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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)
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Created by Maurice Sprewer Employment & Training Specialist / Reentry Coordinator
DWD / Job Service 4201 N. 27" Street Suite 602 Milwaukee, WI 53216
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mailto:Maurice.sprewer@dwd.wisconsin.gov

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



Citizenship - Birth Certificate

We work directly with hundreds of government
agencies nationwide to provide consumers with
the ability to securely order their vital records
online. Government agencies across the nation
trust VitalChek to handle your vital record orders,
and you can too.
https://www.vitalchek.com/order_main.aspx?even

ttype=birth

Citizenship - Protection from Discrimination
National Headquarters

4805 Mt. Hope Drive

Baltimore, MD 21215

(877) NAACP-98 (toll free)

(410) 580-5777 (local)

Works to eliminate disparate treatment in all
aspects of law enforcement and criminal-justice
systems, including capricious racial profiling
practices. Works to ensure fair and equitable trials
and sentences. Works to ensure felony re-entry.
Promotes a moratorium on the death penalty. The
NAACP has offices in all 50 states, including
Washington, DC. Please see their website for
information on your local office.
http://www.naacp.org/

Citizenship - Social Security Card

Getting a replacement Social Security number
(SSN) card has never been easier. As long as
you’'re only requesting a replacement card, and no
other changes, you can use our free online
services from anywhere.

https://www.ssa.gov/myaccount/replacement-card.

html

Clothing - Interview and Career Clothing
2000 Hamilton Street, Suite C100

Philadelphia, Pennsylvania

19130

(215) 351-1150

Obtain a referral to visit your local Dress for
Success boutique. Our volunteers will work with
you to help you choose an interview outfit and will
also provide guidance and support for the
upcoming interview.

https://philadelphia.dressforsuccess.org/

Clothing - Thrift Store
1125 S. Broad St., Lower level
Philadelphia, PA 19147
215-468-0645
http://www.circlethrift.com/

Employment - Employment Services

(215) 525-0460

21 S 12th Street, Suite 700

Philadelphia , PA 19107

Provides employment opportunities through out
Pennsylvania

Employment - Employment Services
(215) 430-0380 ext. 5529

2233 West Allegheny Avenue
Philadelphia , PA 19132

Provides information about education
opportunities and job training

Citizenship - Consumer Services

The Consumer Services Guide is searchable
directory of resources which can help you with
consumer problems and questions. This link
directs you to the Categories page, where you can
search topics to find national, state and local
resources.
http://www.consumerservicesguide.org/resources/
national/browse/category/

Citizenship - Protection from Discrimination
The ACLU works in courts, legislatures, and
communities to defend and preserve the individual
rights and liberties that the Constitution and the
laws of the United States guarantee everyone in
this country.
https://www.aclu.org/issues/smart-justice/re-entry

Clothing - Interview and Career Clothing
215-568-6693

Philadelphia, Lansdowne and Bucks County:

For people experiencing barriers to employment
and independence, clothing insecurity is real. It
can mean not having anything to wear or not
having the right thing to wear.The Wardrobe
partners with organizations in Southeastern
Pennsylvania to assist people with clothing. Our
Chester, Berks, and Montgomery County locations
are independently managed.
https://careerwardrobe.org/about/locations/

Clothing - Interview and Career Clothing

The mission of Dress for Success is to empower
women to achieve economic independence by
providing a network of support, professional attire,
and the development tools to help women thrive in
work and in life.
https://dressforsuccess.org/affiliate-list/

Employment - Employment Services

We are dedicated to helping you find your next
career! The National Urban League is a historic
civil rights organization dedicated to elevating the
standard of living in historically underserved urban
communities. Founded in 1910, the National Urban
League spearheads the effort of its local affiliates
through the development of programs, public
policy research and advocacy.
http://www.nuljobsnetwork.com/

Employment - Employment Services

(215) 781-1073

1260 New Rodgers Road

Bristol , PA 19007

Computer resource area with internet access and
staff assistance. Referrals to job openings and
other education job/career goal resources. Variety
of job search skill and computer literacy workshops
offered on site. Registration required and available
in person or on-line.
https://www.cwds.pa.gov/cwdsonline/Admin/ViewH
omePage/PublicHomePage.aspx?mTs6pBVPa4KY1l
VewaD8Kwk4H 10KsSLM160kPqldNp4B5j@aXSS1
m@@7_0AloE0QgSz8YzrMijlcwckgZuQKHmujbmylQq
TOWvMZrxnwSpJY-0gWW93I3@WGDEisKOL90p_ 8E
zQBZ_097Zp5mIRRLpoUfdRhpWE90

Employment - Employment Services
(215) 322-0587


https://www.vitalchek.com/order_main.aspx?eventtype=birth
https://www.vitalchek.com/order_main.aspx?eventtype=birth

http://ctstraining.org/

Employment - Employment Services

(215) 686-5322

1901 Vine St., Suite 111

Philadelphia , PA 19103

Provides a resource center where adults can get
help writing a resume and cover letter. Also, adults
can find information on careers
http://www.freelibrary.org/

Employment - Employment Services

PA CareerLink is a free, one-stop shop with highly
trained staff ready to assist you with your job
search, whether you're looking for your first job or
to advance your career. Their services include:
resume workshops, career counseling, job search
assistance, interview skills training, skills
assessment, job fairs, computer training, free
access to a computer lab, and career exploration.
Please visit the website to find your local office.
Ihttps://www.pacareerlink.pa.gov/jponline/individua

Employment - Goodwill Store
2601 S Front St

Philadelphia, PA 19148

(215) 463-5054
http://www.goodwill.org/

Employment - Job Training

(215) 386-8267

2000 Hamilton St. 558

Philadelphia , PA 19130

Non-profit organization that provides job training
in the construction field, acquires and renovates
properties in Philadelphia (hires ex-offender and
homeless clients to work on job sites), and uses
these properties to sell to low-income individuals.
Places an emphasis on people returning from
prison.

http://diversifiedhousingsolutions.org

Employment - Job Training

(215) 430-0380 ext. 5529

2233 West Allegheny Avenue
Philadelphia , PA 19132

Provides information about education
opportunities and job training
http://ctstraining.org

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

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

P.O. Box 1013

Southampton , PA

Provides adult education and employment services
http://www.eph67.org/

Employment - Employment Services

(215) 448-3000

Address: 1234 Market Street, 17th Floor
Philadelphia , PA 19107

Provides one stop shop for free job and housing
assistance. Offers experienced counseling staff
who help with job referrals and placement with
local employers and government agencies, job
training referrals, housing referrals and assistance
with homeownership and home repairs
http://www.phdchousing.org/

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 - Goodwill Store
455 N 7th St

Philadelphia, PA 19123

(215) 922-6802
http://www.goodwill.org/

Employment - Job Training

(215) 281-1038

Academy Plaza Shopping Center

3210 Red Lion Rd.

Philadelphia , PA 19114

PA CareerLink centers in Philadelphia help you
prepare for and find a job a?? regardless of your
skill or educational level. No-cost services include:
personalized job search assistance, job seeker
workshops, networking groups, career counseling,
ski(ljls and interest assessments, access to skills
and ...
http://www.philaworks.org/career-link/home

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/

Family - Family Support

On any given day, an estimated 2.7 million
children in America have at least one parent in
prison or jail.

NRCCEFI is the oldest and largest organization in
the U.S. focused on children and families of the
incarcerated and programs that serve them.
Disseminating accurate and relevant information
Guiding the development of family strengthening
policy and practice



and temporary addresses may also be eligible.
https://www.assurancewireless.com/lifeline-service
s/what-lifeline

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/penns
ylvania

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

Shelter - Low Income Housing

Find low income apartments in Pennsylvania 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/PA.html

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/pennsylv
ania

Training, preparing, and inspiring those working in
the field

Including the families in defining the issues and
designing solutions

https://nrccfi.camden.rutgers.edu/

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

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.pa211l.org/

Shelter - Homeless Assistance

Bethesda Project provides shelter, housing, and
programs

reaching out to chronically homeless men and
women.

1630 South Street

Philadelphia, PA 19146

Phone 215-985-1600

info@bethesdaproject.org
http://www.bethesdaproject.org/

Shelter - Supportive Housing

Pennsylvania has a variety of housing programs
and services that can help older adults and people
with disabilities, individuals and families with low
incomes, or those who are at-risk of, or
experiencing, homelessness.

The information listed on this page will help
connect individuals, families, and providers with
someone at the local level that can directly assist
with housing needs.
https://www.dhs.pa.gov/Services/Assistance/Pages/
Housing-Resources.aspx
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Sample Interview Questions

The interview is your chance to show an employer your unique qualities and it is also the time you can
ask more about the employer, the company culture and the job you are applying for. Before you
interview be sure to find out all you can about the company so you understand who they are, and also
so the interviewer knows you care.

Interviews can be stressful; the best way to manage that stress is to be prepared. If you are ready to
answer the questions below you will be prepared for most of the questions that might come up.

There are many variables that make finding a job even more complicated if you have a criminal
record. How much should you disclose and when should you disclose it? How do you explain your
criminal record and still land a job? How do you address it during an interview? We explore these
questions and more at the end of this document.

Possible Interview Questions: About the Job and the Company
«  Why did you apply for this job?
« What experience, skills and characteristics do you possess to do the job?
«  Why do you think you are the best person for this job?
«  Why should we hire you?
« What have your learned about our company?
» How do you see your role in joining this or any company?
« Describe good customer service.
» Describe handling a challenge with a co-worker
« Are you willing to travel?
« Do you have any limitations that would inhibit you from doing this job?
+ How long do you think you would like to be employed by this company?

Possible Interview Questions: About You
» Tell me about yourself.
« What are you passionate about?
«  Whatis your greatest strength? What is your greatest weakness?
« What do you do when you’re angry?
» If you know your supervisor is wrong about something, how would you handle it?
» Describe a difficult work situation and how you dealt with it.
» Describe your work style.
» How would you describe the pace at which you work?
« How do you handle stress and pressure?
« Tell me about how you worked effectively under pressure.
« What motivates you? Are you self-motivated?
« What are your salary expectations? (if it is not listed with the job posting)
« What types of decisions are difficult for you? What types are easy?
« If you could relive the last 10 years of your life, what would you do differently?
» If the people who know you were asked why you should be hired, what would they say?
« Do you prefer to work independently or with others?
« Tell me about your ideal work environment.
+ How do you evaluate success?
« What are your career goals? How do you plan to achieve these goals?
« Give an example of a goal you reached and tell me how you achieved it.
» Give an example of a goal you didn't meet and how you handled it.
« Give an example of how you set goals and achieve them.
« How do you handle a challenge?

www.fairshake.net "Sample Interview Questions" from the Fair Shake Reentry Packet
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Possible Interview Questions: Your Work History

« Tellme about ___ company listed on your resume.

« What were your duties, responsibilities, expectations...for the position and as an employee?

« What challenges did you face? How did you handle them?

« What did you like about this job? What did you dislike about this job?

« What was your biggest accomplishment at this job? At any job?

« What were your favorite and least favorite aspects about the people you worked with, including
supervisors?

»  What attributes to you like to see in a supervisor?

»  What do you expect from a supervisor?

« Tell me a little about your favorite and least favorite supervisor.

«  Why did you leave this job? (why did you quit or why were you fired?)

« Have you been in a position when you did not have enough work to do? What did you do with
your time?

+ Have you made a mistake? How did you handle it?

» Have you ever dealt with company policy you weren't in agreement with? How?

« Have you gone above and beyond the call of duty? If so, how?

»  When you worked on multiple projects how did you prioritize?

+ How did you handle meeting a tight deadline?

+ What do you do when your schedule is interrupted? Give an example of how you handle it.

« Tell me about a difficult situation with a co-worker? How did you handle it?

« Tell me about your experience working with a team.

« Have you motivated employees or co-workers? Tell me about it.

« Give me an example of when you did and when you didn't listen.

« Have you handled a difficult situation with a co-worker? How?

« Have you handled a difficult situation with a supervisor? How?

« Have you handled a difficult situation with another department? How?

« Have you handled a difficult situation with a client or vendor? How?

Possible Interview Questions: Incarceration
« Why were you incarcerated?
« What did you learn from that experience?
« Do you have challenges or limitations that could affect your work schedule?
« What have you been doing to prepare for employment since you came home?
»  Were you employed or in school when you were incarcerated? If so, tell me about your work.
Tell me about your education.

lllegal questions:
* What s your age?
¢ How many children do you have? Are you pregnant?
¢ How much do you weigh? How tall are you?
* Do you live with anyone? Who?
¢ Are you married or in a relationship?
Legal alternatives:
e Are you over 18 years old?
¢ Can you lift 60 pounds?
» Is there anything that might interfere with your work schedule?

www.fairshake.net "Sample Interview Questions" from the Fair Shake Reentry Packet
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Related to Your Criminal Record

An employer may not ask questions about a previous arrest or conviction. They may ask if you have
been convicted of specific crimes if they are relevant to the position being applied for. An employer
may not refuse employment to someone just because they have a criminal record.

Lisa Pollan, site coordinator at LIFT-DC, says they encourage formerly incarcerated clients to collect
"evidence of rehabilitation." This evidence should prove to employers that the client has changed
since their offense and is now a responsible member of society. Evidence of rehabilitation can include:

» letters of recommendation from employers or advocates

« proof of training program completion/certificates (including during incarceration)

« participation in a mentoring or support group

For Job Applications, LIFT-DC counsels clients to do the following:
* Only answer what is asked: If a question asks if you have been convicted of a felony, you

can say no if you only have misdemeanors. If a question asks if you have been convicted of a
felony in the last seven years, and you were convicted 10 years ago, answer no.

* Answer truthfully: A company may hire ex-offenders but have a policy of terminating anyone
who lies on an application.

* Demonstrate change: If you answer a question about your record by writing, "Yes, but | got
my GED while | was incarcerated," you show that you are educated, focused and want to make
positive changes in your life. You can also attach a written explanation of your situation, and
proof of your rehabilitation.

Check out LIFT-DC for more tips on interviewing! http://www.liftcommunities.org/

From the National Reentry Resource Center:
http://www.nationalreentryresourcecenter.org/fags/employment-and-education#Q8

How should job-seekers respond to questions regarding past convictions?

» Acknowledge the previous mistakes in a concise and businesslike way
¢ mention any relevant skills or interests developed while in prison or prior to entering prison
e reinforce a commitment and an interest in the new job, by stating, for example, "I'm more ma-

ture now and my top priority is to work at [company] to use my abilities, focus on the work, and
make a fresh start."

Applicants should be familiar with their criminal history to answer accurately specific questions on job
applications and in interviews.

Race/Religion

An employer may not ask you about your religion but it may come up if they ask you what days/times
you are available. An employer may not judge you for being a part of any race or religion but may
decide not to hire you if you are unavailable for any crucial time for the position you are applying.

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