
Your Name













	Objective


	What do you want to do? (Example: Obtain a part-time position as Customer Service Representative)

	Work Experience


	Company Name

Street Number and Name

City, State and Zip Code

Job Title

List 5-6 Action Verb One-Liners (Use bullet points)


	Accomplishments


	List 8-10 Action-Verb One Liners that provide examples of things that you have done or a special skills you may have. (Use bullet points)



	Activities


	List activities in which you have participated such as scouting, sports teams, church groups, etc. (Use bullet points)



	Interests


	List hobbies, special interests, travel, etc. (Use bullet points)



	Education


	Name of High School

Street Number and Name

City, State and Zip Code

Dates attended: From Date – Present

Name of Middle School

Street Number and Name

City, State and Zip Code

Dates attended: From Date – To Date
Name of Elementary School

Street Number and Name

City, State and Zip Code

Dates attended: From Date – To Date


	References


	Name

Street Number and Name

City, State and Zip Code

Phone Number

Name

Street Number and Name

City, State and Zip Code

Phone Number




Job Descriptions
	

	#1. Sales – Zumiez
Top of Form

Bottom of Form

Job Description: 

Maximizes personal & store sales results through selling, maintaining & covering zones.


 SELL: Provide customer service utilizing Zumiez selling techniques.
 MAINTAIN: Organize & present merchandise based on Zumiez merchandise techniques.
 COVER: Provide customer service & prevent loss through awareness of your assigned section.

Requirements: 

Must be able to lift, push or pull up to 35 pounds; and stand and or walk up to 10 hours per day

Other duties and projects will be assigned based on company & store needs.

Job Category: 

Store

Position Type: 

Part Time – Permanent



#2. Member – Jamba Juice
Overview 

At Jamba Juice you can go as far as your dreams will take you.  We believe in growth, so we actively support your advancement as both an employee and a person.  No sweating over a fry vat here!  Be part of a fresh, fun team that has tons of healthy energy and a smile with every smoothie.  This could be your rewarding start to a great career, or simply one of the coolest part-time gigs around!  So, you may be wondering "what's in it for me?"

· Flexible scheduling - In school?  Can only work a few hours during the day?  No problem, we can deal with that. 

· Part-Time employee benefits - Lots of them, including a 401(k) (you must be 21 years old to enroll) and they are yours after only 90 days of employment!

· Fun work environment.

· Really good training and opportunities for advancement.

Responsibilities 

Some of the things you will do as a team member working at Jamba:

· Say "Hi" to every customer.

· Make great, consistent, healthy products.

· Work together as team.

· Keep a really clean store.

· Say "Thank You" to each customer. 

· WOW the customer, every day!

Qualifications 

· Is a whirl class job at Jamba Juice for you? Yes, if you:

· Take pride in your work.

· Like to be a part of a team and have fun.

· Really care about the customer and the experience you are giving them.

· Are optimistic, enthusiastic and strive for excellence in everything you do.

· You are ok with wearing an apron & hat, providing and wearing non slip shoes, covering any visible tattoos and removing any facial jewelry while working your shift.  

· Provide and maintain a plain white polo shirt to wear while working your shift.

#3. Impact Team – Hollister Co.
Part-Time Impact team members maintain the effectiveness of merchandise flow, filling and presentation standards throughout the store and the stockroom.

What you need to bring to the job:

Positive outlook, diversity awareness, integrity, applied learning, passion for the brand, work ethic and communication skills.

Skills you will develop on the job:

Multi-tasking, adaptability / flexibility, attention to detail, customer focus, adhering to company guidelines in personal appearance and rules of conduct, stockroom systems, scanning systems and merchandising.
#4. Temporary Hot Topic Customer Service Representative

Job Description : 

· Resolve customer issues, providing superior customer service to ensure return business

· Utilize follow through skills to resolve outstanding customer questions and/or issues

· Understand department procedures to properly inform customers of order status, product availability and manage customer expectations
· Monitor phone, chat and email queues to ensure proper coverage is maintained at all times

· Utilize exemplary writing skills to respond to customer emails and live chats

· Use product knowledge to cross sell, suggest items to customers and properly inform them on product choice

· Respond to all customer voice-mail messages and emails within a 24-hour period

· Provide feedback to management regarding current customer service processes and procedures

· Make appropriate and thorough updates in Order Notes

*** Please only apply if you are available to work anytime between the following hours: 
  Mon-Fri 10 am - 7 pm (Flexibility required)

Job Requirements : 

·  Excellent oral and written communication skills – Written test will be administered

· Minimum of 2 years customer service experience in an online call center environment or equivalent
· Type at a minimum of 50 words per minute

· Strong computer skills (Word/Excel/Outlook) and must be Internet savvy

Open-Ended/Probing

 Interview Practice Questions 

Classwork Activity
1. Why do you want to work here?

Tips for Answering: • Research the company

• Match company attributes with yours

Example: “I share the same values when it comes to taking care of the customer,

which would enable me to be a contributing part of the team.”

Your Answer: __________________________________________________________________

__________________________________________________________________

2. What are your biggest accomplishments?

Tips for Answering: • Relate your accomplishments to how they would benefit the employer

• Try to list team and individual accomplishments

Example: “I was proud to win salesperson of the month by focusing on customer service”

Example: “I was proud to part of the number one sales team for the year”

Your Answer: __________________________________________________________________

__________________________________________________________________

3. Can you work under pressure?

Tips for Answering: • Give more than a yes or no answer

• State example of a time where you worked well under pressure

Example: “Yes, I can thrive in that environment. I have encountered many deadline situations where the clock was ticking. However, with good planning and organization I was able to meet my goals.”

Your Answer: ___________________________________________________________________

__________________________________________________________________

4. What have you learned in school that can be useful on the job?

Tips for Answering: • Relate courses that are relevant

• Relate extracurricular activities that are relevant

Example: “That’s a great question, in my English class, I learned how to communicate

in a professional manner.”

Example: “Being a member of the basketball team, I have learned about teamwork,

leadership and  self-discipline.”

Your Answer: __________________________________________________________________

_______________________________________________________________________________

5. Can you take direction?

Tips for Answering: • Must show you are coachable and willing to be part of a team

Example: “I take direction well. An example is when my manager suggested that I take

some computer classes, so I enrolled the following week.

Your Answer: _________________________________________________________________
______________________________________________________________________________

______________________________________________________________________________
6. What is Customer Service?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

7. A customer complains that the coffee tastes terrible, what would you do?

______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

8. What would you do if your replacement doesn’t show up when it’s time to go home?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

9. If a co-worker is rude to customers, what would you do?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

10.  Why do you think customers shop at this store?
______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

11. Describe a difficult challenge that you had to deal with?

Tips for Answering: • Relate this to work or school, not personal

• Explain you strategy for challenges (how you solve the problem)

Example: “When I worked for the school paper, I had to decide what stories to print.

I would explore my options, consult with my editor and come up with the best solution.”

Your Answer: ___________________________________________________________
________________________________________________________________________
________________________________________________________________________

12. Do you have any questions for me?

Tips for Answering: The answer is always “Yes”.  Have a few questions prepared to ask the interviewer. Example: “1). “What skills do you look for in a top employee?” 2). “What is a typical day for this position?”

Your Answer: ____________________________________________________________
_________________________________________________________________________

High School & Career Planning

High school students have a unique opportunity to plan for their high school career and beyond.  High schools in our should be expected to engage students more in their learning, to connect learning to the real world, and require that each student have a plan for after graduation. This plan may include many options: four-year college, community college, technical college, specialty schools, apprenticeship programs, the military, or on-the-job training.

To assist students to be responsible and engaged in their education, the 4 P’s includes: a Plan, Pathway/ Program of Study, Portfolio, and a Project/Presentation. This is designed to help students understand the “why” of their learning and how it will be applied in the future.

Plan

All students will have an individualized “high school and beyond” plan. Students must outline how they plan to meet their high school graduation requirements and how they will spend their first year out of high school.  Creating a plan will help start thinking about their futures and

focus on the courses they need, to best prepare them for their career interests, no matter what direction they plan to take. The plan should be flexible with the goal being to help students understand what they are learning, why they are learning it, and how they can use this learning in their future.

Pathway

A pathway is an organized sequence of classes, experiences, and community-based

activities that supporting students in career exploration and educational preparation.

This is flexible and may change as the student progresses through their high school experience. (See chart below)

Program of Study
A program of study is a model sequence of courses/classes that prepares a student for a career. Programs of Study help ensure that integration occurs between academic and occupational learning:

• Transitions are established between secondary schools and post-secondary institutions

• Students are prepared for employment in a broad career cluster

• Students receive a skill credential

Course/Class

An instructional unit that includes a set of defined competencies, a syllabus or course outline and a measure of accountability, evaluation, or assessment.  A course may be academic, exploratory, or preparatory.

Knowledge & Skills
Specific work tasks performed on the job. They are related to the Industry Standards and/or the

Essential Academic Learning Requirements.

Portfolio

A portfolio is a collection of student work documenting knowledge, skills, and experiences in and out of school.  It documents pathway progress. The portfolio will enable a student to keep a record of their progress in these areas:

• student as planner

• student as learner

• student as individual

• student as worker (career development)

Students who participate in a presentation of their portfolio will demonstrate how they have applied their skills and knowledge during their high school experience. They will also demonstrate self-advocacy skills and a connection between themselves and their community.

Project/

Presentation

Students must design and complete a culminating project choice, and present to teachers, parents, and/or community members.  This requirement offers students an opportunity to apply their

Learning in a “real world” way.  School districts can set parameters for how

students accomplish these projects.

California Career Technical Education Industry Sectors

	Industry Sector
	Career Pathways
	Industry Sector
	Career Pathways

	Agriculture and Natural Resources 
	· Agricultural Business

· Agricultural Mechanics 

· Agriscience

· Animal Science

· Forestry and Natural Resources 

· Ornamental Horticulture 

· Plant and Soil Science
	Finance and Business 
	· Accounting Services

· Banking and Related Services

· Business Financial Management

	Arts, Media, and Entertainment 
	· Media and Design Arts

· Performing Arts

· Production and Managerial Arts
	Health Science and Medical Technology 
	· Biotechnology Research and Development

· Diagnostic Services

· Health Informatics

· Support Services

· Therapeutic Services

	Building Trades and Construction 
	· Cabinetmaking and Wood Products 

· Engineering and Heavy Construction

· Mechanical Construction 

· Residential and Commercial Construction
	Hospitality, Tourism, and Recreation 
	· Food Science, Dietetics, and Nutrition 

· Food Service and Hospitality 

· Hospitality, Tourism, and Recreation

	Education, Child Development, and Family Services 


	· Child Development

· Consumer Services

· Education

· Family and Human Services
	Information Technology 


	· Information Support and Services 

· Media Support and Services

· Network Communications

· Programming and Systems Development

	Energy and Utilities 
	· Electromechanical Installation and Maintenance

· Energy and Environmental Technology

· Public Utilities 

· Residential and Commercial Energy and Utilities
	Manufacturing and Product Development 


	· Graphic Arts Technology

· Integrated Graphics Technology 

· Machine and Forming Technology

· Welding Technology


	Industry Sector
	Career Pathways
	Industry Sector
	Career Pathways

	Engineering and Design 


	· Architectural and Structural Engineering

· Computer Hardware, Electrical, and Networking Engineering

· Engineering Design

· Engineering Technology

· Environmental and Natural Science Engineering
	Marketing, Sales, and Service 


	· E-Commerce

· Entrepreneurship 

· International Trade

· Professional Sales and Marketing

	Fashion and Interior Design 


	· Fashion Design, Manufacturing, and Merchandising

· Interior Design, Furnishings, and Maintenance
	Public Services 
	· Human Services 

· Legal and Government Services 

· Protective Services

	
	
	Transportation 

	· Aviation and Aerospace Transportation Services

· Collision Repair and Refinishing

· Vehicle Maintenance, Service, and Repair


Street Number and Name


City, State and Zip Code


Phone Number


Email Address








