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Job hunting is never easy, whether you are looking for your first job, trying to find another job or striving
for a promotion. This book is filled with tips and techniques to make your search go faster and be more
successful.

After reading through Job Hunting in Maine, you should come away with:

* An introduction to CareerCenters located throughout the state and how you can use the services
available to you through “The Maine Employment Resource.”

* The latest tips and techniques to enhance your job search.

Produced and compiled by:
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Bureau of Employment Services //_ace\’\ter

and the Maine CareerCenter Care® R
Look for this icon throughout
the guide to find specific ways

For additional copies or to request the CareerCenter can help you

an alternate format, contact: with your iob search!

Bureau of Employment Services \_ _J

55 State House Station
Augusta, ME 04333-0055
1-888-457-8883

TTY users call Maine Relay 711

Microsoft, Microsoft Word and Bing are trademarks or registered trademarks of Microsoft Corporation in the United States and/

or other countries. WinWay is a registered trademark of WinWay Corporation. Adobe is a registered trademark of Adobe Systems
Incorporated in the United States and/or other countries. Twitter is a trademark of Twitter, Inc. in the United States and other countries.
Facebook is a registered trademark of Facebook, Inc. Linkedin is a registered trademark of LinkedIn Corporation. Google, Blogger and
YouTube are trademarks or registered trademarks of Google Technologies, Inc. Yahoo! is a registered trademark of Yahoo! Inc.
Ask.com is a registered trademark of IAC Search & Media.
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The Maine CareerCenter Network

Maine CareerCenters provide a variety of employment and training services at no charge for Maine
workers and businesses.

It is the place to start when you’re looking for your first job, your next job, a better job — or a whole new
career. You do not need to be claiming unemployment benefits or be out of work to use our services.

The CareerCenter system is a collaboration of the Maine Department of Labor, Local Workforce Development
Boards, and employment, education, and training providers. There are 12 full-service centers, additional
service points and partner providers located throughout the state.

For a complete list of locations, visit:
www.mainecareercenter.com
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The Maine Employment Resource

CareerCenter Services

CareerCenters offer services in both individual
and group settings.

Some CareerCenters may invite you to attend an
orientation session to find out what kinds of services
you are eligible for. Ask the staff person at your local
CareerCenter Information Center how to get started.

Workshops: CareerCenters offer workshops and
classes on a variety of topics, including networking,
job search techniques, résumé writing, and more.

Job Fairs: Get an online list of upcoming job fairs
in your area or around the state.

For a list of workshops and job fairs near you, visit:

www.mainecareercenter.com.

Training Programs

CareerCenter staff can help you determine what
programs are available to assist you and put
you in touch with the best education and training
resources in your area.

The Information Center

Special Services

We offer services for veterans, older workers,
young people, laid-off workers, people exploring
a career change and people with disabilities.

If you're a job seeker with a special need, the
CareerCenter can assist you.

Priority of Service for Veterans

The CareerCenter offers specialized employment
and training services for veterans. If you served in
the U.S. Armed Forces, a CareerCenter Veterans
Representative can help you find a job, get new
skills, or access other state or federal resources
available to you.

Veterans and eligible spouses are given priority of
service for the receipt of employment, training and
placement services provided under all
Maine-Department-of-Labor funded programs.
For more information about Priority of Service for
Veterans and Eligible Spouses, or to determine if
you are eligible, visit: www.mainecareercenter.
com/veterans.

The Information Center is open to job seekers at no cost for education and

employment-related purposes.

The library has literature about:

* Résumé writing and interviewing skills.

* Economics, the labor market, employment
trends and specific industries.

* Career planning and exploration, job hunting
and starting a business.

* Businesses, education and training resources,
and support services.

* Labor laws and regulations.

CareerCenter Job Hunting in Maine
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The computer center provides:

* Access to Internet, computers and software to
prepare résumés, search for jobs online, or file
your unemployment claim

*  Wireless Internet access (WiFi) for use with
your wireless-capable laptop or mobile device
(at most CareerCenter locations)

* Access to telephone, fax and copier.



Maine’s Job Bank Maine’s

Start your job search by registering for Maine’s Job Bank. JOb_Ban k

* Accessible 24 hours a day, 7 days a week
s CareerCenter

* Search for job openings based upon your individual
qualifications

Www.mainecareercenter.com

* Get matched with employers looking for your skills

* Receive automatic e-mail notifications when jobs that match
your qualifications and preferences are posted

* Post a résumé that can be sent to employers
* Résumé building

* Intelligent matching

Coming soon

As Maine’s Job Bank evolves, additional web-based solutions will be added, supporting job seekers,
students, employers, and career counselors with a full range of job placement and career exploration
tools including:

* Training referral

* Career mapping

CareerCenter

. P —
Virtual CareerCenter = vl

You can access many of the resources of the
CareerCenter by visiting our website:

www.mainecareercenter.com

The Maine Employment Rest

Maine’s

* Search Maine’s Job Bank ob Bank

CareerCenter

* Find information on CareerCenter programs and

services

* Research training and education opportunities

* File your unemployment claims

* Links to additional employment resources
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CareerCenter Partners

Rehabilitation Services

The Maine Department of Labor, Bureau of Rehabilitation Services (BRS) works to bring about full
access to employment, independence and community integration for people with disabilities through its
three primary provision units:

The Division of Vocational Rehabilitation (DVR) assists eligible individuals with disabilities who wish

to achieve or retain employment in the community. Any individual who is committed to work and has a
disability that creates a barrier to employment is encouraged to apply for assistance. Services begin
with an application*, eligibility determination, and a comprehensive assessment of rehabilitation needs.
The program provides counseling and guidance, the development of an individualized employment plan,
and provision of services required for a specific employment goal, that helps people move to successful
job placement. High school students are encouraged to apply or be referred for services within two
years of graduation or exit from the school.

The Division for the Blind and Visually Impaired (DBVI) can provide many services to persons with severe
visual impairments. For an individual who has a vision problem that prevents them from carrying out the
activities of daily living, getting an education or a job, programs include:

* Education Program for children who are blind or have a visual impairment

* Business Enterprise Program

* Independent Living Programs

The Division for the Deaf, Hard of Hearing and Late Deafened (DDHHLD) provides a variety of
services for Deaf, Hard-of-Hearing and Late-Deafened citizens of Maine, including:

* Information, referral and advocacy

* The handbook “Resources: A Guide to Services for People who are Deaf or Hard of Hearing”

*Applications for Vocational Rehabilitation services are available at CareerCenters or by contacting your
local DVR/DBVI office.

Workforce Development

Workforce Development helps people return to work. There is retraining assistance for people who have
lost their jobs because of layoffs, closings or other dislocations. People who are receiving assistance

such as Supplemental Nutrition Assistance Program (SNAP) or Temporary Assistance for Needy Families
(TANF) also may be eligible for retraining. Some programs help people who are or have been seasonal
farm workers. Check with your local CareerCenter to find out if you may be eligible for retraining
services.

CareerCenter Job Hunting in Maine 5
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Career & Life Planning Process

Making decisions about what you do for work is a very important step.

Your career has an impact on every part of your life. Work may determine where you live, how much
time you have to spend with your family and whether or not you can enjoy your favorite leisure activities
as much as you would like. The following section outlines a process that can assist you in making career
and life decisions.

The CareerCenter can provide tools and support for your decision-making.

Making a good career and life decision has several steps. We will take a look at each step of the
career-and life-decision process and make recommendations as to which CareerCenter resources might
be most helpful to you.

i 2
Look for this icon throughout
the guide to find specific ways
the CareerCenter can help you
with your job search!
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Job Search Stress

Many people have compared being out of work to facing a death in the family or a personal illness.
There is a grief process of letting go of the old job before you can move into a new job successfully.

Many people handle these ups and downs with the support of family and friends. Let them know how
you feel. Your family is under stress, too.

If you are experiencing more than your share of down times, then find a professional you can talk to. A

counselor, a clergy member or a support group may be able to help you move toward reaching your
goal.

If you have lost your job, you may be going Tips for Handling Job Search Stress

through the four stages of grief:
* Talk positively to yourself.
1. Denial *  Get organized.
* This can’t be happening!
* Create a schedule.

*  I'm fine.
* Get dressed.
2. Anger
. Why me2 b VOIUnfeer.

* It's not fair! * Set goals.

e Who is to blame? * Create learning opportunities.
3. Mourning *  Try new things.
* I'm so sad, why bother? * Eat healthy foods, exercise.
*  What’s the point? * Have some fun.

4. Acceptance
* It's going to be OK.

* | can't fight it. | might as well prepare for it.

—Online Resources

\
www.211maine.org Maine 3
. . >
One number — thousands of services. 2-1-1 is an easy-to-remember 7 P
. ° ™
number that connects people who want to give help or get help with a full GF Cormected, Get Answers.
range of health and human services in their community. vougy Uited Ways of ine
ou’ ernatives Iingranam
2-1-1 Maine, Inc. is a nonprofit organization formed in partnership with
United Way of Maine and Youth Alternatives Ingraham to provide a health and human services
information and referral service system that serves the entire State of Maine — every day and in
times of crisis.
You can access this statewide directory of over 9,000 resources either by dialing 211 on your
phone or online at: www.211maine.org.
L ,
C@er Job Hunting in Maine 7



To Change or Not to Change

It makes sense that you want to do the same work you have been doing in the past. You went into that
kind of work because it appealed to you. A potential problem is that people continue to lose their jobs in
your line of work; you may be a perfect example.

To stay in your field and have some degree of security, you need to be able to answer some
questions:

* According to the want ads, online listings and employment agencies, how much demand is there for
the work | do?

* As aresult of layoffs, are there lots of other people looking for my type of work?

* s there reason to believe that the demand for my type of skills will pick up soon2

*  Would | be willing to relocate if it meant finding work in my current field?

*  Would | be willing to take a cut in salary and/or benefits if it meant | could work in my current
field?

*  Would updating my skills or education mean | could work in my field?2 Am | willing (and able) to
get that training?

You need reassuring answers to each of these questions; otherwise, you will spend months or longer
looking for a job that no longer exists, or you could actually find such a job and then lose it again a short
time later.

But what if you want to do something else?
Maybe you want to make a career change because your previous career just isn’t offering opportunity
or security anymore.

You may also have personal reasons for switching careers, such as your desire to work different hours
to better accommodate the needs of your family. And you may have other professional reasons for
changing, such as a desire to work more with people and less with computers — or vice versal

Perhaps the most important reason for switching careers is this: “I've always thought I'd like to do this kind
of work.”

8 Job Hunting in Maine Ca/re_e\rCenter
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Self-Assessment

Everyone is capable of doing many jobs well. You may like doing some of these jobs better than
others. To find those jobs you would do hest and enjoy most, it is helpful to do a self-assessment
when you are making a career choice.

Self-assessment requires you to take a look at yourself.

You may discover or confirm which jobs give you the most satisfaction. You may also explore those things
you seem to have a natural talent for or ability to do. This might give you some clues about what areas
of the job market might be best for you to explore as you are searching for a new career.

A part of self-assessment is identifying your knowledge, skills and abilities (KSAs). You should be able
to identify those key skills you want to use in your next job. KSAs may be classified into three categories:

* Technical knowledge
Examples: a license to run a forklift or literacy in certain computer software

* Traits that make you a valuable worker
Examples: a good attendance record or ability to learn quickly

* Transferable skills
Examples: project management or customer service skills

You should think about how much you enjoy using your skills with data, people or things. These are worker
preferences. Worker preferences describe those things you most enjoy doing at work. Of course, no job
is exclusively working with data, people, or things, but some jobs have more of one than another does.

It is also important to remember that each work site may have a different job description for the same
job title. For example, one insurance clerk spends the majority of their day processing information and
data, while another insurance clerk speaks with customers, answering questions about payments or claims
that have been filed — same job title, different description.

—Quline Resources \
Career Exploration Tools from U.S. Dept. of Labor

My Next Move — www.mynextmove.org Y

This tool is aimed at providing job seekers with information on more MY NEXT M' VE
than 900 occupations, as well as local job openings and training

opportunities in a simple, user-friendly format. My Next Move is intended to assist all job seekers.
It may be especially useful for students, young adults and other first-time workers as they explore
potential careers based on their interests.

. . “—
mySkills myFuture = www.myskillsmyfuture.org o w
This site is designed to help those with previous work experience match mySkills myFuture

42 2 career

their existing skills to new occupations.

\ J
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Read the following descriptions of the three worker preferences. Think about how you prefer to

use your skills. Do you prefer to use your skills working with data, people, or things?

People

( )

People skills include all effective interactions

with people on the job. These skills include
how you communicate verbally or
non-verbally with other people.

Examples of people skills:

* teaching

* leading

* coaching

* managing others

* customer service

* selling and persuading
Do you like to work with people?
Do you have skills:

* one-on-one with individuals?

* with groups, organizations or the
public?

* caring for people or animals?

N J

You are using data skills when you work with

any kind of information. Data may be facts,
numbers, ideas, impressions, or feelings.

When you work with data, you may be:
* sending or receiving information.
* analyzing or interpreting.
* creating.

* managing information or putting it
to work.

Do you like to work with data?

Are you good at:
* gathering or creating information,
data or ideas?

* storing or retrieving information,
data or ideas?

* putting information, data or ideas
to use?

* managing information, data or ideas:

* step-by-step?

* by seeing the big picture?

Things

When you work with things, you work with your
hands or use your physical skills at work.

Working with things includes:
* making, repairing, loading or
unloading products.

* using equipment such as computers
or driving trucks.

* being a dancer or participating on a
sports team.

* being able to visualize and accurately

draw or record space, dimensions, rooms
or buildings.

* growing plants or animals as a product.

Do you like to work with things?
Are you good at:
* physical performances?
* handling materials or objects?
* making things?

* operating or repairing equipment,
machinery or vehicles?

* visualizing or drawing spaces, buildings
or rooms?

* growing plants or animals?

J
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KSA Quiz

Here is an activity that will help you discover some of your knowledge, skills, and abilities (KSAs) and
how you prefer to use these at work. Make a list and write them down in the space provided. Answer
these questions to the best of your ability. There are no right or wrong answers. Whatever you answer
will give you a clue about your KSAs and worker preferences.

1. What did you enjoy about the last work you did? Even if you disliked most of it, think about one
thing you did like. If you have no paid work experience, think about a volunteer experience or other
activities.

2. What do you enjoy learning about? This does not have to be formal training. We learn from others,
from television, or from reading as well as from going to school.

3. What do you do that receives compliments from other people (friends, family, co-workers)?

4. What work (paid or volunteer) experience are you most proud of?

5. When you need to recharge your energy level, do you want to be with others for companionship
and support or need to be alone to relax and think things over?

6. If you could do anything in the world for work, what would it be? (Don’t worry about time,
money or other details herel)

CareerCenter Job Hunting in Maine 11



What your answers to the KSA quiz may tell you

1. Look for patterns in your answers.
If you find common themes in your answers to multiple questions, you might consider changing your
career path to include a different kind of job with more of the aspects you enjoy. Don’t focus only on
a job title. Instead, look at the description of responsibilities.

2. If you are interested enough to continue lifelong learning about something, then perhaps you
have enough knowledge or skill to be a successful job candidate in that area.
Passion for what you enjoy can be the most rewarding part of a career.

3. If you do something that consistently receives compliments, then you have a skill in that area.
Sometimes you are good at something and don’t even realize that you make a special contribution.
Those who work with you and those who know you well can often see skills you can’t, and you may
overlook those things that come very easily to you. Those just may be the things you do best.

4. Things you have done well and are proud of can tell you a lot about your strengths.
These strengths can give you clues about your work values.

5. Extrovert or Introvert?
If you need to be with others to recharge, then you may be an extrovert. Extroverts need to be with
people to be at their best. If this describes you, then you would do best at a job where there is a lot
of contact with other people.

Those people who need to be alone with their own thoughts to recharge are probably introverts.
Introverts do their best work when they can have time to themselves to create, to deal with facts,
figures or ideas.

6. Is your dream job really a possibility?
Maybe your “dream job” is readily available to you. Even if it is not, try to find jobs that are
available to you which could give you some of the same enjoyment and where you could make a
contribution.

N7
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Today’s Job Market in Maine

Understanding how today’s job market is different from when you first entered the workforce can
help prepare you to make the right decisions during your job search.

As with many Mainers, when you began working or when you observed what your parents and
grandparents did for work, most jobs were based on an industrial model of working. In other words, most
jobs centered around making something for a living; shoes, textiles, or paper for example.

In the past, most workers did not have to make decisions at work. They did not have to work as part of a
team or be creative.

In the past, most workers were skilled at doing just one thing. Most workers did not perform a variety of
tasks on the job. Now the world of work has changed.

Even if a job requires you to make a product, there might be additional tasks that need to be
performed. You may: work as a team member, be responsible for the quality of a product, or provide
customer service. Success on the job requires a wide variety of skills.

As manufacturing plants or mills have closed and towns have evolved, workers are finding that they may
need to travel further from home to find jobs.

Many jobs in Maine today consist of work in the service industry or in retail trade, rather than in
manufacturing industries.

cireer e

Look for this icon throughout
the guide to find specific ways
the CareerCenter can help you
with your job search!

CareerCenter Job Hunting in Maine 13



Labor Market Information

You may not have looked for work in many years, or you may be seeking your first full-time job. In

Informational Interviews

Informational interviews are an opportunity to find out more about an occupation or specific job

either case you need to know what to expect. that you are considering. It should be part of your information gathering process.

There are many resources to find information about which jobs are stable and growing and
which ones are declining. You can also find out what to expect for salary ranges in different
occupations and which employers hire people for the job you are seeking. The CareerCenter

These interviews allow you to “hear it straight from the horse’s mouth” from people who actually work
in a job or industry of interest. Informational interviews can help you to become more confident in the
choice you make. It will also reduce the risk of making a decision that you are unhappy with later. You

—_—
CareerCenter

Information Center has all that information and more available to you in many different formats.

—Online Resources N
Maine Department of Labor’s Center for Workforce Research and Information (CWRI)

www.maine.gov/labor/cwri

CWRI gives job seekers the power to make important career decisions based on up-to-date
labor market information. This website provides job seeker information such as what jobs
are in demand, what skills are involved, how much positions pay, labor market trends, and
employment projections.

Maine Employment Info Guide

On the CWRI site, click on “Individuals/Job Seekers” under “Maine Employment Info Guide.” Here
you can research specific occupations, learn about what career best suits you and also explore
the current job market where you want to work in Maine. The Job Market Explorer can help you
analyze occupations in a Maine area based on criteria you select.

14 Job Hunting in Maine Ca/re_e\rCenter
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can interview with:

* a worker who is doing a job you are considering.

* o manager that can tell you more about a business or industry.

* someone in human resources that knows if an industry is stable or growing in your area.

To identify employers and workers to interview,
contact your personal network.

Relatives, friends, neighbors, co-workers,
classmates and other acquaintances can provide
names of people who work in your field of
interest. Other people use sources such as the
Internet or yellow pages and make “cold calls”

to places of interest. “Cold Calling” is a term

that describes talking to people you don’t have a
personal contact with.

It is a good idea to interview several people so
you get different viewpoints.

Remember that an individual will talk about his or
her own experience. One worker’s experience may
not be typical of other workers.

Always have copies of your résumé and
calling or business cards to leave if the person
asks for them.

You can ask at the end of the interview if you
may leave a calling card and a résumé. However,
never ask for a job interview or a job during an
informational interview. If you do this, people
might think you are a sneaky or dishonest person.
You will probably not be offered a job if one
becomes available.

When the interview is completed, thank the
person for his or her time.

It is also a good idea to send a thank-you note
either by postal mail or e-mail.

—
CareerCenter

The Maine Employment R
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Tips for Success

Examples of questions you can ask at an
informational interview:

At what job would | start to obtain a
position like yours?

What is a typical day like on this job?
What tasks do you do routinely? What
tasks do you do only once in a while2

What does the job mainly involve? Do
you work with things? people? data?
ideas?

What are the requirements for entry

into this job? experience? education?

skills2 licenses or credentials? physical
demands? personal characteristics?

What are the working conditions like
at your job (in your company)? Work
alone or as a team member? indoors
or outside? type of supervision?

What are the advantages of this job?
What are the disadvantages?

How do people earn promotions in this
job (with your company)?

What are the future prospects with this
company? in this industry?

15



What Employers Are Looking For

The State of Maine recognizes how work is changing.

A Task Force on Essential Work Competencies was formed to help guide workers through these changes.
People in workforce development and leaders of Maine businesses worked together to establish a list
of essential work competencies. These are the skills and abilities employers seek when they hire new
employees or promote successful workers.

1. Self-Esteem
Belief in one’s own self-worth and abilities.

2. Motivation to Achieve
The desire to improve performance by competing against increasingly higher standards of excellence.

3. Basic Skills
Reading, writing, computation, listening, speaking and computer literacy essential for successful
performance as lifelong learners in the workplace.

4. Technical Knowledge and Skills for Specific Occupation
Knowledge, skills and abilities necessary to perform a job.

5. Thinking Skills:
* Problem-posing — Choosing how to view a problem
* Problem-solving — Ability to resolve known problems
* Decision-making — Ability to choose a best response
* Analytical thinking — Analysis and logical reasoning
* Creative thinking — Ability to create novel ideas or products

6. Learning Skills
Assessing one’s own learning needs, understanding one’s own learning styles, using appropriate
techniques for learning.

7. Interpersonal Skills:
* Interpersonal understanding — Hearing and understanding others’ spoken, unspoken or partly
expressed thoughts, feelings or concerns.

* Teamwork — Working cooperatively with others to achieve a common goal.

* Negotiating — Overcoming disagreements by compromising with, accommodating or collaborating
with others.

8. Organizational Awareness Skills:
* Assessment of organizational cultures — Recognizing and assessing the characteristics of an
organization’s culture, including formal and informal power structures.

* Presentation of appropriate self — Developing and presenting an image of one’s self which is
consistent with the organization’s requirements for success, including personal appearance and use
of appropriate language for the corporate culture.

* Networking — Developing and maintaining a network of contacts with people who may be able
to provide information, assistance, or support for work-related goals.

16 Job Hunting in Maine Ca/re_e\rCenter
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Changes in Recruitment and Hiring

Changes in technology have led to changes in the way employers recruit, evaluate and select job
candidates.

Online job boards

The days of long lists of “want ads” in the local newspaper are over. This isn't because there aren’t any
job openings, it is merely a reflection on the new services local newspapers are offering and new ways
employers are recruiting. These days, there are several online job posting sites that employers in Maine
are using, including some that are connected to newspaper companies. It is important to understand,
however, that only a small percentage of job openings are even posted. Refer to the section “Where to
Look for Job Opportunities” on page 22 for ideas on where to begin your search.

Résumés

Once you do find a position you are interested in, the process for applying may have changed since the
last time you looked for work. Employers are requiring the use of résumés in more job openings these
days. And, your résumé may be “looked at” by a computer before it even reaches the hands of the
human resources staff person.

E-mail
Employers are also using e-mail as a means to reach out to job applicants, both for application or
résumé submission, and to set up interviews.

Social Networking
The explosion of social networking sites provides employers with new, innovative, and inexpensive ways
to recruit for positions. It also provides a way for job seekers to expand their job search.

CareerCenter Job Hunting in Maine 17
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Beginning Your Job Search

With so many things to think about, starting your search can be a little overwhelming. Knowing
what you need and where to look, can help keep you ready and organized.

If you are unsure of where to start, you may consider attending a workshop at your local
CareerCenter. They offer workshops and classes on a variety of topics including networking,
job search techniques, résumé writing, and more. You can find a list of workshops at:

o
CareerCenter

www.mainecareercenter.com/employment/workshops

If you don’t have Internet access, call the CareerCenter central hotline to find a CareerCenter near you:

1-888-457-8883
Monday - Friday, 8 a.m. — 4:30 p.m.
TTY users call Maine Relay 711

= entel
/ Caree"' ce

Look for this icon throughout
the guide to find specific ways
the CareerCenter can help you
with your job search!
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Job Search Tools — Checklist

L]

—
CareerCenter

Computer access

These day