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What We’ll Cover

 Where to find a job

• Steps to finding a job

• Job search resources

 How to apply

• Application process

• Cover Letter

• Resume

• Interview Prep

 I got the job! What now?

• Follow up

• Workplace Etiquette



Job Search & Applications
Where do I look? How do I apply? 



Steps to Finding a Job 
1. Find the best job listings 
2. Keep your job search focused
3. Connect with your Contacts & Network
4. Use job search apps & tools

Local MassHire or Career Readiness Office 
5. Create a list of companies you would want to work for
6. Target your resume and cover letter
7. Prepare for the interview
8. Follow up 
9. Accept (or decline) the offer



Common Job Search Sites
• Indeed

• www.indeed.com
• LinkedIn

• www.linkedin.com
• Glassdoor

• www.glassdoor.com
• CareerBuilder

• www.careerbuilder.com
• Monster

• www.monster.com
• Google for Jobs

• careers.google.com
• SimplyHired

• www.simplyhired.com

• Company Jobs Pages



Components to Application 
• Where and how to apply?

• Online
• In person on paper

• Cover Letter
• Resume
• References



Cover Letter

What it should say:

1. Who you are and how to contact you

2. Which job you're applying for and how you found it

3. Why you're interested and enthusiastic about this job at this organization

4. What relevant experience or transferable skills make you a good candidate

5. That you'd like an interview

6. That you're grateful for being considered

This is your chance to show them who you are and why they should pick 
you!



Sample 
Cover Letter



Sample 
Resume



Building Your Resume - Key Components
Personal Information

Name
Telephone number
E-mail address

Education
City and State
Date of graduation
Course Highlights (courses directly related to the job or your career field and special abilities)
Certificates

Work and experience
Summer jobs, Internships, Volunteer work
(Include position title, company/organization, city/state, dates and a brief list of the job duties)

Awards & Honors
Academic, musical, athletic and or other recognition. (Include name of the award/honor, who awarded it, 
and when it was awarded.)

Activities/Clubs/Hobbies
Include your role in the position, the organization and dates.
Example: Captain, Shorewood High School, Volleyball Team, 1999 2001

Skills  
Soft skills: (being responsible, loyal, hardworking, energetic, outgoing.)
Hard skills: (research and writing, Microsoft word 98, Microsoft Publisher 2000, Public speaking.)





Tips to a Standout Resume:
• Pull out keywords from the job description and place within your 

resume 
• Skills, experience, certifications 

• Tailor your resume to specific job description 
• If you applying for multiple jobs - have multiple resumes 

• Point out and highlight skills from the job description into your 
resume 

• Make sure it is easy to read 
• Clean and to the point
• Do not have spelling or grammar errors 

• New to applying & career search: 
• list any skills/experience that is related or transferable to the job 

you’re applying for 
• include volunteer service, sports, awards, study abroad, previous 

work experience - this demonstrates hard work, commitment, 
responsibility, work ethic and leadership



Length of a Resume

• New high school or college 
graduates should keep their 
resume to one page.



Interviewing



Importance 
of Interview

• Get to know the place you are 
interviewing, prior to your interview.

• What is their mission?  What do they 
do?

An interview helps get you 
the job!

• To learn more about you 
• For you to learn about job and its 

people

Purpose of an interview:



Structure of an Interview

• Introductions
• “Hello, thank you for meeting with me today”  

• Handshake 

• Welcome & agenda presented by the interviewer
• The open position/job description will be presented 

by the interviewer
• Goals & expectations

• You will be given the opportunity to share a little 
about yourself (be clear and concise)

• You will be asked questions related to the position 
• Thank you & Next steps 



Interview Tips
• Prepare ahead 

• Make sure your technology is set 
(virtual interview)

• Learn about the job/company prior 
to the interview 

• Arrive on time
• Dress professionally

• Positive first impression
• Avoid distractions

• Silence your phone 
• Answer questions with the job in mind 
• Be aware of body language
• Be upbeat and enthusiastic
• Listen, engaged, ask questions



Sample Questions?
For the Interviewer:

• What are the day-to-day responsibilities of the 

position?

• How would you describe the organization, department, 

team? 

• What is the schedule?

• Is there a dress code?

• What are your expectations for this position?

• Is there any additional information that I can provide 

regarding my qualifications for this position? 

You may be asked:

• Tell me about yourself

• Why are you interested in this role?

• Can you describe a challenging time in 

your life and how you overcame it? 

• What is your availability?

• Are you a team player?

• What are some things you know you can 

do well?

• What’s your favorite subject in school?



Nailed it! But You’re Not Done Yet

 Say thank you!  

 Ask about next steps. 

 Its okay to ask the timeline or 
when you expect to hear back.

 Send personalized thank you 
note. 
 Email or handwritten

 Send within 24 hours of 
interview

 Don’t be afraid to follow-up if 
you do not hear anything.



Break!
See you in 5!



You landed the job!
…what’s next?



Onboarding

• Offer letter

• Not official until you sign on the dotted line!

• Still time to negotiate

• Background check

• Tax Forms

• Overview of policies and expectations

• Work Permit … more on that next!



How Do I Get a Work Permit?
• https://www.newton.k12.ma.us/domain/1206

• Students must use personal email accounts for work permits. Work permits are not considered 
school-related and NPS student email accounts do not allow for external communications.

• After you’ve obtained an offer from an employer, you’ll need to follow the checklist and submit 
an employee permit application and supporting documents to your respective schools.

• Do not sign the completed application until you are in the presence of the authorized Newton 
Public School’s designee. Students must be present to sign this document upon pick up.

https://www.newton.k12.ma.us/domain/1206


Know your Rights!
Employment Laws for Minors
• 14- and 15 year-olds work hours

• Only between 7 a.m. and 7 p.m. during the school year

• Only between 7 a.m. and 9 p.m. during the summer 
(from July 1 through Labor Day)

• Maximum Hours When School Is in Session

• 18 hours a week

• 3 hours a day on school days

• 8 hours a day Saturday, Sunday, holidays

• 6 days a week

• Maximum Hours When School Is Not in Session

• 40 hours a week

• 8 hours a day

• 6 days a week

• 16 and 17-year olds work hours

• Only between 6 a.m. and 10 p.m. (on nights preceding 
a regularly scheduled school day).

• Only between 6 a.m. and 11:30 p.m. (on nights not 
preceding a regularly scheduled school day).

• Exception for restaurants: only between 6 a.m. and 
12:00 midnight (on nights not preceding a regularly 
scheduled school day).

• Maximum hours of work - whether or not school is in 
session

• 48 hours a week

• 9 hours a day

• 6 days a week

https://www.mass.gov/service-details/massachusetts-laws-regulating-minors-work-hours



Communication is Key!
• How you communicate with your friends is different than with your 

parents or with your boss.

• Verbal

• Face to Face 

• Calls 

• Listen & engage

• Written

• Emails 

• Texts



Helpful Tips
• Be on time

• Know your schedule! Be sure to know how long your commute 
is! 

• Ask questions about what you should do if you are going to be 
late.

• Who should you notify, is there a policy about being late?

• Workplace relationships

• Be careful what you say to your coworkers/friends about your 
coworkers/supervisor.

• Remember that you are not at school talking to your friends.

• All about attitude!

• Be willing to try new things and learn new skills.  

• Get outside your comfort zone because this is how you will 
stretch and grow.  The more things you try the more 
marketable you are to future employers.



Dress code
• Check in with your supervisor

• Is there a dress code?

• Is there a Uniform?

• Dress for what you are doing that day or the job you have

• special event, outdoor work, meeting, remote work etc. 

• It is recommended not to wear clothing that is too revealing or clothing that 
has inappropriate wordings or symbols on it. 



Social Media



The Positives
• Highlights interests

• Develops connections & builds 
your network 

• Job search tool and/or enhance 
your job performance

Tips!

• Be mindful of pictures/posts

• Check and double check privacy 
settings



You’ve Got This!
Any questions?



Thank you!!
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