REENTRY PACKET

Your Customized Guide to Support your Successful Transition

I‘]]ll“*lll||

REENTRY RESOURCE CENTER

R/FairShake

National Web-based Reentry Resource Center
www.fairshake.net



This Reentry Packet has been customized for: Frazier 19124-033
Table of Contents

Website

Reentry Packet Cover Page
Quick Start Guide!

General Support Pages

Housing Resources

Employment

Business Plan
Functional resume
Letter of Explanation
Resume Examples

Resource Directory

Employment

Basic Writing Tips
Employment Tips

Job Application Example
Interview Tips



FairShake | Quick START GUIDE!

é REENTRY RESOURCE CENTER

WELCOME TO FAIR SHAKE! =» www.fairshake.net

PRINT THIS PAGE to guide you as you explore the Fair Shake Do-It-Yourself Reentry Resource Center.
There is a lot of information on the website! This guide will help you get find your way around.

3 important items for you to remember: .
1. If you ever get lost on the website (or any website), = % FO | rShO ke

click on the logo to return to the home page.
2. Words in blue are links to pages on our website, other websites or _
documents that you can also print. . » Resource Directorv

. : ) ] ) + Resource Directory
3. Icons you will see: g Available off-line and on-line

® Available on-line only
£ Documents available off-line and on-line

Fair Shake Website Home Page: = www.fairshake.net
KFairshake === =1 Do It Yourself

- You are unique! No one knows
what you need better than you do

- Explore new opportunities!

- No tracking, nudging, or monitoring

Fair Shake Reentry Tool Kit r Formerly and Currently For Family and Friends
poreerasd Foome Special support for special relationships [ & & B 8§ N "N NN RN §

*  Resource Directory u have big hurdles. We have powerful
1gpis to help you get beyond them!

Abo *  Reentry Packet I

. Fgr Property Managers For Employers
+ Quiashin Mol iccesslu\ reentry is not possible without Wia have tools to support you in making
. lace to five informed, careful hiring decisions.
*  Building Computer Skills [

|

< FindaJob ctions / Reentry Professionals For Community

Heighbors, Students, Advocates
e Wie all play an impartant role in reentry.

¥ Become a Member!
BoMElE

Find RESOURCES:

Resource Directory — search our huge data base!
Resource Guides — local, regional, and national
brochures, books, and interactive websites

Find EMPLOYMENT

Prepare For Work
Find A Job (also includes Start Your Own Business)
Help an Employer Hire You!

Explore LEARNING OPPORTUNITIES
Formal, Informal, Non-formal
Higher Ed, Life Skills, Lifelong Learning

And Improve COMPUTER SKILLS!
Step-by-Step Tutorials and Internet Safety Tips

Fair Shake Reentry Tool Kit

* Resource Directory

* Reentry Packet

* Ownership Manual
#Building Computer Skills
“Find a Job

¥ Become a Member!

* Educate Yourself!



https://www.fairshake.net/reentry-resources/search-for-a-resource/
https://www.fairshake.net/reentry-resources/search-for-a-resource/
https://www.fairshake.net/reentry-resources/reentry-packet/
https://www.fairshake.net/reentry-resources/reentry-packet/
https://www.fairshake.net/ownership-manual/
https://www.fairshake.net/ownership-manual/
https://www.fairshake.net/reentry-resources/building-computer-skills/
https://www.fairshake.net/reentry-resources/building-computer-skills/
https://www.fairshake.net/reentry-resources/employment/
https://www.fairshake.net/reentry-resources/employment/
https://www.fairshake.net/members/sign-in/
https://www.fairshake.net/members/sign-in/

SEARCH the entire Fair Shake WEBSITE

Itis like a REENTRY, DEVELOPMENT and COMMUNITY-BUILDING LIBRARY!

You can find all the pages on our website from almost any location on our website! By hovering over the
four menu tabs on the left side of our home page, you will activate the menu bar to reveal links to pages
organized under headings.

STEP BY STEP:

Look to the left side of any page
and you will see a dark purple
column. Do you see the words:
Reentry Resources, Information
Center, Member Menu and About
Fair Shake? Hover your cursor
(don't click) over the words Reentry
Resources at the top of the column.
To 'hover', move the cursor — which
usually looks like an arrow — over a
tab. You will see the cursor switch
to the image of a hand. The Menu
Title will then change to light-purple
and the Menu will appear to the
right. Next, you can move your
cursor over the words in the menu.
Hover over any of the titles and the
color will change to orange and a
line will be added underneath. Click

on the title that interests you, and
you will go to that page on the website.

FairShake =

REENTRY RESQURCE CENTER

Reentry
Resources

Information
Center

Member
Menu

Gl

About
Fair Shake

—Support Us—

FS RESOURCE DIRECTORY

Search For Resources

Mational & State Reentry Guides
Submit 3 Resource

Reentry Self-Study / Workshop
Guides

STAKEHOLDERS

Formerly & Curenthy Incarcerated

Family and Friends.
Employers

Froperty Managers
Comections / Reentry
Frofessionals
Community

For Vaterans.

LEGTO+

Sex Offense Resources

ET INVOLVED

Send Books.

‘Community

Compassionate Release
information (BOP)

Pen-Fal Organizations
Self-StudyWorkshop Guides
Corrlinks Sign Up

Model Programs.

Mesd 3 Map?

Reentry
Resources

Information

Center
d

Member
Menu

About
Fair Shake

Support Us
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onate!

FairShaoke

REENTRY RESOURCE CENTER

GEMERAL INFORMATION
Educate Yourself
Family Transportation to Prisons
Facts and FAQS about Reentry
Bureau of Prisons Information
Links
Data & Statistics
Poiicy and Legislation
Sie Map
MNeed a Map?

ABOUT FAIR SHAKE
About Us
Fair Shake Brochure
Donations at Work
On Sue’s Desk
Website Tour

EHYSICAL HEALTH
ratetes
High Biood Pressure
Heart Conditions
Joint and Bone Problems

Are you ready to

get a Fair

Shake?

MEDIA CENTER GET INVOLVED
carcerated Authors Corrlinks Sign Up
: Authors c Release
Free Books Programs Poe)
Wirting and Publishing Send Books
Fair Shake Newsietter Pen-pal Organizations
Testmonials Community
EDUCATE YOURSELF! Model Programs
Send a Greeting
Education Basics "
Higher Education FULDNG COMPUTER SRILLY
Life Skils Computer Basics Tutorial
Employment Sidls Cmol
Buiding Computer Siills el
Money Management Software
H ¥i 0 11 Storage
Be Careful
LhabhtuEr FS RESOURCE DIRECTORY
MENTAL HEALTH

What Makes Us Stronger

Search for a Resource

Need a Map?

State and Local Reentry Direclories

and Guides

Self StudyAVorkshop Guides

Submi a Resource

Found at the bottom of each webpage, the Sitema
-

REENTRY PACKET
Custom Reentry Packet Builder
Ready-To-Print Fackst
Individual Documents
Ownership Manual
Ready for Relezse
Culture Shock!
Relationships: Procesd with
Caution
Documentos en Espanal
HOUSING SEARCH
Property Managers page
EMPLOYMENT
Find a Job
Fair Chance Employers
Prepare for Work
Basic Wiiting Tips
Employers

Entrepreneurship {Start “Your Cwn
Businesz)

Reentry Packet

Educate Yourself!

Submit A Reference
Personal Web Page Example
Ban the Box

home page

BECOME A MEMBER
FAIR SHAKE TUTORIAL S
BUILDING COMPUTER SKILLS

Computer Basics Tutorial
Email

Browsing

Saoftware

Storage

Be Careful

CHOOSE YOUR PERSPECTIVE

Beliefs

Cognitive Biases

Culture Shock!

Dealing with Rejection
Educate Yourself!
Gratitude

Handling Frustration

How To Watch TV
Managing Anger
Motivation Tips

Resisting Influence
Sweliness

Transi
‘Workir h Depression
Ubuntt | Social Fabric

Most websites work like Fair Shake:

- Click on the logo to return to the

- Find the sitemap at the bottom

of almost every page

often links

- Words that change color are

- Learn about an organization's
Mission and Vision by visiting
the "About Us" page.

p also shows all of the pages on the website:

Hnmelf sitemap A Privacy Policy / Help / ContactUs / Back to Top



HOUSING

Like the Fair Shake Find A Job page, the Housing Search page lists search engines to find
housing near you. In addition to the websites listed below, there is a lot more information in
the Resource Directory and in Reentry Guides section below the Search Box.

Aunt Bertha

. Aunt Bertha is a social care network that connects people and programs —
making it easy for people to find social services in their communities. To do
this, we’ve verified and added hundreds of thousands of programs covering
every county in the US.

2-1-1

A phone number and a website! Not sure
where to turn? We are here for you.

211 receives more requests for help
with finding housing or shelter or

Get Connected. Get Help.™ paying utilities bills (over 4.4 million
each year) than for any other issue.

Homeless Shelters and Service Organizations:
National list of homeless shelters and other services homelessshelterdirectory.org/

Find the Housing Authority Near You! A nearly-complete list. Some others are

located on the Fair Shake website under State and Local Reentry Guides.
https://www.hud.gov/program offices/public indian housing/phal/contacts

Section 8: Frequently Asked Questions

What is Section 8 Housing?

The actual name of the program commonly known as “Section 8" is the
Housing Choice Voucher Program, a federally funded program that
subsidizes rent for eligible participants. It is designed to assist very low-
income families or individuals. A housing subsidy is paid directly to the
landlord on behalf of a participating family/individual.

How do | apply for Section 8 housing?
Contact your local Public Housing Authority.

For further assistance, contact the Housing and Urban Development office nearest you.

Does my criminal record ban me from public housing? sf
There are only 2 convictions for which a PHA must prohibit admission: 4 &
o If any member of the household is subject to a lifetime registration requirement under a ction 8
State sex offender registration program; and, if,,J."gi,,,,,,
e |f any household member has ever been convicted of drug-related criminal activity for
manufacturing or production of methamphetamine on the premises of federally assisted housing.


https://www.fairshake.net/employment/
https://www.fairshake.net/reentry-resources/search-for-a-resource/
https://www.auntbertha.com/
https://www.211.org/
http://www.homelessshelterdirectory.org/
https://www.hud.gov/program_offices/public_indian_housing/pha/contacts
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/pha/contacts
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/pha/contacts
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/pha/contacts
https://www.211.org/
https://www.auntbertha.com/

Write Your Business Plan!

This text is from the Small Business Administration website:
https://lwww.sba.gov/business-guide/plan-your-business/write-your-business-plan

Traditional business plan format: When you write
your business plan, you don’t have to stick to the exact
business plan outline, but it would be wise to use the
sections that make the most sense for your business
and your needs. Traditional business plans use some
combination of these nine sections.

Executive summary: Briefly tell the reader what your
company does and why it will be successful. Include
your mission statement, your product or service, and
basic information about your leadership team,
employees, market and location. Include a brief
financial summary and plans for growth, especially if
you plan to ask for financing.

Company description: This is where you will share
detailed information about your company. Be specific.
Describe the problems your business solves. Describe
the consumers, organizations, and businesses your
company plans to serve. Explain your competitive
advantages. Are there experts on your team? Have you
found the perfect location for your store? Why are you
S0 passionate about the product or service to see the
project through to become a solvent business? This is
the place to extol your strengths.

Market analysis You'll need a good understanding of
your industry, what is instore for the future, and your
target market. Competitive research will show you what
other businesses are doing and what their strengths
are. In your market research, look for trends and
themes. What do your competitors do? Why does, or
doesn’t it work? Can you do it better?

Organization and management: Describe how your
company will be structured, who will run it and how it
will be managed. What is the legal structure of your
business? A C corporation, S corporation, B
corporation, a non-profit corporation? Will you have a
partnership? If not, will you simply be a sole proprietor
or possibly a limited liability company (LLC)? Consider
all options before you file with the IRS or state
regulators.

Use an organizational chart to lay out who's in charge
of what. Describe the qualities each team member will
bring to contribute to the success of your venture.
Consider including resumes of key team members.

Service or product line: Describe what you sell or
what service you offer. Explain how the product or

service benefits your customers and what the product
lifecycle looks like. Share your plans for owning your
intellectual property, like trademark, copyright or patent
filings. If you're doing research and development for
your service or product, explain it in detail.

Marketing and sales: There's no single way to
approach a marketing strategy. Your strategy should
include the reception for your audience and your
advertising outlets. It should also include flexibility
should your product, service or messaging need to
change slightly. How will you attract and retain
customers? Where and how will you sell your products
or services? Be clear! You'll need to refer to this section
later when you share your financial projections.

You'll refer to this section later when you make financial
projections, so make sure to thoroughly describe your
complete marketing and sales strategies.

Funding request: Your goal here is to clearly explain
your funding needs for the next 5 years. How much will
you need? What will you use it for? Demonstrate how
your profits will keep your business fluid while you’re
able to pay off a loan. Or would you prefer to take on
investors? Give a detailed description of how you'll use
your funds. Specify if you need funds to buy equipment,
materials, cover payroll or other specific bills. Include
your strategy for paying off debt or selling the business.

Financial projections: Here you want to convince the
reader that your business plan is stable, will remain
solvent and will be a financial success. List the
collateral you will put up against a loan. Provide a
prospective financial outlook for the next five years.
Include forecasted income statements, balance sheets,
cash flow statements, and capital expenditure budgets.
For the first year, be very specific. Use monthly
projections if possible. Make sure to clearly explain your
projections, and match them to your funding requests.
This is a great place to use graphs and charts to tell the
financial story of your business.

Appendix: Use your appendix to provide supporting
documents or other materials were specially requested.
Common items to include are credit histories, resumes,
product pictures, letters of reference, licenses, permits,
patents, legal documents, advertisements from
competitors, trade news about your product, materials,
or services, any contracts you may have now or which
are on the table.



Tips for Writing a Business Plan

FairShake

REENTRY RESOURCE CENTER

What is a business plan and why do | need one?

A business plan describes the strategy that the creators of an organization plan to follow as they build a new
business...for instance, what steps will you take to start the business, and then what steps will you take to grow the
business? The plan includes a description of the products or services that will be offered by the business, the
customers, location, competitors, anticipated expenses, profit margin, plan to bring in employees, licensing or other
special requirements and details specific to each industry, such as product shelf life and or cost of training staff. It
should be written as a 3-to-5-year plan that includes short term and long-term goals. A business plan includes the
mission statement and the vision for the organization. Use them to guide your structure and strategy. Business
owners who need funding from another source to start the business — whether loans, grants or investors — will need
a business plan to convince the grantors, lenders or investors that the business is a good investment.

A BUSINESS PLAN IS USUALLY REQUIRED TO OBTAIN
FUNDING OR ATTRACT BUSINESS PARTNERS.

Is a business plan good for anything besides applying for funding?

Certainly. A business plan will guide you through the beginnings of your business. It will serve as a guide to get
started, a measuring tool to keep you on track and a tool box notice problems and address them when they arise.

A business plan helps you monitor your cash flow, time and production rate to help you capture all of [ |
the aspect of creating your goods or services. It can be helpful in securing employees so you can

attract a team that clearly sees and embraces your vision. It also provides a vision for potential | |
partners or complementary business relationships, which can grow your business, or improve the B

environment for your business category.
/ If you can, incorporate graphs, charts, and visual displays of research, statistics and projections.

They help readers stay engaged and visual descriptions appeal to different learning styles. They
. I can also provide quick references.

Be prepared to make changes as the business develops!
Business Plan Basics:
1. Executive summary
. Company description
. Market analysis

. Organization and management

2
3
4
5. Describe your services or products
6. Marketing and sales goals

7. Request funding

8. Financial projections

9

. Appendix




Maurice Sprewer EXAMPLE of a

414.874.1657 (list the BEST contact number you have) FUNCTIONAL Resume’

Maurice.sprewer@dwd.wisconsin.gov

(be sure that your email address is professional)

Production Worker and General Laborer Committed to Safety and Quality

(personal branding statement - describes position and a quality that makes you great at it)

Summary of Skills: (make sure the skills are relevant to the job you are applying for - usually found in the job description)

Sorting, grading, weighing, and inspecting products, verifying and adjusting product weight or measurement to meet
specifications.

Observing machine operations to ensure quality and conformity of filled or packaged products to standards.

Monitoring the production line, watching for problems such as pile-ups, jams, or glue that isn't sticking properly.

Attaching identification labels to finished packaged items, or cut stencils and stencil information on containers, such as lot
numbers or shipping destinations.

Stocking and sorting product for packaging or filling machine operation, and replenishing packaging supplies, such as wrapping
paper, plastic sheet, boxes, cartons, glue, ink, or labels.

Packaging the product in the form in which it will be sent out, for example, filling bags with flour from a chute or spout.
Inspecting and removing defective products and packaging material.

Starting machine by engaging controls.

Removing finished packaged items from machine and separate rejected items.

Counting and recording finished and rejected packaged items.

Stopping or resetting machines when malfunctions occur, clearing machine jams, and reporting malfunctions to a supervisor.
Removing products, machine attachments, or waste material from machines.

Transferring finished products, raw materials, tools, or equipment between storage and work areas of plants and warehouses,
by hand or using hand trucks.

Packing and storing materials and products.

Helping production workers by performing duties of lesser skill, such as supplying or holding materials or tools, or cleaning work
areas and equipment.

Counting finished products to determine if product orders are complete.

Measuring amounts of products, lengths of extruded articles, or weights of filled containers to ensure conformance to
specifications.

Following procedures for the use of chemical cleaners and power equipment to prevent damage to floors and fixtures.

Mixing water and detergents or acids in containers to prepare cleaning solutions, according to specifications.

Loading and unloading items from machines, conveyors, and conveyances.

Operate machinery used in the production process, or assist machine operators.

Placing products in equipment or on work surfaces for further processing, inspecting, or wrapping.

Relevant Production and General Labor Experience

General Laborer (Position while incarcerated) year - year
State of Wisconsin / Badger State Industries / FBOP (whichever applies) City, State
Previous Relevant Employment year - year
Previous Employer City, State

Other Experience

Previous Relevant Employment year - year
Previous Employer City, State
Education

Relevant Education (Relevant Degree / Diploma)

170

Created by Maurice Sprewer Employment & Training Specialist / Reentry Coordinator
DWD / Job Service 4201 N. 27" Street Suite 602 Milwaukee, WI 53216

Fair Shake Ownership Manual: Functional Resume www.fairshake.net


mailto:Maurice.sprewer@dwd.wisconsin.gov

Your Name
Milwaukee, WI
Your email “ EXAMPLE of a
111-222-3333 »

Letter of Explanation

Re: Letter of Explanation

Insert Date Here.

Dear Sir or Madam,

The things | value most are honesty, integrity and directness. Therefore, in anticipation of the criminal
background check, you will find that in October of 2006 | was convicted of the offense of Armed
Robbery - Use of Force. | served 24 months in prison for my crime. Upon release in 2008, |
unfortunately, returned to the same negative influences and the same circle of negative associations
and as a result, | re-offended in 2009. The charge was again, Armed Robbery this time as a Party to
a Crime. | know that what | did was wrong. It was a result of poor decision making on my part and it
hurt a lot of people. I've learned a great lesson and won't repeat those past mistakes.

While incarcerated, | completed my HSED through the Warren Young School. In addition, after a

period of careful self-examination, | began working on ME. | successfully completed coursework in
Walking the Line - the Vow to Succeed Program, Cognitive Intervention Phases | and I, and
Re-Entry bridge to Success programs. | then continued my education, gaining certifications in

Telecommunications Technologies as a Network Cabling Specialist in Copper Based Systems.

Since my release | have done some full time work as laborer in a tannery and volunteered my time at

~ my 11 year old son's school. However, | am looking forward to getting back to work full-time in the
field of Telecommunications as an installer so | may further demonstrate the changes in my life and
be a responsible member of society.

| can understand why you may be hesitant to hire someone with my background. However, | am
eligible for The Fidelity Bonding Program which can insure you for up to $25,000 against any act
of dishonesty on my part. Additionally, when you hire me, you will be eligible for Work Opportunity
Tax Credits to save you up to $9,000 this year. | will be happy to provide you more information
about those programs during our interview. Lastly, | recently successfully completed the Pipeline to
Employment Training Program for Former Offenders sponsored by the State of Wisconsin
Department of Workforce Development and | can provide a letter of recommendation from them at
your request.

I am eager to pursue this or other opportunities with your company because | am confident my
skills and experiences will dovetail with the needs of your business.

Thank you for your time and consideration.
Sincerely,
Your name here

Created by Maurice Sprewer Employment & Training Specialist / Reentry Coordinator
DWD / Job Service 4201 N. 27" Street Suite 602 Milwaukee, Wi 53216

www.fairshake.net Sample of a Letter of Explanation

11



ASA J. PETERS

1514 Campbell, D1 Jefferson City, Missouri 64108
(816) 667-0421 (816) 992-1421

AREAS OF RELEVANT SKILL

Multi-dimensional individual with experience as heavy equipment operator, driver, or laborer with
technical knowledge in surveying, welding, and general maintenance. Excellent safety record and
willingness to do more than what is expected. Communicate and interact effectively with diverse
cultures.

* Heavy Equipment Operations: Forklift, Tractor, Loader, Backhoe, Motor Grader, Track

Loader, Bulldozer, Bobcat Skid/Steer Loader, Scraper

* Driver: Dump Truck, Over-the-Road

* Technical: Surveying, Welding

* Maintenance: General, Preventative, Carpentry, Painting

EDUCATIONAL BACKGROUND

Linn State Technical College
Heavy Equipment Operator Certificate Course
Welding; Blueprint Interpretation; Surveying; Preventative Maintenance

American Truck Driving School
Over-the-Road Truck Driving Certificate Course

Northwest Missouri Community College
Introduction to Computer Information Systems; Basic Programming; Data Files; Structural
Programming; Microcomputer Operating Systems

EMPLOYMENT HISTORY

TEMPORARY ASSIGNMENTS, Jefferson City & Cameron, MO
» Store Clerk/Stocker
* Library Clerk/Data Entry Clerk
» Computer Operator/Data Entry Clerk
* Chapel Head Clerk
*  AM/PM Baker/Store Clerk

LINN TECHNICAL COLLEGE, Linn, MO
* Maintenance Technician — General maintenance, cleaning, carpentry, and lawn care.

SPRINGFIELD PARKS AND RECREATION DEPARTMENT, Springfield, MO
e Laborer, Park Maintenance

MAZZIO'S PIZZA, Springfield, MO
* Delivery Driver

DRIVEWAY PAVING, Toledo, OH
*  Dump Truck Driver/Laborer

NORTH AMERICAN VAN LINES, Ft. Wayne, IN
* Over-The-Road Driver
This resume example created by and for Expert Résumé's for People Returning to Work

Wendy S. Enelow and Louise M. Kursmark
2003 JIST Publishing Inc.  Indianapolis, IN




ARTHURF. ECK, JR.

639 Arcadia Street Rochester, NY 12239
387-458-3241

OBJECTIVE

BREAKFAST and LUNCH COOK

To assist a restaurant in attracting and retaining a strong customer base,
by applying a passion for the culinary arts and a strong work ethic.

PERSONAL PROFILE

Experience working in a kitchen environment, filling orders and developing menu items.
Ability to get the job done by employing critical thinking and problem resolution skills.
Work well as a team player and independently with very little supervision.

Received commendations for being dependable and hardworking.

Bilingual, Spanish and English.

COOKING SKILLS

A L U U N N

AN

Prepared a selection of entrees, vegetables, desserts, and refreshments.

Cleaned the grill, food preparation surfaces, counters, and floors.

Met high quality standards for food preparation, service, and safety.

Trained and supervised workers.

Maintained inventory logs and placed orders to replenish stocks of tableware, linens, paper,
cleaning supplies, cooking utensils, food, and beverages.

Received and checked the content of deliveries and evaluated the quality of meats, poultry,
fish, vegetables, and baked goods.

Oversaw food preparation and cooking.

RESTAURANT EXPERIENCE

Kitchen Worker — State of New York (Coxsackie Correctional Facility); Coxsackie, NY
Short Order Cook — Rockies Breakfast Bar; Rochester, NY

Prep Cook/Laborer — New World Diner; Rochester, NY

Lunch and Dinner Cook — Albany's Italian American Restaurant; Albany, NY

MILITARY SERVICE

U.S. Navy — Machinist Mate E-3 — Honorable Discharge
GED obtained

This resume example created by and for Expert Résumé's for People Returning to Work
Wendy S. Enelow and Louise M. Kursmark
2003 JIST Publishing Inc.  Indianapolis, IN



Employment - Employment Services

America Works includes work readiness training,
vocational training, career placement, career
advancement, and employment retention services.
Our mission is to equip each individual who comes
to our offices with the right tools so that they are
able to provide for themselves and their loved
ones. People find employment, and employers find
talent! Due to the Coronavirus Pandemic, you
must contact the office first before you can engage
in in-person services. Click on the link above to
find the location nearest to you.
https://americaworks.com/virtual-contact-info/

Employment - Staffing Agency

Manpower is dedicated to enriching people's lives
with meaningful employment and development
opportunities, as we have done for more than 60
years.
https://www.manpower.com/ManpowerUSA/home

Employment - Workforce Development
Explore virtual job fairs, resources, available
services, & register to receive alerts to the latest
info on finding a job. Find training programs as
well as local work support services to develop
skills for high demand roles.
https://www.illinoisworknet.com/

Free - Free Phone

Assurance Wireless

P.O. Box 5040

Charleston, IL 61920-9907

1-888-321-5880

Assurance Wireless provides eligible consumers
with free monthly data, unlimited texting, free
monthly minutes plus a free Smartphone. Lifeline
enrollment is available to individuals who qualify
based on federal or state-specific eligibility criteria.
Residents of homeless shelters, nursing homes
and temporary addresses may also be eligible.
https://www.assurancewireless.com/lifeline-service
s/what-lifeline

Reentry Resource - Multiple Resources
Available

Search for benefits in Education, Grants, Loans,
Social Security, Housing and Utilities, Employment
and Career Development, Financial Assistance and
more.

https://www.benefits.gov/categories

Reentry Resource - Multiple Resources
Available

211 connects you with thousands of nonprofit and
government services in your area. If you want
personal assistance call the three-digit number
211 or 877-947-2211. A friendly voice to talk with
you 24/7/365.
https://www.unitedwayillinois.org/211-2/

Shelter - Transitional Housing

1-855-860-3119

Transitional, sober housing provides supportive
housing along with drug and alcohol treatment for
selective locations
https://www.transitionalhousing.org/state/illinois

Employment - Staffing Agency

PeopleReady has re-imagined and simplified the
path that connects people and work. Whether you
need workers or youre looking for new job
opportunities, were ready to deliver results for you
today.

https://www.peopleready.com/

Employment - Workforce Development
Employment Training Center (IETC)

Contact Re-entry Employment Service Program
33 South State Street

Chicago, IL 60603

312-793-1107

312-793-1871 fax

Web Site www.ides.state.il.us/exoffenders .
http://www.hirenetwork.org/

Food - Food Pantry

Find local pantries, soup kitchens, food shelves,
food banks and other food help.
https://www.foodpantries.org/st/illinois

Free - Free Stuff

We are a grassroots and entirely nonprofit
movement of people who are giving and getting
stuff for free in their own Towns. It's all about
reuse and keeping good stuff out of landfills.
Membership is free.

https://www.freecycle.org/

Reentry Resource - Multiple Resources
Available

Our findhelp technology powers Americas leading
social care network. Our network features more
than 300,000 free and reduced-cost programs in
all 50 U.S. states, territories, and Puerto Rico,
powering social care systems for hundreds of
customers nationwide.
https://www.findhelp.org/find-social-services/illinoi
s

Shelter - Low Income Housing

Find low income apartments in lllinois along with
non profit organizations that help with low income
housing along with HUD apartments, public
housing apartments, public housing authorities,
and housing assistance agencies.
https://www.lowincomehousing.us/IL.html


https://americaworks.com/virtual-contact-info/



http://www.grammarbook.com/grammar/effWrite.asp
http://www.grammarbook.com/grammar/effWrite.asp
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Employment Tips

We often have to work our way up to the job we want; either because it is not available when we go to find it
or we need more experience, education, preparation or time to get ready. Although we will spend time
working at jobs that are not our preference, we can enjoy the interim more when we stay focused on our
goals.

Start by asking yourself:
» What kind of job or career do | want?
» What am | willing to do, learn or sacrifice to get that job or career?

Before venturing out into the world of work you will have to obtain necessary documents.
The most frequently requested documents are:

e Birth Certificate

« Driver’s license or Basic Identification

e Social Security Card

The birth certificate and driver’s license forms offered in our Employment Documents are samples. You can
find links to the applications that you need in our Resource Directory!

Next, ask yourself the following questions
* What occupations or industries in your area are in need of employees?
« What are your employment limitations due to your particular crime?
* Whatis the income you need in order to pay for housing, food, energy, phone, child support,

restitution, transportation, etc? (check out our Build a Budget Worksheet)
» Which strategies do you think would be most effective for “selling” your attributes?

To prepare to apply for a job you may want to create the following worksheets:
* Inventory your work history in and out of prison
» List your training, skills, limitations, and health considerations
» Gather all the information you will need to fill out employment applications. Are you ready to fill them
out online? (Several companies only accept online applications.)

Considerations and Preparation
What are your employment resources?
» Classified ads (in the paper or locally found on-line)
* Applying for jobs with companies you want to work for
* Job Assistance and Job Training centers
» Craigslist, Monster.com, other job-search websites

Skills Assessment and Personal Strengths Evaluation

Consider taking a free online self-assessment test help us see what careers we are suited for. If you type
the phrase ‘self-assessment test’ into any search engine, several options will be available for you to check
out.

Do you need clothes for your interview or new job?
Check out Dress for Success, a global program that may have a location near you!

(www.dressforsuccess.org)

www.fairshake.net "Employment Tips" from the Fair Shake Reentry Packet
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Resume’ and Interview tips:
Two good places where you get the chance to show a company why they cannot afford NOT to hire you.
Keep these tips in mind as you write your application or resume’, and prepare for job interviews:

» Be cheerful in your in-person or telephone job interviews.

» Talk about the benefits of your experience and the relevant expertise you offer.

* Speak about the value you would bring to the company.

» Share stories in the job interview about success in prior assignments.

« Talk about your ability to work with a diverse group of people.

Typical Barriers to Employment:

e Lack of updated resume e Poor interview skills

» Appropriate clothing for job search ¢ Poor job search skills

¢ Transportation ¢ Not a high school graduate

» Stable housing * No documentation (ID, Social Security
e Substance abuse card)

SMART: What is your strategy for overcoming barriers and creating success?
You can create a clear strategy by following SMART guidelines:
Specific Measurable Attainable Realistic Timely (or Tangible)

Specific — what is the specific goal you wish to achieve?
Can you answer these questions?
* Who do you need to be involved?
« What do you really want to accomplish?
* When do you want to accomplish it?
¢ Where do you need to be to accomplish it?
* Why do you want to achieve this goal?
«  Which things do you need to get in order and which are the constraints to achieving your goal?

Measurable — How will you know when you’ve achieved your goal? What criteria have you set up
to measure your progress and reach your target dates?

Attainable — Can you see yourself achieving this goal? Can you see the path to get there and then
see yourself in that place of having reached the goal?

Realistic — Are you willing and able to achieve the goal?

Timely — How long do you need to achieve your goal? Work out your goal date and then the
smaller goals that must be met to meet that goal date?

Tangible — Imagine: can you taste, touch, smell, see or hear the results of achieving your goal?
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COMPANY OR
EMPLOYER NAME: POSITION APPLIED FOR:

APPLICANT TELEPHONE:

Employment Application s sccurm e

YOUR NAME:
Last First Middle
ADDRESS: ARE YOU LEGALLY ELIGIBLE FOR EMPLOYMENT IN THE U.S.A.?
|:| Yes |:| No (If yes, verification will be required.)
| AM SEEKING A PERMANENT POSITION: |:| Yes |:| No

IF NECESSARY FOR THE JOB | AM ABLE TO:

Work (which shifts)?

Are you able to perform the essential functions

of the position with or without accommodations? Work overtime?
|:| Yes I:I No Provide a valid Alaska Drivers License?
IF NECESSARY FOR THE JOB, ARE YOU OVER (Please mark one) 14 15 16_ 18 19 21
I WILL BE ABLE TO REPORT TO WORK DAYS AFTER BEING NOTIFIED THAT | AM HIRED.
EDUCATION: Yrs. Completed Field of Study Graduate or Degree
High School

College/University

Business/Technical

Other (May include grammar school)

MILITARY SERVICE: |:| Yes |:| No

Duty/Specialized Training:

REFERENCES: List two personal references who are not relatives or former supervisors.

Name Address Telephone Occupation Years known
Name Address Telephone Occupation Years known
EMPLOYMENT: List last employment first. Include summer or temporary jobs. Be sure all your experience or employers related

to this job are listed here, in the summary (following this section), or use an extra sheet of paper if necessary.

Employer Name and Address Position Title/Duties Skills Dates Employed
from to

Reason for leaving

Supervisor's Name: Telephone:
Employer Name and Address Position Title/Duties Skills Dates Employed
from to
Reason for leaving
Supervisor's Name: Telephone:

Developed at employer request by the Alaska Department of Labor and Workforce Development, Employment Security Division genapp (r03/00)



EMPLOYMENT CONTINUED...

Employer Name and Address Position Title/Duties Skills Dates Employed
from to

Reason for leaving

Supervisor's Name: Telephone:
Employer Name and Address Position Title/Duties Skills Dates Employed
from to
Reason for leaving
Supervisor's Name: Telephone:

Summarize other
employment related to this job:

Types of computers, other electronic or mechanical
equipment that you are qualified to operate or repair:

Typing speed: per minute.

Professional Licenses, Certifications or Registrations:

Additional skills including supervision skills, other languages, or information
regarding the career/occupation you wish to bring to the employer's attention:

In case of accident or illness please contact: Name: Daytime phone:

Address: Relationship:

Information to the applicant: As part of our procedure for processing your employment application, your personal and employment
references may be checked. If you have misrepresented or omitted any facts on this application, and are subsequently hired, you
may be discharged from your job. You may make a written request for information derived from the checking of your references.

If necessary for employment, you may be required to: supply your birth certificate or other proof of authorization to work in the US,
have a physical examination and/or a drug test, or to sign a conflict of interest agreement and abide by its terms.

| understand and agree to the information shown above:

Signature: Date:

Equal Employment Opportunity: While many employers are required by federal law to have an Affirmative Action Program, all
employers are required to provide equal employment opportunity and may ask your national origin, race and sex for planning and
reporting purposes only. This information is optional and failure to provide it will have no affect on your application for employment.

Employer Section:

Developed at employer request by the Alaska Department of Labor and Workforce Development, Employment Security Division genapp (r08/02)
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Interview Tips

Before you head to your interview, ask yourself these questions:

Do you really want this job?

Are you qualified for the job?

Do you believe you can get the job?

What attitude and information must you deliver to the employer to get the job?

Are you ready for your interview?

If you decide you really want to get this job, consider these tips:

1.

Keep your answers short yet full of information, unless you are asked to clarify. Try to put yourself in
the interviewer’s shoes; asking the same questions of many applicants! Fine tune your answers to
the Sample Interview Questions and bring your authenticity and vitality to the interview.

Determine what your key strengths and assets are. Be sure to state them confidently a couple of
times throughout the interview.

Prepare for a variety of interview questions. Consider the challenges you have overcome, the
difficult interpersonal situations that you resolved with others, and several success stories.

Describe specific situations and accomplishments. Generalities fail to show the interviewer your
strengths and assets and how they can benefit the company and the position that is available.

Put yourself on their team. Show how you fit in with the existing work environment and company
culture. During the interview, align your language with the language of the team.

Observe your non-verbal communication. Are you saying what you mean to say? Practice
answering some of the Sample Interview Questions in front of a mirror to see if your eyes and your
gestures agree with your words.

Ask questions. Is this where you want to work? Find out what you need to know to accept the job.
Also, the interviewer will see that you are taking interest in the company and work environment.
That is an important quality in a team player.

Be sure to talk WITH the interviewer and not AT the interviewer. Interviews are stressful enough for
both parties. Keep it human.

Research the company. Is it a right fit for you? Can you get behind the mission of the company?
How much can you know about the work and the work environment before the interview?

10. Apply for jobs that you are skilled for and that you can appreciate...even if only as a stepping stone

to your next job. If you truly want the job, you must be able to compete successfully with your
competition. Authenticity shines through your words and your non-verbal communication.

www.fairshake.net "Interview Tips" from the Fair Shake Reentry Packet
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