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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
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Attention Budget Worksheet

Time Invested in

Planned

Actual Time Spent

Daily
Work

Work

Travel time to and from everything

Other Travel...for errands, etc

Food

Shopping (perhaps certain days per week?)

Meals — cooking

Meals — cleaning up

Meals — away from home

Exercise

Walk, stretch

Aerobic — elevate your heartbeat!

Meditation / Yoga

Thinking

Planning and Prioritizing

Evaluating (how effective was your plan?)

Reflecting

Meditation / Mindfulness

Reading

Frequent
Other
Possibilities

Family (at home / visiting)

Friends

Hobbies

Classes and Homework (if in school)

Personal care: bathing, dressing, hair, teeth, etc.

Media

Television, movies, YouTube®, electronic games

Social Media, Text

Weekly

Weekly cleaning

Events with Family and Friends

Intentionally building your gift, yourself, your world

Travel time

Paying bills, balancing money

Services

Monthly

Auto care

Volunteering

Surprise
Events

Totals:

Planned

Actual Time Spent

Time alone: doing stuff

Time alone: thinking, reflecting, reading (books)

Quiet time with others

Active time with others

Time with Gizmos, Electronics and Screens

Time dedicated to living your life in the fullest sense.

Time connecting to your own life and all life.




MANAGE YOUR PRECIOUS TIME!

ATTENTION BUDGET Deeply connected to your financial budget!

THIS IS THE FIRST DRAFT! I've included what this one mind of mine could think of; I'd love to hear from you to
provide a more accurate range of options!

Steven Covey's great metaphor for managing our time; from his book First Things First:

_ N
Picture a glass cylinder.
\ g Y/

The cylinder represents all
the time you have in a day.

Next to the cylinder are
rocks, gravel, sand, and water

- Rocks represent what’s most important to you
- Gravel represents day-to-day responsibilities

- Sand represents the daily interruptions
- Water is everything else that happens in a day

==

The world demands your attention! Everyone tries constantly to get your attention. Set boundaries! Make your goals
your priority! Slight changes to your path are like a compound-interest investment in your life!

Commit to goals as if they are appointments with your future self. YOU are important. Your goals are important.
Goals are proactive, not reactive. Goals help us determine our “no” and our “yes” for investing our time.

All rity exper ree: Trust no-one. . .
security experts agree ust no-one You have to decide what your highest

- Stay skeptical. priorities are and have the courage

- Turn off cookies. — pleasantly, smilingly, non-apologetically —
- Limit tracking as much as possible. to say 'no' to other things. And the way to do
- Don't say anything stupid; don't use hate speech that is by having a bigger 'yes' burning inside.

-Thou shalt not overshare, or share data about friends.

- If the product is free, it means that you are the product.

- Limit your time on each platform (fb, twitter, instagram, et al.)

- Privacy is a myth. Assume if it's on the phone it'll be published.
- Don't live your life online. Take a walk, play a musical instrument, build furniture, live in the real world.

- Steven Covey

"Trying to be "safe" while using a "smart" phone is like trying to keep water out of a submarine with a screen door."

"If you join Facebook, you relinquish your privacy."

"When you receive an email from someone that wants to share their fortune with you, do not reply of click on the links!"
You can turn off media, social media, phone, text: YOU set the boundaries. No communication after 8 pm? Sundays?

You choose your limit. With your time managed, you can invest time online...time digging for information, learning new
things, listening to guided meditations, music and pontificators.
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REENTRY RESOURCE CENTER OPPORUTNITIESI

American Trucking Associations ’ “

ATA Headquarters .n.-l.
N4

950 North Glebe Road, Suite 210
Arlington, VA 22203-4181

https://www.trucking.orqg/

From their website: American Trucking Associations is the largest and most comprehensive national trade
association for the trucking industry. ATA is an 86-year old federation with state trucking association affiliates in all
50 states. We represent every sector of the industry, from LTL to truckload, agriculture and livestock to auto
haulers, and from large motor carriers to small mom-and-pop operations.

Owner-Operator Independent Drivers Association

OOIDA HEADQUARTERS https://www.ooida.com/
1 NW OOIDA Dr.

Grain Valley, MO 64029 CEE
816_229_5791 800_444'5791 PRESENTED BY THE O0IDA FOUNDRTION

The mission of the Owner-Operator Independent Drivers Association, Inc. is to serve owner-
operators, small fleets and professional truckers; to work for a business climate where truckers are treated equally
and fairly; to promote highway safety and responsibility among all highway users; and to promote a better business
climate and efficiency for all truck operators. More than 150,000 members of OOIDA are men and women in all 50
states and Canada who collectively own and/or operate more than 240,000 individual heavy-duty trucks and small
truck fleets. All OOIDA officers and directors are now, or have been, professional truckers, and are elected from the
membership, by the membership. The 22-member board helps define OOIDA’s position on all major trucking
issues. They offer information and education in all areas of independent truck ownership and responsibility.

Gary’s Job Board: www.garysjobboard.com
Truck Drivers wanted! Since 2004.

Gary can find you a better truck driving job, with or without a CDL.

Gary's Job Board was created to help Truck Drivers find Driving Jobs, and to help
Dispatchers find Drivers. Gary’s Job Board is 100% unaffiliated. We DO NOT recruit for any carriers. Our service
will always be FREE to drivers because drivers' rock. Here's how garysjobboard.com works: (this is NOT a run-of-
the-mill trucker job board. No one will call you, you have all the power).

Complete your Driver Profile, it takes 2 minutes.

Companies will see your first name, type of CDL, and experience level.

They will not see your email address.

You will receive a company invite by email and the email will come from our system.

Check out what they are offering. Answer the email or not. You'll receive another invite down the road.


https://www.trucking.org/
https://www.ooida.com/
http://www.garysjobboard.com/
https://www.fairshake.net/wp-content/uploads/2012/04/GJB.png

L AllTrucking.com  www.alltrucking.com Find a Truck
AL ] PO Box 26330, Driving School
E 7 Overland Park, KS, 66213
_caﬂg@ "Welcome to AllTrucking.com, your source for finding e e
information to become a truck driver and find a trucking Driving Job
career. Whether you are looking for your next truck driving job or want to learn how

to earn your CDL, we have guides for you. We have even organized some of the
more common questions that might be found on a CDL exam, and put them into a
simple practice test! "

They have a library of guidebooks - from career support and paying for school to helping veterans — "we've got a
resource to help anybody." Here are a few of our most frequently requested pages:

e How to Pay for Truck Driving School
e Truck Driving Jobs: Careers in Commercial Truck Driving
e Company-Paid CDL Training Programs: A Comprehensive Guide

Trucking Truth

< 5-/‘ TgU‘K‘”&Tgm www.truckingtruth.com

A Positive Yet Honest View Of The Trucking Industry With Friendly Advice From Experienced Drivers

Trucking Truth (TT) was created in 2007 to give new drivers a true picture of what a career as a truck driver is all
about and a straightforward strategy for surviving that first year of their career. | wanted people to know that
trucking can be an awesome career for the right person and it's totally doable if you work hard, keep a great
attitude, and have a solid strategy in place.

A huge informational website that includes:

Trucker's Forum
Truck Driver's Career Guide
Free CDL Practice test

b N\
A list of companies that hire people with a criminal history. o
"The Road Home" podcast
Al things CDL \
Trucking Company Reviews

Trucking Wiki...where you can find out FAQ's, physical health tests and issues, limitations and
opportunities for drivers with a criminal history, driving with pets and much more.

Get Paid While Training For Your CDL?

Upon completion of your paid CDL training, you will sign an agreement to work for the
company for a specified amount of time. This is how they recoup the time and money they’ve
invested in your CDL training, which is a very fair deal for both sides.

If you quit working for the company before your obligation is complete, you will owe the
company a prorated amount of money for the schooling. At some companies, your training will
be free once your obligation is complete. Others may require you to make payments from your
paycheck to cover the tuition for the schooling.

TT offers a review of the companies that offer paid CDL training.



http://www.alltrucking.com/
http://www.truckingtruth.com/
https://www.truckingtruth.com/

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



Welcome to the Wonderful World of Mathematics!
By Jason O'Malley https://bridgegap.biz/

Buckle up...because on this journey
you will experience thrilling feats of
mental acrobatics; you will endeavor
to go to places no human has ever
gone before; and you will discover a
world that you create!

While we know that the language of
math includes relationships in nature
through science and income through
business ventures, did you know that
mathematics, and specifically
algebra, will help you reason your
way through life? Yes, mathematics
is a lens through which you can view
the world.

Count on math to help you identify
when an argument is on the right

A few examples of math for everyday |
e Budgeting

¢ Manage and grow savings

¢ Manage credit

e Carpentry and hobby projects

e Vehicle modification

Many of us know someone who is
very good at staying ahead of bills,
with extra money to spend. What we
might not have realized is that
underlying their uncanny ability to
seem “rich”, their mathematical
thinking helped them navigate
through budgeting and saving. They
continuously add to, and subtract
from, a running total that they hold in
their mind - or in a ledger. Every
financial decision they make has this
total in mind.

If your goal is to learn math well
enough to make great decisions

About the Author - Jason O'Malley:

path, or when you need to call
bull$h!t when it doesn’t add up!

You can pursue a math-based career
in a Science, Technology,
Engineering, or Mathematics
(S.T.E.M.) field.

With your mathematics and life
experiences, you can hone your
intuition to investigate and develop
the world around you. If you can
imagine it, you can use your math
tools to create the infrastructure for
the new tomorrow. Envision yourself
being the next human being to see
the world differently than anyone
before you! Through programming,
you can literally create the cyber

about money, then go get it: first, the
math training; then, the $$$!

Ok, entrepreneurs, | know y’all are
definitely thinking about them
numbers! It is literally your business
to think mathematically. Everything
from your start-up costs, to your
break-even point, to your profit and
loss, has you thinking in terms of
math. Mathematics will help you
make decisions to be more effective
and efficient in your organization.
Your strength in mathematics will
help you to create your marketing

budget and increase your profits. It
will help you determine how many

iving:

employees you should hire and how

world, while a strong math base will
also help you to develop the mindset
needed to examine complex social
issues through economics,
psychology, and other social
sciences.

And with the power of mathematics
at your disposal, you may be the one
to invent the next society-changing
technology or design a architectural
feat of engineering!

e Sales tax at the store
e Investing

e Start a business

e 3-Dimentional art

e Tipping

much you should invest in equipment
to help your business flourish!
These examples only scratch the
surface of the numerous ways in
which this powerful tool can be
utilized. If you want to delve deeper
into the power of math, try to find
instructors proficient in the “coach
approach” — or learning through
questioning to draw forth deep level
epiphanies - to help you become
fluent in thinking and speaking
mathematics. You will never regret
knowing something as essential to
the economy that we operate in. In
fact, you will thrive in navigating the
great maze of today’s world!

With over 20 years of experience teaching mathematics — many within a prison setting - Jason has honed his craft
using the "coach approach". His experience started at the age of 15, when he helped his mother get her G.E.D. He
has experience with university-level mathematics, also: college algebra, calculus, and statistics.

Jason holds a number of certifications: As a Life Coach through the Institute for Life Coach Training; as a teacher's
aide through the US Department of Labor; as a facilitator through the Facilitator Awareness and Competency Training
System, Alternatives to Violence Project (AVP) and Offender Workforce Development Specialist (OWDS).

Finally, Jason believes that by embodying optimism and hope, he can help others see that circumstances do not have
to define who we are: "We define who we are by the choices we make. So, be intentional and choose well."


https://bridgegap.biz/

FairShake
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Improve Your Credit Score!

It's amazing how many things today rely on our credit scores. We expect a bank to be interested
in our credit when we are looking to borrow money, or credit card companies when we are looking
for credit, but did you know all of these organizations can look at your credit information?

e Lenders

« Insurance companies

« Landlords

o Credit card companies

« Employers (only with your written consent)

« Organizations considering your application for a government license or benefit
« State or local child support enforcement agencies

« Government agencies

« Other organizations you've initiated business with

If your credit score is not where you would like it to be, here is one way to build credit:
Secured Credit Cards

Secured Credit Cards can help you build credit by helping you learn to feel comfortable using a
credit card while you carefully manage your spending. They require a cash deposit which
becomes the credit line for your account. You will probably need at least $200 to open a secure
credit card account.

By making your payments on time, and meeting the minimum payment requirements, you begin to
build credit history. Your monthly statements are then reported to consumer credit reporting
agencies and in this way you begin to shape your credit profile.

It may take a while to build your credit back to a place where you can borrow money, but with
patience, dedication and perseverance, it is possible!



Fair Shake’s (large and growing!) webpage for you:
(I hope you will help me build it and make it more effective!)
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# Motivation Tips

# Culture Shock!

1 How To Watch TV

[§ Ubuntu: Building Social Fabric

) Transition Tips
|1 Educate Yourself
B Gratitude

Fair Shake Peer Learning /
Self Study Guides

A Self-Study/Werkshop Guide for groups and
individuals and we would like your input in order
1o create the most effective material.

& Peer Leamning / Self Study Guides

Fair Shake Inside Enews

#; Readthe newsletters here

Sign up at outreach@fairshake net
LLooking for Books?

4k Check out our Free Baoks Programs page!

For Veterans
hitps iwww fairshake.netveterans-page/
THANK YOU FOR YOUR SERVICE!

The velerans' page was created lo assist
welerans who have been Incarcerated as
well as their families. The programs and
resources on this page can help reduce
the pressures associated with reentry.
Our hope is that you will find these
resources helpful in providing relief as
you face the challenges of finding and
supporting an effective way of life after incarceration. Thank
you for your senice to our country.

The Transition Assistance Program (TAP) was established to
meetthe needs of veterans during their period of ransition
into civilian life by offering job-search assistance and related
senices. The guide books below were created specifically to
support you by applying considerations from your senvice life
to your job seeking. Check in with your local TAP program to
find out about jobs thal are available near you. To locate your
local support office, click on this link:

@ hitp:itwww benefits va.govNowrap.asp

) Personal Appraisal & Career Exploration
2 Job Search Strategies & Interviews
B Reviewing Job Offers & Support and Assistance

Become a Fair Shake Member!

« Personal Web Page
« Data Storage

« Save your Resources
» Tutorials

341

Clickto play video

Become a Member, It's FREE!

e Housing

oS

| ||||[ We receive very little housing information,
| |[||I| ';" especially on a national scale. Recently,
wosnd”

s

hawever, the two-part document came to us
fram a HUD representative. So began my
attemptto connect you to HUD

*

[8 HUD regional locations
[ Twa Part Reentry HUD Housing Request

Since HUD does not affer any
documents (that | could find) of their
locations ithe book does not even offer
office locatians, only links and email
addresses) please ask your people
outside to investigate further.

U.S. Department of Housing and
Urban Development

4517t Street SV,
Washington, DC 20410
Telephone: (202) 708-1112

hitps:iiportal hud.govihudportallHUD
HUD Programs

« Community Development Block Grants (CDBG) Program
« HOWE Investment Partnership (HOME) Program

« Housing Choice Voucher Program (Section 8) at HUD

« Housing Choice Voucher Program (Section 8) at
Benefits.gov

Neighborhoad Stabilization Program (NSP)

Public Housing Pragrams

Section 202 Supportive Housing for the Elderly Program
Section 811 Supportive Housing for Persons with
Disabilities

e
W wiusion

&
L

PREPARING FOR PAROLE?

You might want to consider the info in these
Parole Board Handbooks

Ohio Parole Board Handbaok 2017

% New Parole Board member (State, Federal, and Military)
handbook

Tax FAQ's from the IRS

# Get Right With Your Taxes

For Parents
It's important to stay connecteal
% Children of Incarcerated Parents - Bill of Rights
& Children of Incarcerated Parents'
Library
A Biblioteca sobre nifios de presos
A Prison Parenting Programs - May 2016

@® Sesame Street: On Incarceration

# Tips for Incarcerated Parents

®) Litle Children, Big Challenges

B Tips for Caregivers
Can you change your child support order?
@ state by State Guide | Changing 3 Child Support

Improve Your Financial Outlook!
Check out the Money Management pagel!
C £ Improve your Credit Score
) Build 3 Budget Worksheet

InCharge Debt Solutions

InCharge offers a free credit counseling service
that provides help with budgeting, solutions for
becoming debtfree and tips to successfully manage your
'money. The goal of credit counseling is to provide a solution
that helps you achieve debt relief and get on & financially
healthy path. The service can be done over the phone or
online

You may be ableto:

* Lower your interest rates

* Reduce monthly payments

* Credit scores are not a factor

* Eliminate fees and over-limit charges
* Stop harassing calls from debt collectors

* Consaolidale credil bills into one monthly payment

* Build a realistic budget and financial pian you can follow

InCharge Debt Solutions

5750 Major Bivd, Suite 300
Orlando, FL 32819

INCHARGE

Mental and Physical Health

4 Visit the Swellness Page!
hitps:imww.fairshake netiswellness/

4 Physical Health Page (just getting started!)
® HelpYourselfTherapy com

_4

HelpYourselfTherapy.com is @ website that offers fres,
confidential, practical advice from a therapist. The Self-
Therapy model is easy to understand and self-disclosure is
never needed. Everything is completely confidential. Click on
the link below to view the list of topics from the website.

http: htm

Voting Rights

" Voting rights vary fram state ta state
Intwo states, Maine and Vermant,
incarcerated people can vote in
prison. In all other states peaple in
prison lose their voting rights all
together. Voting rights are
automatically reinstated atvarious times throughout the
completion of the sentence. There are no longer any states
with a lifetime voting ban!

According 1o The Sentencing Project: Felony
disenfranchisement (the loss of voting and other civil rights) is
an obstacle ta pariicipation in democratic life which is
exacerbated by racial disparities in the criminal justice system
(and creates) a disproportionate impact on communities of
calor

To find out more, please visit The Sentencing Project

hitps: x
disenfranchisement/

TENCING
PROJECT

NATIONAL INVENTORY of The
LATERAL CONSEQUENCES

OF CON' ON

Collateral Consequences of a Criminal

Conviction

Collateral consequences are legal and requlatory sanctions

and restrictions that limit or prohisit people with criminal

records from accessing employment, occupational licensing,

housing, voting, education, and other opportunities.of a

criminal convicfion.... This state / national resource is now a

project of the Council of State Governments

® website: htps inicoe csgiusticecenterorg!




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/

Resources on Fair Shake’s LBGTQ+ page
Black & Pink

Black & Pink is an open family of LGBTQ+ prisoners and “free world” allies
who support each other. We are outraged by the specific violence of the
prison industrial complex against LGBTQ people, and respond through
advocacy, education, direct service, and organizing.

Black and Pink
6223 Maple St # 4428
Omaha, NE 68104 531-466-3346

Black & Pink has chapters in many cities including:
Boise, Buffalo, Chicago, Denver, New Orleans, New York City. San Diego
and San Francisco: Flying Over Walls

LGBT Books to Prisoners

Volunteer-run organization that sends books and other educational materials, free of charge, to
LGBT-identified people in prison across the US (except those in TX). Will send books in Spanish
(enviar libros en Espafol). Serves all states except Texas.

LBGT Books to Prisoners

c/o Social Justice Center Incubator

1202 Williamson St #1

Madison, WI 53703 Igbtbookstoprisoners.org

Prison Activist Resource Center
LBGTQ+ Resources:

Y PRISON ACTIVIST RESOURCE CENTER
a A

www.prisonactivist.org/resources/Igbtgi-focused-organizations-and-resources

Contact PARC
PO Box 70447
Oakland CA 94612

====== |nside Books Project
U((, Inside Books Project is an Austin-based community service volunteer organization
@[ﬁ? that sends free books and educational materials to prisoners in Texas. Inside
msm%ms Books is the only books-to-prisoners program in Texas, where over 140,000
people are incarcerated. Inside Books Project works to promote reading, literacy,
and education among incarcerated individuals and to educate the general public on issues of

incarceration. Write to them to find out about their Resource Guide.

Inside Books Project
3106 E. 14 1/2 Street
Austin, Texas 78702 insidebooksproject.org


https://flyingoverwalls.wordpress.com/resources/
https://www.prisonactivist.org/resources
https://insidebooksproject.org/
http://www.blackandpink.org/

. 4 Between a Rock and a Hard Place
= O I r O e Working Through Depression

REEMTRY RESOURCE CENTER

Working Through Depression

Depression noun Severe, typically prolonged, feelings of despondency and dejection,
typically felt over a period of time and accompanied by feelings of hopelessness
and inadequacy. (source: the Oxford (online) Dictionary)

As Americans, it is common to feel like we are supposed to be happy. TIME magazine* recently announced
“Americans are wired to be happy”, and reminded us that we made the pursuit of happiness “a central
mandate of the national character” when we declared it a basic human right.

With so much emphasis placed on feeling good, it should come as no surprise that when we don't feel
happy, we may feel like something is wrong.

In fact, when we feel lonely, inadequate or disheartened as we search for meaning in our lives, our friends
and family and even professionals often encourage us to strive to feel good again - as soon as possible -
whether through distractions (shopping, media and superficial social connections, etc) or pain relievers
(drugs, alcohol, food). It is rare to receive sympathy and support to simply feel our discomfort as we reflect,
contemplate, grow, and become stronger and more capable through a natural and important process.

When we experience painful emotions we often feel alone. Sometimes we think we are the only person
who feels this sad, hurt, alone or lost. However, people all over the world experience these difficult feelings.

Painful emotions are not bad; they are actually powerful guides to self-fulfillment.
e They help us clarify our values.
« They help us find meaning in our lives and see our unique perspective and qualities.
« They allow us to stop moving forward for a moment so we can reflect and think critically.
» They can motivate us through tough spots to more deliberately plot out our life course.
» They help us understand the suffering of others; and realize that we are not alone when we suffer.

All of our emotions - the pleasant ones and the difficult ones - are vital for our well-being!

We will most likely feel grief, loss, powerlessness, disrespected, compromised, inauthentic, abandoned,
anxious, overwhelmed, unworthy, melancholy, or even a sense of hopelessness at some point in our lives,
yet none of us will experience depression in the same way as anyone else. The good news is: we can work
through most forms of depression without drugs. Everything we need is either already in our possession or
can be found in the natural world around us.

There are many books, classes, groups, articles, and television shows on depression. The content of this
brief document does not support or refute any existing information. Our sole intention here is to reinforce a
positive and enabling perspective about growing through tough emotions rather than denying them through
distractions or pain relievers. We grow in important ways through our human challenges.

Depression is related to our thinking; our perception of our memories, our fears, our failures, our hopes. It's
mostly a modern illness and has been growing consistently since the industrial age which, paradoxically, is
celebrated for making our lives easier. According to Dr. Stephen llardi, author of The Depression Cure,
indigenous cultures — who are dedicated to living in connection to their environment and to each other — do
not experience depression.

When we feel sad, hopeless or depressed, we often feel like we don’t have a choice in how we experience
these feelings....but we almost always do. We can’t eliminate depression by pretending we can ‘let it go’
without effort. We begin to rise out of it by looking at our situation through a different perspective. We can
see different perspectives by considering philosophical, psychological and sociological concepts. This
sounds rather ‘academic’, but we’ve been using techniques identified in these fields of study everyday since
we were very young.

* TIME magazine: July 8, 2013
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Below are just a few of these perspectives that we use everyday:
Pessimism vs Optimism: (inspired by Dr. Martin Seligman)

Optimism noun Hopefulness and confidence about the future or the successful outcome of
something. (source: the Oxford (online) Dictionary)

Pessimism noun Atendency to see the worst aspect of things or believe that the worst will
happen; a lack of hope or confidence in the future.
(source: the Oxford (online) Dictionary)

Optimists believe that tough times are temporary, that hurdles build character and that most problems are
surmountable. An optimistic perspective uses a Specific, External and Temporary lens (see below). We are
optimists when we can see solutions, and also when we realize situations will change and beneficial
opportunities will again present themselves.

Optimism is a tool with a certain clear set of benefits: it fights depression, it promotes achievement and
produces better health. ~ Dr. Martin Seligman

Pessimists focus on what's wrong and what'’s difficult; they believe they are victims. They blame others for
their situation. They believe that they are inadequate to fend off tough times, which are constantly
threatening. A pessimistic perspective looks through a Permanent, Personal, and Pervasive (PPP) lens. We
are pessimists when we believe we are incapable of doing whatever it is we need / want to do, when we
blame outside forces for our situation or experience, when we want to give up, and when we believe we
cannot create the life we want.

The difference between Optimistic (SET) vs. Pessimistic (PPP) perspectives:
Pervasiveness: Specific (I'm great at fixing bikes.) vs. Universal (/ can fix things.)

Personal: External (/ have no luck.) vs. Internal (I have no talent.)
Permanence: Temporary (I am not good at this right now.) vs Permanent (I am bad at this.)
Hope: Hopeful (I'll be able to fix this.) vs. Hopeless (It can’t be fixed, | have to buy a new one.)

Each perspective can be interpreted as a personal belief system, a self-fulfilling prophesy. Most of us are
both pessimists and optimists, depending on the situation and our perception of our capabilities. Just as we
can pick up good habits and let go of bad habits, so, too, can we learn to be optimistic and to drop
pessimism.

And as with any habit, we can improve our ability and change our perspective over time by staying focused
on meaning, values, and the long-term results.

To lift ourselves out of depression, and switch from a pessimistic to an optimistic perspective, we need to
have faith.

Filters of Faith:

Faith noun Complete trust or confidence in someone or something
(source: the Oxford (online) Dictionary)

We have faith when we believe in something even when we don’t have proof.
Example: | have faith that | will get to the grocery store without getting into an accident.

Faith itself does not require belief in a particular religion; but belief in any religion requires faith!

To switch from a pessimistic perspective to an optimistic one, we need to have faith that optimism will help
us reach our goal; and that pessimism is not how things really are. Remember The Little Engine That
Could? “l think | can, | think | can.” We are capable of doing very difficult things!
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Can you believe
» that you have inherent worth, and that you are as important and valuable as everyone else?
» that your situation, problem or feeling is temporary?
» that a series of complex circumstances is what brought you to this point; not who you are?
» that all things change?...and that your situation is temporary and you will be able to get through it?
» that you have the power to change your attitude, your perception and your opportunities?

Dr. Stephen llardi, author of The Depression Cure, has been inspired by studying the resilience found in
aboriginal groups who rarely suffer from depression. He suggests we integrate the following six elements
into our lifestyle. Try the item that feels the most comfortable for you...and after a while add another. After
a week or so, reflect on how you feel. Then add a 3“and reflect on that experience, etc.

1. The Omega-3-Rich Diet: Sources of omega-3 essential fatty acids include fish, kidney and pinto beans,
soybeans, canola and flaxseed oils, walnuts and vegetables such as broccoli, cauliflower, Brussels sprouts,
kale, spinach, and salad greens.

2. Exercise: Dr. Stephen llardi says: Even moderate physical activity - brisk walking three times a week -
has been shown in two landmark studies to fight depression as effectively as Zoloft. Simply put: exercise
changes the brain. You can start with small increments of time. Make exercise one of your healthy habits!

3. Plenty of natural sunlight: Get outside, even when it’s cloudy. Sunlight supports the creation of
vitamin D, a necessary nutrient for mental health and strong bones.

4. Quality Sleep: Sun, fresh air, exercise, and fully engaging in life will help you get a good night’s sleep.

5. Social Connections: One of our most basic human needs is belonging. Calls and letters with family and
friends, participating in team sports and/or book clubs, volunteering and helping others all contribute to the
feeling we belong and are cared about. Another basic need is independence. Remember to take thoughtful
and creative time just for you, then you can share your thoughtful and creative self with others!

6. Participation in Meaningful Tasks: This leave little time for negative thoughts. Consider concepts in
philosophy. Another basic human need is having a sense of purpose, self-worth, and meaning. We
determine these by our thoughts; we demonstrate them through our actions.

Inspiration from great thinkers:

“Participating in meaningful tasks” has been a central theme to many philosophers, psychotherapists and
other great thinkers, and has played an important role in of the process of reducing or transforming suffering
for thousands of years.

Buddhism, a 2500 year old philosophy practiced like a religion, focuses on creating a meaningful life to
alleviate suffering. By studying Buddhist ideas, we can learn to understand why we suffer. People can
participate in any religion and still benefit from The Four Noble Truths:

First Noble Truth: To live is to experience physical and psychological suffering. We have to endure physical
suffering like sickness, injury, tiredness, old age and eventually death; we have to endure psychological
suffering like loneliness, frustration, fear, embarrassment, disappointment, anger, etc.

Second Noble Truth: All suffering is caused by craving. (Getting what you want does not guarantee
happiness / satisfaction). Rather than constantly struggling to get what you want, try to modify your
wanting. Wanting deprives us of contentment and happiness.
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The Third Noble Truth: Suffering can be overcome and happiness attained.

The Fourth Noble Truth: This is the path leading to the overcoming of suffering. This path is called the
Noble Eightfold Path and consists of Perfect Understanding, Perfect Thought, Perfect Speech, Perfect
Action, Perfect Livelihood, Perfect Effort, Perfect Mindfulness, and Perfect Concentration.

It's easy to find out more about Buddhism. Hundreds of books are available.
Some Buddhist authors include: Thich Nhat Hanh, Pema Chodron, the 14th Dalai Lama and Alan Watts

Friedrich Nietzsche, the late 19" century German Philosopher offers some bolstering quotes:
» Tolive is to suffer; to survive is to find some meaning in the suffering.
* He who has a why to live can bear almost any how.
» That which does not kill us makes us stronger.

Victor Frankl — Psychiatrist, neurologist, Holocaust survivor and author of Man’s Search for Meaning has
many empowering thoughts on this topic. Frankl observed that depression is a person’s ‘warning light’ that
something is wrong and needs to be worked through. He believed that each of us needs to identify a
purpose in life to feel positively about (meaning), and then immersively imagine that outcome. According to
Frankl, the way a prisoner imagined the future affected his longevity.

The one thing you can’t take away from me is the way | choose to respond to what you do to me.
The last of one’s freedoms is to choose one’s attitude in any given circumstance.

He believed that meaning can be found through:
» Creativity and self-expression
« Interacting authentically with others and with our environment
« Changing our attitude when we are faced with a situation or circumstance we cannot change

More recently, Dr. Martin Seligman, considered the father of the Positive Psychology movement, professor
emeritus at Pennsylvania State University, and author of many books on improving one’s quality of life,
believes that meaning and character play an important role in creating a satisfying life. Seligman articulated
an account of the good life, which consists of five elements called the PERMA model:

P: Positive Emotion
For us to experience well-being, we need positive emotion in our lives. Any positive emotion like
peace, gratitude, satisfaction, pleasure, inspiration, hope, curiosity, or love falls into this category —
and the message is that it's really important to enjoy yourself in the here and now, just as long as the
other elements of PERMA are in place.

E: Engagement
When we're truly engaged in a situation, task, or project, we experience a state of flow: time seems
to stop, we lose our sense of self, and we concentrate intensely on the present. This feels really
good! The more we experience this type of engagement, the more likely we are to experience
well-being.

R: Positive Relationships
As humans, we are "social beings," and good relationships are core to our well-being. Time and
again, we see that people who have meaningful, positive relationships with others are happier than
those who do not. Relationships really do matter!
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M: Meaning
Meaning comes from serving a cause bigger than ourselves. Whether this is a specific deity or
religion, or a cause that helps humanity in some way, we all need meaning in our lives to have a
sense of well-being.

A: Accomplishment/Achievement
Many of us strive to better ourselves in some way, whether we're seeking to master a skill, achieve a
valuable goal, or win in some competitive event. As such, accomplishment is another important thing
that contributes to our ability to flourish.

Quotes by Dr. Seligman:

« We're not prisoners of the past.

« Just as the good life is something beyond the pleasant life, the meaningful life is beyond the good life.

«  We deprive our children, our charges, of persistence. What | am trying to say is that we need to fail,
children need to fail, we need to feel sad, anxious and anguished. If we impulsively protect ourselves
and our children, as the feel-good movement suggests, we deprive them of learning-persistence skills

« Self-esteem cannot be directly injected. It needs to result from doing well, from being warranted.

» Habits of thinking need not be forever. One of the most significant findings in psychology in the last
twenty years is that individuals can choose the way they think.

Positive self-talk you can try on to see if it fits: Life is meaningful and engaging and human, even when
it’s hard. | will get through this, just like I've been able to get through so many other difficult things.

We need: Food, air, water. These components will help to keep our bodies running, but our mind is a
necessary part of our bodies and our mind is programmed with needs of its own.

We also need: To feel we are valuable. We need to be around others and to feel like we belong. At the
same time, we need our independence! Being on our own helps us feel strong, capable, creative and
unique.

Depression can happen when we don’t believe we can change the course of our lives.
It can also happen when we feel we are incapable of doing things for ourselves.

Sometimes the source of suffering can come from our relationships to others. We may feel we don't fit in, or
we are being used, or we feel like we are not valuable to others.

Sometimes we feel like all we need is a partner/lover/other intimate relationship to feel better about
ourselves, but others cannot fill our inner void. Relationships can be supportive and beneficial; and they can
also deplete our power and resources and challenge our self-worth. We must consider: what must I give
and what do | gain by maintaining this relationship? Is it worth the cost? Am | valued, honored and
respected? Can | offer the same? Remember:

« All relationships involve choices, compromises, and commitments (investments).

+ We must weigh the degree to which we are willing to give up our authenticity and individuality to
belong to a group or commit to an intimate relationship:

o Do we raise the bar so high that no one is ‘good enough’ to be around us?

o Do we drop the bar so low that we find we are involved with people who don’t share our values,
don’t value us, or even abuse us or take us for granted?
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Manufactured Desires
An especially tricky part to all of this is recognizing when marketers, TV personalities and even close family
and friends try to influence our values, needs and desires to fit their motives or goals.

If we look deeper into our suffering we can find that some of the things we suffer from do not originate from
our values, our needs or our desires, but are manufactured ‘needs’ as a result of the media’s attempt to
homogenize our fears and desires through news, TV shows, slick advertising and emotionally appealing
marketing.

We are told we are inadequate, unsafe, unhealthy, and unattractive unless we purchase certain products,
desire to look and think a certain way, or buy into fear. TV ‘experts’ are often just sales people wearing lab
coats.

We take command of our lives when we raise our awareness and think critically about their intent. Do they
really know what’s best for us? When we know our core values, we can refer to them and hold them up to
their attempts to influence our decisions. When we maintain control of our lives we feel strong, and when we
feel strong, it is much harder to feel depressed and powerless. We are too busy driving our ship!

When we examine our core values, we realize that we know what’s best for us. Our core values are
necessary for healthy living; they help us make good decisions, gain confidence and fully engage our
abilities.

Getting through...moment by moment...can be the hardest part. But we can do it!

Tips to encourage you during depression:
- Try to remember that how you are feeling is temporary and just your momentary perception, like a
cloudy day seems to have no sun. The sun is there; we can have faith it will again brighten our day.
* Read uplifting and motivating books, articles, and Daily Motivators (www.greatday.com)
» Drink lots of water
« Start with small achievable goals and stay focused
« Talk with someone about your experience. Remember: you are not alone.
» Eat fruit, vegetables, and food high in Essential Fatty Acids
» Exercise outdoors! Get fresh air, sunlight and breathe deeply!
» Getinvolved in a meaningful, social activity such as volunteering to support your community.
* Have FAITH in yourself!l You can conquer your depression and engage in life in a positive way!

Recommended reading:

Man’s Search for Meaning.................. Viktor Frankl PhD

“Learned Optimism” and “Flourish”....... Martin Seligman, PhD

The Depression Cure..............cccueneee. Stephen llardi, PhD

Plato, not Prozac!...........ccoooviveviiniieinnn Lou Marinoff, PhD

Books on Buddhism.............c.c.cceveneet. Thich Nhat Hanh, Pema Chodron, Allan Watts

and many more
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Health - Department of Human Services

424 S Eastern

Moore, OK

(405) 794.1591

WALK-IN CLINIC

Monday-Friday 8am-5pm Check in by 4pm

By Appt: Dental Services

Diagnosis of dental problems, preventive services
such as fluoride treatment and dental sealant,
routine fillings and restoration of decayed teeth,
some simple extractions
https://www.ok.gov/health/County Health Depart
ments/Cleveland_County Health_Department/

Health - Free/Sliding Scale Clinic
Thomas Health Center

100 S. 2nd St.

Thomas, OK 73669

(405) 632-6688

1 (866) 388-6688

Family Medicine

http://www.varietycare.org/locations/thomas-healt
h-center

Health - Free/Sliding Scale Clinic

3851 Tinker Diagonal

Del City, OK 73115

(405) 632-6688

1 (866) 388-6688

Family Medicine
http://www.varietycare.org/locations/mid-del-healt
h-center

Health - Free/Sliding Scale Clinic
1125 S Walker Ave

OKC, OK 73109
405-235-7055

Adult and Pediatric Clinic
Wed 4 p.m. -7 p.m.

All clinics on a walk-in basis
No fees

Spanish and English spoken
Be there by 4:30 pm

$10 donation

Health - Free/Sliding Scale Clinic

10255 North Pennsylvania Avenue

Oklahoma City, OK 73120

405-749-0800

All the care is free

Crossings Clinic also has partners who provide
more advanced care in podiatry, pediatrics,
dermatology, neurology, general surgery and
physical therapy, Mercy Health Center has
provided courses for diabetics including nutrition
and exercise. Diabetic shoes have been donated.
In cooperation with the Health Alliance for the
Uninsured, Crossings Clinic offers a
&amp;ldquo;Super Saturday Clinic&kamp;rdquo; for
women&amp;rsquo;s health.
http://crossings.church/clinic/

Health - Free/Sliding Scale Clinic

111 W. Main St

Fort Cobb, OK 73038

(405) 632-6688

1 (866) 388-6688

Family Medicine
http://www.varietycare.org/locations/fort-cobb-heal
th-center

Health - Free/Sliding Scale Clinic

1320 N. Pennsylvania Avenue

OKC, OK 73103

405-605-3101 Call for Hours

Manos Juntas Clinic joins hands in an effort to
provide healthcare accessible to all who present in
need for service. Any individual/family who arrives
in the building between 9am and 11:15am will be
seen that day at no cost.
http://www.manosjuntas.com/Free Medical
Clinic.html
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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.
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Resume Guide

A good resume will open the door for an interview. But do you need a resume? Some employers prefer a
resume and others require an application form. That depends on the kind of job you’re applying for.

RESUME REQUIRED

* Professional, technical, administrative and managerial jobs.
* Sales positions.

* Secretarial, clerical, and other office jobs.

RESUME SOMETIMES REQUIRED
Professional positions: Baker, Hotel Clerk, Electrician, Drafter, Welder

RESUME NOT REQUIRED
Unskilled, quick turnover jobs: Fast Food Server, Laborers, Machine Loader, Cannery Worker

The Rockport Institute has generously donated the resume guide below. It is a shortened version of
their full resume guide How to Write a Masterpiece of a Resume which can be found here:

http://www.rockportinstitute.com/resumes

WRITE A RESUME THAT GENERATES RESULTS

Before you begin, ask yourself: Why do you have a resume in the first place? What is it supposed to do for
you? How can you differentiate yourself from hundreds of other applicants with qualified resumes? The
prospective employer has the overwhelming task of looking over many resumes to find the special person
that is right for the position and a great fit for the culture of the company. You are facing a great deal of
competition.

The resume is a tool with one specific purpose: to win an interview. If it doesn't, it isn't an effective resume.
A resume is an advertisement; nothing more, nothing less. A great resume doesn't just tell them what you
have done but makes the same assertion that all good ads do: If you buy this product, you will get these

specific, direct benefits. It presents you in the best light. It convinces the employer that you have what it
takes to be successful in this new position or career.

Other reasons to have a resume:

« To pass the employer's screening process (requisite educational level, number years' experience,
etc.), to give basic facts which might favorably influence the employer

« To establish yourself as a professional person with high standards and excellent writing skills, based
on the fact that your resume is so well done (clear, well-organized, well-written, well-designed, of the
highest professional grades of printing and paper).

« To use as a covering piece or addendum to another form of job application

« To put in an employer's personnel files. (which they may check out later for other openings)

« To help you clarify your direction, qualifications, and strengths, boost your confidence, or to start the
process of committing to a job or career change.

www.fairshake.net "Resume Guide" from the Fair Shake Reentry Packet
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It is a mistake to think of your resume as your work history, a personal statement or some sort of self

expression. Sure, most of the content of any resume is focused on your job history. But write from the
intention to create interest, to persuade the employer to call you. If you write with that goal, your final

product will be very different than if you write it just to catalog your job history.

Most resumes are quickly scanned, rather than read. Ten to twenty seconds is all the time you have to
persuade a prospective employer to read further and the decision to interview a candidate is usually based
on an overall first impression of the resume, a quick screening that so impresses the reader and convinces
them of the candidate's qualifications that an interview results. The top half of the first page of your resume
will either make you or break you. You hope it will have the same result as a well-written ad: to get the
reader to respond. You are selling a product in which you have a large personal investment: you.

The person who is doing the hiring often cares deeply how well the job will be done. You need to write your

resume to appeal directly to them. Ask yourself: What does the employer really want? What special abilities
would this person have? What would set a truly exceptional candidate apart from a merely good one? How

can | demonstrate that | am the perfect candidate? Put yourself in their shoes.

Loosen up your thinking enough so that you will be able to see some new connections between what you
have done and what the employer is looking for. You need not confine yourself to work-related
accomplishments! Use your entire life as evidence of your character, skills and talents. If Sunday school or
your former gang are the only places you have had a chance to demonstrate your special gifts for
leadership, fine. What are the talents you have to offer the prospective employer? A great resume has two
sections. In the first, you make assertions about your abilities, qualities and achievements. You write
powerful, but honest, advertising copy that makes the reader immediately perk up and realize that you are
someone special.

The second section, the evidence section, is where you back up your assertions with evidence that you
actually did what you said you did. This is where you list and describe the jobs you have held, your
education, etc. This is all the stuff you are obliged to include.

Most resumes are just the evidence section, with no assertions. The ‘juice’ is in the assertions section.
When a prospective employer finishes reading your resume, you want them to reach for the phone to invite
you in to interview. The resumes you have written in the past have probably been a gallant effort to inform
the reader. You don't want them informed. You want them interested and excited.

THE OBJECTIVE SECTION

Ideally, your resume should be pointed toward conveying why you are the perfect candidate for one specific
job or job title. Good advertising is directed toward a very specific target audience.

Targeting your resume requires that you be absolutely clear about your career direction—or at least that
you appear to be clear. You would be wise to use this time of change to design your future career so you
have a clear target that will meet your goals and be personally fulfilling. With a nonexistent, vague or overly
broad objective, the first statement you make to a prospective employer says you are not sure this is the job
for you.

Imagine the position of a software manufacturer looking at a sea of resumes. They all look so much alike
until they come across a resume in the pile that starts with the following: “OBJECTIVE - a software sales
position in an organization seeking an extraordinary record of generating new accounts, exceeding sales
targets and enthusiastic customer relations”. They are immediately interested! This first sentence conveys
some very important and powerful messages: “I want exactly the job you are offering. | am a superior
candidate because | recognize the qualities that are most important to you, and | have them. | want to make
a contribution to your company.” This works well because the employer is smart enough to know that
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someone who wants to do exactly what they are offering will be much more likely to succeed than someone
who doesn’t. And that person will probably be a lot more pleasant to work with as well.

Secondly, this candidate has done a good job of establishing why they are the perfect candidate in their first
sentence. They have thought about what qualities would make a candidate stand out. They have started
communicating that they are that person immediately. What's more, they are communicating from the point
of view of making a contribution to the employer.

Here’s how to write your objective. First of all, decide on a specific job title for your objective. Go back to
your list of answers to the question “How can | demonstrate that | am the perfect candidate?” What are the
two or three qualities, abilities or achievements that would make a candidate stand out as truly exceptional
for that specific job? Having an objective statement that really sizzles is highly effective. And it’'s simple to
do. One format is:

OBJECTIVE: An xxx position in an organization where yyy and zzz would be needed (or, in an organization
seeking yyy and zzz).

Xxx is the name of the position you are applying for. Yyy and zzz are the most compelling qualities, abilities
or achievements that will really make you stand out above the crowd of applicants.

If you are applying for several different positions, you should adapt your resume to each one. Have an
objective that is perfectly matched with the job you are applying for. Remember, you are writing advertising
copy, not your life story.

If you have a limited work history, you want the employer to immediately focus on where you are going,
rather than where you have been.

Examples of an Objective section:

OBJECTIVE: An entry-level position in the hospitality industry where a background in advertising and public
relations would be needed.

OBJECTIVE: A position teaching English as a second language where a special ability to motivate and
communicate effectively with students would be needed.

THE SUMMARY OF QUALIFICATIONS

The “Summary of Qualifications” consists of several concise statements that focus the reader’s attention on
the most important qualities, achievements and abilities you have to offer. Those qualities should be the
most compelling demonstrations of why they should hire you instead of the other candidates.

This may be the only section fully read by the employer, so it should be very strong and convincing. Include
professional characteristics (extremely energetic, a gift for solving complex problems in a fast-paced
environment, exceptional interpersonal skills, committed to excellence, etc.) helpful in winning the interview.

How should you write to write a Summary of Qualifications? Look for the qualities the employer will care

about most. Then look at what you wrote about why you are the perfect person to fill their need. Pick your
qualities that best demonstrate why they should hire you. Assemble it into your Summary section.
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The most common ingredients of a well-written Summary are as follows. Do not use all these ingredients in
one Summary - use the ones that highlight you best.

» A short phrase describing your profession
» Followed by a statement of broad or specialized expertise
» Followed by two or three additional statements related to any of the following:
o breadth or depth of skills
unique mix of skills
range of environments in which you have experience
a special or well-documented accomplishment
a history of awards, promotions, or superior performance commendations
« One or more professional or appropriate personal characteristics
» A sentence describing professional objective or interest.

(0]
0
(0]
(0]

Notice that the examples below show how to include your objective in the Summary section. If you are
making a career change, your Summary section should show how what you have done in the past prepares
you to do what you seek to do in the future.

A few examples of Summary sections:

« Highly motivated, creative and versatile real estate executive with seven years of experience in
development and construction. Especially skilled at building effective, productive working
relationships with clients and staff. Excellent management, negotiation and public relations skills.
Seeking a challenging management position in the real estate field that offers extensive contact with
the public.

» Health Care Professional experienced in management, program development and policy making in
the United States as well as in several developing countries. A talent for analyzing problems,
developing and simplifying procedures, and finding innovative solutions. Proven ability to motivate
and work effectively with persons from other cultures and all walks of life. Skilled in working within a
foreign environment with limited resources.

» Performing artist with a rich baritone voice and unusual range, specializing in classical, spiritual,
gospel and rap music. Featured soloist for two nationally televised events. Accomplished pianist.
Extensive performance experience includes television, concert tours and club acts. Available for
commercial recording and live performances.

SKILLS AND ACCOMPLISHMENTS

In this final part of the assertions section of your resume, you do exactly what you did in the previous
section, except that you go into more detail.

In the summary, you focused on your most special highlights. Now you tell the rest of the best of your story.
Let them know what results you produced, what happened as a result of your efforts, what you are
especially gifted or experienced at doing. Flesh out the most important highlights in your summary.

Here are a few ways you could structure your “Skills and Accomplishments” section:

SELECTED SKILLS AND ACCOMPLISHMENTS
+ Raised $1900 in 21 days in canvassing and advocacy on environmental, health and consumer
issues.
« Conducted legal research for four Assistant U.S. Attorneys, for the U.S. Attorney’s office
« Coordinated Board of Directors and Community Advisory Board of community mental health center.
Later commended as “the best thing that ever happened to that job.”
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FUNCTIONAL RESUME FORMAT

The functional resume highlights your major skills and accomplishments. It helps the reader see clearly
what you can do for them. It helps target the resume into a new direction by lifting up from all past jobs the
key skills and qualifications to help prove you will be successful. The functional resume is a must for career
changers and for those returning to the job market.

THE EVIDENCE SECTION - YOUR WORK HISTORY, EDUCATION, ETC.

Most resumes are not much more than a collection of "evidence," various facts about your past. By
evidence, we mean all the mandatory information you must include on your resume: work history with
descriptions, dates, education, affiliations, list of software mastered, etc. If you put this toward the top of
your resume, anyone reading it will feel like they are reading an income tax form.

EXPERIENCE

List jobs in reverse chronological order. Don't go into detail on the jobs early in your career; focus on the
most recent and/or relevant jobs. (Summarize a number of the earliest jobs in one line or very short
paragraph, Put dates in italics at the end of the job; don't include months, unless the job was held less than
a year. Include military service, internships, and major volunteer roles if desired! Because the section is
labeled "Experience." it does not need to mean that you were paid.

EDUCATION

List education in reverse chronological order, degrees or licenses first, followed by certificates and
advanced training. Set degrees apart so they are easily seen. Put in boldface whatever will be most
impressive. Don't include any details about college except your major and distinctions or awards you have
won.
« Do include advanced training, but be selective with the information.
« If you are working on an uncompleted degree, include the degree and afterwards, in parentheses,
the expected date of completion.
» If you didn't finish college, start with a phrase describing the field studied, then the school, then the
dates (the fact that there was no degree may be missed).

Other headings might be "Education and Training" or "Education and Licenses".

And then add your Awards, Civic and Community Recognition and Comments from Supervisors.

PERSONAL INTERESTS

Only list these if your personal interests indicate a skill or knowledge that is related to the goal, such as
photography for someone in public relations, or carpentry and wood-working for someone in construction
management. This section can create common ground in an interview.

REFERENCES

You may put "References available upon request" at the end of your resume, if you wish. This is a standard
close (centered at bottom in italics), but is not necessary. You can bring a separate sheet of references to
the interview, to be given to the employer upon request.
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A FEW GUIDELINES FOR A BETTER PRESENTATION

The resume is visually enticing, a work of art. Simple clean structure. Very easy to read.
Symmetrical. Balanced. Uncrowded. As much white space between sections of writing as possible; sections
of writing that are no longer than six lines, and shorter if possible.

There are absolutely no errors. No typographical errors. No spelling errors. No grammar, syntax, or
punctuation errors. No errors of fact.

All the basic, expected information is included. A resume must have the following key information:
your name, address, phone number, and your email address at the top of the first page, a listing of jobs
held, in reverse chronological order, educational degrees, in reverse chronological order.

Jobs listed include a title, the name of the firm, the city and state of the firm, and the years
employed. Jobs earlier in a career can be summarized and extra part-time jobs can be omitted. If no
educational degrees have been completed, it is still expected to include some mention of education
(professional study or training, partial study toward a degree, etc.) acquired after high school.

It is targeted. First you should get clear what your job goal is, what the ideal position would be. Then you
should figure out what key skills, areas of expertise or body of experience the employer will be looking for in
the candidate. Gear the resume structure and content around this target, proving these key qualifications.

Strengths are highlighted / weaknesses de-emphasized. Focus on whatever is strongest and most
impressive. Make careful and strategic choices as to how to organize, order, and convey your skills and
background.

Use power words. For every skill, accomplishment, or job described, use the most active impressive verb
you can think of (which is also accurate). Begin the sentence with this verb, except when you must vary the
sentence structure to avoid repetitious writing.

Show you are results-oriented. Wherever possible, prove that you have the desired qualifications
through clear strong statement of accomplishments

Writing is concise and to the point. Keep sentences as short and direct as possible.

Make it look great. Use a laser printer or an ink jet printer that produces high-quality results. A laser is
best because the ink won't run if it gets wet. It should look typeset. Use a standard conservative typeface
(font) in 11 or 12 point. Use off-white, ivory or bright white 8 1/2 x 11-inch paper, in the highest quality
affordable. Use absolutely clean paper without smudges, without staples and with a generous border.

Shorter is usually better. Your resume should be just long enough to keep the reader's interest, and
create psychological excitement that leads prospective employers to pick up the phone and call you.

Telephone number that will be answered. Be sure the phone number on the resume will, without
exception, be answered by a person or an answering machine Monday through Friday 8-5pm.

WHAT NOT TO PUT ON A RESUME
« The word "Resume" at the top of the resume
» Fluffy rambling "objective" statements
« Salary information
« Full addresses of former employers or names of supervisors
+ Reasons for leaving jobs
» References
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Many employers today want to read a letter of introduction, or cover letter, when they review a resume. A
cover letter should tell the employer which position you are interested in, why you think you are qualified for
the position. Some information in your cover letter may also be on your resume; overlapping information
emphasizes skills and characteristics. Read your cover letter carefully, check for spelling, grammar, and
punctuation errors, then have another person proofread it one more time before you print it or press ‘send’.

January 5, 2012

Alex Wikstrom

Sun Dog Manufacturing
123 Swiggum St.
Westby, WI 54667

Dear Mr. Wikstrom:

| am interested in the Shipping Manager position advertised in the Westby Times this week. | believe |
would be a great fit for this position and welcome the opportunity to talk with you to find out more about
the job and your company.

Your Requirements:
» Computer literate; able to learn software programs
» Compare multiple shipping criteria
e Self-motivated
* Friendly; work well with others

My Qualifications:
» | am experienced in shipping with USPS, Fed Ex and UPS and their software programs.
» lunderstand that each shipper offers different services. | can learn what | need to know for the
safe delivery of products to the customer and the most cost-efficient route for the company.
* | enjoy my work and take pride in a job well done. | find this very motivating.
* |l encourage you to follow up on my references as | am sure you will see that | am a ‘team player’
and understand how to recognize company culture and enhance the work environment.

| enjoy playing an important role in enhancing a customers’ experience. | also enjoy balancing the
technical skills, physical skills and social skills that are required to do a great job in this position. | take
pride and ownership in my work and consider the perspective of the customer when packing an order.

My resume is attached for your review. I'm interested in talking with you and learning more about the
position and Sun Dog. | read the mission statement and feel | really can get behind it.

Thank you for your time and consideration. I’'m looking forward to hearing from you.

Sincerely,
Signature Here
Sue Kastensen

For more examples, check out Best Resume’s & Letters for Ex-Offenders by Wendy Enelow and
Ronald Krannich, or simply search for ‘cover letter examples’ in your favorite search engine.
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