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Guidelines for LIFE  
• Everyone is to be treated 

with respect. 

• Everyone participates. 

• Anything that is shared 

personally during the 

meeting is confidential and 

will not be repeated or 

discussed outside the room 

unless it is your own family 

issue and is discussed within 

the family at home. 

• By law, authorities will be 

notified about anything that 

is discussed that may bring 

harm to you or others.  

• Always leave a place cleaner 

than you find it. 

• No one is ever alone or 

with just one other person. 

• If at any time anyone feels 

uncomfortable, go 

immediately to Wings staff. 
 

 

 

 
 

Asset #37 Personal power – Person feels he has control over “things that happen to me.” 

 

Resumes – How to Make a Good First Impression 

1. Personal information:  Name, address, telephone number(s), and email address.  List at the top of the 

resume.  Email should be professional – JohnDoe@gmail.com  (Use capitals to spell your name as you would 

in the rest of your resume.  It makes no difference in an email or web address if you use capital letters or 

lower case.  Makes it easy to read and avoid zeros that can be confused with the letter O.)  

2. List Job/Career Objective:  List type of job you are seeking and the skills you can offer to benefit the 

company.   

3. Body of resume: List education if relevant.  List past jobs with most current at the top.  Your resume 
should highlight the job skills you most enjoy using and would want to use in the job.  If you don’t have 

strong education and/or a list of past jobs, consider listing “soft skills”:  team player, problem-solving skills; 

creativity, time management, communication skills, work ethic, and leadership. 

4. References:  Always list at least three references with name, current phone number, and current email.  

Make sure to get approval to use each person as a reference and ask them to respond back quickly to a 

potential employer on your behalf. 

5. Review: Check all spelling and formatting to create a professional appearance. Invest in quality paper. 

6. Give every potential employer a copy of your resume at every meeting. Never assume they have a copy. 

40 Developmental Assets©: A Foundation for Success                        www.Search-Institute.org 
• 20 External assets© are positive developmental experiences that surround youth with support, empowerment, boundaries and expectations, and opportunities 

for structured time use.  These assets should be provided by each of many socializing systems in a community. 

• 20 Internal assets© involve the strengths, commitments, and values within youth people that guide their choices, priorities, and decisions.  They are grouped 
into categories of educational commitment, values, social competencies, and positive identity. 

 

Snack Discussion: 
Leader: Person who is eager to look for 

a job. 

 

1. Share the field of work you would 

like to pursue and any specific job 

you have in mind. 
 

2. Discuss “soft skills” and their 

importance.  Have each person at 

the table identify at least one of 

their “soft skills”. 
 

3. Share something you have learned 

today that you found helpful. 

 

4. What are you going to do today in 

planning for a future job?   
 

 

Wings Life-Wise 

Family Workshops 
Manners: Email 
1. Use a descriptive subject line. 

2. Write messages that are clear and 

concise. Avoid abbreviations. 

3. Use proper grammar and punctuation.   

4. Avoid use of all caps as it indicates you 

are shouting at the reader. 
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AVOID the following: 

1. Talking about a bad employer/boss. 

2. Being fired from a former job. 

3. Anything negative. 

4. Do not look at your watch. 

5. Do not place items on interviewer’s desk.  You do not want to invade their space. 

Do NOT lie!  

1. Talking about a bad employer/boss. 

2. Being fired from a former job. 

3. Anything negative. 

4. Do not look at your watch. 

5. Do not place items on interviewer’s desk.  You do not want to invade their space. 

Be prepared to answer questions from the employer or panel of 

interviewers. 

1. Tell me about yourself? 

2. What job skills and relevant experience do you have? 

3. Why do you want to work there?   

4. What specific job would you like? 

5. When can you start? 

6. Share about past employment history & type of work you have performed. 

7. Are you looking for long-term employment? 

8. Why did you leave your former place of employment? 

9. What do you know about this company? 

10. What are your strengths and weaknesses? 

11. Explain your felony conviction. 

12. Why should I hire you? 
 

Questions you may want to ask the Interviewer 

1. What are the expectations of the job? 

2. What do they like about working for their company? 

3. How long have they worked there? 

4. Will this be a short term or long term position? 

5. What are the expected goals of this position? 

6. What training is available? 

7. What does a typical day look like? 

8. When will the interviewer be making the hiring decision?  

* Usually it is best to avoid initial talk about insurance plans, vacation, and benefits  

* Salary – this is a delicate topic.  Tread lightly.  
 

Concerns an employer may have about hiring a convicted felon (returning citizen): 
 

 Concern 

1. Bring criminal behavior to business 

2. Bring criminal friends to business 

3. Use or sell drugs on site 

4. Threaten or intimidate staff/boss 

5. Someone who takes shortcuts 
 

What they need in an employee 

1. Honest, trustworthy employees 

2. Positive environment for customers & 

staff 

3. Drug/alcohol-free workplace 

4. Competent employees willing to learn & 

follow 

5. Hard workers who do more than 

required 
 

Non-verbal Behavior 

1. Standing with hands on hips 

2. Arms crossed on chest 

3. Rubbing Hands 

4. Tapping or drumming fingers/pens 

5. Tilted head, leaning forward 

6. Stroking chin 

7. Biting nails 

8. Rubbing eyes 

9. Hands clasped behind head 

10. Brisk, erect walk 

11. Turning one’s back on another  

12. Foot tapping   

13. Looking out of the corner of the 

eyes 

How it could be interpreted 

1. Readiness, aggression 

2. Defensive 

3. Anticipation 

4. Insecure, lack of self-confidence 

5. Interest 

6. Trying to make a decision 

7. Insecurity, nervousness 

8. Doubt, disbelief 

9. Confidence, superiority 

10. Self-confidence 

11. Dismissal 

12. Impatience 

13. Ignore, disdain, scorn 
 


