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[bookmark: _Toc128566409]Finding the Career for Me!
Finding the career you want can be a daunting task.  
Here’s how to find a GREAT career that fits you and ace that interview!
O*Net Online – Career Information
Open your favorite web browser and navigate to: O*Net Online
O*Net is a FREE service of the US Dept. of Labor (Employment and Training Admin.) and offers resources about occupation outlooks, requirements, and salaries in the United States. 
[bookmark: _Toc128566411]Career Interest Profiler
 			(when you need some guidance to find the right career)
On the right-hand side of the site, in the “I want to be a…” section click on the O*Net Interest Profiler to help find careers that fit your interests.
 Time for Completion: ~ 5 minutes
[image: Graphical user interface, application
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			Take the survey and discover careers that may fit your interests. [image: Graphical user interface, text, application

Description automatically generated with medium confidence]

[image: Graphical user interface, text, application

Description automatically generated]
Explore one of the suggested careers by clicking on the name or choose “Find More Careers”. 



[bookmark: _Toc128566412]Occupation Search (when you want to explore various careers)
Learn more about a particular Occupation, such as: 
· Job Description
· Tasks associated with the role
· Technology skills required
· Work Activities associated with the role
· Training and Credentials needed (at the state and local level)
· Education required for the role
· Pay and Employment info (state and local level)
· Job Openings (state and local level)
· Related Occupations
Example Screenshots are below: 
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[bookmark: _Toc128566413]Acing the Interview
[bookmark: _Toc128566414]Job Search Resources
Almost all career/job offerings can be found via online sites: 
Online resources for Students looking for jobs (FYI, these will require the student to create an account): 
https://www.careeronestop.org/JobSearch/job-search.aspx - this site contains additional resources such as:
·  practice job applications. 
· Negotiating your salary. 
· Salary Finder tool.
· Finding Training. 
· Does my career choice require a license?
· Foreign Workers.
https://www.careerbuilder.com 
https://www.ziprecruiter.com/high-school-jobs - this one is great for high school students (especially those under 18)
https://www.indeed.com/l-Raleigh,-NC-jobs.html?vjk=81df536f04e8ca64
https://www.linkedin.com/


[bookmark: _Toc128566415]Application Templates and Interview Tips
[bookmark: _Toc128566416]Job Application Templates: 
Templates are embedded (click on the “W” document to open)
These templates are in Microsoft Word format, here is how to open the templates if you don’t have Microsoft Office products on your computer. 


Cover Letter Template


Resume Template (three types)



[bookmark: _MON_1738581750][bookmark: _MON_1738581780]
Follow-Up Letter (Thank you letter) Template


		If you cannot open these embedded templates, there are additional templates available online.
(NC State University) at:  https://cals.ncsu.edu/students/cals-careers/find-a-job-or-internship/resume-cover-letter/

[bookmark: _Toc128566417]Common Questions that you may be asked during an interview: 
a. Tell me about yourself.
b. Why are you interested in working for this company?
c. Tell me about your education.[image: Text  Description automatically generated]

d. Why have you chosen this particular field?
e. Describe your best/worst boss.
f. In a job, what interests you most/least?
g. What is your major weakness?
h. Give an example of how you solved a problem in the past.
i. What are your strengths?
j. How do others describe you?
k. What do you consider your best accomplishment in your last job?
l. Where do you see yourself in three years?
m. Think about something you consider a failure in your life and tell me why you think it happened.
n. How do you think you will fit into this operation?
o. If you were hired, what ideas/talents could you contribute to the position or our company?
p. Give an example where you showed leadership and initiative.
q. Give an example of when you were able to contribute to a team project.
r. What have you done to develop or change in the last few years?
s. Do you have any questions for me? (It is a good idea to have at least one question)

[bookmark: _Toc128566418]Questions you may want to ask the employer: 
i. What are the responsibilities and accountabilities of this position?
ii. Can this position’s duties be expanded?
iii. Please describe an average day on this job.
iv. What is the history of the position?
v. Why is it vacant?
vi. What aspects of this job would you like to see performed better?
vii. What are the key challenges or problems of this position?
viii. Where can I go from here, assuming that I meet/exceed the job responsibilities?
ix. How would you describe the ideal candidate?
x. What are the employer's short- and long-range objectives?
xi. What are some outside influences that affect company growth?
xii. Where does the company excel? What are its limitations?
xiii. When and how will I be evaluated?
xiv. What are the performance standards?
xv. With whom would I be working?
xvi. Who would be my supervisor?
xvii. Who would I supervise? (If appropriate for the role)
xviii. What is the department's environment like?
xix. When will you make the hiring decision?

[bookmark: _Toc128566419]Dress to Impress
Use their dress code to determine what to wear to an interview. This shows you have the drive to move up in life. For example, applicants interviewing for shift supervisor at Walmart may wear khakis and a polo shirt on the job. However, go the extra mile and impress the hiring manager by showing up in a button-down shirt and ironed pants. [image: what to wear]

· Research dress codes for your position and industry.
· Look at the two immediate positions above you for inspiration.
· Dress for success, but don't go overboard.
· Wear neutral colors and stay away from patterns.
· Google interview videos to see the current trends.
· Consider comfort and climate at the office.
· Wear clothes you are comfortable with, not new, itchy suits that's never been worn.
· Break in your shoes.
· Always remove the tags after purchase.


[bookmark: _Toc128566420]Interview Tips: 
  1. Even if the company's dress code is casual, it is a good idea to dress up for an interview.  
Take care to look professional, clean, and well groomed. Don't chew gum or smoke in the presence of your interviewers.

2. As an interviewee, you should learn about the company and job before the interview. The company's Web site is a great resource.  Be ready to talk about your experience and qualifications for this particular job. Bring a copy of any relevant portfolio materials (see below #6), particularly your resume and list of references.

3. Plan to get to your interview early, so that a little extra traffic, getting lost, or other unforeseen obstacles won't make you late. When you meet your interviewer or interviewers, introduce yourself, shake their hands, and use eye contact. Be polite and avoid using slang or inappropriate language.

4. Be prepared to summarize your experience in about 30 seconds and describe what you bring to the position (elevator pitch). Have hard copies of your resume available (with you) to hand to the interviewer(s). 

5. Ask each person you interview with for their contact information (i.e., email address) so you can thank them for their time later. This is extremely valuable and will set you apart from other interviewees.

[bookmark: _Toc128566421]Tips for Interview Follow up:
1. Open with a formal salutation and address the hiring manager by name.

2. If you interviewed with several people, send a separate follow-up note to every one of them. You can email the interviewer or mail them a hard copy letter (see attached) or email.  A hard copy letter will help you stand out.

[bookmark: _MON_1738582933]                      Embedded document, click to open.

3. Express your appreciation and reinforce your interest in the position.
4. In the follow-up, refer to specific company plans that you discussed during the interview.
5. Suggest how your experience and skills can help with their challenges.

6. Say that you’re willing to provide the hiring manager with any additional information if necessary and confirm when a final decision is to be made.





[bookmark: _Toc128566422]Building your Portfolio
Depending on the type of career you want to pursue you may need to show your perspective employer a portfolio of your previous work.  Professions such as: 
· Advertising[image: Graphical user interface  Description automatically generated]

· Architect/Architect Assistant
· Artist
· Cake Decorator/Baker
· Computer Programmer (also Gaming Design)
· Graphic Designer
· Interior Designer
· Make-Up Artist
· Model
· Photographer
· Website Designer
· Writer
Google Sites – Free resource to create an online portfolio you can access during your review. 
How Google Sites works. – this describes how to build a free portfolio in Google. These will function similar to online slides. 
Example of Work Portfolio: YouTube –“What is a Career Portfolio”.  



image2.PNG
Occupation keyword search

O*NET onl—ine Q  electrician

Help ~ Find Occupations ¥ Advanced Searches ¥ O*NET Data ~ Crosswalks ~ Share ~ Sites ~

O*NET OnLine features More career sites & resources
H1 Introduction v a "l want to be a...”

. Start the career you've dreamed about, or find one you never imagined.
Q OCCllPatIOI'I Keyword Search a Discover your interests with thg O*NET Interest Profiler ;nd find more

exploration options at My Next Move.

Q  dental assistant

Find your career at My Next Move ©

Examples: 25-1011.00, dental assistant




image3.png
O*NET Interest Profiler

Progress: (qupy——"""> FagR 6D
ogress: 0 of 60 questions

Build kitchen cabinets

Lay brick or tile

Develop a new medicine

Study ways to reduce water pollution

Write books or plays

Play a musical instrument

Teach an individual an exercise routine

Help people with personal or emotional problems
Buy and sell stocks and bonds

Manage a retail store

Develop a spreadsheet using computer software
Proofread records or forms

1
2
3
4
5
6
7
8
9





image4.png
Click to change your Job Zone:
CHEN 3 JEEED) Rt
medium job preparation

Careers that fit your interests and preparation level:

R 1 A s E ®

% Best fit %% Great fit
Surgical Assistants

Cardiovascular Technologists & Technicians

Medical & Clinical Laboratory Technicians

%% © Medical Assistants

& © Ophthalmic Medical Technicians

Click on a career to learn what they do.

Interests Results Job Zones Careers





image5.PNG
Occupation keyword search

@ O*NET onl—ine Q  electrician

Help ~ Find Occupations ¥ Advanced Searches ¥ O*NET Data ~ Crosswalks ~ Share ~ Sites ~

O*NET OnlLine features More career sites & resources

H1 Introduction v 2] "l want to be a..."

. Start the career you've dreamed about, or find one you never imagined.
Q OCCIIPatIOI'I Keyword Search A Discover your interests with the O*NET Interest Profiler and find more
exploration options at My Next Move.

Q  dental assistant
Find your career at My Next Move ©

Examples: 25-1011.00, dental assistant

Search O*NET-SOC occupations ©





image6.PNG
Occupation keyword search

@ O*NET onl—ine Q  electrician

Help ~ Find Occupations ¥ Advanced Searches ¥ O*NET Data ~ Crosswalks ~ Share ~ Sites ~

Dental Assistants

31-9091.00 1 Bright outiook | | [ 8 Updated 2023

Perform limited clinical duties under the direction of a dentist. Clinical duties may include equipment preparation and sterilization, preparing patients for treatment,
assisting the dentist during treatment, and providing patients with instructions for oral healthcare procedures. May perform administrative duties such as scheduling
appointments, maintaining medical records, billing, and coding information for insurance purposes.

Sample of reported job titles: Certified Dental Assistant (CDA), Certified Registered Dental Assistant, Dental Assistant (DA), Expanded Dental Assistant, Expanded
Duty Dental Assistant (EDDA), Expanded Functions Dental Assistant (EFDA), Oral Surgery Assistant, Orthodontic Assistant (Ortho Assistant), Registered Dental

Assistant (RDA), Surgical Dental Assistant





image7.png
Local Jobs
31-9091.00 - Dental Assistants g Bright Outlook

Openings for state: | North Carolina v - Find more openings at CareerOneStop

Openings near ZIP Code: |~ 27601 -

44 Job openings near 27601 shown

Posted ¢ Title and Company ¢ Location $
February 17,2023 Dental Assistant Durham, NC
Light Wave Dental Management LLC
February 21, 2023 Dental Assistant Rocky Mount, NC
Riccobene Associates Family Dentistry
February 17,2023 Dental Assistant Morrisville, NC
Light Wave Dental Management LLC
February 10, 2023 Dental Assistant Raleigh, NC

Light Wave Dental Management LLC




image8.png
Wages & Employment Trends

Median wages
(2021)

State wages
Local wages

Employment
(2021)

Projected growth
(2021-2031)

Projected job openings
(2021-2031)

State trends

Top industries
(2021)

$18.59 hourly, $38,660 annual

North Carolina
ZIP Code 27601

358,600 employees

WEEmn Faster than average (8% to 10%)

56,400

North Carolina

Health Care and Social Assistance

g - |




image9.png
Local Wages
31-9091.00 - Dental Assistants s Bright Outlook

Wages for state:  North Carolina A Go

Wages near ZIP Code: 27601

Annual Wages  Hourly Wages

$47,330

Raleigh $37,200 $61,510

$45,810
North Carolina $59,890
$38,660
United States $59,540
$30,000 $35,000 $40,000 $45,000 $50,000 $55,000 $60,000

In Raleigh, NC:

« Workers on average earn $47,330.
* 10% of workers earn $37,200 or less.
* 10% of workers earn $61,510 or more.




image10.emf
How-to-open-Word-f iles-when-Word-is-not-on-computer.pdf


How-to-open-Word-files-when-Word-is-not-on-computer.pdf
How to open Word files when Word is not on computer.

One option is to save your word file to an online drive, such as Microsoft Google Drive, OneDrive, and
Dropbox. These three services are available through your web browser. They all open word documents
in the browser once you have uploaded them to the selected service.

How to open a Microsoft Word document using Google Drive.

1. From within your web browser go to drive.google.com and Sign in.

& C Y | @ Secure | https://drive.google.com,

= Apps E Untitled document

L Drive Q. Search

My Drive -

I— New

2 My Drive

Quick Access

~ [0 Computers

-  Shared with me

(©  Recent
* Starred
2. Click the New button and select File Upload.
L Drive Q, SearchDri
M Mg«
Folder
255
File upload
Folder upload
B Google Docs >
Google Sheets >
Google Slides >
More >
Files

3. Locate the Microsoft Word file you want to view, select it and click open.
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4. Double click your uploaded Word file that is now stored in Google Drive.

L Drive

I— New

» g My Drive
~ [0 Computers
an Shared with me

Q, Search Drive

My Drive ~

Quick Access

Find just what you need -
Get timely suggestions throughout your

¥

day with Quick Access

*
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W ™y word File.docx
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My Word File.do...
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How to open a Microsoft Word document using Microsoft OneDrive.

1.

From within your web browser go to onedrive.live.com and Sign in.
2. Click on Upload.





OneDrive

Complete your OneDrive
Upload your first file

Charad Upload your files and photos to One
the top of the page. or just drag and

3. Select Files from the pull down menu.
4. Locate the Microsoft Word file you want to view, select it and click open.
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5. Double click your uploaded Word file that is now stored in Microsoft OneDrive. Your online
file will automatically be open in your web browser using Word Online.

How to open a Microsoft Word document using Dropbox.

6. From within your web browser go to dropbox.com and Sign in.
7. Click on Upload and select Files from the drop down menu.





Upload

+- Files

+— Folder

3.

“

Home
Files
Paper

Showc
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Locate the Microsoft Word file you want to view, select it and click open.

-
@ Open
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4. Select the location you would like the file to be uploaded to and click upload.
5. Double click your file and it will open in the browser.
6. Dropbox also gives you the option to copy to “paper” and open in Microsoft Word Online.

* Copy to Paper [™9
& Microsoft Word Online

wEE
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Cover Letter Sample1.docx


		J

D



		Jane or John

Doe





		

		



		 Your Phone

		[Recipient Name]                                                           [Date]



		 Your Email

		[Title]



		 Your City/State

		[Company]



		 LinkedIn (if applicable)

		[Recipient Street Address]



		 Skype (if applicable)

		[Recipient City, ST Zip]



		 Website (if applicable)

		



		



		Dear [recipient name – formal]:

I saw your job posting for [Enter the job name/title] on [enter where/how you saw the posting], and my background may be of interest to you: 

[Number] years of hands-on experience in [area of expertise]?

Knowledge of the latest technology in [industry or field]?

[Excellent written and oral communication skills?]

[A passion to learn and to increase his skills?]

I have enclosed my résumé which lists my experiences and accomplishments.

I would very much like to discuss opportunities with [Company Name]. To schedule an interview, please call me at [phone]. The best time to reach me is between [earliest time] and [latest time], but you can leave a voice message at any time, and I will return your call.

Thank you for taking the time to review my resume. I look forward to talking with you.

Sincerely,

[Your Name]

Enclosure [this would be your Resume, if you add in a work example then change to “Enclosures”.]
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Resume Sample1.docx
		



		

		

		

		

		



		

		

		Jane/John Doe

123 Anywhere st. Raleigh, NC 27601

		

		



		

		

		

		

		



		



		contact



[image: ] 919-555-1234

[image: ] mira_karlsson

[image: ] janedoe@example.com

[image: ] www.example.com

		Education



SCORE Academy – Wake County Public Schools

· Graduating Class of 202X

· GPA (if GPA is 3.0 or higher)



		SKILLS



Software skills (List)

Language skills (list)

Other Technican skills (i.e. what skills do you have that can help this employer)

		EXPERIENCE



Most Immediate or Current Job/Volunteer Experience

20XX-20YY

· Begin each sentence/phrase or bullet with an active verb. 

· Managed membership desk at Raleigh Summer Pool (example)

· Registered members daily attendance, sent report to manager

·  emergency contact list for pool management (example)





Next Job/Volunteer Experience

20XX-20YY

· Begin each sentence/phrase or bullet with an active verb. 

· Managed membership desk at Raleigh Summer Pool (example)

· Registered members daily attendance, sent report to manager

·  emergency contact list for pool management (example)





Next Job/Volunteer Experience

20XX-20YY

· Begin each sentence/phrase or bullet with an active verb. 

· Managed membership desk at Raleigh Summer Pool (example)

· Registered members daily attendance, sent report to manager

·  emergency contact list for pool management (example)



		References



First Reference Name

Relationship to you (not family related)

[image: ] 919-555-1234

[image: ] mira_karlsson

[image: ] janedoe@example.com

[image: ] www.example.com

Second Reference Name

Relationship to you (can be family related)

[image: ] 919-555-1234

[image: ] mira_karlsson

[image: ] janedoe@example.com

[image: ] www.example.com
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Resume Sample2.docx
		



		

		

		

		

		



		

		

		Jane/John Doe

123 Anywhere st. Raleigh, NC 27601

		

		



		

		

		

		

		



		



		contact



[image: ] 919-555-1234

[image: ] mira_karlsson

[image: ] janedoe@example.com

[image: ] www.example.com

		Education



SCORE Academy – Wake County Public Schools

· Graduating Class of 202X

· GPA (if GPA is 3.0 or higher)



		SKILLS



Software skills (List)

Language skills (list)

Other Technican skills (i.e. what skills do you have that can help this employer)

		EXPERIENCE



Most Immediate or Current Job/Volunteer Experience

20XX-20YY

· Begin each sentence/phrase or bullet with an active verb. 

· Managed membership desk at Raleigh Summer Pool (example)

· Registered members daily attendance, sent report to manager

·  emergency contact list for pool management (example)



Next Job/Volunteer Experience

20XX-20YY

· Begin each sentence/phrase or bullet with an active verb. 

· Managed membership desk at Raleigh Summer Pool (example)

· Registered members daily attendance, sent report to manager

 emergency contact list for pool management (example)



Next Job/Volunteer Experience

20XX-20YY

· Begin each sentence/phrase or bullet with an active verb. 

· Managed membership desk at Raleigh Summer Pool (example)

· Registered members daily attendance, sent report to manager

·  emergency contact list for pool management (example)



		Strengths





· Strengths are often addressed in employment history, but some resumes have a separate section for listing them [example – “time management”]



· second strength



· third strength
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Resume Sample3.docx
		



		

		

		

		

		



		

		

		Jane/John Doe

123 Anywhere st. Raleigh, NC 27601

		

		



		

		

		

		

		



		



		contact



[image: ] 919-555-1234

[image: ] mira_karlsson

[image: ] janedoe@example.com

[image: ] www.example.com

		Education



SCORE Academy – Wake County Public Schools

· Graduating Class of 202X

· GPA (if GPA is 3.0 or higher)



		SKILLS



Software skills (List)

Language skills (list)

Other Technican skills (i.e. what skills do you have that can help this employer)

		EXPERIENCE



Most Immediate or Current Job/Volunteer Experience

20XX-20YY

· Begin each sentence/phrase or bullet with an active verb. 

· Managed membership desk at Raleigh Summer Pool (example)

· Registered members daily attendance, sent report to manager

·  emergency contact list for pool management (example)



Next Job/Volunteer Experience

20XX-20YY

· Begin each sentence/phrase or bullet with an active verb. 

· Managed membership desk at Raleigh Summer Pool (example)

· Registered members daily attendance, sent report to manager

 emergency contact list for pool management (example)



Next Job/Volunteer Experience

20XX-20YY

· Begin each sentence/phrase or bullet with an active verb. 

· Managed membership desk at Raleigh Summer Pool (example)

· Registered members daily attendance, sent report to manager

·  emergency contact list for pool management (example)



		Hobbies





· hobbies should relate to the job [example if applying at a hobby shop – “national team member -radio controlled cars”]



· second strength



· third strength
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		J

D



		Jane or John

Doe





		

		



		 Your Phone

		[Hiring Manager’s Name]                                                      [Date]



		 Your Email

		[Title]



		 Your City/State

		[Company]



		 LinkedIn (if applicable)

		[Recipient Street Address]



		 Skype (if applicable)

		[Recipient City, ST Zip]



		 Website (if applicable)

		



		



		Dear [hiring manager’sname]:

Thank you for your time on [Enter day/date you met for the interview], it was a pleasure speaking with you regarding the position of [Enter the job name/title].

The details you provided me with about the position convinced me that this is a job I would enjoy and one where I could make a valuable contribution with my skills and experience [refer to your specific area of expertise and how it can benefit your employer].

 

I was also thinking about what you said regarding [specific issue discussed during the interview]. In my last role as [your current or most recent position] I found that [data-backed explanation of how you would tackle the issue in question].

 

Please feel free to contact me if you find you need any more information. 

 

Thank you once again, [Hiring Manager’s Name].

 

Sincerely,

[Your Name]
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