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           PRE-RELEASE             
          INVENTORY 
                                                                                                     

                                                                                            Additional items to add to your list!  
 

1. List the gifts that you bring with you!   
 • Include your courage, determination and authenticity. 

 • Your ability to listen well and offer the greatest gift a person 
can give: your attention. 
 • The special tools and skills you've developed to share with 
employers, coworkers, customers and clients. 
 • Expanded knowledge, compassion and commitment to 
those who are close to you. 
 • The unique perspective, and pro-social community-building  
skills that you have to construct the future with others!      
 

2.  Prepare for tough times. Write down book titles, articles, names of friends and family, and    
       community resources you can turn to when things are tough; or when you feel down or  
       vulnerable. When it's difficult to reach out to people; books may be a good place to start.  
 
3.  Check for "Over-Confidence".  It's crucial to be confident…but foolish to be over-confident!  
        Here are a couple of ideas to locate and address possible points of overconfidence: 
 

     +  Play "Devil's Advocate".  Be critical and pessimistic.  If possible, solicit the help of a friend or  
          a young person. (In general, the young are better at this than adults.)  
 

    +   Resist comparing yourself to others.  Everyone does things differently! 
 

    +  Listen to, and address, concerns or criticisms from others.  This doesn't mean you need to argue  
         with them or change course. Just check to see if you are fully considering their perspective. 
 

     +   Mix modesty and humility with enthusiasm.   
 
4. Remember: you've  
   got a lot of choices  
   ahead! There's always   
    more than one option,  
   and almost always more  
   than two. Try to find at  
   least 4 options from  
   which you can build or      
   blend options to create    
   your best opportunities!   
 
 
 
 
 

Image from Tim Urban's 
Wait But Why website: 

waitbutwhy.com 



             AGENCY and ACTION 
 

         What can we do,  
                     with what we have,  
                                  where we are,  
                                                  right now 
 

***  We can get ready for change; ready to build what comes next; 
ready for the unknown!  We can read, write, plan, draw, and think –  
as a strategic problem solver and community building collaborator.  
 
***  We can stay flexible…mentally and physically…so that whatever 
comes, we will be ready and able to adjust and contribute.   
 
***  We can reflect, and deepen our understanding and compassion.  
 
***  We can consider the things that we would most love to give our 
deep attention to and consider how our unique gifts could bring strength 
to the areas we are most passionate about.  
 
***  We can gather tools and build skills that we will need such as 
attending to issues with anxiety, depression, loneliness, self-doubt; or 
deepening skills we already have and which are so hard to find such as 
listening and caring.  
 
***  We could learn something important for community building, so we  
can share it with any community we join.   
 
***  Feel free to reach out to Fair Shake to see if we can connect you 
with a group of people who are working in the area where you would 
like to invest your efforts: outreach@fairshake.net. 
 
Wishing you all the best through your transitions to come!  Your 
success is important to me…and to our future together.   Ubuntu!  

? 



 

   Culture Shock! 
 

 

Most of the information Fair Shake shares is for 
everyone to read, because everyone plays an 
important role is creating opportunities for success 
after incarceration.  This document has been 
created to increase generosity and understanding 
between the people who are coming home from 
prison and the people who have not experienced 
prison. Whether family, co-workers, neighbors, or 
friends, it’s important to try to think about how hard  
it must be to ‘hit the ground running’ after living in 
such a stark and controlled environment, while 
gadgets, lingo, and trends are mutating quickly and 
constantly.  
 

In many aspects, life in prison functions in     
  opposite ways to life outside of prison.  
 

Although we cannot grasp what prison culture is 
like, if we can imagine living for several years on a 
confined piece of land surrounded by fences while 
living, working and eating in cement buildings, we 
begin to scratch the surface of a very different daily 
life. Inside prisons (and outside of administrator’s 
offices) we find few, if any, potted plants, curtains, 
pictures on the walls, or carpets on the floors to 
provide a little comfort and absorb sound.  Sleeping 
quarters are often very small, sometimes made 
smaller by the addition of a toilet, a sink and 
possibly another person. Other sleeping spaces can 
include large dormitories filled with dozens of bunk 

beds and little or no privacy or quiet. 
People in prison do things in large groups 
frequently, like dining and going to work, while 
everyone in prison is living within their own unique 
story, too, which may include difficult news from the 
doctor, a lawyer, or family and friends, at any time.  
Oftentimes people must bear their hard news alone.  
 

Prisons have unique cultures, which can vary a 
great deal: over the years, within one institution, 
between institutions, and amidst the types of 
institutions (federal / state; or security levels).   
Not only do the people change, but also the 
philosophy and directive of "corrections".  
 
We all become acculturated or “institutionalized”  
to places where we spend a lot of time: where we 
work, go to school, our neighborhood, etc.  When 
we return home after spending time in another 
culture, our own customs can feel a little strange. 
We can adjust to a wide variety of conditions over 
time and even assume new cultural norms without 
consciously deciding to do so. Just as we need time 
to adjust to a new neighborhood or job, people 
coming home need time, generosity and 
understanding to adjust, too.   
 
We have power!  We can build relationships, trust 
and understanding by reducing expectations and 
projections; and by increasing listening and care.

 

Consider just a small sample of cultural and lifestyle differences: 
 

Persona 
IN PRISON: Survival in some prisons 
may require a tough appearance. 
Gentleness and kindness may  
be perceived to be weak, leading to 
a person being taken advantage of 
mentally, physically, or both. 
Maintaining a stoic exterior, keeping 
thoughts to one’s self can be useful 
in prison. 
 

OUT OF PRISON: Friendliness, 
smiles, and engaging conversations 
can show others we are open to 
interaction. These sociable attributes 
are critical for success many jobs.  
 

Trust 
IN PRISON: Trust is hard to give and 
hard to gain.  Concealment of 
emotions is important in many 
circumstances but it can make trust 
more difficult to attain.   
 

OUT OF PRISON: One of our most 
treasured character traits is honesty. 
Trust is an important element in any 
relationship; whether with family, 
friends, or work-related. We work 
hard to build long- lasting 
relationships. It is within these 
deeper relationships that we can 
learn more about ourselves.  
 

Choices 
IN PRISON: In addition to having an 
established schedule in prison, 
incarcerated people have few 
choices about where to go, what to 
wear, what colors they would like to 
see on the walls, or what they would 
like to eat for breakfast.  
 

OUT OF PRISON: We constantly 
make decisions. Life moves at a 
brisk pace with frequent changes. 
We’re constantly adjusting our plans, 
and re-prioritizing our goals to 
accommodate others and still keep 
time for ourselves. Lots of choice!  
 



Gizmos 
IN PRISON: There are few gizmos.  
One gizmo is the music player. For 
twice the cost that unincarcerated 
people pay for a single song, an 
incarcerated person – who often 
earns about 1/100th of what they 
would earn outside of prison – can 
add a song to their MP3 player.   
Another gizmo is the 'public 
computer', which offers email and 
news within the institution.  The most 
advanced gizmos are the tablets, 
which may or may not be free to the 
user.  They offer email, music and 
movie services that generally come 
with a cost, and may include free 
services, too, such as books from 
Project Gutenberg, prison and 
education programming, or even  
Fair Shake’s free software.  
 

OUT OF PRISON: Gizmos, such as 
phones, tablets and laptops are 
ubiquitous. The devices demand 
attention which many of us eagerly 
provide. They offer non-stop 
distractions from ‘real life’ in the form 
of videos (many of which people 
make and post themselves), TV, 
social media, email, music and radio.  
Gizmos are also able to offer two-
way communication through text, 
voice or video options. 
 

Social Media 
IN PRISON: People watching TV 
together, people reading the same 
article and then talking about it, and 
even teleconferencing visits with 
family or friends are pretty much the 
extent of social media.  
 
OUT OF PRISON: Social media is 
on almost every gizmo, and the 
pressure to join facebook, twitter, 
instagram and linkedin is great.  

Many of us claim social media is 
'pro-social' and boosts our 
awareness of current events and 
their meaning, but it has been tied to 
anxiety, depression and suicide.  
 

Quiet Time 
IN PRISON: Prisons are noisy 
places. They offer few quiet places 
or opportunities for time alone. The 
buildings are made of concrete and 
offer few furnishings to reduce noise. 
When people get upset, they may 
become loud. Many incarcerated 
people keep earplugs with them at all 
times. 
 

OUT OF PRISON: Life is very busy 
and we are constantly interacting; 
the gizmos make sure of that.  We 
have to be strong and determined to 
carve out time to be alone…to reflect 
on our day, our perspective, and life, 
or to sit quietly and listen. Quiet time 
can be rejuvenating and reaffirming. 
 

Care-giving 
IN PRISON: Incarcerated people are 
not able to provide daily, in-person 
physical or emotional care for 
children, partners, parents, or pets. 
 

OUT OF PRISON: Caring for others 
is constantly affirming, taxing, 
challenging, and invigorating! We 
need to be needed, and we feel good 
supporting those we care about. 
Caring for others enhances our 
health! 
 

Humanness 
IN PRISON: Incarcerated people 
may be referred to as "offender", 
inmate, or by their last name or ID 
number. 
  

OUT OF PRISON: We can insist 
upon being treated with respect.  
 

 Physical Contact 
IN PRISON: Affectionate touch is 
brief and has been limited to family 
and close friends when they visit. 
Since COVID began, many visits 
have been replaced with tele-
conferencing. 
 

OUT OF PRISON: Handshakes, 
hugs, back-patting, and other signs 
of affection are welcome and 
encouraged among relatives, friends, 
teammates and colleagues.   
 

Information 
IN PRISON: Incarcerated people can 
access a limited amount of 
information through magazines, 
newspapers, television, radio, and 
letters.  But a person can think, 
weigh options, and philosophize with 
others, and without a gizmo buzzing 
at them constantly. 
 

OUT OF PRISON: We are 
overloaded with information, 
misinformation and disinformation, 
with very few tools to differentiate 
one from another and very little 
desire to hear things from outside of 
our bubble. Online, we have limitless 
reinforcements for our beliefs. 
 

Patience 
IN PRISON: Incarcerated people 
must ask for - and wait for - 
assistance, services, and 
professional help including doctor 
visits, rides to see specialists, 
meetings with administrators, phone 
calls, and daily meals. 
 

OUT OF PRISON: We are impatient. 
We want ‘urgent care’ and we can 
get medical help immediately, if 
necessary.  We arrange meetings 
according to our schedule and we 
can spontaneously do things.

 
 

Consider these similarities, too!  
• In prison, people continue to love children, partners, parents, grandparents, sisters, brothers, other 

relatives, friends, colleagues, clergy, advocates, etc. 
• We all appreciate humor and many of us support our favorite sports people / teams 
• We all feel sad, scared, excited, angry, caring, anxious, blue and vulnerable at times. 
• We are all concerned about safety, security, and the future.  
• We all need - and deserve - feelings of self-worth, agency, dignity and belonging. 



EXAMPLE of a 

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

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) 

Created by Maurice Sprewer   Employment & Training Specialist / Reentry Coordinator
DWD / Job Service   4201 N. 27th Street Suite 602    Milwaukee, WI 53216 
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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 
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/pha/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 I 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?  
There are only 2 convictions for which a PHA must prohibit admission: • If any member of the household is subject to a lifetime registration requirement under a 

State sex offender registration program; and, • If any household member has ever been convicted of drug-related criminal activity for 
manufacturing or production of methamphetamine on the premises of federally assisted housing. 

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


 Write Your Business Plan!  
        This text is from the Small Business Administration website: 
                 https://www.sba.gov/business-guide/plan-your-business/write-your-business-plan  
 
Traditional business plan format:  When you write 
your business plan, you don’t have to stick to the exact 
business plan outline, but it would be wise to use the 
sections that make the most sense for your business 
and your needs. Traditional business plans use some 
combination of these nine sections. 
 
Executive summary: Briefly tell the reader what your 
company does and why it will be successful. Include 
your mission statement, your product or service, and 
basic information about your leadership team, 
employees, market and location. Include a brief 
financial summary and plans for growth, especially if 
you plan to ask for financing. 
 
Company description: This is where you will share 
detailed information about your company. Be specific. 
Describe the problems your business solves. Describe 
the consumers, organizations, and businesses your 
company plans to serve. Explain your competitive 
advantages. Are there experts on your team? Have you 
found the perfect location for your store? Why are you 
so passionate about the product or service to see the 
project through to become a solvent business?  This is 
the place to extol your strengths. 
 
Market analysis    You'll need a good understanding of 
your industry, what is instore for the future, and your 
target market. Competitive research will show you what 
other businesses are doing and what their strengths 
are. In your market research, look for trends and 
themes. What do your competitors do? Why does, or 
doesn’t it work? Can you do it better?  
 
Organization and management: Describe how your 
company will be structured, who will run it and how it 
will be managed. What is the legal structure of your 
business? A C corporation, S corporation, B 
corporation, a non-profit corporation? Will you have a 
partnership? If not, will you simply be a sole proprietor 
or possibly a limited liability company (LLC)?  Consider 
all options before you file with the IRS or state 
regulators.  
 

Use an organizational chart to lay out who's in charge  
of what. Describe the qualities each team member will 
bring to contribute to the success of your venture. 
Consider including resumes of key team members. 
 
Service or product line: Describe what you sell or 
what service you offer. Explain how the product or 

service benefits your customers and what the product 
lifecycle looks like. Share your plans for owning your 
intellectual property, like trademark, copyright or patent 
filings. If you're doing research and development for 
your service or product, explain it in detail. 
 
Marketing and sales: There's no single way to 
approach a marketing strategy. Your strategy should 
include the reception for your audience and your 
advertising outlets. It should also include flexibility 
should your product, service or messaging need to 
change slightly. How will you attract and retain 
customers? Where and how will you sell your products 
or services? Be clear! You’ll need to refer to this section 
later when you share your financial projections.  
 
You'll refer to this section later when you make financial 
projections, so make sure to thoroughly describe your 
complete marketing and sales strategies. 
 
Funding request:   Your goal here is to clearly explain 
your funding needs for the next 5 years. How much will 
you need?  What will you use it for?  Demonstrate how 
your profits will keep your business fluid while you’re 
able to pay off a loan. Or would you prefer to take on 
investors? Give a detailed description of how you'll use 
your funds. Specify if you need funds to buy equipment, 
materials, cover payroll or other specific bills. Include 
your strategy for paying off debt or selling the business. 
 
Financial projections:  Here you want to convince the 
reader that your business plan is stable, will remain 
solvent and will be a financial success.  List the 
collateral you will put up against a loan. Provide a 
prospective financial outlook for the next five years. 
Include forecasted income statements, balance sheets, 
cash flow statements, and capital expenditure budgets. 
For the first year, be very specific. Use monthly 
projections if possible. Make sure to clearly explain your 
projections, and match them to your funding requests. 
This is a great place to use graphs and charts to tell the 
financial story of your business.   
 
Appendix: Use your appendix to provide supporting 
documents or other materials were specially requested. 
Common items to include are credit histories, resumes, 
product pictures, letters of reference, licenses, permits, 
patents, legal documents, advertisements from 
competitors, trade news about your product, materials, 
or services, any contracts you may have now or which 
are on the table. 



Tips for Writing a Business Plan 
 
What is a business plan and why do I need one?  
 

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

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

Is a business plan good for anything besides applying for funding?   
 
Certainly.  A business plan will guide you through the beginnings of your business.  It will serve as a guide to get 
started, a measuring tool to keep you on track and a tool box notice problems and address them when they arise.  
 
A business plan helps you monitor your cash flow, time and production rate to help you capture all of 
the aspect of creating your goods or services.  It can be helpful in securing employees so you can 
attract a team that clearly sees and embraces your vision.  It also provides a vision for potential 
partners or complementary business relationships, which can grow your business, or improve the 
environment for your business category.   

 
If you can, incorporate graphs, charts, and visual displays of research, statistics and projections. 
They help readers stay engaged and visual descriptions appeal to different learning styles. They 
can also provide quick references.  
 

Be prepared to make changes as the business develops! 
 

   Business Plan Basics:  
 

     1. Executive summary  
 

     2. Company description 
 

     3. Market analysis 
 

     4. Organization and management 
 

     5. Describe your services or products 
 

     6. Marketing and sales goals 
 

     7. Request funding 
 

     8. Financial projections 
 

     9.  Appendix 
 
 



Transit ion Tips
Reentry can be both exciting and frustrating! Our attitude toward release from prison is that it should be
a simple matter of getting resettled, resuming routines, and reestablishing your relationships; but reality 
proves there is much more to it than that. Here is a list of tips to consider that can help you go through the 
transition process:

1. Mentally prepare for the adjustment process. Be prepared for anything… especially the most
challenging things like rejection, depression, anger and disappointment.  Also, be prepared for things to be 
NOT as you expect them to be. 

2. Give yourself  permission to ease into the transit ion. Allow yourself the space and time to
acclimate to your new environment.  Don’t worry if it takes you a little while to get used to things again. 
You’ll need time to reflect upon what is going on around you.  

3. Understand that the familiar  will  seem different.  You have changed; home has changed. You
will see familiar people, places, and behaviors from new perspectives.

4. Expect to do some ‘cultural  catching up’ . Clothes, trends, language, and more have changed!

5. Reserve judgments. Reserve all judgments of others, but especially negative judgments; just as you
would like to have others reserve judgments of you. Resist the impulse to make snap decisions.

6. Expect mood swings. It is entirely possible for you to feel ecstatic one moment and completely
defeated a short time later. It’s okay; it is a part of the process.

7. Allow suff icient t ime for reflection and self-analysis. Your most valid and valuable analysis of
an event is likely to take place after allowing time for reflection.  Consider your core values and determine 
how you can live within them.

8. Respond to inquir ies thoughtfully and carefully.  Prepare to greet surprise questions with a calm,
thoughtful approach. If you find yourself being overly defensive or aggressive, take a deep breath and relax.

9. Seek support networks. Don't isolate yourself!  There are people who want to help you through your
transition. You will find them if you look… 

10. Volunteer.   A great way to connect to community, build references and network with people and
possibilities is to volunteer.  

To prepare yourself for upcoming challenges, it is safe to expect the following:
• You will have to prove yourself (over and over and over).

• People will make many assumptions about who you are now.

• You will be different than when you left; your family and friends will be different, too!

• People will expect a lot from you.

• The way you’d hoped things would be will be different from the way they are.

• You will feel down or depressed after the initial return ‘honeymoon’ period. Please refer to our
Culture Shock! page for further transition considerations.

www.fairshake.net  "Transition Tips" from the Fair Shake Reentry Packet
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Fair Shake Find a Job 

 

Employment Pages 
Find A Job 

 

Finding employment is one of the top priorities 

of most people in society. Finding employment 

after incarceration is not only pivotal for reentry 

success, it can also be a requirement for 

parole or a halfway house.  
 

It is important to find satisfaction in our jobs, but 

sometimes we must temper our wishes with our 

needs. 
 

When we have to take a job that we are not 

excited about now, we can leverage the 

feelings of dissatisfaction to push us toward 

whatever it is that we need to do to find 

satisfaction. These things may include: 

submitting applications for jobs that we really 

want but may not be available now, or trying to 

work in an organization that has a similar 

philosophy to our own so we can move within 

the organization to a job that is more fulfilling, or 

perhaps we need to get the education required 

for certain positions, or maybe what we really 

want is to start our own business but need to 

work a ‘day job’ until our idea provides enough 

income for us to thrive. 
 

Knowing there are many avenues to 

employment, Fair Shake offers several ways 

for you to engage within our website. 
 

Remember: most jobs get filled without    

     ever being listed on a website! 
 

When searching for employment, remember to 

consider what it is you want to do. What type of 

business would you like to work in, and in 

which positions do you think you would do well? 

What kind of jobs might you enjoy doing? 

Keep your eyes on the prize! Even if you 

must work in a job you don’t care for now, 

remember that you are building character, 

patience, tolerance and REFERENCES. 

The image to the right is what our “Get A Job” 

page looks like today.  This page, like all 

pages on the Fair Shake website, is constantly 

evolving. Please let us know what you think! 

www.fairshake.net "Employment Page" from the Fair Shake Reentry Packet 83 
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Prepare For Work 
 

 
Prepare For Work 

There are many ways to approach 

employment. Some people ‘know 

somebody’, sometimes we get lucky and 

meet our new boss or coworkers where 

we volunteer or through a recreational 

activity…but most of us will write 

resumes, find available jobs online or 

through an employment agency, fill out 

applications and then endure one or 

many job interviews. 

 
Thanks to the generosity of several 

resume’ writing professionals and job 

readiness coaches, we’ve assembled 

what we’ve found to support you as you 

build your resume’, your interview 

skills, and your confidence! 

 
While the information here addresses 

several of the concerns of job seekers, 

we want to encourage you to also 

consider topics from the “Free School" 

section of this book, the website or the 

software, to support you through the 

inevitable challenges that will occur as 

you create desirable outcomes. 

 
Please remember: many employers want 

to hear more about how you built yourself 

up while you were incarcerated than they 

do about your past. Keep the 

conversation positive! 

 
They want to know that you care.  That 

you will be a good listener and team 

member, if you can embrace the 

company culture, learn, follow through 

and get things done. They want to 

know that you are interested and 

motivated.  
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From the Fair Shake Ownership Manual:  

Often people use - and many people want - EXTRINSIC MOTIVATORS (outside forces) to get us 
to do things we don’t desire to do.  Do we want to be lured by a Carrot?  Do we prefer to be scared 
by a Stick?  Bribe… or… threat?   Encourage you to buy a gizmo with a coupon or make you worry 
that you will not be hip if you don’t have the gizmo?  Do you recognize these extrinsic motivators?  
You will find more examples of extrinsic motivators all around you once you start to take notice.   
Alas, extrinsic motivators work well to get us to do some things, but not everything. 

We cannot always be pulled or pushed.  Sometimes we just want to be interested in what we’re doing!

The forces that can energize us through our most challenging and creative tasks are often our 
INTRINSIC MOTIVATORS (inside forces) that bring satisfaction when we do tasks we don’t care 
for but can find meaning in.  For example, hanging laundry may be your least favorite thing to do, but 
you need clean clothes. This mundane task can transform to something beautiful when it happens on 
a warm, sunny day in the early spring. Just knowing that a beautiful day of hanging laundry is possible 
makes it easier to hang laundry on less desirable days. Intrinsic motivators make the tough stuff 
tolerable and can even connect us to the rest of the people on the planet who are going through tough 
stuff.  And also to the people who are enjoying the spring sun while hanging out their laundry.  

When we have an inner goal, a desire to solve a puzzle, the wish to work out something by ourselves, 
we are often motivated with speed, stamina, determination and creativity!  Often our values and 
beliefs provide the fuel for our intrinsic motivation motors.  

Motivation Tips: 

1. Systematically and deliberately create success. Decide what you want to do and what you
will do when you get there. Now explore the steps you need to take to get you to where you want to 
be. Remember to anticipate the hurdles!  

2. Don't  let  your excuses get in the way. You will come up with every excuse in the book to not
move forward. You will even believe many of your excuses are legitimate.  When you believe your 
excuses you can become stuck.  Are you a victim or are you a creative thinker who can solve a 
problem? 

Self Motivation - While managers often try to find ways to motivate people from the outside, the 
best way to get things done is simply by wanting to do them. The more we align ourselves with our 
goals, values and interests, the more easily we can find the necessary motivation to carry out our 
tasks. Sometimes we have to keep our ‘eyes on the prize’ and work through things we really don’t 
like – and sometimes we have to wait patiently - to get to the ultimate goal that we value the most. 

“Whether you think you can or whether you think you can't, you're right.” - Henry Ford

“He is able who thinks he is able.” – The Buddha

Motivation Tips
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3. Change habits and behaviors that lead you to procrastinate.  Are you doing things that
are holding you back? Schedule time to do nothing and other than that time, stay on track with your 
goals.   

4. Several small  jobs done over short periods of t ime are more manageable than one
large task. Instead of focusing on the difficulty of the large task, break it into smaller jobs and create 
a timeline for finishing them.

5. Try tackling the more undesirable tasks early  so that you can pursue more pleasant
activities later in the day.

6. Exercise self-discipline.  Say ‘no’ when you need to…to yourself and to others. Keep your
“eyes on the prize!”

7. Overcome procrastinat ion and block out human and media obstacles.  Sometimes we
have to just get started, even when we don’t feel like we’re ready, or even up for the task.  Often just 
the ACT of getting started is enough to get engaged and encouraged.  Refuse to let others divert you 
from your path!  Procrastination is a self-defeating behavior that develops - in part - due to the fear of 
failure and paradoxically, the fear of success!

8. Reward yourself.  Your self-motivation will increase enormously if you give yourself a pat on the
back for a job well done. It feels great to accomplish tasks!

9. Have fun! Learning to enjoy yourself keeps you enthusiastic and motivated and helps you keep
stress to a minimum.  After all, good vibes create more good vibes!

10. Imagine what the rewards will  be when you f inally reach your destination and keep
that thought foremost in your mind. You can also imagine the bad consequences (pain, frustration, the 
feeling of defeat) that may occur if you don’t, if you prefer to look at it that way.  Carrot or stick? 

11. Tell someone about your goals.  Show them or mark stages on a calendar to emphasize
and visualize your goal. Check in with them periodically to tell them of your progress. 

12. Review your habits;  do you see yourself  accomplishing your goals? You must change
the habits that lead you to procrastinate in the first place. Lose, shorten or refuse to participate in 
demotivating habits during inappropriate times of the day (watching TV, disengaging from your goals) 
and replace them with habits that lead to engaging in and control of your life.

13. Find your true interest. If you dislike certain tasks, just look at them in the big picture…they
are character building steps on the path of getting you to your greater goal. 

14. Make lists of the smaller  jobs then t ick off the work that you have completed.
Prepare a list of the things you have to do. Prioritize the list and then start ticking off tasks as they are 
completed. If you do this right, you may become motivated to complete them all!
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Myth: FALSE DICHOTOMIES – The idea that you must choose between two options: Yes or 
No. Good or Bad. Right or Wrong. Candidate A or B. Rise or Fall. With Us or Against Us. 
Science vs Religion. Rational vs. Emotional. Individual vs. Group. and one that I've heard a lot in 
my life: "That's a man's (sport, job, perspective); it's not for women". (a form of yes or no) 
Whenever you need to make a choice, see if you can find 4, 5, or even 10 options! 
 
Myth: WE STOP LEARNING – If I had never touched a flame before I turned 58 years old, I 
would learn to never touch one in the future if I touched one today. We acquire information 
constantly and we organize it into meaning. We may even care enough to find out how what we 
learned relates to what we already know and believe. One thing school failed to teach us is how 
to learn, and how to discern what we learn. The 'information sources' today are louder, strangely 
influential, and grossly incomplete. To get the full picture, we have to dig for information and ask 
good questions, while also trying to avoid getting overwhelmed or trapped. We must keep 
learning, and as we learn, we can learn to live together better! We do not have to accept 
limitations or acceptable levels of suffering. We are NOT STUCK. We can learn…and then 
change…whatever we want. “There is no inevitability as long as there is a willingness to 
contemplate what is happening.” - Marshall McLuhan (author of The Medium is the Message) 
 

Myth: MERITOCRACY ' - The more you learn the more you earn', 'you can make it if you try', 
'pull yourself up', etc. Many ways to reinforce the idea that the people who have the money and 
the stuff are successful because they earned what they have, they got all their money through 
hard work and a shrewd (including a 100% respectful, environmentally-sound and firearms-free!) 
investment strategy. If only. Investing is almost never in line with our humanity values…yet it is 
always in our best interest to invest in humanity. Meritocracy is justified stratification; people 
above others for their achievements. Michael Sandel said: "We've slid into the assumption that 
the money people make is the measure of their contribution to the common good." I wonder how 
the merit idea would work if we increase accolades and 'status' based on care about others? 
 

Myth: INCARCERATION PAYS A 'DEBT TO SOCIETY' - Why do we keep repeating 
this? Members of society believe that incarceration and the judicial system costs them money; 
they do not feel that they have been paid in any way. How could they? The only debt that has 
been paid is the one requested and required by a heartless and hungry punitive system. Society 
has little faith that 'the system' is providing the information necessary to reengage successfully. 
Together, we can change this. The 'justice system' is the only group getting paid.  
 

Myth: WE ARE FRAGILE - The "Helping" Industry relies on us being weak. ACE (Adverse 
Childhood Experiences) scores may describe some aspects of people, but they in no way 
represent who we are. Many of us with high ACE scores have also become even more than 
resilient, we are now anti-fragile because of our challenges.  This means that the adverse 
conditions made us stronger than we would have been without them.  

Myth: TV NEWS INFORMS YOU OF WHAT IS GOING ON All you get from any single 
news source is what they want you to see and believe. What they show us is what their sponsors 
want them to show us. Sponsors demand support, so the advertisements determine the 'news' 
you'll see on TV. Social Media cannot be counted on to inform us of anything but an opinion. To 
get more pieces of the whole story, we must consider information offered by many news sources. 

Fair Shake’s 

MYTH-BUSTERS 



 

Myth: WE NEED AUTHORITY AND MONEY TO 'FIX' OUR CHALLENGES - Why would 
we ask the institutions, and the people who are complicit in maintaining them, to fix the problems 
they created? Winona LaDuke says: "You shouldn't let your dealer tell you what you need." Are we 
frustrated enough yet to work on the solutions together? We've been trained to believe these 
myths: 
- Experts and 'science' have the solutions to our challenges; they will provide the relief for 

our suffering. Q: What if they are the cause of our suffering? 
- Money will fix our problems. Does money build trust, cooperation and feelings of confidence? 

We have gifts to share with each other. Our focus on money continues to take away our power. 
Money does not give us power.  Feelings of agency, support and capability give us power! 

 
Myth: INDIVIDUALISM – Individualism is said to be a “fundamental American principle” so is 
authoritarianism, lying, stealing, false superiority and also the myth of the 'self-made' person and 
"united we stand". 
INTERDEPENDENCE, on the other hand, is a fundamental planetary principle. We can 
easily see our impact on the environment and on each other because of our insatiable pursuit 
of more stuff; a belief created to fill the hole created by 'individualism'. The Rev. Desmond 
Tutu reminded us that "the solitary individual' is a contradiction in terms. 

 
Myth: "FREE-MARKET CAPITALISM” - You'll find that file between Easter Bunny and Santa 
Clause. The game is rigged. Capitalism offers some opportunity, but 'the market' does not 
respond to our needs.  Instead, it manufactures our desires and externalizes unhealthy costs.  

 
Myth: NOTHING WORKS: Roger Martinson wrote, "the represent array of correctional 
treatments has no appreciable effect - positive or negative - on rates of recidivism of convicted 
offenders." In the magazine Public Interest (1974), he stated, "rehabilitative efforts that have 
been reported so far have no appreciable effect on recidivism." The way that I read this is: the 
ineffective ‘programs’ supplied by the prisons (or whomever else) did not impact the already low 
(compared to today) recidivism rate. He said that no single thing works because we are unique.  
We are not robots. One thing that always works is 100% pro-social: it's us working together!  

 
EMPLOYMENT AND EDUCATION REDUCE RECIDIVISM Only YOU "reduce 
recidivism". You and nothing else. It is up to you to utilize education or employment 
opportunities to support your reentry success; YOU get full credit for how you apply your gifts. 
After all, employment and higher education did not keep Jeff Skilling, Bernie Madoff, Martha 
Stewart, Bill Cosby, Charles Kushner, or several elected representatives, out of prison. 

 
CRIMINOGENIC NEEDS Incarcerated people have basic human needs; the same needs 
we all have. You are not different. This is yet another attempt to scientize othering. 

 
Myth: EXPERTS KNOW WHAT'S BEST 
Experts have agendas. Always consider who is paying the 'expert'. Non-profit status does not 
automatically indicate integrity. Professional 'fixers' are often poor listeners. Prisons, schools and 
hospitals tell us what we need, they rarely ask what we think or feel. How can they 'help' if they 
don't hear? We can learn to listen to ourselves and each other by asking questions. We can 
work, care, and grow together to build our capacity for complexity, cooperation, constructive 
learning, critical thinking, and agency! We are the 'experts' we've been waiting for. 
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Citizenship - Voting Rights
ACLU Voting Rights and Restrictions

https://www.aclu.org/issues/voting-rights/voter-re
storation/felony-disenfranchisement-laws-map?re
direct=maps/map-state-criminal-disfranchisemen
t-laws

Employment - Staffing Agency
PeopleReady has re-imagined and simplified the
path that connects people and work. Whether you
need workers or youre looking for new job
opportunities, were ready to deliver results for you
today.
https://www.peopleready.com/

Employment - Workforce Development
2706 Federal St
Camden, NJ 08105
(856) 283-0066
(800) 888-6770
PathStone builds family and individual
self-sufficiency by strengthening farmworker, rural
and urban communities. PathStone promotes
social justice through programs and
advocacy.clients are assisted in moving toward
self-sufficiency.
https://pathstone.org/

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

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

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

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/new-j
ersey?ref=ab_redirect

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.nj211.org/

https://www.aclu.org/issues/voting-rights/voter-restoration/felony-disenfranchisement-laws-map?redirect=maps/map-state-criminal-disfranchisement-laws
https://www.aclu.org/issues/voting-rights/voter-restoration/felony-disenfranchisement-laws-map?redirect=maps/map-state-criminal-disfranchisement-laws
https://www.aclu.org/issues/voting-rights/voter-restoration/felony-disenfranchisement-laws-map?redirect=maps/map-state-criminal-disfranchisement-laws
https://www.aclu.org/issues/voting-rights/voter-restoration/felony-disenfranchisement-laws-map?redirect=maps/map-state-criminal-disfranchisement-laws


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. 

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

3. 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. 

4. 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.

5. 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.

6. 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. 

7. 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.  

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

9. 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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Interview Questions for You to Ask

In an interview both you and the employer are finding out about each other. Asking these 
questions will show general interest in the business, and the team you are applying to work 
with.  These questions show you care about the position and how you might fit.  Asking 
questions will also help you understand if you think the environment is suitable for you.  

Please tell me important information I should consider about working with this company: 

• On average, how long do people keep the position for which I am applying?

• What strengths and skills do you think I should have to best fill this position?

• What employee qualities are encouraged here? 

• Is this a friendly environment or are people pretty serious?

• Would you tell me about the challenges I might find working here?

• Which companies, products or services are our competitors?  

• Is there an opportunity for promotion from this position?

• How often will I be evaluated?

• What are the businesses strengths?  What aspects need improvement? 

• What will be expected of me in the first 3 months?  6 months?  Year?

• Are we encouraged to participate in things outside of work, like a softball league?

• In what ways does the company recognize and honor work that has been done?

• Will I have an employment agreement?

• Will I work with alone or with a group?

• Who will I report to? What kind of person are they? 

• Are we anticipating any major changes in the workplace?  

• How many applicants do you have for this position?  

• What training do you provide?  

• Does the company provide or support higher education or advanced training for 

employees? 

• Is there anything else I can provide you to help you make a decision? 

• How soon can I expect to hear from you?

Not all of these questions would apply to any one position.  These questions are just 
examples to either pick from or open your mind to asking questions that will help you make 
sure the job is acceptable for you!
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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.
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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 I demonstrate that I 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. I am a superior 
candidate because I recognize the qualities that are most important to you, and I have them. I 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 I demonstrate that I 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
o unique mix of skills
o range of environments in which you have experience
o a special or well-documented accomplishment
o a history of awards, promotions, or superior performance commendations

• One or more professional or appropriate personal characteristics
• A sentence describing professional objective or interest.

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 t it le,  the name of the f irm, the city and state of the f irm, 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

Writ ing 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 wil l  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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Cover Letter

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’. 

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.

January 5, 2012                                  

Alex Wikstrom
Sun Dog Manufacturing 
123 Swiggum St. 
Westby, WI 54667 

Dear Mr. Wikstrom:

I am interested in the Shipping Manager position advertised in the Westby Times this week.  I believe I 
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 

• Self-motivated

• Friendly; work well with others

My Qualifications:

• I am experienced in shipping with USPS, Fed Ex and UPS and their software programs.

• I understand that each shipper offers different services.  I can learn what I need to know for the 

safe delivery of products to the customer and the most cost-efficient route for the company. 

• I enjoy my work and take pride in a job well done.  I find this very motivating. 

• I encourage you to follow up on my references as I am sure you will see that I am a ‘team player’ 

and understand how to recognize company culture and enhance the work environment. 

I enjoy playing an important role in enhancing a customers’ experience.  I also enjoy balancing the 
technical skills, physical skills and social skills that are required to do a great job in this position.  I 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. I read the mission statement and feel I 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 
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Thank You Letter
Writing a thank you letter allows you the opportunity to share your reflections from interview including topics 
that were discussed and your decision to accept the job if it is offered to you.         If you do not want the job 
you can write a short thank you letter stating that you wish to withdraw your application. If you do want the 
job, restate the qualifications and social skills you possess related to the requirements of the position and 
culture of the company.  Be sure to send your thank you letter within a day of your interview. 

***  For many more examples, Search the Internet for Thank You Letter Examples ***

Sue Kastensen
PO Box 63 
Westby, WI 54667
608-634-6363
sue@gmail.com 

January 20, 2012

Alex Wikstrom
Sun Dog Manufacturing 
123 Swiggum St. 
Westby, WI 54667 

Dear Mr. Wikstrom:

Thank you for taking the time to meet with me about the Shipping Manager job opening yesterday.  I 
appreciate the opportunity to interview for this position. 

Upon reflection, I believe I am a good fit for the Shipping Manager position and also for the company.  I 
bring four years experience in shipping and receiving and I am familiar with nearly all of the tools you 
showed me.  I learn quickly and will be able to master each of the computer shipping programs easily.  My 
personality is well-suited to accommodate the variety of employees who will bring items to be shipped, and 
also the freight handlers that I will interface with.  

Thank you for listening to me describe my past and what I have learned from my incarceration.   Be 
assured that I have reflected upon, learned from, and moved beyond all types of criminal behavior.  I am 
ready and willing to be a reliable benefit to Sun Dog Manufacturing. 

I’m very interested in working with you and your team. I am a dedicated worker and can commit to 
supporting Sun Dog Manufacturing well into the future. Please feel free to contact me if you would like 
further information.  My cell phone number is 608-634-1234

Thank you again for your time and consideration. 

I’m looking forward to hearing from you. 

Sincerely,   

             Signature Here  

Sue Kastensen 
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