
This journal belongs to: 

transition fair
2026

Brought to you by Workforce Solutions North Texas



Colors reflect sections
 in the main event room

Elevator Speeches

Resume Building

Job Applications

Soft Skills

Dress for Success

Interview Skills

First Day of Work

Self-Advocacy

SMART Goals

Budgeting

Communication

Bonus Content

2-3

4-5

6-12

13-14

15

16-17

18-23

24-26

27-28

29-33

34

35- 42

Topic PageColor

Table of ContentsTable of Contentstransition fair
2026



After you give your elevator speech, ask yourself:
DOES THE LISTENER REMEMBER...

After you give your elevator speech, ask yourself:
DOES THE LISTENER REMEMBER...

 Who you are?  What you do?
 What you want to do?  What your goal is?

OPEN THE
CONVERSATION

INITIATE THE
HANDSHAKE

USE YOUR
ELEVATOR

SPEECH

ACT AS IF 
YOU ALREADY 
KNOW THEM

SPEAK WITH
CONFIDENCE

AND A POSITIVE
ATTITUDE

ASK QUESTIONS
THAT ARE

MEMORABLE

Tips for Networking Face-to-Face

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.

Your Elevator Speech

An elevator speech is a short and clear way to explain who you are and what you do. It’s
called an "elevator speech" because it should be quick enough to say during a short elevator
ride—about 30 seconds. This speech is useful when you meet new people and want to share
your ideas or goals.

Introduce Yourself: Start with your name and what you do. For example, "Hi, I’m Sarah,
and I’m a student who loves science."
Explain What You Do: Share what you're passionate about or what you are learning. "I
enjoy doing experiments and learning how things work."
Share Your Value: Talk about what makes you special or how you can help others. "I am
good at solving problems and working in teams."
State Your Goal: End with what you hope to achieve from the conversation. "I would love
to connect with others who like science too!"

Feel free to change this to fit your style. Practice it until you feel comfortable sharing it with
others!

Picture this: you're in an elevator with someone you admire, a
professional in the field you're passionate about. As the elevator doors
close and the button for your floor is pressed, what would you say
about yourself during that brief moment? What can you share that
might have the power to change your life before you reach your
destination?

Elevator SpeechElevator Speech
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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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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 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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Refresh 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.

Companies use technology to help speed up their hiring process. The system
is programmed to quickly filter through and find qualified applicants for
their job openings. 

Make sure that you are tailoring each resume to the position you are
applying for by using the job description as a guide.

The ATS system collects, scans, and ranks job applications with the resume.
You must score 75% or higher to get your application and resume to the
hiring manager. 

Many people will apply for the same job/position, so make yours stand out. 

HELPFUL TIPSHELPFUL TIPS
Create a professional email address

Make sure all information on your job application
matches what’s on your resume. 

Have someone else proofread your resume to check for
errors before printing or submitting it with your online
application.

Print out your resume and bring it to the company to
help you with your chances of getting an interview set
up.

Put your resume on a flash drive. 

5
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APPLICANT TRACKING SYSTEM
(ATS)



Jane Hopper
Wichita Falls, TX

Phone: (111) 111-1111
Email: Eleven@gmail.com

Professional Summary
Highly motivated and resourceful individual with unique problem-solving ability. Proven ability
to overcome adversity and adept to challenging situations. Eager to contribute to a team-
oriented environment and learn new skills.

Summary of Abilities 
Ability to sense and understand the emotions of others to assist them efficiently. 
Proven ability to navigate challenging environments and demonstrate resourcefulness in
high-pressure situations. 
Communication, thrives in collaboration, and the ability to work well with others. 

Professional Experience 
2020 - Current Pizza Delivery

Surfer Boy Pizza, Indianapolis, IN
Employment Type: Part Time (Less than 30 Hours)

Provide fast and reliable pizza delivery services to the community.
Exceptional customer service to ensure customer satisfaction. 

2019 - Current Volunteer
Hawkins Community Center, Indianapolis, IN
Employment Type: Part Time (Less than 30 Hours)

Assist in organizing and participating in community events.
Provide support to local residents in need.

Education
General High School Curriculum
High School Diploma 
Hawkins High School, IN

Honors & Activities 
2017 Science Fair Winner at Hawkins Middle School 

Detailed References 
Mike Wheeler
mwheeler@gmail.com
Chief Hopper
jhopper@hpd.org
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Let’s create your own! Use the template to build your own resume. 

(Legal Name) ________________________________________________________

(City, State) _________________________________________________________

(Phone) ____________________________________________________________

(Email:) ____________________________________________________________

(What type of worker are you, what do you want to do) Mission

(What are the skills you are great at) Ability Summary

(Work, Volunteer, Internship) Experience
Year to Year OR Year to Current

(Company) _________________________________________________________

(City, State) _________________________________________________________

(Role) _____________________________________________________________

(Duties) ____________________________________________________________

Education
(Graduation Year) (Name of School)

(Accomplishments, Awards, Sports, Extracurricular Activities) Honors & Activities 

____________                               __________________________________________
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(People who have seen your work ethic, Type: Personal/Professional) 

Detailed References 

Name: ____________________________________________________

Phone #:___________________________________________________

Type: ___________________________Years Known: ______________ 

Name: ____________________________________________________

Phone #:___________________________________________________

Type: ___________________________Years Known: ______________ 

Name: ____________________________________________________

Phone #:___________________________________________________

Type: ___________________________Years Known: ______________ 

Reference #1

Reference #2

Reference #3
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Soft skills are our personality traits and behaviors that help us to work
well with others. You can develop them with self-awareness and excel
in any profession.

Effectively managing your time can lead to reduced stress and
anxiety, enhanced productivity, and improved mood and energy
levels. Start by prioritizing your tasks to avoid overcommitting
yourself. This approach will free up time for health-promoting
activities, such as exercising, relaxing, enjoying your hobbies, and
spending quality time with loved ones.

💡Helpful Tip💡
The Pomodoro Technique is a time management strategy that
encourages you to work on a task for 25 minutes. It aims to boost
productivity while promoting a healthy work-life balance.

Here’s how it works
Choose a task, set a timer for 25 minutes, focus on the task
without distractions, and when the timer rings, take a short
break. Repeat this process.

Don't forget to join the "Can You Guess the Minute" activity at
the Soft Skills booth! Instructions will be available at the Soft
Skills table.

"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 skillsSoft skills
Soft skills are the behavioral traits we use when we manage ourselves and how
we interact with others. 

Examples: time management, customer service, attention to detail

Hard Skills are the skills we learn through education or hands-on experience
related to specific technical knowledge and training. 

Examples: office equipment, tools, certificates, training, and bilingual.

Time Management

13



Extended Practice Template 
Log any activities you would do during your day. 

Examples: Sleeping, brushing teeth, showering, eating, entertainment, etc.

T I M E - M A N A G E M E N T  D A I L Y  B R E A K D O W N  

5:00 AM

5:30 AM

6:00 AM

6:30 AM

7:00 AM

7:30 AM

8:00 AM

8:30 AM

9:00 AM

9:30 AM

10:00 AM

10:30 AM

11:30 AM

11:00 AM

12:00 PM

12:30 PM

1:00 PM

1:30 PM

2:00 PM

3:00 PM

2:30 PM

3:30 PM

4:00 PM

4:30 PM

5:00 PM

T i m e T a s k
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What Not to Wear

dress for successdress for success
Your attitude and what you wear will

show how serious and professional you

are. Most companies require their

employees to follow a certain dress code

or wear a uniform. Ask your employer

what their dress code is so you can follow

it correctly.

Professional Conduct: First Impressions are Important

It’s how you present yourself, the way you

carry yourself, the way you dress, and your

attitude. It’s by doing the right things even

when no one is watching, whether you’re

on or off the clock. If you ever have a bad

first impression, you can change it with

time, consistency, and effort.

When a company hires you, you become a respresentation of them.

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.

Regardless of work environment, remember these basic tips:
Make sure you shower and your hair is clean and neatly styled
Keep your outfit simple and make sure it is clean
Wear simple jewelry/accessories
Wear appropriate shoes - closed-toed heels, flats, or short boots

What Not to Wear
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rock your next interviewrock your next interview
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 the company is the
right work environment for them.

Look at the job description

and research the company.

Prepare ahead of time for
the interviewer’s questions.

Research the company and find out their mission, what do they do, and why you are interested
in working for them. Look at the job vacancy and reflect on how you are going to  
communicate to them that you would be a great addition to their team. Assemble copies of
your resume and letters of recommendation in a clean folder. Bring a notepad with questions  
you want to ask. Don’t forget to bring a pen so that you can take notes during the interview.

Types of Interviews
The company you are applying for gives you 80% of success in landing the job. That leaves job
seekers with 20% of preparation work. Knowing the different types of interviews that hiring
managers may host can help you to prepare for success. When you get a call to set up an
interview, ask them what type of interview it is and where it will be held. Employers can
assume that your preparedness will transfer into your job. Once you know the location, do a
trial run to see how long it takes you to get there.
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Phone
Depending on how many
applicants applied for the

position, the hiring manager
will narrow down the list by

conducting a phone interview.

Traditional
A traditional 1-on-1 is the most

common type of interview. You
will meet at their business to

discuss your fit for the position.

Video Panel
Most frequently used when

hiring for remote work positions.
Treat it like a traditional

interview by preparing yourself
and your responses beforehand.

Multiple people interview you at
once so that each interviewer
can offer input regarding your

candidacy.

Pro Tip: Pro Tip: Pro Tip: Pro Tip:
Limit background noises and

distractions so that you can be
attentive to any questions

asked.

Know about yourself and
research their company.

Sit in front of a tidy, neutral
backdrop so the interviewer
can focus on your responses
Limit fidgeting, background
noises, and distractions

Breathe and think of why you
are a great candidate while
answering their questions.
Make sure to look at each
interviewer while answering
their question.

Inside the mind of the interviewer:
How much training is this person going to need? • Can I believe what this person is saying? • How
well will this person get along with the rest of the team? • Is this person qualified/do they have
the experience we need? • Will this person make me look good because I hired 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 write what went well and what areas to improve on: _____________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________



Who do I report to? _________________________________________________________________

What number do I call in case of an emergency? ________________________________________

Where do I go? _____________________________________________________________________

What time do I need to be there? _____________________________________________________

How will I get there? ________________________________________________________________

What do I need to bring? ____________________________________________________________

What do I need to wear? _____________________________________________________________
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WHAT TO EXPECT ON YOUR FIRST DAY WHAT TO EXPECT ON YOUR FIRST DAY 
The function of a clock is to tell us the time, which would be its mission. A company runs the
same way. Each employee has a specific role and function. Researching the company and
looking at the job vacancy will give you an insight into what you are expected to do.

Please ensure you participate in the What-If Activity. Instructions will be provided at the 
First Day Booth. 

"Proper preparation prevents poor performance." – James Baker



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

19

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

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
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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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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.

DIRECT DEPOSIT PRO TIP

If you have a bank
account, bring your
bank’s information:

Bank Name
Bank Address
Bank Phone #
Type of Account
Account #
Routing #

EXAMPLE

direct depositdirect deposit



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

Self-AdvocacySelf-Advocacy
Self-Advocacy is recognized as the ability to speak and act on behalf of oneself or a cause.
It’s an important skill that students use in their youth and throughout life.

Please ensure that you participate in the Would You Rather Activity located at the Self-
Advocacy booth. Instructions will be given to you at the table. 

Reasonable Accommodations
Reasonable accommodations according to the Americans with Disabilities Act (ADA)
include (but are not limited to):

Larger computer monitor
A written list of instructions
Granting more time to accomplish tasks
Anything that will help you to perform your job duties

What are my needs?

What kind of support do I need to do my job?

How can I communicate to my employer what I need?

To receive
workplace

accommodation,
you must put in a

request.

To receive
workplace

accommodation,
you must put in a

request.
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1.  I know I am in special education.
a.Yes
b.I think
c.Not sure
d.No

2.  I have a disability.
a.Yes
b.I think
c.Not sure
d.No

3. I have an IEP
a.Yes
b.I think
c.Not sure
d.No

4.  I have IEP goals.
a.Yes
b.I think
c.Not sure
d.No

5.  I know my IEP goals
a.Yes
b.I think
c.Not sure
d.No

6.  I (or my parents) have a copy of my IEP.
a.Yes
b.I think
c.Not sure
d.No

7.  I know what accommodations are.
a.Yes
b.I think
c.Not sure
d.No

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

a.Yes
b.I think
c.Not sure
d.No

9.  I feel good about my future.
a.Yes
b.I think
c.Not sure
d.No

10. People with disabilities go to college.
a.Yes
b.I think
c.Not sure
d.No

11.  I can talk about my post-school goals and dreams.
a.Yes
b.I think
c.Not sure
d.No

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

a.Yes
b.I think
c.Not sure
d.No

13.  I am comfortable telling others about my disability.
a.Yes
b.I think
c.Not sure
d.No

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

a.Yes
b.I think
c.Not sure
d.No

Me! ScaleMe! Scale
part 1part 1
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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:

1.

2.

3.

1.

2.

3.

1.

2.

3.

1.

2.

3.

Me! ScaleMe! Scale

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 .

part 2part 2
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“Many of life’s failures are people who did not realize how close they were to success when
they gave up.” - Thomas Edison

IDEA PLAN SUCCESS

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?

__________________________________________________________________

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.

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?

setting smart goalssetting smart goals
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You can create your own logo with things that represent your hopes and dreams. You can
create it digitally and put it as your wallpaper on your phone and/or computer. Place it
somewhere that will help you to stay on track. Having a visual of your goals can help you
develop a better understanding that your choices can impact your future. 
For every choice, think of these questions:

1.Will this decision help me to achieve my dream? 
2.Will this decision delay my dream? 
3.Will this decision prevent my dream? 
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CreateCreate
Your own LogoYour own Logo



Do we spend more money and purchase more nutritious/healthy food?
Do we spend less money and get more food, but at much less quality and
they are typically unhealthy items?
How much can we get for the amount of money we have?
What meals might my family have to skip this week, since we don’t have
enough money?

Use the documents below and have students work together in groups or individually to create
a meal plan for sample families in need. 

To help you manage your money, calculate the number of hours a day an
item is worth by how much you get paid an hour.

Money Management

Is the item worth “X” hours of your time to pay for it?

How much do I get paid per hour? ___________________________________________

How much is the item I want to buy? _________________________________________

How many hours do I have to work for that item? _____________________________

Can You Budget?
Use the below Shopping on a Budget activity to engage students by putting them in the shoes
of families in need to better understand the hard choices they make on a regular basis. What
does a family do when they go grocery shopping but don’t have enough money to purchase
everything they need? With a very small budget to work with, they shop carefully trying to
stretch every dollar, asking:

Each scenario below includes a realistic situation and daily
budget very similar to what people experience everyday.
Use the sample food choices in this document to create a
meal plan for a sample client family.
Utilizing the worksheet below, you will be asked to create
4 meals - breakfast, lunch, dinner, and snacks - that all stay
within the daily budget of the family or individual.

29
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Shopping on a Budget 

Sample Scenarios 1

Shopping on a Budget 

Sample Scenarios 1
Scenario #1
Mona Grey retired from her job one year ago. She receives her
pension of $670 a month, plus her Social Security check of $840,  
for a total monthly income of $1,510. After rent, electric, water,
phone bills, and medical payments, she has $50 a week, or about
$7.14 per day to spend on groceries for breakfast, lunch, and
dinner. What groceries can Mona purchase and not be hungry? 

Scenario #2
Leo Powell is a single man who lives in a boarding house. He
receives General Assistance, which pays his rent, and receives $187
in CalFresh Benefits (food stamps). He has about $46 per week to
spend on meals for himself, or $6.67 per day. What can Leo
purchase at the grocery store to feed him breakfast, lunch, dinner,
and a snack under his daily budget?

Scenario #3
Lauren and Alex Ruiz have three children, ages 4, 6, and 10. One
and a half years ago, Alex was injured and has not been able to
work. He receives disability while Lauren works full time. The
family has used most of their savings to supplement the single
income. After bills, the family has $560 a month to feed the whole
family. Though that seems like a lot, the family only has $140 a
week or $20 per day to spend on food for all 5 people in the Ruiz
family. What can the Ruiz family buy? 
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Shopping on a Budget 

Sample Scenarios 2

Shopping on a Budget 

Sample Scenarios 2
Scenario #4
Bill Moder is a disabled veteran who receives a military pension.
Bill cannot drive due to his disability, and he lives in an area where
the larger grocery stores are not easily accessible. After his
monthly expenses, Bill is left with $300 a month to purchase food
for himself. He can only carry about two bags of food at a time,
therefore he needs to buy food twice a week. He can only spend
$9 or $10 a day on food for his money to last all month. 

Scenario #5
Selena Macias is a single mother of 2 children, ages 3 and 1. She is
a CalWorks participant and attends job training classes, while her
children are in a subsidized child care program. She receives $562
in Cal-Fresh benefits, but must provide breakfast and lunch for
her children’s daycare. Her daily limit is between $16 - $17 dollars a
day so that her benefits last all month. Can you purchase
breakfast, lunch, and dinner for the 3 of them for up to $17 a day? 

Scenario #6
Maylin Nguyen is a student who works part-time and attends
school full-time. She lives in a boarding house and prepares her
own meals separately from her roommates. She has a small
refrigerator and she primarily uses a microwave oven to prepare
her meals. Her budget to buy food is about $200 a month,
depending on her expenses. What can you buy for Maylin to eat
for about $7 a day? 
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menumenu

SnacksSnacks
$ 2.00veggies &  hummus

Candy bar

fruit smoothie

Whole wheat toast w/ peanut
butter & banana

milk

Juice

plum

apple

potato chips

soda

BreakfastBreakfast
$ 2.99

$ 5.30

$ 2.99

$ 3.73

$ 4.68

$ 3.20

$ 3.20

$ 1.00

Corn Flakes

Whole Wheat bagels

Prepackaged cinnamon rolls

Frozen waffles

turkey bacon & veggie omelet

Oatmeal, fresh berries & low
fat milk

Yogurt & Fresh Berries

Donuts

10 Servings

6 Servings

6 Servings

4 Servings

4 Servings

1 Serving

1 Serving

1 Serving

DinnerDinner
$ 3.50/LBChicken Breasts

Tofu

Zucchini

Frozen Fettuccine Alfredo

Roasted Chicken & Mixed 
VEGGIES

Frozen Pepperoni Pizza $1.80

hot dogs

turkey burger w/ mixed
veggies

2 Servings Per Pound

3 Servings Per Package

3 Servings Per Pound

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

$ 2.00/package

$ 2.00/LB

$ 1.10

$ 5.00

$ 1.15

$ 4.25

LunchLunch
$ 0.80PEanut Butter & Jelly Sandwich

Mixed Fruit Salad $ 1.00

Whole wheat pasta w/ parmesan
Cheese

$ 1.50

pre-Made salad $ 3.00

Fast food fish & chips $ 5.00

turkey sandwich with salad $ 3.00

Grapes $ 1.00
$ 3.00/LB

vegetable wrap $ 4.00

mandarin oranges $ 0.50/serving
$ 4.99/bag

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

1 Serving

$ 0.75

$ 2.00

$ 1.20

$ 0.50

$ 0.70

$ 0.75

$ .60

$ 1.39

$ 0.75
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Shopping on a Budget worksheetShopping on a Budget worksheet

DINNER
ITEM PRICE AMOUNT PURCHASED

DINNER TOTAL  $____________

LUNCH
ITEM PRICE AMOUNT PURCHASED

LUNCH TOTAL  $____________

BREAKFAST
ITEM PRICE AMOUNT PURCHASED

BREAKFAST TOTAL  $____________

SNACKS
ITEM PRICE AMOUNT PURCHASED

SNACKS TOTAL  $____________ 33
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communicationcommunication
We see things differently and draw conclusions from
the same things. We look at the emotions we are
feeling. It can help you realize when you need to bring
the situation to others to ask for their opinion to help
remove the emotion you are feeling to see the
situation clearly.

We don’t only communicate with our words. Communication is judged off 7%
words, 38% tone, and 55% body language and facial expressions.

Non-Verbal Communication Game 
Instructions: Hold up the color card for the corresponding face. Let’s see if
you can master the non-verbal communication being demonstrated. 

34

AngryAngry BoredBored

HappyHappy SadSad

Surpr ised !Surpr ised!



tips to further your journeytips to further your journey

Cell Phones
Unless otherwise approved by your employer, do
not use your cell phone while clocked in during
your shift.  Most companies have an emergency
line for you to provide to family members to be
used in case of emergency. 

How Big is the Problem?
55% of distractions in the workplace are
caused by cell phones.
75% of employers say that 2+ hours are lost
every workday due to distractions.
28% increase in mistakes after an employee
gets a phone call.

Is the unwelcome and sometimes unlawful actions that demeans, insults, and offends. Federal
law prohibits harassment of individuals based on protected characteristics. If you are being
harassed, tell your supervisor, and follow your employers’ anti-harassment policy. 

35

SOCIAL MEDIA & ONLINE SAFETY

Harrassment

Avoid sharing personal information during
the initial stages of online applications.
Use social media to follow, friend, and like
other professionals.
Participate in groups to learn about different
career opportunities. 
Create a strong online presence, leverage
your network, and target your job search.
Follow and like companies you would like to
work for.

Represent yourself honestly.
Always represent yourself professionally in
comments and photos, even after you’ve
been hired. 
Assume anyone can see what you post,
regardless of privacy settings. 
Create a professional voice greeting for
employers when they leave you a voicemail.
Search for yourself online to see what others
can learn about you. 

Be safe, respectful, and responsible. 



  %

No matter my age, I
am worthy of

respect.

I am unique
and special.

I can do
hard things.

I am a good
friend.

I believe in
myself.

I am brave
and strong.

I like the person I
am growing into.

I am talented and
kind. Those strengths

will take me far.

I am resilient and
bounce back from

setbacks.

I get better
every day.

There is no failure,
only growth.

I am focused
and consistent.

I am happy
and content.

I am enough.
A thousand times

enough.

I feel calm
inside.

I am interesting
company.

I love myself,
flaws and all.

I am grateful
for my health.

I appreciate this
quiet moment.

I see beauty in
others.

What percentage of the battery on
your cell phone does your personal
indicator urge you to find a
charger?

It’s important that you
recognize and address

burnout. Symptoms include
fatigue, irritability, diminished
passion, feelings of distrust or
that something isn’t going to

go well, or detachment.
Practicing some type of self-
care will help you to manage
stress and lower your risk of

illness and increase your
energy. 

CREATING A WELLNESS PLAN

36

Positive affirmations can significantly enhance your confidence, resilience, and overall
mindset. Customize your affirmations to align with your individual strengths and needs,
practice them regularly, and select ones that reflect qualities you recognize in yourself and
wish to inspire in others! Here are a few examples to consider:

Positive Affirmations
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Email: WIOA@ntxworksolutions.org
Website: www.ntxworksolutions.org

Apply Today!

Wichita Falls: 940.322.1801
Bowie: 940.872.2424

Graham: 940.549.6363
Vernon: 940.552.9381

CONTACT US

The North Texas Works Program assists eligible young adults, ages 16-24, to gain
the skills necessary to succeed in tomorrow’s workforce. Ask us about:

Paid on-the-job training
College preparation
Leadership development opportunities
Paid work experience
Financial assistance for school, fees, and tuition
Occupational skills training

Workforce Solutions North Texas is an equal opportunity employer/program. Auxiliary aids and services are available upon request
to individuals with disabilities. Relay Texas: (800) 735-2989 (TDD) or (800) 735-2988 (Voice) or 711.

Serving Archer, Baylor, Clay, Cottle, Foard, Hardeman, Jack, Montague, Wichita, Wilbarger, and Young Counties of North Texas.

Youth Program for Young Adults
Ages 16-24

Contact a location near you to determine eligibility and make an appointment
for a Welcome Session with a Program Specialist. 

This document contains important information about workforce system services. Language services, including the
interpretation/translation of this document are available for free by calling 940-322-1801. • Este documento contiene información

importante sobre los servicios del sistema de empleo. Hay servicios de idiomas disponibles, incluyendo la interpretación y traducción
de este documento, de forma gratuita llamando al 940-322-1801. • Tài liệu này có thông tin quan trọng về các yêu cầu, quyền hạn,

quyết định, và/hoặc trách nhiệm để sử dụng các dịch vụ của hệ thống nhân lực. Các dịch vụ trợ giúp ngôn ngữ, bao gồm thông
dịch/chuyển ngữ tài liệu này, có sẵn miễn phí khi quý vị yêu cầu.
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Summer Earn & Learn
Creating Pathways to Employment for 

 Students with Disabilities

Explore a Career Path
& Earn a Paycheck

Summer Earn & Learn offers eligible students
with disabilities paid work experience with a local
employer who, together with VR, can provide the 

support and accommodations you need to succeed.

Apply Today! 
 

For more information contact your local Texas Workforce 
Solutions Vocational Rehabilitation Services office:

w w w.twc.texas.gov/VRNearMe

• Receive workplace training 
and accommodations 

• Learn job skills and 
build confidence 

• Earn a paycheck

40

https://webp.twc.state.tx.us/services/VRLookup/
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02501-062 (0323) Inv. No. 685550

Texas Workforce Solutions-Vocational Rehabilitation Services
101 East 15th Street

Austin, Texas 78778-0001
512-936-6400

VR.office.locator@twc.texas.gov

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.

The Texas Workforce Commission accepts calls made through any relay service provider.
Copies of this publication (03/2023) have been distributed in compliance with the State Depository Law and are

available for public use through the Texas State Publication Depository Program at the Texas State Library and other 
state depository libraries.

These activities are financed under the TWC Federal Vocational Rehabilitation grant. For the Federal fiscal year 2022
(October 1, 2021, through September 30, 2022), TWC anticipates expending $242,743,967 in Federal Vocational
Rehabilitation funds. Funds appropriated by the State pay a minimum of 21.3% of the total costs ($65,698,117) 

under the Vocational Rehabilitation program. Revised June 2022.

For purposes of the Supported Employment program, the Vocational Rehabilitation agency receives 94.7 percent
of its funding through a grant from the U.S. Department of Education. For the 2022 Federal fiscal year, the total
amount of grant funds awarded are $1,484,466. The remaining 5.3 percent ($82,470) are funded by Texas State 

Appropriations. Revised June 2022.

For purposes of the Independent Living Services for Older Individuals who are Blind program, the Vocational
Rehabilitation agency receives 90 percent of its funding through a grant from the U.S. Department of Education.

For the 2022 Federal fiscal year, the total amount of grant funds awarded are $2,189,102. The remaining 10 percent 
($243,234) are funded by Texas State Appropriations. Revised June 2022.

TWC.TEXAS.GOV
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Wichita Falls Center
4309 Old Jacksboro Highway
Galaxy Center - Entrance 5
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

Workforce Solutions North Texas is an equal opportunity employer/program. Auxiliary aids and services are available upon
request to individuals with disabilities. Relay Texas: (800) 735-2989 (TDD) or (800) 735-2988 (Voice) or 711.

This document contains important information about workforce system services. Language services, including the
interpretation/translation of this document are available for free by calling 940-322-1801. • Este documento contiene
información importante sobre los servicios del sistema de empleo. Hay servicios de idiomas disponibles, incluyendo la

interpretación y traducción de este documento, de forma gratuita llamando al 940-322-1801. • Tài liệu này có thông tin quan
trọng về các yêu cầu, quyền hạn, quyết định, và/hoặc trách nhiệm để sử dụng các dịch vụ của hệ thống nhân lực. Các dịch vụ trợ

giúp ngôn ngữ, bao gồm thông dịch/chuyển ngữ tài liệu này, có sẵn miễn phí khi quý vị yêu cầu.

N T X W O R K S O L U T I O N S . O R G

We are here for you! 
Contact us today.
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