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  Appendix A

  
  

     Resume Writing Worksheets




  THE FOLLOWING WORKSHEETS are designed to help you capture all of the information about yourself that you’ll need in order to write your resume. You’ll want to make extra copies of some of the forms (e.g., Employment Experience Worksheet) so that you will have enough for each of your jobs. In this section you’ll find:


 
	Employment Experience Worksheet


	Training and Education Worksheet


	Military Experience Worksheet


	Volunteer Experience Worksheet


	Skills and Special Qualifications Worksheet




  We have created these worksheets so that any job seeker can use them – from mechanic to vice president. As such, there may be questions on the worksheets that do not apply to you or your particular situation. If so, just ignore them and move on to the next question. Be as thorough as possible, for the more information you generate about yourself, the more information you can pull from when you sit down to write your actual resume.


  If you take the time to document all the information about yourself, you will find that the actual resume writing process moves along more easily and much faster. What's more, you'll also discover that your resume is better – it includes better information, it better highlights your skills and qualifications, it looks better, and it better represents “who” you are and “what” you can do. Simply put, it’s a more effective job search tool that should help you in generating an employer’s interest and capturing interviews.


  


  Employment Experience Worksheet



	Name of employer: _____________________________________


	Address: _____________________________________________


	Dates of employment: from __________ to ________ (month/year) (month/year)


	Job title:______________________________________________


	Type of company: ______________________________________


	Salary:_______________________________________________


	Responsibilities/duties:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Achievements: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Demonstrated skills:_____________________________________ ____________________________________________________ ____________________________________________________ ____________________________________________________







  Training and Education Worksheet


 
	College degree and/or major: _______________________________


  	College:______________________________________________


  	Address:_____________________________________________


  	Dates: from _____ to _______ GPA: _______ (on ____ scale)


  	Honors and activities:_____________________________________ ____________________________________________________ ____________________________________________________


  	Certificate or license:______________________________________ ____________________________________________________ ____________________________________________________


  	Company or organization:__________________________________ ____________________________________________________ ____________________________________________________


  	Address: _____________________________________________ ____________________________________________________


  	Dates: from _____ to _______


  	Training program:________________________________________


  	Company: ____________________________________________


  	Address: _____________________________________________ ____________________________________________________ ____________________________________________________


  	Dates: from _____ to _______







  Military Experience Worksheet



	Service:______________________________________________


	Rank:________________________________________________


	Inclusive dates: from _________ to _________. (month/year) (month/year)


	Responsibilities/duties: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Significant contributions/achievements: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Demonstrated skills and abilities:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Reserve status: __________________________________________







  Volunteer Experience Worksheet


 
	Name and address of organization/group: ____________________________________________________________________________________________________________________________________________________________


	Dates: from _________ to _________.


	(month/year) (month/year)


	Offices held/nature of involvement: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Significant contributions/achievements: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Demonstrated skills and abilities:_______________________________________________________________________________________________________________________________________________________________________________________







  Skills and Special Qualifications Worksheet



	Professional and community memberships:


	_________________________________________________


	_________________________________________________


	_________________________________________________


	_________________________________________________





	Licenses and certifications:


	_________________________________________________


	_________________________________________________


	_________________________________________________


	_________________________________________________





	Foreign languages and degree of competency:


	_________________________________________________


	_________________________________________________





	Special awards and recognition:


	_________________________________________________ 


	_________________________________________________


	_________________________________________________ 


	_________________________________________________





	Special skills, qualifications, and talents:___________________________________________________________________________________________________________________________________________________________________________


	Interests, hobbies, and activities:


	_________________________________________________


	_________________________________________________


	_________________________________________________


	_________________________________________________








  

   Appendix B

  
  

     Action Verbs




  FOLLOWING IS AN EXTENSIVE LIST of action verbs that you can use when writing your resumes, cover letters, thank-you letters, and other job search communications. Choose these words wisely and only use the words that accurately reflect your skills, capabilities, and work experience.


  Accelerate


  Accomplish


  Achieve


  Acquire


  Adapt


  Address


  Advance


  Advise


  Advocate


  Analyze


  Apply


  Appoint


  Arbitrate


  Arrange


  Ascertain


  Assemble


  Assess


  Assist


  Authorize


  Brief


  Build


  Calculate


  Capture


  Catalog


  Clarify


  Classify


  Close


  Coach


  Collect


  Command


  Communicate


  Compare


  Compel


  Compile


  Complete


  Compute


  Conceive


  Conclude


  Conduct


  Conserve


  Consolidate


  Construct


  Consult


  Continue


  Contract


  Convert


  Coordinate


  Correct


  Counsel


  Craft


  Create


  Critique


  Decrease


  Define


  Delegate


  Deliver


  Demonstrate


  Deploy


  Design


  Detail


  Detect


  Determine


  Develop


  Devise


  Direct


  Discover


  Dispense


  Display


  Distribute


  Diversify


  Divert


  Document


  Draft


  Drive


  Earn


  Edit


  Educate


  Effect


  Elect


  Eliminate


  Emphasize


  Enact


  Encourage


  Endure


  Energize


  Enforce


  Enhance


  Enlist


  Ensure


  Establish


  Estimate


  Evaluate


  Examine


  Exceed


  Execute


  Exhibit


  Expand


  Expedite


  Experiment


  Export


  Facilitate


  Finalize


  Finance


  Form


  Formalize


  Formulate


  Generate


  Govern


  Guide


  Hire


  Hypothesize


  Identify


  Illustrate


  Imagine


  Implement


  Import


  Improve


  Improvise


  Increase


  Influence


  Inform


  Initiate


  Innovate


  Inspect


  Inspire


  Install


  Institute


  Instruct


  Integrate


  Intensify


  Interpret


  Interview


  Introduce


  Invent


  Inventory


  Investigate


  Judge


  Justify


  Launch


  Lead


  Lecture


  Listen


  Locate


  Maintain


  Manage


  Manipulate


  Manufacture


  Market


  Mastermind


  Measure


  Mediate


  Mentor


  Model


  Modify


  Monitor


  Motivate


  Navigate


  Negotiate


  Nominate


  Observe


  Obtain


  Offer


  Officiate


  Operate


  Orchestrate


  Organize


  Orient


  Originate


  Outsource


  Overcome


  Oversee


  Participate


  Perceive


  Perform


  Persuade


  Pinpoint


  Pioneer


  Plan


  Position


  Predict


  Prepare


  Prescribe


  Present


  Preside


  Process


  Procure


  Program


  Progress


  Project


  Promote


  Propose


  Prospect


  Provide


  Publicize


  Purchase


  Qualify


  Rate


  Realign


  Rebuild


  Recapture


  Receive


  Recognize


  Recommend


  Reconcile


  Record


  Recruit


  Redesign


  Reduce


  Regain


  Regulate


  Rehabilitate


  Reinforce


  Rejuvenate


  Render


  Renegotiate


  Reorganize


  Report


  Reposition


  Represent


  Research


  Resolve


  Respond


  Restore


  Restructure


  Retrieve


  Review


  Revise


  Revitalize


  Satisfy


  Schedule


  Select


  Sell


  Serve


  Simplify


  Solidify


  Solve


  Speak


  Specify


  Standardize


  Stimulate


  Streamline


  Structure


  Succeed


  Suggest


  Summarize


  Supervise


  Supply


  Support


  Surpass


  Synthesize


  Tabulate


  Target


  Teach


  Terminate


  Test


  Train


  Transcribe


  Transfer


  Transform


  Transition


  Translate


  Troubleshoot


  Unify


  Unite


  Update


  Upgrade


  Use


  Utilize


  Verbalize


  Verify


  Win


  Write



  

  Appendix C

  
  

     Personality Descriptors




  Following is an extensive list of personality descriptors and characteristics that you can use when writing your resumes, cover letters, thank-you letters, and other job search communications. Choose these words wisely and only use the words that accurately reflect your talents.


  Abstract


  Accurate


  Action-Driven


  Adaptable


  Adventuresome


  Aggressive


  Amenable


  Analytical


  Assertive


  Believable


  Bilingual


  Bold


  Brave


  Communicative


  Competent


  Competitive


  Conceptual


  Confident


  Conscientious


  Conservative


  Cooperative


  Courageous


  Creative


  Credible


  Cross-Cultural


  Culturally-Sensitive


  Customer-Driven


  Decisive


  Dedicated


  Dependable


  Determined


  Devoted


  Diligent


  Diplomatic


  Direct


  Dramatic


  Driven


  Dynamic


  Eager


  Earnest


  Effective


  Efficient


  Eloquent


  Employee-Driven


  Empowered


  Encouraging


  Energetic


  Energized


  Enterprising


  Enthusiastic


  Entrepreneurial


  Ethical


  Experienced


  Expert


  Expressive


  Forward-Thinking


  Global


  Hardworking


  Healthy


  Helpful


  Heroic


  High-Impact


  High-Potential


  Honest


  Honorable


  Humanistic


  Humanitarian


  Humorous


  Immediate


  Impactful


  Important


  Impressive


  Incomparable


  Independent


  Individualistic


  Industrious


  Ingenious


  Innovative


  Insightful


  Intelligent


  Intense


  Intuitive


  Judicious


   Keen


  Leader


  Loyal


  Managerial


  Market-Driven


  Mature


  Mechanical


  Methodical


  Modern


  Moral


  Motivated


  Motivational


  Multilingual


  Notable


  Noteworthy


  Objective


  Observant


  Opportunistic


  Orderly


  Organized


  Outstanding


  Perfectionist


  Performance-Driven


  Persevering


  Persistent


  Personable


  Persuasive


  Philosophical


  Photogenic


  Pioneering


  Poised


  Polished


  Popular


  Positive


  Practical


  Pragmatic


  Precise


  Prepared


   Proactive


  Problem-Solver


  Productive


  Professional


  Proficient


  Progressive


  Prominent


  Prudent


  Punctual


  Quality-Driven


  Reactive


  Reliable


  Reputable


  Resilient


  Resourceful


  Results-Driven


  Results-Oriented


  Savvy


  Sensitive


  Sharp


  Skilled


  Skillful


  Sophisticated


  Spirited


  Strategic


  Strong


  Subjective


  Successful


  Tactful


  Talented


  Team Builder


  Team Leader


  Team Player


  Technical


  Tenacious


  Thorough


  Tolerant


  Traditional


   Trouble Shooter


  Trustworthy


  Truthful


  Understanding


  Unrelenting


  Upbeat


  Valuable


  Verbal


  Virtuous


  Visionary


  Vital


  Vivacious


  Well-Balanced


  Well-Versed


  Winning


  Wise


  Worldly


  Youthful


  Zealous



  

  Appendix D

  
  

     Re-Entry Assistance for Ex-Offenders




  The previous chapters and appendices outlined how you can write, produce, distribute, and follow up resumes and letters on your own. However, as hard as you may try, you may need assistance in writing your resumes and letters as well as completing other steps in your job search. Whatever you do, don’t be afraid to ask for help. Indeed, you’ll be pleasantly surprised to discover how many individuals and organizations are willing to help you with your transition. But you first need to know who they are and how to contact them for assistance.




  
  Getting Help in Communities of Hope


  Who will help you with your re-entry, especially with finding a job? Will you be on your own or will you be working with various support groups? Where will you initially look to for assistance in your community?


  Once you’ve been released, chances are you will return to your former community where you will seek employment along with food, housing, transportation, credit, health care,- and other necessities of life. You will probably re-unite with many friends, relatives, and acquaintances, including former employers. If you are on parole or probation, the terms of your release may require that you become documented, live and work in one community, regularly see your P.O., disclose your criminal history to employers, and avoid certain jobs because of your background.


  If you’re lucky, you may be quickly hired by a former employer or land a job through a family connection or referral from a friend. In fact, these are the best sources for finding a job, regardless of your background – informal, word-of-mouth contacts that also screen you for employment and thus help you deal with the troubling issue of disclosure.


  However, not everyone is fortunate to have great personal connections to quickly find a job. Many ex-offenders, who soon exhaust their meager gate money, are in a scary survival mode – they need to get a job now just to pay for basic food, housing, and transportation. Some end up in homeless shelters or other types of transitional housing from which it may be difficult to conduct a job search. If this is your stituation, you especially need to follow the advice outlined in this appendix.


  The first thing you need to do is understand various community safety nets designed to assist ex-offenders in transition. A community is more than just a place of opportunities to fulfill your dreams. It’s made up of many individuals, groups, organizations, institutions, and neighborhoods that come together for achieving different goals. As they compete, cooperate, come into conflict, and co-op one another, they provide opportunity structures for finding jobs through informal, word-of-mouth channels.


  The larger the community, the more safety nets and opportunity networks will be available to you. For example, the safety nets for ex-offenders in Chicago, Houston, New York City, Baltimore, and Washington, DC are much greater than in Sioux Falls, South Dakota, or Grand Prairie, Texas. However, the opportunity networks may be fewer in large poor cities that have high unemployment rates than in smaller cities and suburbs that have booming economies with very low unemployment.


  


  Key Community Players for Ex-Offenders


  Let’s outline the key community players who can provide both a safety net and job opportunities for ex-offenders. They generally fall into these categories:


 
	Government agencies and programs: Social services, public health, courts, P.O.s, halfway houses, and One-Stop Career Centers.


	Nonprofit and volunteer organizations: Substance abuse centers, housing groups, public health groups, mental health organizations, legal services, and education and training organizations. Among the most prominent such organizations that regularly work with ex-offenders are Goodwill Industries and the Salvation Army.


	Churches and other faith-based organizations: Includes a wide range of denominations that offer everything from evangelical to social services as well as faith-based organizations involved in the U.S. Department of Labor’s Centers for Faith and Opportunity Initiatives.




  A good way to look at communities is to visualize the safety nets and opportunity networks relating to you as found in the diagram on page 252.


  Let’s take, for example, the city of Baltimore, Maryland. Each year nearly 10,000 ex-offenders are released into this city. Like ex-offenders in many other large cities, nearly 80 percent in Baltimore move into the worst neighborhoods. Recognizing that both the city and ex-offenders face a major challenge, Baltimore has been very aggressive in dealing with the problem of ex-offenders becoming re-offenders by pulling together major community resources for dealing with the re-entry issue.


  The Mayor’s Office of Employment Development is the key player in organizing and coordinating citywide re-entry initiatives. Many of the agencies and organizations function as safety nets and opportunity networks for individuals who are unemployed, homeless, hungry, sick, victims of domestic violence, mentally ill, HIV/AIDS infected, or substance abusers. Examples of such service providers include:


  EMPLOYMENT



	Baltimore Works One-Stop Career Center


	Caroline Center


	Damascus Career Center


	Goodwill Industries of the Chesapeake


	Maryland New Directions


	Prisoners Aid Association of Maryland, Inc.


	Work First Foundation




  HEALTH



	First Call for Help


	Health Care for the Homeless


	Jai Medical Center


	Maryland Youth Crisis Hotline


	Rape Crisis and Recovery Centers


	Sisters Together and Reaching, Inc.


	The Men’s Health Center


	Black Educational AIDS Project




  HOUSING



	20th Street Hope House


	AIDS Interfaith Residential Services


	At Jacob’s Well


	Baltimore Rescue Mission


	Cottage Avenue Community Transitional Housing


	Helping Up Mission


	Light Street Housing


	Safe Haven




  LEGAL



	Homeless Persons Representation Project


	House of Ruth, Domestic Violence Legal Clinic


	Lawyer Referral & Information Service


	Legal Aid Bureau


	Office of the Public Defender


	University of Baltimore School of Law




  MENTAL HEALTH



	Baltimore Crisis Response Center


	Department of Social Services


	Family Crisis Center


	Gamblers Anonymous


	North Baltimore Center


	People Encouraging People


	Suicide Prevention Hotline


	You Are Never Alone




  SUBSTANCE ABUSE

  

  	Bright Hope House


	I Can’t We Can, Inc.


	Addict Referral and Counseling Center


	The Crossroads Center


	Day Break Rehabilitation Program




  FOOD AND CLOTHING



	Salvation Army


	Bethel Outreach Center, Inc.


	Our Daily Bread


	Paul’s Place, Inc.







  Community Resources


  Many large communities, especially New York City, Chicago, Detroit, Houston, Los Angeles, and Washington, DC, offer various types of assistance programs for ex-offenders. Using the Internet, you can quickly locate such programs and services in your community. For an excellent summary of government agencies and community-based organizations assisting ex-offenders with employment, legal, and other re-entry issues, including referrals to other relevant organizations, be sure to visit the National H.I.R.E. Network Website, which is an information clearinghouse that provides access to resources in all 50 states: www.hirenetwork.org/resource.html. Other useful websites include:



	
GOVERNMENT





	
■


	
Center for Employment

Opportunities (New York City)


	
www.CEOworks.org





	
■


	
Federal Bureau of Prisons


	
www.bop.gov





	
■


	
U.S. Parole Commission


	
www.justice.gov/uspc





	
■


	
U.S. Office of Justice Programs


	
www.ojp.usdoj.gov/reentry





	
■


	
U.S. Department of Labor, Centers for Faith and Opportunity Initiatives


	
www.dol.gov/agencies/cfoi





	
■


	
Volunteers of America


	
www.voa.org




	
ASSOCIATIONS





	
■


	
American Correctional Association


	
www.aca.org





	
■


	
American Jail Association


	
www.americanjail.org





	
■


	
Corrections Connection


	
www.corrections.com




	
NONPROFIT/VOLUNTEER





	
■


	
The Safer Foundation


	
www.saferfoundation.org





	
■


	
OPEN, INC.


	
www.openinc.org





	
■


	
Legal Action Center


	
www.lac.org





	
■


	
Criminal Justice Policy Foundation


	
www.cjpf.org/clemency/

clemency.html





	
■


	
Annie E. Casey Foundation


	
www.aecf.org





	
■


	
The Fortune Society


	
www.fortunesociety.org





	
■


	
Second Chance/STRIVE (San Diego)


	
www.secondchanceprogram.org




	
FAITH-BASED





	
■


	
Prison Fellowship Ministries


	
www.pfm.org





	
■


	
Conquest Reintegration Ministries (Washington, DC)


	
www.prisonministry.net/crm





	
■


	
Breakthrough Urban Ministries (Chicago)


	
www.breakthrough.org





	
■


	
Exodus Transitional Community, Inc.

(New York)


	
www.etcny.org








  For hundreds of additional ex-offender re-entry resources, see Ron Krannich’s The Ex-Offender’s Re-Entry Assistance Directory: Public and Private Support Programs for Making It on the Outside (page 265) as well as visit the state-by-state re-entry program directory section at www.lionheart.org.




  
  Identifying Your Community Resources


  What is different among communities is the degree to which a community actually recognizes the need to focus on ex-offender re-entry issues. If you enter a community that does not provide specific assistance and services to ex-offenders, you’ll be on your own in a sea of government agencies and community-based organizations that primarily provide employment and safety net services for disadvantaged groups, similar to the ones we identified on pages 247-249. Therefore, one of your most important initial jobs will be to understand how your particular community is structured in terms of such networks and relationships. You want to put specific names on the various categories of organizations we outlined in the figure on page 252. Once you understand your community, you should be prepared to take advantage of the many services and opportunities available to someone in your situation.


  You can start identifying your community networks by completing the following exercise. Specify the actual names of up to five different government agencies and community-based organizations for each category that you need to know about and possibly use in the coming weeks and months. Remember the three types of organizations we identified on pages 246-247 – government, nonprofit/volunteer, and church/faith-based in our example of Baltimore. If you don’t have this information on your community, ask your P.O. for assistance, visit your local library and ask personnel at the information desk for assistance, do an Internet search, or contact your local government social services department.


  Community Safety Nets and Opportunity Networks


   [image: image]




   
  Identify Your Community Safety Nets and Opportunity Networks


  My target community: ________________________________________________


  Employment groups



	________________________________________________________________


	________________________________________________________________ 


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________




  Housing groups



	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________




  Food and clothing groups



	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________




 Health care groups


 
	________________________________________________________________


 	________________________________________________________________


 	________________________________________________________________


 	________________________________________________________________


 	________________________________________________________________




  Mental health groups (if an issue)



	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________




  Substance abuse groups (if an issue)



	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________




  Legal groups



	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________




  Other groups


 
	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________


	________________________________________________________________







  The Importance of American Job Centers


  One community group you should become familiar with is your local American Job Center. Indeed, make sure you visit a Center soon after release. It may well become one of your most important lifelines for landing your first job out.


  Usually operated by the state employment office, American Job Centers provide numerous resources for assisting individuals in finding employment, such as computerized job banks, job listings, counseling and assessment services, job search assistance, and training programs. They also may provide resume and letter writing assistance. Since career professionals staffing these centers increasingly work with ex-offenders, you’ll be no stranger to their offices. Be sure to disclose your background to their personnel, since knowing about your criminal record may result in special contacts and services. The personnel may know ex-offender-friendly employers. In fact, you may find one staff member whose job is to work specifically with ex-offenders. You can easily find the center nearest you by visiting this website:




	
■


	
American Job Centers


	
www.careeronestop.org








  This website includes a separate section for ex-offenders: “Working with a criminal conviction.”




  
  Consider Using Temporary Employment Agencies


  You also may want to contact various temporary employment agencies or staffing firms. This is good way to quickly get employed and acquire work experience. With temporary employment agencies, you work for the agency, which, in turn, places you on temporary assignments with its clients. While these companies primarily recruit individuals for temporary or part-time positions, many of these firms also have temp-to-perm programs. With these programs, you may work two to three months with one employer who may decide to hire you full-time once your contract expires with the temporary employment agency if you have met their performance expectations. Many large cities have over 200 such firms operating. Many of these agencies specialize in particular occupations, such as construction, accounting, information technology, law, and health care services. Other agencies may recruit for all types of positions, including many low-skill, low-wage labor positions. Some of the most popular temporary employment agencies with a nationwide presence include:


      

	
■


	
Labor Finders


	
www.laborfinders.com





	
■


	
Manpower


	
www.manpower.com





	
■


	
Olsten


	
www.olsten.com





	
■


	
Kelly Services


	
www.kellyservices.com









  For a directory of staffing agencies that hire felons, visit successfulrelease.com.




  
  Working With a Professional


  Many ex-offenders face difficulties in writing, producing, and distributing resumes and letters. Most of these difficulties center on some or all of the following:


 
	Limited or unstable work history


	Low levels of education and training


	Unclear goals and lack of focus


	Weak organization and writing skills


	An “experience” time gap while incarcerated


	Uncertainty about marketing oneself


	Lack of equipment and money for production and distribution




  In other words, ex-offenders are likely to make many of the mistakes we outlined in previous chapters. If these difficulties characterize your situation, and you are not a talented writer, by all means seek assistance in writing your resume and letters. Don’t pretend you can write and distribute on your own by just following our advice. It simply won’t happen, or the product will be third-rate.


  A career professional can give you much-needed advice and assistance in putting together a resume that best represents you and is targeted toward the right people. Hopefully you will participate in a pre-release program that assists you in writing a resume. If not, once you are released, contact a local support group, participate in a job readiness program, or contact personnel at your local American Job Center for assistance in writing a resume. You also can hire a professional resume writer to develop your resume. Most will charge you from $200 to $600 for their services. If you can afford such a professional, they will probably produce an outstanding resume that will grab the attention of employers as well as help you focus your job search. In addition to consulting the professionals who contributed to this book (see Appendix F), you can contact professional resume writers through these organizations:


      

	
■


	
Career Directors


	
www.careerdirectors.com





	
■


	
Let’s Eat, Grandma


	
www.letseatgrandma.com





	
■


	
National Resume Writers’ Association


	
www.thenrwa.com





	
■


	
Professional Association of Resume Writers and Career Coaches


	
www.parwcc.com









  You can see some terrific examples of their work by reviewing the following books written by career professionals. Most are available in libraries or through Impact Publications (www.impactpublications.com):


 
	101 Best Resumes


	202 Great Resumes


	Best Keywords for Resumes, Cover Letters, and Interviews


	Best Resumes for People Without a Four-Year Degree


	Modernize Your Job Search Letters


	Modernize Your Resume


	Resumes for Dummies

 



  

  Appendix E

  
  

     Navigating Today’s Digital World




  IF YOU’VE BEEN LOCKED UP for several years, chances are your punishment included little or no access to the Internet nor the latest communication technologies. Cut off from major modes of communication (email, texting, telephone) you may be unfamiliar with the rapidly changing electronic (digital) world that has been revolutionizing the rest of society. This electronic world became essential during the COVID-19 crisis of 2020-2021 when workplaces were dramatically transformed by Zoom and other digital platforms; millions of locked down workers were forced to telecommute from home.


  Not surprisingly, your prison communication has been somewhat primitive. If you had limited Internet access (now available in prisons in a few states), it was severely restricted. In fact, going to jail or prison may have resulted in technology withdrawal and illiteracy as you lost your computer, access to the Internet, and use of a smartphone. Your main windows to the Free World were censored TV, restricted landline phone calls and letters, and questionable rumors.


  You definitely had no privacy nor did you need to worry about Internet costs, viruses, identity theft, scams, robo calls, telemarketers, or other disruptive and manipulative communication. All that is about to change as you enter a new, chaotic, and highly competitive and predatory electronic world where you’ll become an electronic “user” and a targeted consumer who may experience all the positives and negatives of having Internet access!


  

  Missing Life Skills


  Now, everything has changed, and you need to get onboard as soon as possible. Since using the Internet, tablets, and smartphones are increasingly essential life skills, you need to seriously work on becoming Internet and smartphone savvy. You should quickly learn how to best use email, text, send files, conduct online research, access key websites, use apps (applications), and join online communities.


  Throughout this book we have referred to websites that can assist you with your transition. Our assumption is that you will, soon, have Internet access. If not, we assume you will quickly get “up and running” with a computer, tablet, and/or handheld device as well as Internet access in order to explore our recommended websites. To read this book without connecting to several of those websites in this electronic world would be a terrible waste of precious re-entry time. It would also mean remaining in the shadows of the digital world without an essential lifeline to your future. You simply must get connected and incorporate the Internet into your new life of freedom. An exciting, although sometimes scary, online world awaits you. If used properly, the Internet will quickly become your best friend for maintaining your freedom.



  
  Welcome to a Strange New World


  Re-entry may feel very strange when everyone around you seems to be proficient in using the latest technologies. For many people, their lifeline is their handheld device – usually a smartphone – that keeps them connected to family, friends, employers, businesses, processes, and things that occupy their ever-expanding digital world through text, images, and voice. In fact, you may quickly feel like a fossil when you get out from under the firewall that has “protected” you.


  From a technological perspective, you’ll have a lot to learn in the coming months. Employers and others you interact with, including banks and utility companies, expect you to be literate in basic Internet and communication technologies. They will ask you for your email address, assume you receive and send text messages, tell you to apply for jobs online, use particular apps, and send and receive documents and files over the Internet. If you don’t have email and Internet access, you’ll find this new digital world difficult to navigate. And the people you interact with, including employers, may think you’re from another planet, because you lack the knowledge and skills to fully function in today’s society. Soon, no one will want to work with such an “electronic loser.” This is what many ex-offenders refer to when they talk about entering a “scary world.”


  In many respects, being “free at last” may also give you a feeling that you’re very lost in this New World. It has changed dramatically, and you haven’t changed with it! It’s time to play catch-up and learn how all of this new technology can be used to your advantage.


  

  Get Connected and Acquire Online Skills


  One of the first things you need to do is to get connected to the Internet and learn how to best use it for your purposes. In fact, depending on how quickly you learn, you might be up and running after an hour or two of basic instruction. If you don’t have a computer, tablet, or handheld device with Internet access, start by visiting your local library for information and assistance. Many libraries assist individuals without computers and Internet access. Some provide classes for those who want to learn the basics of Internet use and email. If they don’t, the personnel at the information desk usually give advice on where you can get such assistance.


  Some local churches and other nonprofits may provide similar assistance with the Internet and communication devices. They also may offer mentors who can work with you one-on-one in developing computer and Internet skills. Local career centers and community colleges also may offer free or inexpensive courses on how to use computers and the Internet. Alternatively, search the Internet for “Internet for beginners” and you’ll find references to online Internet assistance, including guides and tutorials.


  We strongly recommend that you make a top priority – from Day One – to get an email account along with Internet access and online skills. Use the most popular search engines – Google, DuckDuckGo, Ask, Bing, Mahalo, Dogpile, Yippy, and Yahoo! – to search for these subjects:


 
	Internet 101: beginners guide


	Internet sites that make you smarter


	Mobile web: smart phones and tablets


	Search engines and how to use them


	Email basics


	Editors picks: best of Internet


	Online research works


	How to use apps




  These searches will result in links to several online tutorials that focus on each subject. After a few minutes of exploring the resulting websites, you’ll be wiser for having done such searches.


  If you need to learn how to best use a cell phone, visit this website:

  

  
	www.wikihow.com/Use-a-Cell-Phone




  The WikiHow website (www.wikihow.com) includes a

  

  
	www.howstuffworks.com.




  

 
  
	www.TED.com




  

 
  
	universitywebinars.org




  


	www.coursera.org


	ocw.mit.edu


	www.edx.org


	www.khanacademy.org


	www.openculture.com/freeonlinecourses
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