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Imagine -  you are in an elevator and the person
standing next to you is someone you admire that’s

in the career field you are interested in. What would
you say about yourself in the time the elevator doors
close, the button for the floor is pushed, what would

you say about yourself before you reach your floor
that could potentially change your life? 

Your Elevator Speech
Describe your skills and abilities in the spaces provided in this template to help you
come up with yours.

My name is _______________________, I am looking for work as a ___________.

I have ___ years of experience in ______________________ and am also familiar with

_________________ and __________________ . Here is my information, 

I’d love to hear back from you if you have any openings or opportunities.

Elevator SpeechElevator Speech

Creating and using an elevator speech is helpful to help you to network, promote your

ideas, helps to explain who you are, what you do, why you are valuable, how you can

benefit your listeners, and what you want to get out of the interaction. You can change

the template to fit your needs.

After you give your elevator speech. Ask yourself the following:

 Who you are?  What you do?

 What you want to do?  What your goal is?

Does the listener remember:
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Elevator Evaluator
Student:______________________ Date:_______________

Interviewer:________________________________________

Please rate the interviewee on a scale of 1 (lowest) to 10 (highest) in the following areas.

Nonverbal Behaviors

Initiated Handshake

Maintained Eye Contact

Showed Confidence
and Enthusiasm

Smiled

Introduced Themselves

Expressed passion for what
they want to do

Expressed their skills/abilities

Emphasized qualifications
and/or experience

Spoke clearly and audibly

Asked to follow up

Verbal Behaviors

Please add the things that went well and areas on which to improve on: __________________

_________________________________________________________________________________

_________________________________________________________________________________

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10
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Update your resume once a year to update jobs, skills, courses, honors, internships,
and activities. This way, you can be ready if someone asks for it, or if you see an
internship or job that you are interested in.

Resume buildingResume building
E x t r a c u r r i c u l a r

 A c t i v i t i e s
LEADERSHIP ACTIVITES 
such as being a club officer or sports
team captain.

INTERNSHIPS 
are a training period with a company.

ATHLETIC PARTICIPATION 
such as football, soccer, baseball,
basketball.

WORK EXPERIENCE 
that aligns closely with your career
goal to become a power addition to
your resume.

ACADEMIC TEAMS & CLUBS 
such as math, science, history, or
chess club.

CREATIVE PURSUITS 
such as art, theater, and dance.

TECHNOLOGICAL SKILLS 
such as digital media, project
management, data analysis or school
newspaper.

POLITICAL ACTIVISM 
can be a powerful activity to include
in an application such as working on
a political campaign, working on a
specific cause, or joining a protest.

To plan and develop your resume it should
properly display who you are and what your
career goal is. Think of how you want to promote
the services you can offer.

Your resume should include: 
Your Full Name
Phone Number
Email Address
Your City and State
Education Courses
Activities & Awards
Work Experience
Volunteer Activities & Extracurriculars
3 references that have seen your work ethic

Grades and test scores are important, but colleges
not only look at your grades but also want to see
the person you are becoming and the skills you’ve
learned outside of the classroom. These activities
will demonstrate leadership, teamwork,
communication skills, and community
involvement.

Extracurricular activities are things that aren’t required for high school credit. They show
colleges who you are and your characteristics that will help them form a positive impression
that you are willing to learn new skills, work with others as a team, exploring interests, and
achievements. This will help you to stand out.
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Come to work prepared, on time,
clean, and wearing clean clothing.

Come to work each scheduled shift
and stay until your shift is over.

Do your assigned tasks and duties
as instructed.

Follow all company rules.

Don’t steal from the company or
coworkers.

Be helpful and keep your
workplace clean.

Don’t bring weapons to work or
come to work under the influence
of drugs and/or alcohol.

Unless otherwise instructed, don’t
be on your cellphone while
clocked in.

Employer ExpectationsEmployer Expectations
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Access to the internet

Email address for job searching

Avoid unprofessional email addresses like IHateEverything@email.com. 

Stick to simple addresses that include your name and some numbers.

Up-to-date resume

Your complete employment history

Include previous employers, positions, dates worked, etc.

Your employment references (personal and professional)

Always ask your reference before using their name and contact information

Be prepared to take an online employment test (typing test, personality test, etc.)

Review sample job application forms before you apply online

Complete an application manually so you know what information you will

need to enter when applying for jobs online.

Determine your work availability

Are you looking to work full time or part time? What hours and days are you

free to work?

Read, then re-read BEFORE you submit

Be sure you have completed all items requested

Applications are legal documents! Make sure all information 

             is complete and accurate.

Job Application Checklist
Preparation is key to a successful job search.  Follow these steps to reduce your
frustration and improve success in the long run!

To apply online, you will need:

Source: Career Accelerate
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What are soft skills and why
are they so important that we
put them on our resumes?

Soft skills are the skills we use
when we manage ourselves and
how we interact with others.

Soft skillsSoft skills

"Your smile is your logo, your personality is your business card, how you leave others
feeling after having an experience with you becomes your trademark." – Jay Danzie

Soft skills are our personality traits and behaviors that help us to work well with
others. With self-awareness you can develop them and excel in any profession.

Think about the following questions:

Reflect

What soft skills am I great at?  _________________________________________________________________________

What soft skills do I need to work on? __________________________________________________________________

How do I treat others? _________________________________________________________________________________

How do I communicate with others?  __________________________________________________________________

What would others say about how I treat them? _______________________________________________________

Communication and Teamwork
Reliability and a Positive Attitude
Customer Service
Creativity
Adaptability
Critical Thinking and Problem-Solving
Organization and Planning

Initiative and Work Ethic
Time-management
Leadership
Learning
Technology 
Conflict Resolution

Employers’ Most Wanted Soft Skills 
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Avoid wearing headphones, faded clothing, ripped jeans, denim, poorly fitted
clothes or shoes, sandals/flip flops, house shoes, shorts, stained or wrinkled
clothing, unprofessional accessories, too much cologne, sneakers, and pajamas.

dress to impressdress to impress
First impressions are important when it

comes to job interviews through your

attitude and what you wear. Dressing in a

business professional manner will show your

professionalism, attention to detail, and how

serious you are. 

What Not to Wear

Clothes and shoes I have now that are appropriate for job interviews:

__________________________________________________________________________________________

Clothes and shoes I need before I can interview for the type of job I want:

__________________________________________________________________________________________

What personal grooming do I need to focus on to “look the part” for the job I want?

__________________________________________________________________________________________

Places I might look for clothing, shoes, and/or grooming items that will help me make a
good first impression at an interview:

__________________________________________________________________________________________

DRESS TO IMPRESS FOR LESS

Regardless of the work environment you are applying for, remember these basic tips
when thinking about what to wear to an interview:

 Make sure your hair is clean and neatly styled, avoid bright unnatural colors.1.
 Keep your outfit simple and make sure it is clean without wrinkles or holes.2.
 Choose colors that are classic and timeless such as black, navy blue, or grey.3.
 Wear simple jewelry/accessories and avoid wearing too much make-up and cologne.4.
 Wear appropriate shoes such as closed-toed heels, flats, or short boots.5.
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interview skillsinterview skills

DAY OF THE INTERVIEW
Start off confidently, your first impression is right here, right now. 
Make and maintain good eye contact. Keep a pleasant smile. 
Introduce yourself and offer to shake their hand. 
Give each interviewer a copy of your resume. 
Sit when asked, not before. 
Be comfortable and speak clearly and slowly. 
Try your best to answer each question, and communicate what you can do if given the
opportunity. 
Be positive and enthusiastic. 
Never complain about past employers.

BODY LANGUAGE
We don’t always have to communicate with words. We also use: 

Facial expressions, hand gestures, and eye contact.

Traditional
 Most common type of

interview. You will meet at
their business to discuss your

fit for the position. You can
prepare for this type of

interview by knowing about
yourself and by researching

the company.

Panel
 Multiple people interview
you at once so that each

interviewer can offer input
regarding your candidacy.
Remember to breathe, be

confident in yourself, and to
think of why you are the

best candidate while
answering.

Video
Most frequently used when

hiring for remote work
positions. Treat it like a
traditional interview by

preparing yourself and your
responses beforehand. Sit in

front of a tidy, neutral
backdrop so the interviewer
can focus on your responses.

DIFFERENT TYPES OF INTERVIEWS

AFTER THE INTERVIEW
Get your interviewer’s email address and send a thank you email. This is an opportunity to show
your character, to answer any questions you couldn’t, or to ask questions you forgot during the
interview. Thank them for their time. This will help you to stand out from the other candidates.

An interview is a conversation between the interviewer(s) and the interviewee, where questions
are asked to help narrow down the qualified candidates. This helps interviewers find the person
who is best suited for the job, while the interviewee is seeing if their company is the right work
environment for them.
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MOCK INTERVIEW EVALUATION
Student: Date:

Interviewer:

Please rate the interviewee on a scale of 1 (lowest) to 10 (highest) in the following areas.

Nonverbal Behaviors
Firmly shook hand of the
interviewer(s)

Maintained eye contact

Maintained good posture

1 2 3 4 5 6 7 8 9 10

Introduced themselves/Greeted
the interviewer

Listened closely to questions

Expressed qualifications

Kept the interview positive/
Displayed enthusiasm
Acted politely throughout
the interview process

Asked appropriate questions

Verbal Behaviors

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

Spoke clearly and was audible 1 2 3 4 5 6 7 8 9 10

Please add the things that went well and areas on which to improve on: __________________

_________________________________________________________________________________

_________________________________________________________________________________
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I-9

Make sure that you are prepared to bring all required documents for your first
day to prove who you are and that you are allowed to work. 

What to Bring to Your First Day of WorkWhat to Bring to Your First Day of Work  
Employers must complete an I-9 Form and Employment Eligibility Verification form for every
person they hire. And you fill out Section 1 and a W-4 as well. The following information will help
you to know how to fill these important documents.

Employer completes Section 2 of the form no later than
3rd business day employee starts work for pay

Employee accepts offer for employment

Employee completes Section 1 of the form no later than
first day of work for pay

Employee gives documents and form to employer

If Employee’s work authorization expires, complete
Supplement B

I-9

I-9

Other documents that could be
requested on your first day of
work: 

Birth Certificate
Proof of Auto Insurance 
High School Diploma/ GED
Immunization Record

Driver’s License or
Identification Card Social Security Card

For a full list of acceptable documents or if you would like more information on how to fill out
an I-9, please visit: 

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents

DIRECT DEPOSIT
If you have a bank account, visit your bank to
get a voided check to bring with you on your
first day. It will have your routing number and
account number to set up your direct deposit.
You will also need the information of your bank.
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For minors under the age of 18 and certain individuals with disabilties who are
unable to produce any of the listed identity documents, special notations may be
used in place of the List B document.
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For more info: https://www.investopedia.com/articles/personal-
finance/081214/filling-out-your-w4-form.asp

If you are not married, do not have children, and have only one job, then simply
fill in your full legal name, address, social security number, and status (single).
Finally, sign and date the form. 

Your employer will send the Internal Revenue Service (IRS) the money you owe
to pay your annual income tax bill based on how you answered this form. The
amount they take out determines if you get a refund or have to pay when you
file your income taxes at the beginning of every year.
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Self-Awareness
Disability Understanding
Disability Disclosure
Decision Making
Set Goals
Evaluate Options
Identify Independence
Accommodations
Request & Utilize Accommodations
Know Your Rights & Responsibilities

Self-Determination
Know How to Request & Accept Help
Intrinsic Motivation
Taking a Leadership Role
In Support Plans
Assertiveness
Listen to Others’ Opinions
Problem Solving
Monitor Progress
Positive Self-Talk

SELF-ADVOCACY SKILLS

Set and Attain Goals
Self-Advocate
Independently Perform

Make Choices
Make Decisions
Problem Solve

SELF-DETERMINATION
Self-determination is the process of taking control and making
decisions that affect one’s life. Self-determination provides
students with the skills and abilities to:

Self-determination means that individuals with disabilities have the freedom to plan
their own lives, pursue the things that are important to them, and experience the same
life opportunities as other people in their communities. It means taking the
responsibility for communicating one’s needs and desires in a straightforward manner
to others.

SELF-ADVOCACY
Self-advocacy is recognized as the ability to speak
and act on behalf of one’s self or a cause. Self-
advocacy is an important skill that students use in
their youth and throughout life. Self-advocacy skills
include being assertive, knowing one’s rights,
negotiating, and speaking up for one’s self or a cause.

Simply Stated, self-determination skills are the skills needed to manage one’s life. In
schools, students’ need for self-determination instruction are identified and
documented in the individual educational plan (IEP)*
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1.  I know I am in special education.
Yesa.
I thinkb.
Not surec.
Nod.

2.  I have a disability.
Yesa.
I thinkb.
Not surec.
Nod.

3. I have an IEP
Yesa.
I thinkb.
Not surec.
Nod.

4.  I have IEP goals.
Yesa.
I thinkb.
Not surec.
Nod.

5.  I know my IEP goals
Yesa.
I thinkb.
Not surec.
Nod.

6.  I (or my parents) have a copy of my IEP.
Yesa.
I thinkb.
Not surec.
Nod.

7.  I know what accommodations are.
Yesa.
I thinkb.
Not surec.
Nod.

8.  I can tell my teachers about accommodations I need 
      in class.

Yesa.
I thinkb.
Not surec.
Nod.

9.  I feel good about my future.
Yesa.
I thinkb.
Not surec.
Nod.

10. People with disabilities go to college.
Yesa.
I thinkb.
Not surec.
Nod.

11.  I can talk about my post-school goals and dreams.
Yesa.
I thinkb.
Not surec.
Nod.

12.  I can explain to others how my disability impacts 
        my school work.

Yesa.
I thinkb.
Not surec.
Nod.

13.  I am comfortable telling others about my disability.
Yesa.
I thinkb.
Not surec.
Nod.

14.  People with disabilities get good jobs after high 
        school.

Yesa.
I thinkb.
Not surec.
Nod.

Me! ScaleMe! Scale
part 1part 1
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Me! ScaleMe! Scale
15. List 3 things you are good at when you are at school.

15. List 3 things you need help with when you are at school.

15. List 3 things you are good at when you are somewhere other than school.

15. List 3 things you need help with when you are somewhere other than school.

15. The most important thing in my life is:

part 2part 2

Source:  Me! Lessons for Teaching Self-Awareness and Self-Advocacy.  The University of Oklahoma. Zarrow Center for
Enrichment. https://www.ou.edu/education/zarrow/resources/curriculum .

1.

2.

3.

1.

2.

3.

1.

2.

3.

1.

2.

3.
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Specific - What do you want to accomplish?

__________________________________________________________________

Measurable - How will you know you’ve accomplished your goal?

__________________________________________________________________

Attainable - How can your goal be accomplished?

__________________________________________________________________

Relevant - Why is this goal important to you?

__________________________________________________________________

Timely - When will you reach your goal?

__________________________________________________________________

By using the SMART goal method, you can achieve your dreams by clarifying
your ideas and breaking them down into manageable action steps.

Start thinking of the life you want. Where do you see yourself in 3 months, 6
months, a year, 10 years from now? What do you need to do to make it happen?

“Many of life’s failures are people who did not realize how close they were to success when
they gave up.” - Thomas Edison

setting smart goalssetting smart goals
A dream is only a dream until you write it down. Once you write it down, it becomes a goal. A
goal is the process of identifying something you want to accomplish by setting measurable and
specific action steps to complete it within a specific timeframe. Finding and remembering your
motivation is important to keep working on any goal you set.

IDEA PLAN SUCCESS
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Youth Services

ThankThank
youyou

Event brought to you by

Wichita Falls Center
4309 Old Jacksboro Highway
Suite 300
Wichita Falls, TX 76302

Local: 940.322.1801
Toll free: 800.333.8209
Fax: 940.322.8411

Bowie Center
800 Highway 59 North
Suite A
Bowie, TX 76230

Local: 940.872.2424
Toll free: 800.972.2424
Fax: 940.872.2990

Vernon Center
Wilbarger County Courthouse
1700 Wilbarger Street, #B7
Vernon, TX 76385

Local: 940.552.5211
Toll free: 800.888.5079
Fax: 940.552.2997

Graham Center
924 Cherry Street
Graham, TX 76450

Local: 940.549.6363
Toll free: 800.549.6363
Fax: 940.549.9821

940.235.1710


