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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 

www.fairshake.net  Fair Shake Ownership Manual: Functional Resume170

mailto:Maurice.sprewer@dwd.wisconsin.gov




ASA J. PETERS
1514 Campbell, D1    Jefferson City, Missouri 64108

(816) 667-0421    (816) 992-1421

AREAS OF RELEVANT SKILL

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

• Heavy Equipment Operations:  Forklift, Tractor, Loader, Backhoe, Motor Grader, Track 
Loader, Bulldozer, Bobcat Skid/Steer Loader, Scraper

• Driver:  Dump Truck, Over-the-Road

• Technical:  Surveying, Welding

• Maintenance: General, Preventative, Carpentry, Painting

EDUCATIONAL BACKGROUND

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

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

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

EMPLOYMENT HISTORY

TEMPORARY ASSIGNMENTS, Jefferson City & Cameron, MO

• Store Clerk/Stocker

• Library Clerk/Data Entry Clerk

• Computer Operator/Data Entry Clerk

• Chapel Head Clerk

• AM/PM Baker/Store Clerk

LINN TECHNICAL COLLEGE, Linn, MO

• Maintenance Technician – General maintenance, cleaning, carpentry, and lawn care.

SPRINGFIELD PARKS AND RECREATION DEPARTMENT, Springfield, MO

• 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



ARTHUR F. 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

✔ 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



 
 

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. 

 
 

MYTH-BUSTERS Fair Shake’s 



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/


 

           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!  

? 



 

Advocacy - Justice Invovled Organizations
Prisoner Visitation and Support (PVS) is a volunteer
visitation program to Federal and Military prisoners
throughout the United States.
1501 Cherry St
Philadelphia PA 19102
Phone: (215) 241-7117
PVS@afsc.org

http://www.prisonervisitation.org/

Advocacy - Justice Invovled Organizations
Are you facing a legal issue, or just looking for
more information about a specific legal topic?
FindLaw's Learn About the Law section is the
perfect starting point. Learn About the Law
features informational articles about a wide variety
of legal topics, as well as specific information
about subjects such as how to hire an attorney and
understanding your state's unique laws.
http://www.findlaw.com/

Citizenship - Department of Motor Vehicles
Preparing for a drive or knowledge test? You have
come to the right spot!
Handbooks are available in several languages:
American Sign Language (ASL) Video
Armenian
Chinese
English
Hindi
Punjabi
Spanish
Vietnamese
https://www.dmv.ca.gov/portal/driver-handbooks/

Citizenship - Legal Assistance
Find legal help and answers to questions you may
have.

http://lawhelpca.org/

Citizenship - Legal Assistance
Self-Help will help you find assistance and
information, work better with an attorney, and
represent yourself in some legal matters
http://www.courts.ca.gov/selfhelp.htm

Citizenship - Legal Assistance
The ACLU has an affiliate in every state and Puerto
Rico. Affiliates handle requests for legal
assistance, lobby the state legislatures and host
public forums throughout the year. Find your local
affiliate by visiting their website.
https://www.aclu.org/affiliates

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

Citizenship - State Government
Official state government site provides information
and links for virtually every aspect of the state,
including business and agriculture, education,
government, and much more.

Advocacy - Justice Invovled Organizations
122 Commerce Street
Montgomery, AL 36104
(334) 269-1803
EJI is committed to ending mass incarceration and
excessive punishment in the U.S., challenging
racial and economic injustice, and protecting basic
human rights for the most vulnerable people in
American society. EJI is working to end our
misguided reliance on over-incarceration.
https://eji.org/criminal-justice-reform/

Citizenship - Consumer Services
Product recalls, file a complaint, Consumer
Connection magazine, verify a contractors license
and more
http://www.dca.ca.gov/

Citizenship - Department of Motor Vehicles
http://dmv.ca.gov/

Citizenship - Legal Assistance
http://www.usattorneylegalservices.com/free-legal-
aid-california.html

Citizenship - Legal Assistance
California Rural Legal Assistance, Inc. (CRLA) is a
nonprofit law firm serving low-income residents of
California's rural areas and small cities.  Many
locations around the state.
https://crla.org/locations

Citizenship - Protection from Discrimination
National Headquarters
4805 Mt. Hope Drive
Baltimore, MD 21215
(877) NAACP-98 (toll free)
(410) 580-5777 (local)
Works to eliminate disparate treatment in all
aspects of law enforcement and criminal-justice
systems, including capricious racial profiling
practices. Works to ensure fair and equitable trials
and sentences. Works to ensure felony re-entry.
Promotes a moratorium on the death penalty. The
NAACP has offices in all 50 states, including
Washington, DC. Please see their website for
information on your local office.
http://www.naacp.org/

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

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

Citizenship - Voting Rights
Information about registering to vote, upcoming
elections, voting booth locations and more
information
http://www.sos.ca.gov/elections/

Clothing - Interview and Career Clothing
The mission of Dress for Success is to empower
women to achieve economic independence by
providing a network of support, professional attire,

http://www.prisonervisitation.org/


 

http://www.ca.gov/

Citizenship - Voting Rights
ACLU Voting Rights and Restrictions

https://www.aclu.org/issues/voting-rights/voter-res
toration/felony-disenfranchisement-laws-map?redir
ect=maps/map-state-criminal-disfranchisement-la
ws

Education - Higher Education
A university that works for you. Our 100% online,
tuition-free degree programs are designed to fit
your life.
Programs: Business Administration, Computer
Science, Health Science, Education, Associate
Degree, Bachelor Degree, Master Degree

https://www.uopeople.edu/

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

Employment - Employment Services
Tel: (559) 412-5788
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 most up-to-date contact information!

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

Employment - Job Training
Unemployment, job searches and other job related
support,
http://www.edd.ca.gov/

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 - Temporary Staffing Agency
1300 East Shaw Avenue
Suite 101
Fresno, CA 93710
559-225-7200
http://manpower.com

Employment - Temporary Staffing Agency

and the development tools to help women thrive in
work and in life.
https://dressforsuccess.org/affiliate-list/

Education - Higher Education
Freshman Year for Free.  Take tuition-free, high
quality courses online from top institutions for
college credit.  Modern States Education Alliance is
a non-profit dedicated to making a high quality
college education free of cost and accessible to
any person who seeks one. Its founding principle is
that access to affordable education is fundamental
to any philosophy that respects all individuals, and
fundamental to the American dream. Modern
States’ initial program, Freshman Year for Free, is
intended to let students earn up to one year of
college credit without tuition or textbook expense.
Modern States hopes to provide links for students
to tutoring, mentoring and college advising groups
as well.
https://modernstates.org/?gclid=EAIaIQobChMIoIO
16uee9gIVl_3jBx34gQCHEAAYASAAEgKfRfD_BwE

Employment - Employment Services
7025 N. Maple, Suite 120
Fresno CA 93720
Phone: 559-324-6600
http://www.selectstaffing.com/SelectStaffing/main.
cfm?nlvl1=1

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 - Licensing Information
California Department of Tax and Fee
Administration (CDTFA)
Apply for Business License, Permit, or Account
General Information: 800-400-7115
https://www.ca.gov/service/?item=apply-for-busine
ss-license

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

Employment - Temporary Staffing Agency
7535 North Palm Avenue
Suite 103
Fresno, CA 93711-5504
559.432.2022
http://www.pridestaff.com

Employment - Temporary Staffing Agency
4840 N. Blackstone Avenue
Fresno, CA 93726



 

524 S Clovis Avenue, Suite T
Fresno, California 93727
1-559-251-4040
http://www.spherion.com

Employment - Workforce Development
job seekers assistance, training and economic
development services
http://www.labor.ca.gov/

Food - Food Pantry
WhyHunger Hotline: 866-348-6479
Call, text or click on the link to their website to find
food pantries, soup kitchens, summer meals sites,
government nutrition programs and grassroots
organizations.
http://www.whyhunger.org/find-food

Food - Food Pantry
Find a food bank near you!  The Feeding America
nationwide network of food banks secures and
distributes more than 3 billion meals each year.
Contact your local community food bank to find
food.
http://www.feedingamerica.org/find-your-local-food
bank/

Food - Food Pantry
Ample Harvest works to reduce food waste by
connecting gardeners to their local food pantries
so that excess garden bounty can be shared with
those in need.   Use the search tool to look for a
local food pantry near you.
https://ampleharvest.org/find-food/

Food - Food Pantry
3600 N Fowler Ave.
Fresno, CA - 93727
559.291.9199
We distribute dry grocery and some produce on
the second Saturday of every month, from 10-11
am. Distribution takes place at the main entrance
to the church, with parking available.
http://mountainview.org

Food - Food Pantry
210 N Thorne Ave
Fresno, CA 93706
(559)237-3663
America'S Second Harvest

Health - Crisis Hotline
Domestic Violence Hotline 1-800-799-7233(SAFE)
StrongHearts Native Helpline  1-844-7NATIVE
(1-844-762-8483)
Runaway Safeline 1-800-RUNAWAY /
1-800-786-2929
Human Trafficking Hotline  1-888-373-7888
Child Abuse Hotline - 1-800-4-A-CHILD
(1-800-422-4453)
Substance Abuse Treatment - 1-800-662-HELP
(4357)
Center for Missing and Exploited Children (NCMEC)
Hotline - 800-8435678
Sexual Assault Telephone Hotline - 800-656-HOPE
(4673)
Suicide Prevention Lifeline Hotline -  800-273-8255
https://www.acf.hhs.gov/acf-hotlines-helplines

Contact This Branch
Branch Hours
8am - 5pm Monday - Friday
Phone: (559) 243-7470
http://www.spartanstaffing.com

Food - Food Pantry
Bay Area Food Banks is a collaboration of 7 local
food banks serving 11 northern California counties
which serve over 840,000 Bay Area residents
monthly. Through 1,575 food pantries, childrens
programs, shelters, soup kitchens, residential
programs, and other emergency food providers,
Bay Area Food Banks distribute 170.8 million
pounds of food each year. We serve anyone in
need with dignity and compassion.
https://bayareahunger.org/find-your-food-bank/

Food - Food Pantry
We represent 41 food banks throughout the state.
https://www.cafoodbanks.org/our-members/

Food - Food Pantry
A list of Food banks and food resources throughout
CA and a list of volunteer opportunities.
http://www.cafoodbanks.org/
http://www.cafoodbanks.org/

Food - Food Pantry
If you are in need of immediate assistance, please
call 2-1-1 to speak with someone about services in
your area (lines are open 24 hours a day).   Food
banks work with their local communities to ensure
that everyone has access to healthful foods. They
solicit, receive, store, and distribute fresh produce
and pantry staples. They help people get
connected to other essential benefits and serve as
community hubs for volunteers. Our food banks
operate with principles of client choice, dignity,
respect, and appreciation for the diverse
communities they serve.
https://www.cafoodbanks.org/our-members/

Food - Food Pantry
3403 E. Central Ave.
Fresno, CA 93725
T: 559-237-3663
http://www.communityfoodbank.net/

Health - Alcoholics Anonymous
There are over 118,000 Alcoholics Anonymous
groups around the world. To find a local AA
meeting today you can search by state, city, and
day of the week. Can’t find one close enough?
Consider online AA meetings which offer the same
wonder community from the comfort of your own
home.
https://findrecovery.com/aa_meetings/

Health - Free/Sliding Scale Clinic
1,400 Free and Charitable Clinics and Pharmacies
provide access to healthcare for uninsured and
underinsured people in communities across the
U.S. Find one near you!
https://nafcclinics.org/

Health - Free/Sliding Scale Dental Clinic
We continuously update our website with new
information on dental clinics. Many of the



 

Health - Free/Sliding Scale Clinic
Clinics listed on our website offer services for free
or at a reduced rate. Many clinics are operate
under a sliding scale schedule. This means that
costs to patients are calculated based on income.
https://www.freeclinics.com/

Health - Narcotics Anonymous
Join the millions who have found comfort and hope
within these nonjudgmental communities and have
successfully freed themselves from the struggles
of addiction. Find local NA meetings by location,
day of the week, and time.
https://findrecovery.com/na-meetings/

Health - Reduced Cost Medication
HELPLINE (800) 503-6897 in English or Spanish.
Find help with the cost of medicine! We offer a
free drug discount card that may help you obtain a
substantially lower price on your medications.
https://www.needymeds.org/drug-discount-card

Money - Finances/Budgeting
4969 E McKinley Ave #107
Fresno, CA 93727
ClearPoints Fresno branch is located on the corner
of McKinley and Fine Avenues.
(559) 255-3731
ClearPoint Credit Counseling Solutions (CCCS) has
been
providing consumers with budget, debt and
housing
advice for over 40 years.
http://www.clearpointcreditcounselingsolutions.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

Reentry Resource - Multiple Resources
Available
3745 S Grand Ave
Los Angeles, CA 90007
213-741-2276
Help pay rent! Plus Clothes! Employment! Family
Reunification ....and they support everyone!
Amity will help you WHEREVER you are going in
the state.

https://www.amityfdn.org/initiatives

Reentry Resource - Multiple Resources
Available
2-1-1 is a free and confidential service that helps
you find the local resources they need. Were here
for you
24 hours a day, 7 days a week.

https://www.211ca.org/

Shelter - Energy Assistance
To apply for LIHEAP services and to inquire about
the type of assistance available in your area,
please use the search feature below to contact

resources for dental care are free, but many are
based on income and/or discounted in other
manners. Please review the listings and contact
the dental clinics through the websites provided
(and/or phone numbers listed), to obtain full
details. We do not offer guidance. If you find any of
our information improper, or if you have any
question, please email us at
support@thedentistsnearme.com. We will
immediately reply to your email.
https://www.usdentalservice.com/?gclid=EAIaIQob
ChMIyaH1p9_k9gIVWZcAAB0lrg1FEAEYASAAEgK7c
vD_BwE

Health - Reduced Cost Medication
(888) 311-6224 x115
Save an average of 15-55% on your prescriptions!
Print a free card or download the app to your
phone.
https://www.americasdrugcard.org/index.aspx

Money - Finances/Budgeting
800.388.2227
Free Credit Counseling! Our mission is to help all
Americans gain control over their finances.  For
over 60 years, NFCC and its member agencies
have helped people just like you pay off debt and
grow in their financial capability. Our services help
people overcome financial challenges at nearly
every stage of life.
https://www.nfcc.org/

Money - Free Credit Report
Free credit reports authorized by federal law.
Federal law allows you to get a free copy of your
credit report every 12 months from each credit
reporting company.

https://www.annualcreditreport.com/index.action

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/califor
nia

Reentry Resource - Multiple Resources
Available
Scroll down the page to find your state. Titles in
the left column will lead you to resources available
nationwide.
If you scroll down the page to find your state
name, you can click on that for statewide
resources.

https://www.needhelppayingbills.com/index.html

Reentry Resource - Programs
Centerforce provides services that support,
educate and advocate for individuals, families and
communities impacted by incarceration.For more
than 30 years, Centerforce has been a national



 

your local LIHEAP agency for more information. If
you would prefer to speak to a live operator to
assist you in obtaining more information on where
to apply, please call our toll-free helpline at (866)
675-6623.
https://www.csd.ca.gov/Pages/Assistance-PayingM
yEnergyBills.aspx

Shelter - Homeless Assistance
2735 E Woodward Ave
Fresno, CA 93721
(559) 486-5701
To Provide Assistance To Homeless And Near
Homeless Veterans And Their Families Who Have
Completed Any Needed Substance Abuse
Rehabilitation, And To Aid Them In Gaining
Employment, Job Training, And Other Assistance
Not Furnished By Any Other Agency.
http://www.shelterlistings.org/

Shelter - Homeless Shelter
310 G Street
Fresno, CA 93706
(559) 268-0839
Provides overnight shelter for men in need.
Services include: - A warm bed - Food - Clothing -
Personal care - Spiritual counseling based on the
gospel of Jesus Christ.
The Schedule: 5:00 p.m. -Dinner (open to the
public) 6:30 - 7:30 p.m. -Check in 7:30 - 8:30 p.m.
-Chapel Service (required for overnight guests)
8:30 - 9:30 p.m. -Showers 10:00 p.m. -Lights Out
5:30 a.m. -Wake Up 6:00 a.m. -Breakfast
This is a faith based organization. Required to
attend gospel services in the evening.
http://fresnorm.org/

Shelter - Housing Authority
Find a HUD location near you.
https://www.hud.gov/states

Shelter - Low Income Housing
U.S. Department of Housing and Urban
Development
451 7th Street S.W.
Washington, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455
Find the HUD office near you!
http://portal.hud.gov/hudportal/HUD

Shelter - Low Income Housing
4402 W Avalon
Fresno, CA - 93722
(559) 274-1229
Section 8 affordable apartments.
3 bedroom, 2 bathroom apartments.
http://www.lowincomehousing.us/det/ca_93722_bri
erwood-court-apartments

Shelter - Low Income Housing
1725 N. Marks Avenue
Fresno, CA - 93722
559.276.0305
Studio, 1 & 2 Bedroom Apartments
Apartments are offered as they become available.
When your name reaches the top of the wait list,
you will be required to come in for an interview. At
that time, you will be asked to sign the
authorization forms that allow our staff to further

leader in providing groundbreaking,
evidence-based programs to incarcerated people
and their loved-ones. Centerforce develops and
delivers innovative solutions by providing health
education, family and community programs to this
often neglected community.
We aim to foster transformative experiences
during incarceration, promote successful re-entry,
and help reduce the risk of re-incarceration.
California State University, Fresno
Center for Health and Human Services
1625 E. Shaw Ave.
Suite 146
Fresno, CA 93710-8100 (map)

Phone: 559-228-2162
http://www.centerforce.org/

Shelter - Financial Counseling
HUD sponsors housing counseling agencies
throughout the country that can provide advice on
buying a home, renting, defaults, foreclosures, and
credit issues. This link sends you to a page that
allows you to select a list of agencies for each
state. You may search more specifically for a
reverse mortgage counselor or if you are facing
foreclosure, search for a foreclosure avoidance
counselor.
http://hud.gov/offices/hsg/sfh/hcc/hcs.cfm?weblista
ction=summary

Shelter - Homeless Shelter
The Homeless Shelter Directory provides listings
for Homeless Shelters and Homeless Service
Organizations around the country. This includes
supportive resources.
http://www.homelessshelterdirectory.org

Shelter - Housing and Community
Development
2020 West El Camino Avenue
Sacramento, CA 95833
HCD helps to provide stable, safe homes
affordable to veterans, seniors, young families,
farm workers, people with disabilities, and
individuals and families experiencing
homelessness.

http://www.hcd.ca.gov/

Shelter - Low Income Housing
Find low income apartments in California along
with non profit organizations that help with low
income housing along with HUD apartments, public
housing apartments, public housing authorities,
and housing assistance agencies.
https://www.lowincomehousing.us/CA.html

Shelter - Low Income Housing
Mercy Housing Gives a Home to Low-Income
Families, Seniors, Individuals, and People with
Special Needs Nationwide. Our mission is to create
stable, vibrant and healthy communities by
providing affordable, service-enriched housing.
https://www.mercyhousing.org/regional-offices/

Shelter - Low Income Housing
4851 N Cedar Ave



 

verify income, assets, allowances, criminal history,
sex offender status, credit history, and landlord
references.
http://www.lowincomehousing.us/det/93727-4064-
kings_canyon_apartments

Shelter - Low Income Housing
5125 N. Marty Avenue
Fresno, CA - 93711
(559) 275-9633
Description
This is a low income 1 bedroom apartment
http://www.lowincomehousing.us/det/93711-sierra
_gateway_sr_res

Shelter - Low Income Housing
720 W Hawes Ave
Fresno, CA - 93706
(559) 266-0143
This is a low income apartment
http://www.lowincomehousing.us/det/93706-2830-
kearney-cooley_plaza

Shelter - Low Income Housing
3726 N Pleasant Ave
Fresno, CA - 93705
559-457-4175
This is a low income apartment
http://www.lowincomehousing.us/det/93705-2648-
garland_gardens

Shelter - Low Income Housing
4825 E Fillmore St And
Fresno, CA - 93727
(916) 254-5920
This is a low income apartment
http://www.lowincomehousing.us/det/93727-3793-
chestnut_apartments

Shelter - Low Income Housing
851 Van Ness
Fresno, CA - 93721
(310)374-4381
Description
This is a low income apartment.
http://www.lowincomehousing.us/det/93721-2637-t
he_californian

Shelter - Low Income Housing
4702 N Bendel Ave
Fresno, CA - 93722
Phone
559-271-9004
TO PROVIDE AFFORDABLE HOUSING FOR NATIVE
AMERICANS WHICH IS CLEAN AND STRUCTURALLY
SOUND.
http://www.lowincomehousing.us/det/ca_First_Nati
ve_American_Housing_

Shelter - Low Income Housing
816 E Florence Ave
Fresno, CA - 93706
510-267-4698
Description
This is a low income apartment
http://www.lowincomehousing.us/det/93706-4124-
martin_luther_king_sq

Shelter - Low Income Housing

Fresno, CA - 93726
(559) 227-5070
This is a low income apartment.
or call for low rent Family housing
http://www.lowincomehousing.us/det/93726-1072-
el_cazador_apts

Shelter - Low Income Housing
846 E Belgravia Ave
Fresno, CA - 93706
(559) 233-3238
Description
This is a low income apartment
http://www.lowincomehousing.us/det/93706-4177-
westgate_gardens

Shelter - Low Income Housing
7077 N Millbrook Ave
Fresno, CA - 93720
This is a low income apartment
http://www.lowincomehousing.us/det/93720-3321-
millbrook_park_apts

Shelter - Low Income Housing
530 W. Floradora Ave And
Fresno, CA - 93728
559 445-0715
This is a low income apartment. Also, contact this
apartment for low rent, Senior housing apartments
http://www.lowincomehousing.us/det/93728-1446-
glen_agnes

Shelter - Low Income Housing
1480 N Delno St
Fresno, CA - 93728
559-264-2100
This is a low income apartment
http://www.lowincomehousing.us/det/93728-1449-
delno_terrace

Shelter - Low Income Housing
1329 E Rev Chester Riggins Ave
Fresno, CA - 93706
510-267-4698
This is a low income apartment.
http://www.lowincomehousing.us/det/93706-bigby_
villa

Shelter - Low Income Housing
5675 E Balch Ave
Fresno, CA - 93727
This is a low income apartment.
http://www.lowincomehousing.us/det/93727-sunny
side_glen_apts

Shelter - Low Income Housing
855 E Lorena St
Fresno, CA - 93706
559-266-0114
Description
This is a low income apartment
http://www.lowincomehousing.us/det/93706-4136-l
ula_haynes_plaza

Shelter - Low Income Housing
1240 Broadway Plz
Fresno, CA - 93721
559-266-9946
This is a low income apartment



 

3513 N Pleasant Ave
Fresno, CA - 93705
(559) 439-5500
This is a low income apartment.
http://www.lowincomehousing.us/det/93705-3032-
pleasant_view_apts

Shelter - Low Income Housing
1824 Fulton St
Fresno, CA - 93721
(562)491-8767
Description
This is a low income apartment.
http://www.lowincomehousing.us/det/93721-1041-
silvercrest_fresno

Shelter - Transitional Housing
1-855-860-3119
Transitional, sober housing provides supportive
housing along with drug and alcohol treatment for
selective locations.
https://www.transitionalhousing.org/state/california

Shelter - Transitional Housing

811 S. Parallel Ave
Fresno, CA 93721
(559) 490-7020
Halfway Housing helps transition individuals and
families from shelters or homelessness to
permanent housing. Length of stay is usually
anywhere from 6 months to 2 years.  Residents
are often required to pay at least 30% of their
income toward program fees.  Sometimes the
money they pay in fees is returned to them when
they leave. Any emergency or homeless shelter
that allows their clients to stay more then 6
months is also classified under this category.
Oftentimes halfway houses also assist in the
treatment of substance abuse and/or alcohol and
drug detox.
http://www.shelterlistings.org

Shelter - Transitional Housing
Transitional housing is supportive housing that
helps fight homelessness.  Find transitional
housing in your state by clicking on the link!   We
have over 6,864 transitional housing locations in
our database. We also provide as much
information on each housing location along with
pictures.
https://www.transitionalhousing.org/

Volunteer - Volunteer Opportunities
We make it easy for good people and good causes
to connect. We are a community that believes in
the power of volunteering to enrich our lives and
the world around us. Find locations to volunteer
near you!
VIRTUAL VOLUNTEER opportunities are also
available -
https://www.volunteermatch.org/virtual-volunteeri
ng
http://www.volunteermatch.org/

http://www.lowincomehousing.us/det/93721-1918-
masten_towers

Shelter - Low Income Housing
3665 N Pleasant Ave
Fresno, CA - 93705
(213) 628-1036
This is a low income apartment.
http://www.lowincomehousing.us/det/93705-3076-
pleasant_village

Shelter - Shelters
We provide an online directory of shelters in
California.
https://www.shelterlist.com/state/california

Shelter - Transitional Housing
1638 L Street
Fresno, CA 93721
(559)233-2663
Provides a 30 bed co-ed transitional housing
facility. SINGLE adults only.
2-year program with 24 hour supportive services
including: case management, substance abuse
education and referrals to mainstream resources.
Call or walk-in for appointment.  Assessment
includes two separate interviews. Rent is 30% of
income, if you have any income. If not, let them
know so you can come up with a plan.
http://www.shelterlistings.org

Shelter - Transitional Housing
Po Box 12225
Fresno, CA 93777
A Nonprofit, Nondenominational Organization
Which Believes In The Dignity Of Every Human
Being. Our Mission Is To Enrich The Lives And
Spirits Of All Who Pass Our Way, To Feed The
Hungry, Offer Focused Rehabilitation Programs,
Temporary Shelter, Medical, Dental And Other
Basic Services To The Poor, The Homeless, And
The Disadvantaged Unconditionally, Without
Regard To Race, Color, Religion, National Origin,
Age, Sex, Or Disability Through Providential And
Community Support.
http://www.shelterlistings.org/

Volunteer - Volunteer Opportunities
At JustServe, we believe that nothing should get in
the way of organizations and volunteers coming
together to do good things for the community.
https://www.justserve.org/
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Employment Tips

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

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

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

• Birth Certificate
• Driver’s license or Basic Identification
• Social Security Card

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

Next,  ask yourself  the following questions
• What occupations or industries in your area are in need of employees?
• What are your employment limitations due to your particular crime?

• What is the income you need in order to pay for housing, food, energy, phone, child support, 
restitution, transportation, etc? (check out our Build a Budget Worksheet)

• Which strategies do you think would be most effective for “selling” your attributes?

To prepare to apply for a job you may want to create the following worksheets:
• Inventory your work history in and out of prison
• List your training, skills, limitations, and health considerations
• Gather all the information you will need to fill out employment applications.  Are you ready to fill them 

out online?  (Several companies only accept online applications.)

Considerations and Preparation
   What are your employment resources?

• Classified ads (in the paper or locally found on-line)
• Applying for jobs with companies you want to work for
• Job Assistance and Job Training centers
• Craigslist, Monster.com, other job-search websites

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

Do you need clothes for your interview or new job?   
Check out Dress for Success, a global program that may have a location near you!  
(www.dressforsuccess.org)   
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Resume’ and Interview tips:
Two good places where you get the chance to show a company why they cannot afford NOT to hire you. 
Keep these tips in mind as you write your application or resume’, and prepare for job interviews:

• Be cheerful in your in-person or telephone job interviews.
• Talk about the benefits of your experience and the relevant expertise you offer.
• Speak about the value you would bring to the company.
• Share stories in the job interview about success in prior assignments.
• Talk about your ability to work with a diverse group of people.

Typical Barriers to Employment:
• Lack of updated resume
• Appropriate clothing for job search
• Transportation
• Stable housing
• Substance abuse

• Poor interview skills
• Poor job search skills
• Not a high school graduate
• No documentation (ID, Social Security 

card)

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

Specif ic –  what is the specific goal you wish to achieve? 
   Can you answer these questions? 

• Who do you need to be involved?
• What do you really want to accomplish? 
• When do you want to accomplish it? 
• Where do you need to be to accomplish it? 
• Why do you want to achieve this goal? 
• Which things do you need to get in order and which are the constraints to achieving your goal?

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

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

Realist ic – Are you willing and able to achieve the goal? 

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

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

APPLICANT TELEPHONE:

SOCIAL SECURITY NUMBER:

YOUR NAME:
Last First Middle

ADDRESS:

 Yes No (If yes, verification will be required.)

    Yes     No

No

IF NECESSARY FOR THE JOB, ARE YOU OVER (Please mark one)

I WILL BE ABLE TO REPORT TO WORK  ____  DAYS AFTER BEING NOTIFIED THAT I AM HIRED.

EDUCATION: Yrs. Completed

High School

College/University

Business/Technical

Other (May include grammar school)

MILITARY SERVICE:

Duty/Specialized Training:

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

Name Occupation Years known

Name Occupation Years known

EMPLOYMENT: List last employment first. Include summer or temporary jobs. Be sure all your experience or employers related
to this job are listed here, in the summary (following this section), or use an extra sheet of paper if necessary.

Employer Name and Address Position Title/Duties Skills Dates Employed

from to

Reason for leaving

Supervisor's Name: Telephone:

Employer Name and Address Position Title/Duties Skills Dates Employed

from to

Reason for leaving

Supervisor's Name: Telephone:

of the position with or without accommodations?

          Provide a valid Alaska Drivers License?

IF NECESSARY FOR THE JOB I AM ABLE TO:

          Work (which shifts)?

          Work overtime?

Employment Application

Graduate or Degree

Address

Yes    No

ARE YOU LEGALLY ELIGIBLE FOR EMPLOYMENT IN THE U.S.A.?

I AM SEEKING A PERMANENT POSITION:

Address

Are you able to perform the essential functions 

Yes

Telephone

Telephone

Field of Study

14__     15__     16__     18__     19__     21__

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



EMPLOYMENT CONTINUED…

Employer Name and Address Position Title/Duties Skills Dates Employed

from to

Reason for leaving

Supervisor's Name: Telephone:

Employer Name and Address Position Title/Duties Skills Dates Employed

from to

Reason for leaving

Supervisor's Name: Telephone:

Summarize other
employment related to this job:

Types of computers, other electronic or mechanical

equipment that you are qualified to operate or repair:

Typing speed:  per minute.

Professional Licenses, Certifications or Registrations:

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

In case of accident or illness please contact:    Name:

Address:

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

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

I understand and agree to the information shown above:

Signature: Date:

Equal Employment Opportunity:  While many employers are required by federal law to have an Affirmative Action Program, all

employers are required to provide equal employment opportunity and may ask your national origin, race and sex for planning and
reporting purposes only. This information is optional and failure to provide it will have no affect on your application for employment.

Employer Section:

Daytime phone:

Relationship:

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



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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      www.fairshake.net     
PO Box 63   Westby, WI 54667   608-634-6363 

Fair Shake Employer Support 
All of this information and much more can be found at https://www.fairshake.net/employers 

 Although tremendous responsibility is on the shoulders of those transitioning from prison to 
society, their success is made possible only when the entire community is involved. 

Employers have the opportunity to help create one of the first and most stable bridges to reentry 
success. Fair Shake supports an employer’s desire to understand formerly incarcerated applicants 
by offering tools and information to help you make informed, careful hiring decisions.  

Fair Shake has also created tools for our members to more fully demonstrate their character than 
may be available on a standard job application through our free “office in the clouds”, which 
includes a Personal Web Page.  

The FAIR SHAKE PERSONAL WEB PAGE (PWP): What you learn about these applicants 
Building a Fair Shake personal web page is not an easy feat! Formerly incarcerated people who 
create this page demonstrate many things to you: 

 HONESTY: They are open, honest and direct by letting you know s/he has been
incarcerated. As you may well imagine, this takes an enormous amount of courage.  We
know that honesty is imperative to building trust.  Is honesty something you are looking for
in your employees?
  SELF-MOTIVATION: Creating this page demonstrates the applicant’s perseverance
tenacity, and desire to succeed. S/he had no coercion in building this page; there was no
class for it nor did anyone recommend they do this. They built the page of their own volition.
  TECH-SKILLS: A variety of computer skills were required to create the Personal Web Page
including: scanning, storage, typing, and understanding ‘cloud’ technology; to name a few.
  HUMANNESS: In addition to the above, the applicant offers information here that describes
more than skills and experiences; you learn who they are and what they bring to your
organization. This information is very important in building company culture, but is not
requested on standard job applications.

Why hire a formerly incarcerated person? 
 To keep your options open for hiring the best possible candidate! Many formerly incarcerated people have received extensive training Many formerly incarcerated people are motivated to work Many formerly incarcerated people have a job coach or advisor
 Support is available for training and reducing risk
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  Support for hiring formerly incarcerated people: 

Fidelity Bonding Program 
The Fidelity Bonding Program offers six months of free bonding support to businesses across 
the country to lower their risk when hiring applicants who have been incarcerated.  
Federal Fidelity Bonding Program: http://bonds4jobs.com 
   Bonding can:  Reduce your risk when you hire formerly incarcerated people Provide six months of FREE insurance against employee theft Be obtained quickly and easily by just a phone call to confirm your hire

To bond a formerly incarcerated new hire today call toll-free: 877-US2-JOBS (877-872-5627) 

Work Opportunity Tax Credit (WOTC) 
The WOTC is a special tax credit available for hiring former felons (and others) and must occur 
within one year of their release date. The WOTC is available to any size business from small 
organizations to national corporations. The credit is also available for any type of job. The work can 
be full-time, part-time, temporary, or seasonal.  

   Facts about the WOTC tax credit:  Employers can save as much as $2,400 in taxes Applies to the first year of employment The new employee must work 120 hours for the employer to begin to receive credit
   Exceptions:  Not for independent contractor work Not for a business owned by a close relative

To find out more: http://www.doleta.gov/business/incentives/opptax/wotcEmployers.cfm 
Or call: 1-800-829-4933 

Employee Training Support 
Your business may be eligible for a state or federal training grant (or other funding). To find out 
what you may qualify for, check with your Workforce Investment Board, Small Business 
Development Center, or economic development agency.   Workforce Investment Board: http://www.servicelocator.org/contactspartners.asp Small Business Development Center: https://www.sba.gov/tools/local-assistance Economic Development Agency: https://www.sba.gov/content/economic-development-

agencies

Ban the Box:   
Are you ready to remove the box that says ‘Have you ever been convicted of a felony? ’ from your 
job application forms? If so, we can help!   https://www.fairshake.net/ban-the-box/ 
On our page you will find:   Best Practices and Model Policies Fair Chance Fact Sheet Community Hiring Model Which states, cities and counties Ban the Box Learn from dedicated states like Minnesota who have Banned the Box for both public- and

private-sector jobs.  They freely share information for you to do this, too.
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Accomplishments and Skil ls Worksheet
Use this worksheet as a spring board to organize your work history and personal interests for your 
resume.  Include all successes in your life!  You have valuable talent, skills and traits to share. 
Remember: there are no wrong answers. 

Examples--
• Shipped an average of 40 packages per day for 4 years with fewer than 3% damage in 

shipping.  
•  Volunteered at the Humane Society every Tuesday evening for 2.5 years.  Walked, bathed 

and groomed dogs. 
• Organized a fund-raising event for Fair Shake, generating over $8300.  Organized silent 

auction donations, secured entertainment and food and assembled volunteers.  
• Managed a household of four on $900 per month.
• Restored a 1961 Volkswagen Beetle to original condition.
• Successfully planted, nurtured and harvested an annual garden (8 years running!) and 

canned, froze or dried the harvest to provide nearly half of our family’s dietary requirements. 

Occupational Tit les
Job titles to start your brainstorming when considering job goals.

Accountant
Assembler
Carpenter
Cashier
Chef / Cook 
Clerk
Data Entry
Director
Editor
Engineer
Firefighter 

Graphic Designer
Grounds Keeper 
Inspector
Lab Technician
Librarian
Machine Operator
Mail Carrier
Maintenance
Massage Therapist
Manager
Mason

Manufacturer
Operations Manager
Painter
Programmer 
Salesperson
Secretary
Snow-maker
Teacher
Tree Trimmer
Veterinarian
Welder

Job Skil ls
The following is a short list of job skills. (There are literally thousands of job-specific skills.) You will 
have to research the job skills specific to your occupation

Accounting
Advertising
Auditing
Brake Alignments
Building Maintenance
Carpet Laying
Cleaning
Cooking
Correspondence 
Counseling
Customer Service
Detailing

Drill Press Operation
Driving
Editing
Electronic Repair
Filing
Hammering
Interviewing
Keyboarding
Management
Marketing
Mechanical Drafting
Metal Fabrication

Payroll  / Accounting
Planning
Public Speaking
Researching
Sign Language
Scheduling
Soldering
Technical Writing
Telemarketing
Typing
Welding
Writing
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Self-Management Skills
Follow instructions
Get along well

Get things done
Honest

Punctual
Responsible

Personality traits
Articulate
Assertive
Assume responsibility
Communicative 
Competitive
Creative
Decisive
Dependable
Detail-oriented
Diplomatic

Enthusiastic
Emotionally strong
Flexible
Friendly
Highly motivated
Integrity
Quick thinker
Self-motivated
Sense of direction
Sense of humor

Sensitive
Sincere
Sociable
Tactful
Tolerant
Tough
Trusting
Understanding
Willing to learn

Physical skil ls  
Agile
Assembling
Balancing, juggling
Crafts 
Counting
Drawing, painting
Driving  (CDL?)
Endurance
Finishing, refinishing

Flexible
Grinding
Hammering
Keyboarding, Typing
Manual dexterity
Mechanical
Modeling, remodeling
Observing, inspecting
Operating machines

Precise
Set standards
Strong
Thorough 
Restoring
Sandblasting
Sewing
Sorting
Weaving

People Skil ls
Caring
Comforting
Communicating
Conflict Management
Conflict Resolution
Counseling
Consulting
Developing Rapport
Diplomacy
Diversity

Empathy
Encouraging
Group Facilitating
Helping Others
Inspiring Trust
Inquiry
Instructing
Interviewing
Listening
Mediating

Mentoring
Motivating
Negotiating
Outgoing
Problem Solving
Respect
Responsive
Sensitive
Sympathy
Tolerance

Data Sorting Skills
Analyzing
Auditing
Averaging
Budgeting
Calculating, Computing
Checking for accuracy
Classifying
Comparing
Compiling

Cost Analysis
Counting
Detail-oriented
Evaluating
Examining
Financial or fiscal
Analysis
Financial management
Financial records

Following instructions
Investigating
Inventory
Interrelate
Logical
Organizing
Recording facts
Research
Surveying
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Leadership Skil ls
Brainstorm
Competitive
Coordinating
Decisive
Delegate
Direct others
Evaluate
Goal setter
Influential 
Initiate new tasks

Integrity
Judgment
Manage, Direct Others
Mediate Problems
Motivate People
Multitasking
Negotiate Agreements
Organization
Planning
Results-Oriented

Risk Taker
Run Meetings
Self-Confident
Self-Directed
Self-Motivated
Sets an Example
Solve Problems
Strategic Planning
Supervision
Work Schedules

Artistic Skil ls
Artistic ideas
Dance, Aerobic
Designing
Drawing, Painting
Handicrafts
Illustrating, Sketching

Imaginative
Inventive
Mechanical drawing
Model-making
Perform
Photography

Play an instrument
Rendering
Singing
Visualize shapes
Visualizing
Writer / Editor

Descriptive Words to Use in Your Resume
Able
Accurate
Active
Adaptable
Adept
Administrative
Advantageous
Aggressive
Alert
Ambitious
Analytical
Articulate
Assertive
Astute
Attentive
Authoritative
Bilingual
Broad minded
Calm
Candid
Capable
Cheerful
Committed
Competent
Comprehensive
Confident
Conscientious

Considerate
Consistent
Constructive
Continuous
Contributions
Cooperative
Creative
Curious
Decisive
Dedicated
Deliberate
Dependable
Detailed
Detail-oriented
Determined
Diligent
Diplomatic
Disciplined
Discreet
Diversified
Driven
Dynamic
Eager
Easily
Easygoing
Economical
Effective

Efficient
Effortlessly
Empathetic
Energetic
Enterprising
Enthusiastic
Excellent
Exceptional
Experienced
Expert
Expertly
Extensive
Fair
Farsighted
Fast learner
Flexible
Forceful
Friendly
Generalist
Hard-working
Honest
Imaginative
Increasingly
Independent
In-depth
Initiative
Innovative
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Insightful
Instrumental
Inventive
Knowledgeable
Leadership
Logical
Loyal
Major
Mature
Meaningful
Methodical
Meticulous
Motivated
Multilingual
Objective
Open-minded
Optimistic
Orderly
Organized
Outstanding
Patient
Perceptive
Persistent
Personable
Personally
Persuasive
Pertinent
Pleasant
Positive
Practical

Precise
Problem-solver
Productive
Professional
Proficient
Profitable
Progressive
Proven
Punctual
Qualified
Quality conscious
Quick learner
Realistic
Recent
Reliable
Repeatedly
Resilient
Resourceful
Respectful
Responsible
Responsive
Risk-taker
Routinely
Satisfactorily
Scope
Self-confident
Self-controlled
Self-reliant
Self-starter
Sharp

Significantly
Sincere
Skilled
Skillful
Solid
Sound
Specialized
Specialist
Stable
Strategically
Strong
Substantial
Successful
Superior
Systematic
Tactful
Talented
Team player
Technical
Thorough
Timely
Uniform
Universal
Up-to-date
Valuable
Varied
Versatile
Vigorous
Well-educated
Well-rounded

Descriptive Words (Continued) 
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