hourly pay ($7/hr) 
hours (hrs) 
immediate opening (imm.opening) 
job post / postings 
minimum wage (min wage) 
Monday – Friday (M-F) 
no experience necessary (no exp. nec.) 
opportunity (oppty) 
part-time (P/T) 
P.M. 
P.O. box 
resumé 
salary (sal.25,000K) 
seasonal 
shift 
smoke free workplace (smfr) 
 
Job terms such as: aide, CDL license, 
skilled trades, sales representatives,  
customer service, maintenance, deliv-
ery, associate, assistant, healthcare,  
groundskeeping, etc. 

Newspaper classified sections 
 
Computer access to online sites such as 
Craigslist.com, Monster.com, Oodle.com,  
AbyANewslinks, local Chamber of Commerce  
job links 
 
Information about local sites where MAC  
participants can view job postings 
 
Handouts: 
 
UNDERSTANDING JOB ADVERTISEMENTS 
 
SAMPLE JOB ADS 
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BACKGROUND INFORMATION 

As MAC participants prepare to enter the job market,  
they will need to know where available jobs are located. 
There are a number of places participants can look for job 
openings. This activity will cover those locations, such as 
online postings, newspaper classified sections (want ads), 
job fairs, business websites, and signs in business windows. 
In Activity #16 Who Can Help Me Get a Job? MAC  
participants discuss how to approach friends, relatives,  
and local businesses about possible job openings.  
 
Once participants become familiar with the location of advertisements for jobs, 
they will need to know how to read the unique vocabulary and abbreviations used 
in the ads. They will study ads to determine whether they would be qualified for 
the job and would like to apply.  
 
They may have to start by figuring out exactly what the name of the job actually 
means. For example, what is a CDL driver? Dispatcher? Custodian? Customer  
service representative? The MAC Coach can review job titles using Module 1 -  
Activity #3 Setting Goals: Employment Possibilities, and specific ads online and 
from newspapers. 
 
The MAC Coach should stress that participants should apply only for jobs that 
match their qualifications. It is time-consuming and discouraging to apply for  
a number of jobs that result in rejections.  
 
At the same time, it may be necessary to encourage some MAC participants to 
pursue a job even if they think they may never get it. If they have the basic 
qualifications and can write a strong cover letter, then they may get in the door 
for an interview. Then all they have to do is work on their interviewing skills.  
(See Activity #21The Job Interview.) 
 
It should also be pointed out that some ads describe jobs that are just too good 
to be true. MAC participants may be the prime candidates for ads that are meant 
to entice applicants into positions that require cash up front or are based on  
commission only. (See the modeling job on the handout SAMPLE JOB ADS.) 
 
The MAC Coach should keep in mind that most of the MAC 
participants will be learning English for the first time. The 
process of job hunting is daunting, and locating job openings 
in a tight economy may be frustrating. Since the first step in 
the job hunt is reading the advertisements for jobs, it is  
essential that the participants become comfortable  
interpreting the language of ads. 
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ACTIVITY STEPS 

1. On a board or large paper, write the following terms, one at a time. Ask the MAC 
participants to guess what they think they mean. (Keep in mind that some of the 
participants are just becoming familiar with the letters and words of the English 
language.)  

 
• P/T 
• h.s 
• 9-5 
• M-TH 
• A.M. 
• Exp. Nec. 
• Bens 
• K 

 
Explain that these are abbreviations that are used in advertisements for jobs.  
The words have to be shortened because the employers have to pay for each 
word they use in an ad. 
 
Explain that in some job advertisements online there are more details provided 
about jobs, but most of the time it is necessary to research the business to find 
out more about the job. 
 

2. Continue to review the vocabulary words and abbreviations on the Vocabulary 
list. Go through the newspaper classifieds and pick out job titles and discuss  
what they could mean. 
 

3. Distribute the handout UNDERSTANDING JOB ADVERTISEMENTS and review  
the terms of job advertisements. 
 

4. Distribute the handout SAMPLE JOB ADS and discuss each job. Keep in mind that 
a small advertisement may look simple, but it can be filled with information and 
confusing to read. 
 
Explain that some positions are filled immediately and the postings are outdated. 
 

5. Divide the MAC participants into pairs and provide each pair with either a  
newspaper classified section or an online job-search site (see Supplies).  
 

6. Ask each pair to find three jobs: 
 

• a job that someone in the room might be qualified for (anywhere) 
• a job that sounds interesting (a future possibility) 
• a job that sounds too good to be true. 
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Be prepared for the MAC participants to have difficulty reading and interpreting 
the advertisements. They will need assistance in understanding the meanings  
of the ads. 
 
Also be prepared for the MAC participants to be  
surprised at the salaries posted. Remind them that 
education and experience can result in higher salary  
possibilities. (The handout GET YOUR HIGH SCHOOL 
DEGREE in Module 1 – Activity #5 compares income 
rates based on educational level.) 
 
Spend time discussing the jobs that are scams and bogus listings. Explain that 
those ads are deliberately designed so that vulnerable individuals will be tempted 
and pay money to pursue a job. Remind participants that applying for a job 
should never cost them anything other than money spent on paper and postage 
(and maybe an interview outfit). 

 
7. Discuss how MAC participants can access job postings in newspapers and online 

at local libraries, refugee centers, One-Stop Career Centers, and other local  
community organizations. 
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SAMPLE JOB ADS 

PHOTOGRAPHY 
 
Photography studio needs f/t & p/t asst. 
Career oppty. with chain owning over 
300 locations. Extensive training for  
chosen few. Need good personality,  
motivation, and neat appearance. Flex. 
hrs. may include eves. & wknds.  
Frequent sal. reviews & other benefits.  
Apply in person Tuesday 9 a.m. to  
3 p.m.   

PAINTING Exp. int. & ext. painter needed.  
Work 20-30 hrs./wk. Send resume with 
references to Box 342 c/o this paper.  

ADM. ASS’T - Word, Excel, Publisher.  
Good communication skills, math ability 
and organizational skills. Exp. pref. Full 
benefits.  

Call 555-5555 for an appt.  
EOE 

SALES 
COMPUTER SALES Dynamic computer co. 
has imm. opening for exp. sales people 
interested in developing markets in new 

territories. High commissions! 
Call 555-5555 

DELIVERY COURIERS 
 
Immed. openings for couriers.  F/T sal.  
& benefits. Clean DL. No exper. nec. We 
will train. Call M-F, 9-5. 555-5555 

SALES REAL ESTATE SALES 
20K 1st yr., 40K 2nd yr., 60K 3rd yr.,  

90K 4th yr. (in commission) 
 

QUADRUPLE YOUR INCOME  
IN ONLY 4 YEARS! 

 
You can work a 9-5 job and go nowhere 
or you can have a career where working 
hard will give you high rewards. Call our 
career counselors for your confidential 
conference or for information about our 
training sessions. 1-800-555-5555 

RESTAURANT BANQUET MANAGER 
needed for resort hotel. Sal. position w/
benefits. Prior fine dining exper. needed. 
Send resume & sal. requirements to the 
Winchester Inn, Winchester, VA 22601 

MODELING 
Need models of all ages, females & 
males. No exper. nec. Jersey Modeling, 
766 Fitzmon, Walk in. M-F 10-2 p.m. 
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In this activity, MAC participants will become familiar  
with how to effectively communicate using the telephone. 

MODULE 2 - ACTIVITY #18 

PHONE SKILLS 

SUPPLIES AND HANDOUTS VOCABULARY USED 
IN THIS ACTIVITY 

accent 
 
cell phone 
 
employer 
 
first impression 
 
greeting 
 
landline 
 
polite 
 
reference 
 
rude 
 
take messages 
 
telephone (phone) 
 
 
 
 

Landline phones (or object to be used as a phone 
receiver) 
 
Cell phones (or object to be used as a cell phone) 
 
 
Handouts: 
 
ARROWS FOR PHONE CALL RATINGS (one  
handout per small group, cut into two  
arrows) 
 
PHONE PRACTICE CARDS (one set per small group) 
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BACKGROUND INFORMATION 

It cannot be assumed that MAC participants know how to use a 
telephone, whether it be a landline or a cell phone. If they are 
familiar with phones or own a personal cell phone, it cannot be 
assumed that they know how to communicate effectively with 
potential employers and references. 
 
The  MAC participants should know about telephones: 
 
 Employers and references may communicate by e-mail, but many of them still 

prefer to talk to applicants on the telephone. 
 
 Applicants should be able to receive phone calls from employers and  

references. If someone else’s phone is being used for this purpose, they 
should be informed about how to answer the phone and relay messages  
effectively. (Discuss the elements of a first impression as discussed in  
Module 1 – Activity #6.) 

 
 MAC participants who have an accent may have to talk slowly so that they can 

be understood. 
 
 All calls should be answered with a pleasant “hello” and ended with a polite 

closing such as “thank you for calling” or “good-bye.” 
 
 When receiving a call, MAC participants should try to move to a quiet area to 

reduce background noise. 
 
 It is not necessary to shout on the phone to be better understood. 

 
 Taking notes while on the phone is complicated, but MAC participants should 

at least have writing materials handy to jot down information they receive 
from the phone call (or answering machine). 

 
 Practicing positive phone behavior will help if they obtain a job 

that requires customer service on the telephone.  
 
The best way for MAC participants to become comfortable on the 
phone is to practice. The Coach should determine if the participants 
can practice through role play in small groups, or whether the  
activity should take place in a large group with the MAC Coach  
and other adults assisting with the phone call practice. 
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ACTIVITY STEPS 

1. Demonstrate several phone calls without informing the MAC participants what you 
are doing. 
 

• answer rudely 
• dial and greet informally/rudely 
• hang up on someone 
• shout to be heard 
• interrupt a call to take another call 

 
2. Continue to demonstrate rude phone calls, holding up the handout PHONE CALL 

RATINGS with the (arrow down) to self-rate the calls. 
 

3. Demonstrate polite phone calls (or ask volunteer MAC participants to demonstrate 
polite calls). 
 
For each positive call, hold up the handout PHONE CALL RATINGS (arrow up). 
 
Discuss the key points described in the Background information. 
 

4. If  MAC participants have cell phones, ask them to make a call to a friend or  
relative and demonstrate real-life positive phone etiquette. (This can only be 
done if  the group understands the language that is used.) 
 

5. Divide the MAC participants into small groups (or continue with the large group,  
if that way is more efficient).  
 
Hand each small group a set of PHONE PRACTICE cards (see handouts) and ask 
them to practice using the telephone with other individuals in the group. 
 
Each card will tell them what they should practice. 
 
After each phone call practice, the callers are to rate their own 
phone call demonstration using the PHONE CALL RATINGS arrows. 
Do not let the group rate the callers, but the self-rating should 
drive the follow-up group discussion. 
 
The caller may want to practice again after the feedback. 
 
Everyone in the group should have a chance to practice more than 
one phone call. 
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CALL FOR  
INFORMATION 
ABOUT A JOB. 

CALL TO ASK  
IF YOUR JOB 
APPLICATION 

WAS RECEIVED.  

RETURN A 
CALL FROM AN 

EMPLOYER.  

ANSWER THE 
PHONE FROM 

AN EMPLOYER. 

CALL A 
NEIGHBOR AND 

ASK FOR A 
REFERENCE.  

ACCEPT A JOB 
AND ASK  

QUESTIONS.  
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In this activity, MAC participants will become familiar  
with strategies for job seeking in a tight economy. 

MODULE 2 - ACTIVITY #19 
JOB SEARCHING IN A TIGHT ECONOMY 

SUPPLIES AND HANDOUTS VOCABULARY USED 
IN THIS ACTIVITY 

attitude 
 
card 
 
certifications 
 
entry level 
 
goals 
 
growth 
 
information interview 
 
Internet 
 
job seeker 
 
job shadowing 
 
occupations 
 
piggy bank 
 
proud 
 
tight economy 
 
unemployment 
 
volunteering 

LARGE CARDS with pictures from the handouts 
taped to the cards 
 
Handouts:  
 
TOP 24 OCCUPATIONS WITH GREATEST  
PROJECTED GROWTH 
 
Create cards of the following  handouts: 

 

RESEARCH 

SAVE MONEY 

CLEAN CLOTHES 

CERTIFICATIONS 

TRAINING (Welcome Back to School) 

POSITIVE ATTITUDE 

INTERNET 

JOB SHADOWING 

VOLUNTEERING/COMMUNITY SERVICE 

INFORMATION INTERVIEWS 

PHONE SKILLS 

PROOF PAPERWORK 

BE PROUD 

GOALS 

JOB READINESS PORTFOLIO 
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BACKGROUND INFORMATION 

Although it is important for the MAC participants to identify 
their personal interests, the reality is that they may not be 
able to find a job that is high on their list of preferences.  
In fact, it will take patience during the job hunt, and the 
MAC participants may be competing for fewer jobs in their  
community, and may have to accept a position that may  
not be their first choice.  
 
But they should always be ready for the application and  
interview process, and should be prepared to show a  
strong work ethic no matter what the job may be. 
 
The Coach should stress the importance of being prepared, accessing as many  
resources as possible during the job hunt, widening the scope of employment 
possibilities, and building a resumé with work-related experiences. Emphasize 
that any work experience, including volunteer work and job shadowing, can help 
enhance a job application. 
 
The MAC participants may have to think about how their skills can be transferable 
if jobs are difficult to obtain in their chosen field. They should be reminded that 
they may have skills that can be applied in any position, including skills in  
problem-solving, leadership, organization, and teamwork. 
 
Searching for a job in a tight economy can be discouraging, especially when MAC 
participants are not as qualified as their American peers. Some of them may have 
already had a difficult experience when they attempted to attend an American 
school, and they need encouragement to pursue employment.  
 
Inform MAC participants that there are a number of social services for individuals 
who are unemployed. Refer to Module 1 – Activity #5 UNDERSTANDING  
INDEPENCE for information about how to encourage MAC participants to pursue  
employment rather than rely on government resources. 
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ACTIVITY STEPS 

1. Ask: What have you heard about jobs in America right now? 
 
The MAC participants may be aware that in the current  
economy it may be hard to find a job. They may be aware  
of the current unemployment rates in their local area. 
 
Explain that the statistics may be accurate, but that does  
not mean that they should not be prepared for employment. 
 
They need to make sure that they are as qualified as they can be, and are aware 
of job possibilities in their geographic area. 
 
They also may need to change their thinking about what jobs to pursue. Some 
MAC participants may have specific skills that will have to be transferred to other 
career fields. 
 
Reassure them that some fields have been hard hit by changes in the current 
economy, but that there are still jobs in entry level positions and jobs with high 
growth potential. 
 
Distribute the handout TOP 24 OCCUPATIONS WITH GREATEST PROJECTED 
GROWTH and discuss how job seekers can develop skills for those jobs, or  
transfer skills they already have. 
 

2. Ask the group to move the chairs or desks into a circle so that the cards can be 
distributed on the floor in the center of the circle.  
 

3. Hand each MAC participant a large card (with handout  
pictures) until all of the cards have been distributed.  
 
Ask each participant:  What do you see on your card? 
Ask the group: What do you see? 
Ask the group: What does this picture have to do with  
looking for a job today? 
 
Discuss how each card relates to preparing for employment 
in a tight economy.  
 
The Coach may have to provide the information if the MAC participants are not 
able to express their observations.  
 

4. After discussing each card, ask each card holder one at a time to place their card 
on the floor somewhere in the circle.  
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5. Ask the group: Do you think this is something you want to do to prepare for job 
hunting? If yes, stand around the card. 
 
Review what the card represents in terms of looking for work in a tough  
economy. Keep stressing the importance of being prepared for the possibility  
of employment. 
 
RESEARCH – know everything you can about an  
employer 
 
SAVE MONEY – save for the possibility of a long job 
search (explain piggy bank) 
 
CLEAN CLOTHES – be prepared at any time for an  
interview 
 
CERTIFICATIONS – build skills that can be used in any work setting; investigate 
how current skills, certifications and training may be useful in another field;  
complete GED diploma 
 
JOB SKILLS – participate in training to build skills, gain certification, show a  
willingness to learn  
 
POSITIVE ATTITUDE – stay optimistic; surround yourself with people who are 
helpful 
 
INTERNET – keep looking, job-seeking can be a full-time job; take online courses; 
become computer savvy 
 
JOB SHADOWING – ask for help in arranging opportunities  
to experience work 
 
VOLUNTEERING – identify areas where you can be helpful  
and build skills 
 
ASKING FOR FEEDBACK – meet with trusted adults who will 
provide helpful feedback 
 
INFORMATION INTERVIEWS – arrange to meet with  
employers to find out about their business and what they  
recommend for building qualifications 
 
PROOF PAPERWORK – review all materials to make the best presentation 
 
BE PROUD – be proud of what you can do 
 
GOALS – set a contact goal for each week of job-seeking 
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PHONE SKILLS – build phone skills to call about job and volunteer opportunities 
 
PORTFOLIO -  have all paperwork ready 
 

6. Discuss why some of the MAC participants may hesitate to stand  
around some of the cards. Some of them may not understand how  
to do what is expected, while others may feel that the preparation  
is not possible. 
 

7. Discuss as a group and individually how MAC participants can  
complete the preparation activities on the cards. They should  
include on their Action Plans their plans for completing the card  
preparation activities. 
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In this activity, MAC participants will become familiar  
with the concept of entrepreneurship. 

MODULE 2 - ACTIVITY #20 

ENTREPRENEURSHIP 

SUPPLIES AND HANDOUTS VOCABULARY USED 
IN THIS ACTIVITY 

advertising 
boss 
budget 
business 
business plan 
cookies 
cost 
dozen 
enterprise 
entrepreneur 
entrepreneurship 
equipment repairs 
financing 
firing 
Health Department 
hiring 
ingredients 
insurance 
kitchen rental 
marketing 
niche 
pricing 
product 
qualities 
sales 
staff 
 

plate of real cookies 
 
large paper plates 
 
scissors, magic markers, poster board, blank paper 
 
Handouts: 
 
SELL THESE COOKIES 
 
COOKIE BUSINESS 
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BACKGROUND INFORMATION 

An entrepreneur is a person who establishes and manages a business.  
 
For some MAC participants, the idea of owning a business may be appealing. 
They may have assisted in a family business in their home countries. Perhaps 
they have identified the need for a particular product or skill, or wish to be their 
own boss. Or they may have concluded that until they can find a job in their  
local area, they need to figure out what they can sell in order to pay their living 
expenses. 
 
This activity is designed so that the MAC participants 
will understand the complexities of entrepreneurship. 
They may assume that running a business is easy and 
lucrative. They may not understand the various laws 
and regulations in the United States that relate to 
small businesses, and may not have the background 
to manage budgets, staff, shipping, sales, and many 
other aspects of entrepreneurship.  
 
When carrying out this activity, the Coach should stress that successful  
businesses are conducted by individuals who have done their research and  
created a plan. Entrepreneurs may be highly motivated and enthusiastic, but  
they also work hard, persevere, and draw on a number of resources for  
assistance.  
 
According to the Small Business Administration, about 33% of businesses fail in 
the first two years, and most businesses have a difficult time making a profit in 
their first years of business. Yet the process of starting up and running a business 
can be educational and rewarding. This activity will show MAC participants what 
to consider before they decide to become an entrepreneur. 
 
Should a MAC Coach need to learn more about entrepreneurship, the following 
websites  provide valuable information: 
 

• Small Business Resource Center 
 

• 8 Top Tips for Young Entrepreneurs 
 

• All Terrain Brain is a multimedia project designed to encourage young  
people to try entrepreneurial enterprises. It is more for elementary and 
middle grade students, but it covers the factors to consider when running  
a business. The visuals are helpful to individuals who are learning English.  
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• The Abilities Fund is an organization that provides specific information to  
individuals with disabilities about starting a business.  
 

• Starting a Business—Tips for Starting a Business covers the basic  
components that should be considered before becoming your own boss. 
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ACTIVITY STEPS 

1. Show a platter of cookies to the MAC participants. 
 
Ask: Suppose I made these cookies and I wanted to sell them. I am hoping to 
make enough money to pay for a new winter coat. Would you buy them? 
 
Discuss whether the participants would buy the cookies. 
 

2. Point out that there are many reasons why people purchase items.  
 
Ask: Why do you think people buy certain items? (Point to items in the room such 
as phones, shoes, poster, etc., as examples.) 
 

• quality 
• need 
• desire  
• competition  
• fads 
• price 
• appeal (design, size, color) 
• advertising 
• sale / special offer 
• friend of the salesperson 
• usefulness 

 
3. Explain that you have decided to gather information about selling cookies  

because you want to have your own business.  
 
Define entrepreneurship. 
 
Ask: Why do you think someone would want to be an entrepreneur? 

 
• own boss 
• convenience 
• no jobs 
• possible “niche” or market possibility 
• invention or good idea 
• flexibility 
• financial resources available 
• modeling successful family or friends  

 
4. Explain the steps that it took to make the cookies – and how much it cost in time 

and money. 
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Ask: How would I know how much to charge for the cookies?  
 
Discuss the hidden costs of making a product, such  
as time-on-task, transportation, child care coverage, 
office equipment, etc. 
 

5. Discuss the downside of owning a cookie-making  
business such as access to ingredients, competitive 
markets, and the need for baking and storage  
facilities. 
 

6. Discuss how the participants would market the  
cookies. 
 
Ask: How do I know how many cookies to make? 
 
Discuss how you can figure out how much product to have available. 
 
Discuss what you should do if the cookies don’t sell – or if they are very popular.  
 
Point out that running your own business is not as simple as it looks.  
 

7. Divide the MAC participants into two or three “business” teams.  
 
Provide each business team with the handout SELL THESE COOKIES and tell them 
to cut out the cookies. They are going to make a plan to sell them. 
 
Give each business team the handout COOKIE BUSINESS and ask them to discuss 
the items on the handout. They should be prepared to explain their answers to 
the other teams. (Teams may need assistance in reading the handout.) 
 

8. Guide the teams in their decision-making. The underlying message should be that 
owning a business can be rewarding, but hard work and planning are required. 
 
Ask each business team to share their approach to the cookie business with the 
rest of the group.  
 
Discuss the different approaches. 
 
Remind the participants of the many factors to  
consider for entrepreneurship, including the personal 
characteristics of entrepreneurs. For example,  
entrepreneurs generally need to be: 
 

• self-motivated 
• organized 
• resourceful 
• positive attitude 
• realistic 
• committed to the product 
• patient 
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9. Ask: Is there anyone here who would consider  
becoming an entrepreneur?  
 
Discuss possible products (including personal skills), 
markets, and customers.  
 
As a group, discuss the steps that MAC participants can 
take to pursue their plans. 
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SELL THESE COOKIES 
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In this activity, MAC participants will prepare for a job interview. 

MODULE 2 - ACTIVITY #21 

THE JOB INTERVIEW 

SUPPLIES AND HANDOUTS VOCABULARY USED 
IN THIS ACTIVITY 

applicant 
 
audible voice 
 
candidate 
 
clear, concise answers 
 
employer 
 
facial expressions 
 
first impression 
 
gestures 
 
goals 
 
handshake 
 
interview 
 
log 
 
research 
 
 
 
 
 
 

This activity requires the MAC Coach to role-play 
interviews with other adults, including acting out 
negative interview behaviors. The role playing will 
require appropriate and inappropriate clothing and 
organized and disorganized paperwork. 
 
Handouts: 
 
INTERVIEW LOG 
GETTING READY FOR THE INTERVIEW 
DRESSING FOR THE JOB INTERVIEW 
SELF-ASSESSMENT FOR EMPLOYMENT INTERVIEW 
SCORING GUIDE FOR EMPLOYMENT INTERVIEW 
CAN YOU ANSWER THESE? 
WHAT IS ALLOWED? (for individuals with disabilities) 

CLEAN CLOTHES 
SHINE SHOES 
CLEAN BODY 
SHAMPOO 
BRUSH TEETH 
COMB HAIR 
SIMPLE JEWELRY 
LOOK IN MIRROR 
ON TIME 
SHAKE HANDS 
WORK PAPERS 
LISTEN 
THANK YOU 

1 Module 2 - Activity #21 



BACKGROUND INFORMATION 

Prior to this activity, the MAC Coach should discuss the concepts in Module 1 – 
Activity #2 Setting Goals: Skill Development and Activity #12 Why Take the 
GED? and Module 2 Activity #19 Searching for a Job in a Tight Economy.  
In these activities, the MAC participants identify their strengths and plan for  
future skill-building, so they can build a strong work history and be invited for  
interviews. 
 
Using the information provided in the handouts in this activity, the MAC Coach 
should be prepared to discuss with the MAC participants: 
 

• why employers have interviews, even if it is for an internship or job  
shadowing 
 

• how employers draw conclusions about a potential employee during an  
interview 
 

• first impressions (See Module 1 - Activity #6 First Impressions) 
 

• how to prepare for an interview (paperwork, clean clothing, transportation, 
practice) 
 

• learning about the employer and the job 
 

• dressing for an interview 
 

• effective interview behaviors 
 

• questions to answer 
 

• questions to ask 
 

• how to handle questions pertaining to  
personal history as a refugee 
 

• the importance of practicing 
 

• what to do about nerves. 
 
When MAC participants practice an interview, they should not memorize  
responses to questions. In fact, too much practicing can result in rote responses 
that do not inform the employer. 
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The MAC Coach should concentrate on the following points during the practice 
sessions: 
 
Candidates who are prepared will be more comfortable  
in the interview. 
 
Candidates should be themselves. The employer wants  
to know who they are hiring. 
 
Interviews are designed for candidates to brag. This  
is hard for a lot of people, especially MAC participants  
who may not have a list of accomplishments, or have  
a cultural background that discourages bragging.  
But strong personal qualities can count just as much as education and  
experience, and should be shared with interviewers.  For example:  
 
The MAC participants should think of three messages about themselves that they 
want to get across, regardless of what the interview questions may be. The  
messages can go beyond basic education and skills. For example: 
 
Responsible – I volunteer every Sunday at my church. I don’t miss it because  
I know that families are counting on me. 
 
Organized – My friends and MAC Coach always comment on how efficient and  
organized I am. I learned this was necessary as I prepared with my family to 
leave my home country. 
 
Motivated – I am very interested in this kind of job. I think that I can build the 
skills because I am very motivated and a fast learner. 
 
Explain to the MAC participants that the job-seeking process can take a long 
time. Not only is it hard to obtain an interview, the participants may have to go 
on several interviews before they land a job. After every interview they should 
debrief with the MAC Coach or a respected adult to determine how to keep honing 
interview skills. 
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ACTIVITY STEPS 

1. Explain why an employer might want an interview with an applicant, and how the 
invitation may occur. 
 
Explain that there may be interviews for unpaid work such as volunteering and 
job shadowing. 
 
Discuss how it is important to prepare for interviews since they may be the  
determining factor in whether an applicant is hired. 
 

2. Discuss how employers draw conclusions about candidates in a job interview.  
Use the handouts DRESSING FOR A JOB INTERVIEW and SCORING GUIDE FOR 
EMPLOYMENT INTERVIEW as guides for the discussion. 
 

3. Show and discuss the following handouts: 
 

• CLEAN CLOTHES 
• SHINE SHOES 
• CLEAN BODY 
• SHAMPOO 
• BRUSH TEETH 
• COMB HAIR 
• SIMPLE JEWELRY 
• LOOK IN MIRROR 
• ON TIME 
• SHAKE HANDS 
• WORK PAPERS 
• LISTEN 
• THANK YOU 

 
MAC participants will probably be very concerned about their appearance for a job 
interview. Discuss how they can obtain the proper clothes and the importance of 
hygiene and grooming. 

 
4. Role Play typical interviews, debriefing after each one. Explain that you are  

going to mix positive and negative behaviors and they are to look for areas of  
improvement. 
 
Begin the first role play by doing everything wrong. Arrive late, wear messy 
clothes, forget paperwork, give a sloppy handshake, look around while the  
employer is talking, interrupt, etc.  
 
Discuss everything that went wrong. Review the right things to do during an  
interview. 
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5. Then repeat the process, mixing negative and positive behaviors.  
 
Use the handouts GETTING READY FOR THE INTERVIEW and CAN YOU ANSWER 
THESE? for the questions. 
 

6. When the MAC participants have had a chance to observe several interviews, they 
can practice. The Coach can decide if they can break into pairs or small groups. 
This process requires a mock interviewer being able to think of questions to ask. 
 
The handouts GETTING READY FOR THE INTERVIEW and CAN YOU ANSWER 
THESE? can be used, but the interviewer should expand upon the provided  
questions. 
 
The handout SELF-ASSESSMENT FOR EMPLOYMENT INTERVIEW should be  
discussed, with feedback from the small group.  
 
The large group practice is a good opportunity for MAC participants to discuss 
how they can handle nervousness before and during an interview. They should 
not drink coffee or soda before the interview and should concentrate on what 
they will say and do in the first few minutes of the interview. Suggest that they 
concentrate on relaying their three key messages. If they feel that they  
need to acknowledge their nervousness, they can say, “I’m nervous because  
I really want this job.” 
 

7. Invite MAC participants to wear their interview outfit and practice individually  
with the MAC Coach. 
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