
The following presentation takes you through six different topics: 

ÅAn introduction

ÅCover letters and other communications

ÅPreparing your resume

ÅInterviewing with confidence

ÅWhere to look for a job

ÅYour career goals

Click on any one of the buttons to go directly to that section, or proceed through the 

presentation in order. 

You can click on the home button at the bottom left of every slide to bring you back 

to this page. 
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Welcome to your Job Search!
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Greetings!  If you are about to embark on a new journey to prepare for entry into the 

workforce, or you are currently in the workforce and want to make some changes in 

your career path, or if you are making early assessments in your college experience 

about the world of work then this course is designed for you.

On behalf of CHANCE Professionals  who are alumni and students of The CHANCE 

Program (TCP), we bring greetings to you and share the results of their labor.  In 

this program, you will learn many ways to utilize resources available to you including 

your CHANCE network.

Letôs get started!
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You will pursue you collegiate experience in preparation for the world of work.  Your 

college experience provides a structured and disciplined academic environment to 

help you earn a degree in your chosen field of study.  Once you complete your 

degree, you will be faced with questions about your next steps.  For many, the next 

step will be searching for a job ïhopefully the right job for you at that point in time.

This course is designed to meet you where you are.  By this we mean that you may 

explore all of the course sections if you choose.  Perhaps, you may have specific 

concerns about resumes ïthen you may choose to explore that section only.  

Whatever works for you.

The purpose of this course is to explore information, tools, and tips to help; 

ÅMotivate your spirit,

ÅMinimize your stress, 

ÅMaximize your potential, and

ÅMost importantly help you learn to enjoy the journey of your life!
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CHANCE Professionals:

ÅCommunicating

ÅHuman Resource Skills

ÅAcademic Achievements

ÅNetworking for

ÅCareer and

ÅEmployment Opportunities
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Landing that first job after college in your desired field should be about a 

combination of  meaningful and gratifying work as well as a good salary.  However, 

landing your first job should not be focused on salary alone.  

We will pursue ways to better prepare for your job search by identifying resources, 

providing ways to focus on your goals, understanding how to communicate 

effectively and using appropriate tools and techniques in the world of work.
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It is never too early!  It is never too late!  You will always read and hear about the 

data and statistics of the current job market such as employment rates, 

unemployment rates, employers hiring, employers not hiring and it is all good 

information.  However, in a good job market or a not so good job market ïthe 

process for finding a job will be tough.  But you will not be deterred!  Keep in mind 

that finding a job will be a journey not a destination.  Preparation is the key!  In this 

course we will offer information to provide insight, instill confidence and help you 

prepare for the process.    
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Throughout your college experience, family, friends, neighbors and professionals 
will ask you about your college major and what you want to do in your career.  
Generally, there are some students who realize the exact path of their career early 
on.  But for many students, the career goals will evolve over time ïand that is okay.  
Also, there may be obstacles in your employment path, but with help you can 
strategize and develop career goals for your individual situation. 

Assessment testing is administered by trained professionals, at your career services 
office, to help you define your individual career goals.  Your college major, alone, 
should not be the defining factor in your career goals.  Assessment testing will help 
you understand some of your strengths, skills, abilities, talents and interests as they 
relate to your career goals, jobs, and tasks.  

Internships are an excellent way for students to gain meaningful work experience to 
help foster their career goals.  Internships look great on your resume and 
sometimes can lead to permanent post-graduate employment.  Apply for an 
internship.

Mentorship is a partnership a more experienced or more knowledgeable person and 
is a great way to learn about the world of work, your career aspirations and 
employment opportunities.  Partner with a mentor.

If you are unsure where to begin, contact the CHANCE office for additional 
information. 
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CHANCE Professionals:

ÅCommunicating

ÅHuman Resource Skills

ÅAcademic Achievements

ÅNetworking for

ÅCareer and

ÅEmployment Opportunities

9



Welcome to the correspondence section of the Job Search series.
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Here are a few words from the personal statement of Darryl Auguste, a CHANCE 
Alumni from the Class of 2007:

ñIf there is no struggle, there is no progress.ò  These words uttered by Frederick 
Douglas have never meant more to me than now. My quest to enter law school and 
to live my dreams of becoming a state prosecutor or an immigration lawyer has 
been a struggle like no other for me. The experiences of my life have shaped a 
vision of the career I hope to have of being an advocate for the underrepresented 
and underprivileged. In particular, my life as a Haitian American has informed my 
aspirations.

With the knowledge gained through my experiences in my community and my 
education, I have realized that I am ready for this next phase of my life. I am ready 
to enter law school, because first and foremost it has been my dream and education 
goal. This objective has been my motivation in college and in pursuing leadership 
roles and helping others.  Law school is the education I desire in order to continue 
to help my community and other communities as an advocate within the legal 
system.   My hope is that as a lawyer, especially in the field of immigration, I can 
help people who are seeking legal advice as someone who understands their 
dilemmas, has compassion for their predicaments, and has the dedication to make 
sure their problems are solved swiftly and effectively no matter how difficult.  I want 
to continue what I do now but in a more grand scale. I want my leadership skills, my 
compassion for others, and my zeal to help those in need to have an impact through 
out the state of Illinois. I know it will be difficult, but I am prepared for this new 
journey into my dreams. I will always remember the words of Frederick Douglas, ñIf 
there is no struggle, there is no progress.ò 
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You may find yourself at a number of different places in the job search process. 
From trying to determine which career is the best fit to trying to land your dream job, 
each of the letters covered here can help you.  Keep in mind that professional 
correspondence should not be written casually, writing a letter like a text message is 
not an option.

When you have found the job you want, you will develop a compelling and 
persuasive letter to get the interview. 

If you are still searching for a job or exploring your options, prospect letters will help 
you make contacts and build the relationships that will lead to a better 
understanding of the industry and hopefully job prospects in the future. 

Once you have impressed them in a meeting or interview, strengthen that positive 
image by sending a thank you note to express your appreciation and solidify the 
relationship you have begun to build. 

Having landed that much sought after job feels incredible! Make sure to seal the 
deal by confirming the details and asking for any clarification you might need. When 
declining a position, be gracious. 

Click on the buttons in the right hand column to go directly to a certain type of letter 
you need. 
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The letters you write are more than a formality. Strong communication skills are 

more and more important in the workforce today. When hiring, employers look to 

your letters as the first indicator of your ability. Your letters should be nicely 

formatted and error free.  Also, with all the competition, your letter needs to set you 

apart from other applicants. Let them know not just what makes you unique, but 

also why you are the best fit for the job at hand. 

Again, anything you send should always be specific, which shows that you are 

paying attention and care about the job to which you applied.  Familiarize yourself 

with terminology specific to your industry and use it in your letters as it relates to 

your skills and qualifications. 

Letters should be written thoughtfully. It is helpful to have someone else read the 

letter before sending it. In addition to proof reading, ask them, ñDoes my letter 

address the qualities they are looking for in the job description?
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As a recent graduate, with minimal job experience, it may seem difficult to show 

how your skills and qualifications match specific job requirements.  Remember that 

skills and interests learned in your lifetime may translate into a match for a job 

descriptions.  For instance, holding office in a campus organization can demonstrate 

leadership skills.  Organization, communication and leadership skills are just a few 

which may be acquired through internships and volunteer work.
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