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CNL-525 Topic 6: Career Counseling Resources: 
Short Answer Worksheet
Directions: Review and answer each of the questions below. Include in-text citations when appropriate. For each question, your response should be between 75-125 words. Please be specific and provide details in your explanation.

1. Find three resources (other than Indeed) that you would give to clients who need to update their resume, fill out an application that stands out, and compose a cover letter. List the resources. 

LinkedIn Learning
LinkedIn Learning is a valuable platform that offers a wide range of online courses and tutorials on various professional development topics, including resume writing, job application strategies, and cover letter composition. Clients can access courses taught by industry experts to learn the latest trends and best practices in crafting effective resumes and cover letters. Additionally, they can acquire insights into how to optimize their LinkedIn profiles, which is becoming increasingly important in the job search process. LinkedIn Learning provides both free and premium courses, making it accessible to clients with different budget constraints.
Example: A client interested in updating their resume can take a course like "Resume Makeover" to learn how to create a visually appealing and compelling resume that highlights their skills and experiences effectively. 

Jobscan:
Jobscan is a web-based tool that helps clients tailor their resumes to match specific job descriptions. It analyzes the keywords and phrases used in job postings and compares them to the content of a client's resume. Jobscan provides a match rate and suggests improvements to help clients increase their chances of passing through applicant tracking systems (ATS) and getting noticed by employers. This resource is particularly useful for clients looking to customize their resumes for different job applications, ensuring that they stand out to recruiters.
Example: If a client is applying for a marketing manager position, Jobscan can help identify key marketing-related keywords from the job posting and guide the client in incorporating them into their resume.

Purdue OWL (Online Writing Lab):
The Purdue OWL is a well-known online resource for writing guidance and tips. It offers comprehensive guidelines on how to write cover letters effectively. Clients can access sample cover letters, formatting recommendations, and advice on addressing various cover letter components, such as the salutation, introduction, body, and closing. The Purdue OWL is a reputable source for improving written communication skills, which is crucial when composing a persuasive cover letter.
Example: A client looking to create a strong opening for their cover letter can refer to Purdue OWL's sample cover letter introductions to get inspiration and learn how to grab the employer's attention.

These three resources, LinkedIn Learning, Jobscan, and Purdue OWL, provide clients with a well-rounded toolkit for enhancing their job application materials. LinkedIn Learning offers structured courses, Jobscan helps tailor resumes for specific job postings, and Purdue OWL assists in crafting effective cover letters. Encouraging clients to use these resources will empower them to present themselves professionally and increase their chances of success in the competitive job market.

2. Look for and review different online job-search platforms. What services do they offer? What services stand out to you and why? 

CareerBuilder is another excellent choice for job hunting. Like Monster, it features an easy-to-use search engine, a career advice blog and salary information.

Glassdoor. Glassdoor lets you search for jobs and allows people to review companies they've worked for and share salary and benefits info, giving insight .

When looking at the online job search platforms they can be used for individual or general searches. They all allow a person to enhance their abilities, enhance their skills, provide job searches, company information, resume builders as well as social networking and digital enhancements

3. Name at least two places in your city, or one nearest you, that can help people in their job 
searches. These can be government agencies, disability outreaches, churches, counseling agencies, etc. Briefly describe how they can help. 

4. Briefly explain how paid professional career coaches, recruiters, and headhunters can help people get hired. 

Career coaches, recruiters, and headhunters can help people get hired in different ways:
· Career coaches
Can help with:
. Identifying strengths
. Identifying areas for improvement
. Understanding the rewards and challenges of different careers
. Preparing for interviews
. Negotiating salaries
. Creating, updating, or tailoring resumes
. Choosing skills and experience to include in your resume
. Helping you figure out what you want to do
. Helping you understand what's preventing you from advancing in your career

The paid/professional career coaches are trained and should be knowledgeable of
those jobs and qualifications are needed for their clients. They help the client
navigate through the job market, help them evaluate their skills abilities, and
assets. They help the client get coordinated to the resources they will need to enhance their career choice. Many times, they have links to all the job sites as
well as the career testing. They also can help with preparing for an interview

5. Read “How to Ask for an Awesome Letter of Recommendation (and Actually Get One)” and discuss the importance of clients obtaining reference letters. 

“If you have a letter, hiring managers could get more of a sense of your skills if they aren’t able to connect live with your former supervisors for whatever reason and only get the basics from HR,” explains Muse Career Coach Kelly Poulson.

Reference letters help the employer get to know the prospective employee before they get to meet them. A good reference letter will allow the employer to know that the person is a good fit for the job and that they come with recommendations for other people. A reference letter can also alleviate misconceptions the hiring manager may have as well as biased opinions. Boogaard (2021) states the hiring managers get a better sense of a person’s skills.

6. Read “How to Develop Your Skill Set to Advance Your Career” and discuss ways you could help a client explore options to gain skills in finding a better job. 



7. Discuss what you know about how to help someone find a military recruiter or apply for a state or federal job. 

Helping someone find a military recruiter or federal job can be different and using the USAJOBS.gov site can be beneficial for both the counselor and client. This site will help them find military jobs, and USA jobs (2021) states the federal government offers unique hiring paths to help hire individuals that represent our diverse society including veterans, spouses, and even overseas employees.


8. How can you help a midlife client transitioning to a new job learn more about the technological requirements of the job and the possibility of working from home (remotely)?

According to Coleman (2021) even in midlife, your mind is powerful. It can convince you a lie is true and talk you out of doing things your heart longs to do; therefore, the client must change their mindset and overcome the fear that’s holding them back. Once they can see the future is good, training them with basic computer skills and new ideas for jobs online will help them prepare to work remotely. They can learn things from the local library, by using free resources like podcasts, library books, online articles, YouTube videos, etc, states Coleman (2021).

9. How might a retired individual need assistance in looking for an avocation, volunteer work, or part-time job? 

There are many places a retired induvial might find not only a part-time job but volunteer choices as well. Many local places such as Walmart and Target like to hire older people to help with folding clothes, door greeters, and other jobs that are not so strenuous. Speir (2018) states it is important to stay involved as a senior citizen volunteer because they can help maintain their mental and physical health as well as staying involved in the community. Having links to volunteer sites and part-time employment opportunities will help get them connected to the right choice for them.
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