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Description 
This workshop will prepare clients to search for and apply for jobs 
independently. Refugees often get their first job in the US from the 
employment specialist at their resettlement agency. While this job is essential 
to beginning a job history in the US, many clients want to learn how to move 
forward with career goals. We believe that this workshops series will give 
clients the tools they need to move forward with their own employment goals 
independently. 

ISL 

This workshop series is geared towards clients who have basic computer skills. 
Classes with more than 3 students require at least 2 instructors to provide 
individualized attention. Two hours is recommended for each session. If 
students are below intermediate levels of English, a translator is 
recommended. 

Workshop series topics, taught in four sessions: 

1. How to write a resume- Students will learn the parts of a resume and 
write an Americanized version of their resume. 

2. How to search for jobs online- Students learn how to narrow their search 
and avoid online scams 

3. How to fill out a job application online- Students receive individualized 
support filling out a job application. 

4. How to follow-up and interview for a job- Students will learn how to 
follow up with an employer after they apply for a job. They will also 
review interview tips and practice answering specific interview 
questions. 
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Session 1: How to write a Resume 

Overview 
The purpose of this session is to teach students how to write a resume 
to get a job in the United States. 

Goals 
After this session, students will: 

► Learn how to correctly format a U.S. resume 
► Have an email account (gmail preferred) 
► Set up appropriate voicemail 
► Be able to identify specific strengths and work experiences, 

even if they are not typical "jobs" 
► Receive an electronic copy of their resume ( on Google drive or 

flash drive). At the next session, they will receive at least 5 
printed copies of an edited resume to take to potential jobs 

Materials 
-Intake form 
-Resume sample handout 
-Resume note-taking sheet 
-Verbs for resumes handout 
-PowerPoint/projector 

r -Flash drives for saving 

Facilitator Directions/Overview of session 

1. Welcome and Housekeeping-
• Have students fill out intake form. Make sure everyone has 

an email account, Gmail preferred so they can use Google 
drive. 

• Ask for introductions: Students should introduce 
themselves and talk about their previous job experience in 
the U.S. and their home country 

2. Introduction 

3. 

• Pose questions to the group- Does anyone have a CV? Has 
anyone ever filled out a job application? 

• Tell students that today's goal will be to teach them how to 
write a resume that will help the employer notice you. They 
will learn that the process is flawed and how to get around 
this process in the United States. 

Using the PowerPoint as a guide, assist students in writing 
their resume. While students wait for assistance, or if they 
don't have a computer, give them a resume note-takin~ 
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Notes for Facilitator: 

► Expect for technology to 
fail--- so arrive early so 
that you can make sure 
you can set up the 
projector 

► Some cultures know the 
word CV, and not 
resume 

► Students will probably 
require different levels 
of support in writing 
resumes. We want 
students to do as much 
independently as 
possible, but you will 
have to watch your time. 
You may have to help 
them type some things 

► Because students will 
work at different rates, 
you may have to 
introduce a section of 
the resume, give 5-10 
minutes for clients to 
work on that section, 
then move to the next 
section. Move at a pace 
that will enable students 
to go back and finish 
sections 

► Resume note taking 
sheet- the purpose of 
this is for students who 
may not be as proficient 
on the computer and 
could write their work 
experience. It is also a 
back up if a student 
doesn't have a computer. 
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~ Make sure you address all of the topics of discussion 
listed below as you move through the resume. 

Make sure that at the end of the session, you have a saved copy 
of their resume for editing and printing. Save on tlashdrive or 
email it to yourself. 

The Resume 

CONTACT INFORMATION 
Address these with the student: 

• Email address- Make sure it is professional. No "cute girl" or 
"funny boy". Make sure it is something you can remember, and 
is easy for people to spell or write down. 

• Phone number- Make sure you phone is working (and not 
about to run out of minutes), make sure you set up your 
voicemail. In voicemail, state your full name and be clear. Ask 
for assistance if you have not done this yet. 

Activities: 
• Ask a student to share with you their email address and ask 

them if it passes the "professional" test 

SKILLS /QUALIFICATIONS 
Address these with the student: 

r . On average, the manager looks at your resume for 6 seconds, 
so you want to make sure this part is clear and highlights your 
best qualities. You want to give them an excuse to keep 
looking at your resume. 

• You want to customize your skills/qualifications based on the 
job you are applying for. Read through job requirements for 
the job you want before you do this part 

EXAMPLE-If you are applying for a cashier, what skills 
would you need? ( accounting, friendly, organized, 
customer service, efficient, detailed) 
EXAMPLE-If you work at_ (Aerotek) what skills 
have you learned? (work as a team, communicate well, 
put your company first. 
EXAMPLE- If you are a student, what skills do you have 
from this? (friendly, computer skills, students) 

• You include the languages that you can speak here. Say 
"multilingual with abilities in_" 

• DON'T EVER SAY THAT YOU CAN NOT SPEAK ENGLISH WELL. 
Instead, say "English is not my first language." 

• This section should be written in short, concise bullet points, 
not sentences. You may create 2 columns if necessary, but 
make each item short. 
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Notes for Facilitator: 
► Expect students to 

struggle with 
skills/qualifications. If 
they do, you may want to 
do job experiences first 
and then introduce this 
section. You can use 
their job experiences to 
help you come up with 
skills/ qualifications 

► For people who have 
long and professional 
resumes, they may want 
to create 2 resumes- one 
with ALL of their work 
experience for 
professional jobs, and 
one that highlights your 
skills that could be 
applied in entry-level 
jobs. Today they will 
create one with all of 
their jobs, but this can be 
edited for entry-level 
positions. 
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WORK EXPERIENCE 
Address these with the student: 

r • Think about an entire day at your job- what tasks do you 
have to do from the time you walk in the door until the time 
you are finished? 

• Write your work experience in both the U.S. and your home 
country in the same format as the sample resume. 

• Include 3 bullet points describing the tasks you did at each 
job. 

• Use the verb sheet to help you come up with ways to describe 
each task 

• Here are some example work experience and the types of 
things to include in this section: 

EXAMPLE-Aerotek food packaging associate [work in 
fast paced environment to ensure proper packaging, 
applied all food safety and sanitation procedures, 
work on a team to make sure it runs efficiently, 
excellent teamwork with positive attitude] 
EXAMPLE-Tysons- Production team member [follow 
all food safety and sanitation rules] 
EXAMPLE- Amazon- Merchandise Associate [lift and 
carry items up to 75 pounds] 

Activities: 
• To help students complete this section, ask questions such as 

"Tell me about what you do at work" or "have you ever 
r trained someone new?" or "Tell me about the safety 

protocols at your job" or "Do you have to work with others?" 
• Have a student describe their typical workday from the 

minute they get to work until the minute they leave. 

EDUCATION 
Address these with the student: 

• Include High School Diploma, High School Diploma 
Equivalent, Technical Training 

• If you didn't finish a degree, you can write the dates you 
attended and any credits you earned. 

• You may include ESL /GED classes as well 
EXAMPLE- Commonwealth Catholic Charities
Intensive English as a Second Language Class, 
Richmond, VA; Month year-Month-Year 
EXAMPLE- General education Development Diploma 
(GED) Class- Henrico County Public Schools, Henrico, 
VA; Month year-Month year or In Progress 
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Notes for Facilitator: 

► If a client asks you 
whether they should put 
on their resume that 
they are a refugee, the 
advice to give that if they 
are comfortable talking 
about their situation, 
they can. If they don't 
want to be asked 
questions about their 
situation, then avoid 
using the word "refugee" 

6 



111 
Conclusion 

► At the end of the session, make sure that YOU have a copy of 
each clients resume either by email or flash drive. 

► If a client did not finish their resume, their homework is to 
finish it at home if they have a computer. 

► Make sure you remind students of time, date, and location of 
your next session. 

Post-Session Reflection 
• Gather with other facilitators, and discuss 

-How did it go? 
-What went well? 
-What can be done differently? 
-Did they grasp the concept of the session? 
-Did the session benefit any of the other facilitators? 

• Discuss agenda for following session, or collectively agree on 
an appropriate time to do so prior to the next session. 
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Notes for Facilitator: 
► Expect the students will 

not finish resume in 
designated time. Discuss 
with them times they 
could finish it-at home , 
stay late in class, go to a 
library, etc. 
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Overview 
The purpose of this session is to teach students navigate job search 
websites and to avoid common pitfalls. 

Goals 
After this session, students will: 

► Learn the difference between .com .org, and .gov websites 
► Understand the pitfalls of using a .com or .org website 
► Learn how to narrow your job search by using filters 
► Learn how to find job applications on a company website 
► Learn the importance of organizing your job search using a job 

tracking sheet. 

Materials 
-Job tracking log (handout) 
-Website worksheet (handout) 
-PowerPoint/projector 
-Computer for every 1-2 students (it is not as important to have 
a computer for each student on this day) 
-Flash drives for saving 
-Copies of resume, either on flash drive or email 

Facilitator Directions /Overview of session 
1. Welcome and Housekeeping 

• Take attendance. Make a note of those who are absent and 
plan to contact them and ask them how they are. 

• Ask students about their resume progress. If they have it 
finished, make sure you get a copy of it. 

2. Introduction 
• Pose a question- How many of you have tried to search/apply to 

for jobs online but gave up because they were confused or 
frustrated? Discuss common difficulties. {EXAMPLE ANSWERS
hard to find applications, don't know where to look, so many 
numbers, specific terminology, no contact numbers} 

• Give an overview of the session today- You will use your computer 
to navigate through 3 different types of job search engines. You will 
receive instruction on search filters, identifying legitimate job 
opportunities, identifying transportation issues, and using a 
company website. 

• Explain that purpose of this session-Your employment specialist 
will find you your first job, but what happens after that when you 
want a new one? We will show you the tools so that you are not 
stuck in the same job forever. 

1www.reestablishrichmond.org1 
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Notes for Facilitator: 
► Expect absences, but it is 

good to call absent 
students to see why they 
were not there. If it is a 
transportation issue, try 
to problem solve with 
them. 

► It may best for students 
to NOT use their 
computers this day. It is 
difficult for them to 
navigate their computer 
AND watch what you are 
doing. 

► It is important to contact 
students who are absent 
to say that you missed 
them and find how why 
they missed (For 
example, is there a 
transportation problem, 
was there a change in 
their work, childcare 
issues, etc.) 
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3. Pass out the website worksheet and discuss each type of website. 
r Show them how to navigate the website, filter job searches, and avoid 

scams. {See THE WEBSITE TIPS and tricks BELOW} 

4. Pass out the job-tracking log. Tell students their homework is to 
find 3 jobs they could apply for and fill out the information for each 
job. Explain that even if they don't use the job tracker sheet, they will 
need to write down this information every time they apply for a job so 
they can stay organized. 
Give them time to get started on homework. 

5. To conclude, review the following rules of online job searching: 
• Don't apply for a job if there is no company name or physical 

address. 
• Don't give your information to a job search ".com" website. 
• Don't apply for a job through a job search website like: 
• Do go to the company website to apply for the job. 
• Do find the career button on the bottom of the 

company.website and navigate to the jobs open in YOUR area. 

Website tips and tricks 

CRAIGSLIST.ORG 
Address these with the student: 

c-· • .org= organization. Anyone can post anything anytime on .org 
websites. 

• Because it is a nonprofit, you must look for scams. Go over 
examples what is real and not real. 

• Craigslist allows you to search by job category. You should 
stick to entry-level jobs if you don't have experience working 
in the U.S. 

• Pose a Question: When you click on a job category, what do you 
notice? [There are a TON of jobs listed just this week] 

• Craigslist is a good place to see how many jobs are in your 
area, and it will tell you how to apply for the job if it is a real 
job. 

• How do you avoid a scam on craigslist? Follow these RULES: 
• 1. only look at jobs that have a name of the company 
• 2. only look at jobs that have a physical address listed 

Skip the job if there is NO COMPANY NAME or NO ADDRESS 
Activities: 

• Using your computer /projector, demonstrate how to filter jobs 
using craigslist. Have students watch you and not do it on their 
own yet. Point out how many jobs are available as you filter it. 

• Show students 2-3 job descriptions and ask them to find the 
company name and address. Tell them to skip it if they can't 
find it. 
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Notes for Facilitator: 

► Wait to pass out the job 
tracking log until after 
you have demonstrated 
how to use each website. 
It is best if they follow 
along with you first. 

► It is important to give 
students time to start on 
their homework so that 
you can see if they 
understand how to use 
the websites. 
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SNAGAJOB.COM 
Address this with the students: 

• .corn stands for company- This means that the website's main 
purpose is to make money. Therefore, you must be careful and 
not give them your information. 

• Look at the number of jobs in your zip code. 
• To do a targeted search, look at the sidebar. As you narrow your 

search, it will tell you how many jobs meet the criteria. You want 
to choose jobs that are in a city near you and choose companies 
that have the most number of open positions. 

• When you search on .corn, you will get MANY pop-up messages 
asking you to enter your information. DO NOT GIVE THEM YOUR 
INFORMATION! CLICK NO, THANKS! They will just use your 
information and send you many emails that you don't need. 

• You will only use this site (and other .corn job search websites) 
to get the job openings in your area. DO NOT APPLY FOR JOBS 
THROUGH JOB SEARCH WEBSITE. Go through the company 
website. 

• When you find a job you like on Snagajob, you should then open 
a new window and "Google" search the name of the company. Go 
to the company's website and look for the "Careers" button. This 
will usually be at the bottom of the homepage. 

• Apply for the job through the company's website 
Activities: 

• Pick 1-2 jobs listed on Snagajob and show students how to find 
the information so that they can go to the company website and 
apply for the job. Demonstrate for them how to find the 
application on the company website. 

VIRGINIA EMPLOYMENT COMMISSION (.GOV) 
Address this with students: 

• .GOV- this stands for government. These jobs usually require higher 
level of education and experience. It will be more difficult to find 
entry-level jobs here. 

jwww.reestablishrichrnond.org I 

Notes for Facilitator: 

► Sometimes, there is a job 
listed on Snagajob in the 
Richmond area, but 
when you go to the 
company website, there 
are not positions open 
locally. I would 
encourage students to 
find another job if this 
happens. 

► I usually do not spend 
any time on the .gov 
websites during class 
because they have so 
many more 
requirements. That said. 
Clients with higher 
levels of English and a 
strong resume may 
want to register for an 
account at the VEC 
because they will send 
notices about job 
openings. 

► Make sure you leave at 
least 15-20 minutes at 
the end to have students 
go and navigate the 
websites on their own 
and begin to fill out their 
job tracker sheet. 
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Conclusion 
► At the end of the session, make sure each student has begun 

their job tracker worksheet and they understand how to use 
it. 

► Remind them that their homework is to come with at least 3 
jobs written on the job tracker sheet. They will need to 
bring the job tracker sheet to class next time because they 
will fill out a job application during the next class. 

► Remind students of the date, time, and location of your next 
session. 

Post-Session Reflection 
• Gather with other facilitators, and discuss 

-How did it go? 
-What went well? 
-What can be done differently? 
-Did they grasp the concept of the session? 
-Did the session benefit any of the other facilitators? 

• Discuss agenda for following session, or collectively agree on 
an appropriate time to do so prior to the next session. 
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Notes for Facilitator: 
► Ask students if they have 

access to do their 
homework at home. If 
not, brainstorm ways 
they can do it before the 
next session. (stay late 
today, come early next 
time, etc ... ) 
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f5 Session 3: How to fill out a Job Application Online 

Overview 
The purpose of this session is to help students fill out a job application 
online from start to finish. 

Goals 
After this session, students will: 

► Understand the different parts of a job application. 
► Learn how to answer applicant questions so that your 

application will be seen by recruiters and hiring managers. 
► Learn the importance of finishing the job application within time 

limits. 
► Understand personality assessment questions and how they can 

help you prepare for an interview. 

Materials 
-Job tracking log from last time (handout) 
-Computer for every student 
-Flash drives for saving 
-Copies of resume, either on flash drive or email 

Facilitator Directions /Overview of session 
1. Welcome and Housekeeping 

• Take attendance and plan to contact those who are absent. 
• Ask students to get out their homework- the job tracker log. 

2. Introduction 
• Pose a question- Did you find it hard to find jobs to apply for? 

What was difficult for you? [take time now to address any 
problems students may have had finding jobs to apply for 
online] 
Tell students that today you will help them to fill out a job 
application online. Encourage students to ask questions when 
they get stuck because there is a good chance that everyone will 
have the same question. 

3. For the remainder of the session, you are going to assist students in 
filling out their application. You will want to periodically stop the whole 
class to go over questions that they may have. Following this is a list of 
common questions that students may have. 

4. To conclude, make sure students understand how to finish their job 
application from home if they don't have time to finish during your 
session. They will want to make sure they write the web address, 

Notes for Facilitator: 

► Today is about patience. 
Everyone will be 
working at his or her 
own pace, and will have 
many questions, 
probably all at the same 
time. 

usernames, and passwords on their job-tracking sheet so that they can go back and finish application at a 
later date. 
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Tips for Job Applications 
• USERNAMES AND PASSWORDS- To begin an application, you will 

have to create a username and password to log into the application. 
Make sure you write this down on your job tracker log so that you 
can access the job application another time. 

• SECURITY QUESTION- Some applications will require you to 
answer a security question. This is a question that only you know 
the answer to. It is used in case you lose your password. It does not 
have any other meaning. 

• EXAMPLE: What is your favorite color? What is your maiden 
name? 

• RED STAR- If you see a red star(*) it means that you MUST answer 
the question. If there is NO red star, you don't have to answer it. 

• YELLOW EXCLAMATION POINT(!)- If you see a yellow exclamation 
point it means that you made a mistake. Go up to the top of the page 
and it will tell you what you need to do to fix. 

• CONFIRM PASSWORD-It will often ask you to "confirm password" 
This means that you write the password 2 times to make sure you 
write it correctly. They may also ask you to write your social 
security number 2 times as well. 

• AVAILABILITY- you should ALWAYS put that you are available at 
all times. Even if you can't work certain days or times, don't put 
this on the application. If you write that you can't work on a 
certain day or time, you won't get an interview. Instead, say that 
you are available all days and times and then at the interview be 
specific about days and times that you PREFER to work. 
Remember, your goal with the application is to get an interview. 
At the interview, say "I can work anytime, but I prefer to 
work _ _ .. 

• LIST FORMER ADDRESSES- Only list the addresses that you have 
lived within the United States. This question is for a background 
check and they won't check your addresses outside the US. 

• SALARY- Always write down the minimum wage for entry level 
jobs. ($7.25). If you know how much the job will pay, you should 
write this number down. 

• REFERENCES- Don't write down friends and relatives. Only 
write down professional people, preferably those in the United 
States. You can write down ReEstablish Richmond as a reference, 
or your case manager, or employment specialist. 
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Notes for Facilitator: 

► You will want to go over 
all of the tips for job 
applications listed here. 
You can decide how to 
do this-go over all of 
them from the start, or 
go over them as 
questions come up. 

► It is important to stress 
to students that the 
purpose of the job 
application is to get an 
interview. They do not 
want to write anything 
on an application that 
may get it thrown out 
(for example, putting 
that you can't work on 
Sundays) 

► It is common for 
students to say that they 
don't have any 
references. Encourage 
them to write down 
caseworkers or ESL 
teachers. They should 
NOT put contact 
information for people 
who live outside the US. 
Employers won't call 
someone outside the US. 



• EXAMPLE: Kate Ayers, Outreach Coordinator at ReEstablish Richmond, 804-723-6414, 
kate@reestablishrichmond.org 

• WORK EXPERIENCE- Use your resume to fill out this section. 
Start with your most recent employment and move backwards. 
Include work experience from both the U.S. and your home 
country. If you write a job you had in another country and it 
will not allow you to choose this, just write "Richmond, VA" for 
the location. When it asks you the reason you left a job in 
another country, write "relocation to the United States." You 
should have worked at a job for 3 months before you put it as 
work experience. 

• ASSESSMENT- some application will ask you questions about 
your personality and/or your ethics. They will often ask you 
several questions about the same theme. If they do this, they 
will probably ask you questions like this at an interview. You 
should read the questions, try to figure out their theme, and 
write down the themes. Use the list to help you prepare for the 
interview. 

• EXAMPLE-They may ask you if you believe stealing is 
wrong, or if you have ever stolen anything. The theme 
would be HONESTY. In an interview, you should talk 
about how you value honesty 

• EXAMPLE-They may ask you if you work well with 
others or if you get along with others or if people 
usually like you. The theme would be TEAMWORK. In 
an interview, you would want to talk about how you 
work well in a team. 

Conclusion 
► At the end of the session, make sure each student has 

completed as much as they can of their job application. 
► Remind them that their homework is to finish the job 

application by the next session. Some job applications have 
time limits ( 48 hours), so make sure to address this with 
students and help them make a plan to finish. 

► Remind students the date, time, and location of your next 
session. It will be the last session, and students will receive a 
certificate of completion at this session. 

Post-Session Reflection 
• Gather with other facilitators, and discuss 

-How did it go? 
-What went well? 
-What can be done differently? 
-Did they grasp the concept of the session? 
-Did the session benefit any of the other facilitators? 

lwww.reestablishrichmond.org1 

Notes for Facilitator: 

► It is common for 
students to not know all 
the details of their work 
history ( addresses of 
companies) if unsure, it 
is okay to give as much 
information as you can 
and leave things blank. 

► There is a good chance 
that not all students will 
finish. Because many job 
applications have a time 
limit ( 48 hours), it is 
essential that you help 
the student make a plan 
for how and when they 
will finish. 

14 



e 

• Discuss agenda for following session, or collectively agree on an appropriate time to do so prior to 
the next session. 

Session 4: How to Follow-up and Interview for a Job 

Overview 
The purpose of this session is to teach students how to follow up with 
an employer once they have applied for a job. Students will also lea~n 
the "soft skills" of the job market and tips for making you stand out m 
an interview. Students will have an opportunity to do a mock interview 
and practice answering commonly asked questions. 

~ 
After this session, students will: 

► Learn the importance of the three-step process for following up 
with an employer. 

► Understand the importance of dress, attitude, and body language 
during an interview. 

► Learn about the most commonly asked interview questions and 
how to answer them. 

► Have opportunities for a mock interview to build confidence 

Materials 
PowerPoint/projector 
Job Tracking Log (handout from previous class) 
Follow up with Employer Process Chart (handout) 
Hard copies of resumes to pass out 
Sample Interview questions (handout) 
Certificate of completion with student names 
Write to work paper form the office of special counsel (handout) 

Facilitator Directions /Overview of session 
1. Welcome and Housekeeping 

• Take attendance and plan to contact those who are absent. 
• Ask students about the status of their job application and find 

out who still needs to finish. 
• Tell students that at the end of the session they will receive 5 

hard copies of their resume as well as a certificate showing that 
they completed the class. 

2. Introduction 
• Pass out the handout "Refugees Have Right to Work" 
• Tell students that this sheet explains the law that proves that 

they have the right to work in the United States. 
• If an employer ever questions whether you are legally able to 

work, you can present this document to them. 
• If you have problems with this, contact ReEstablish Richmond 

and we can assist you talking with your employer. 

lwww.reestablishrichmond.org1 

Notes for Facilitator: 
► Students will not need 

personal computers 
today unless they need 
to finish with a job 
application from the 
previous session. 

► While there will not be 
adequate time to go over 
the details of the right to 
work form during class, 
here is some background 
information for you in 
case people have 
questions--

► When you get a job, you 
will have to do an 1-9 
form. There are several 
acceptable documents 
that you can use for this. 

► Some employers will 
demand a specific 
document such as the 
Employment 
Authorization Card 
(EAU). YOU get to choose 
which documents to 
present. 

► The EAU card has a 
expiration date on it. 
THIS DATE IS NOT 
VALID. Once you have a 
valid VA Identification 
card (ID card or license), 
you do NOT have to 
show the EAU anymore. 
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3. Explain to students that you will review the follow up process that is required when you apply for a job 
online. Stress to students that they will NOT get an interview unless 
they follow this process. In addition, tell students that they may have 
to apply for many jobs before they will get an interview, but if they 
follow up in this way, they will eventually get one. 

4. Pass out the handout, How to follow up with an employer. Go over 
this chart with students. 

• The reason to apply through the company website is that you 
want to be able to go to the place you applied to IN-PERSON. 

• You want to follow up a few days after you apply for the job. 
You should do this by visiting a manager at the location where 
you applied. 

• The email you get from the company after you apply is from 
the computer, not an actual person. This email is NOT enough 
if you want to get an interview. 

• Activity- Have students practice the steps to follow up through 
role play. They can use the process chart to help them come up 
with the correct words to use. Demonstrate a good handshake 
during the role play as well. 

5. Tell students that once they get an interview, there are several 
things that they need to be aware of in American work culture. Share 
the following tips about dress and body language. 

Interviewing Tips 
• Dress- dress formally. No tennis shoes or jeans. No green, red, 

or orange-wear neural colors. No toes. You don't want to 
wear anything that is distracting-you want the person to pay 
attention to what you are saying, not what you are wearing 

• Hygiene- Take a shower on the day of interview. 
• Head scarf- you can wear this to the interview, but the 

employer may expect you to take it off for safety reasons once 
you are working. You are allowed to wear a head scarf or 
other religiously significant clothing unless it is a safety 
hazard. 

• Posture- Sit up. (Demonstrate to students what this looks like, 
have them imitate you.) 

• Attitude- Be one time, speak with energy, and smile. Make eye 
contact. Make sure you speak with enthusiasm about their 
company. You MUST smile! Within the first few seconds of 
meeting you, they will decide if you will work there or not. 

• Common Interview Mistakes-avoiding eye contact, not 
answering questions directly, giving one-word answers. 

• Language- DO NOT SAY THAT YOU DON'T SPEAK ENGLISH 
WELL. If you don't understand something, say, "English is not 
my first language, could you repeat that please?" or say, "I am 
unclear about the words you are saying. Could you say that in a 
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Notes for Facilitator: 
► In many cultures, it is 

not acceptable to call or 
visit employers after you 
have applied there. 
Therefore, the concept of 
following up with an 
employer will be very 
foreign. Students need 
to understand that this is 
required if they want to 
ever get an interview. 

► During the role-play, 
have students practice a 
good, firm handshake. 
Handshakes may not be 
a cultural norm for some 
people, so encouraging 
this and practicing may 
be important 

► If it is appropriate, use 
demonstrations and role 
play for any of the 
interviewing tips listed 
here. For example, make 
everyone show good 
interviewing posture, 
ect ... 

► Again, many of these 
things may be 
uncomfortable for 
students- it is important 
to be sensitive, but 
encourage them that 
they may have to do 
these things to be 
recognized in the job 
culture here. 
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different way?" This is MUCH better than pretending you understand and answering a question 
wrong. 

• Money- DON'T talk about money during an interview. 
• Remind students to follow up after the interview. At the end of 

the interview, make sure you get the interviewers name a~d . 
phone number. A few days after the interview, call them w1thm 
ONE week and say, "I had an interview on_ (Date). I had a 
great time talking with you. Have you made any decisions about 
the job? 

6. Pass out to students the Interview Questions handout Tell studen_ts 
that these are commonly asked questions. Review each question with 
students as well as possible ways to answer them. 

• "Tell me about yourself' . . 
• They want general information-make it short. This 1s 

not the time to go into a detailed account of your 
resettlement story. 

• EXAMPLE- I am and I was born in_. 
• END WITH "And lam really excited to be here with you." 

This is a really great way to answer this- they won't hear 
it from many people 

• "Tell me about your previous work experience" 
• Tell them only things that you have done that directly 

relate to the job you are applying for. EXAMPLE- don't tell 
them about your experience as a computer engineer if 
you are applying at Tysons chicken plant. Instead, focus 
on the skills that you learned from your previous job as 
an engineer that could help you at Tysons, like teamwork, 
organization, efficiency, accuracy. 

• If you don't have any work experience, tell about things 
you have done in the past that may give you marketable 
skills (work at family business, cater large parties for 
family, etc.) 

• You can say that you don't have experience in that area, 
but that you are excited to learn. Also, say the qualities 
you have that would make you good in this new area of 
work. 

• "What are your strengths?" 
• Don't just say that you are hardworking! 
• Say a quality and give an example: 'Tm _ because_" 
• Look at your resume to get ideas. 
• Read the job requirements and use something from their 

list. 

• "What are your weaknesses?" 
• Say a weakness and how you will fix it. Think of 

something you are bad at. 
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Notes for Facilitator: 
► When going over 

interview questions, feel 
free to have students 
practice them through 
mock interviews, 
demonstrations, or role 
play. You as the 
facilitator will have to 
know what is the best 
way to have students 
practice interviewing 
based on the population 
of students that you 
have. 

► If you have time, this 
may be a good day to 
introduce the idea of 
networking- what it is, 
how it can help you, 
ect ... encourage them to 
use other people in their 
community to find out 
about job opportunities. 
Emphasize that 
sometimes it is WHO you 
know that will help you 
get a job fastest. 
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• "Sometimes I am__, but I usually __ (to fix it). Say something to show employer that you 
are trying to get better. 

• EXAMPLE- ''I'm not a morning person, but I usually try to set my alarm every day to make 
sure I am up on time" 

• They will always ask this question. Make sure you write 
the answers down to this question before you go into an 
interview so that you remember what to say. 

• "Why do you want this job?" 
• Don't tell them that you want it because you need the 

money. 
• Tell them that this job will give me good experience in the 

United States or that you know it will help you connect to 
others and learn good job skills. 

• Scenario based questions- "Tell me about a time when ... " 
• Describe one time (in the past) that ended happily. 
• EXAMPLE- "Tell me about a time when you worked on a 

project that had a tight deadline." You might say "One 
time in the past I had a big project to complete with a 
team of 5 people. Two of them called in sick, so the rest of 
us had to work together and put in some extra time to 
make sure the project got finished on time." 

• "When can you work?" 
• Always say that you are flexible. 
• If you have another job, tell them that you can start 

working soon, but must give your job 2 weeks notice. 
• If you live close to the job, make sure you tell them this so 

that the know you can get to work easily. 

• "Do you have any questions?" 
• Don't ever ask about money, vacation, or benefits. 
• Instead, you should say one of 2 things: 

• Say something about yourself and ask how that 
quality could help the business 

• EXAMPLE: I can speak_ languages. Do 
you think this would be helpful to you? 

Find 1-2 facts about the company and ask a question about this 
• EXAMPLE: I know that the Hilton has 1,000 

rooms. Has there ever been a time when 
they are all full? 

• The purpose of this is to tell them one more good thing about 
yourself OR that you know something about their company. 

Conclusion 
► Thank students for attending workshops. Ask students to tell 

you one thing that they learned this week. 
► Encourage students to continue applying for jobs and to not get 

discouraged if it takes a few to apply for. 
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Notes for Facilitator: 
► You can spend a lot of 

time going over 
interview questions, but 
you need to make sure 
you leave time at the end 
to celebrate all that the 
students have learned. 

► Many students will need 
to show their certificate 
of completion to their 
VIEW case worker, so 
make sure to remind 
students to do this if 
they are in VIEW. 
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► Pass out the certificates of completion 

Post-Session Reflection 
Notes for Facilitator: 

• Gather with other facilitators, and discuss 
-How did it go? 
-What went well? 
-What can be done differently? 
-Did they grasp the concept of the session? 
-Did the session benefit any of the other facilitators? 
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Other cool ideas-

1. Do a wordle, or other word cloud generator (to help students see important words in a job description. 
See article at http://www.edudemic.com/9-word-cloud-generators-that-arent-wordle/ to get more 
information. 

2. Video of handshakes 
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