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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. 
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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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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



 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 
 
 





 

           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!  

? 



   
   

                         The Fair Shake Resource Directory 
 

The directory is a dynamic, 

expanding Do-It-Yourself 

resource-finding tool that is 

only available online or in the 

free Fair Shake software app. 
          

          It is FREE! It's EASY!  
 

 And it's like a phone book, where     
YOU decide what's right for YOU.  
 

Everyone is welcome  
to search freely 
through more than 
15,000 resources, 
located in all states. 
Just enter your state, 
city and/or zip code, 
and the search tool  
will find local, state  
and national resources. 
Select the ones that  
are right for you!  The 
results go into a .pdf 
to print or save. 

 

 
 
 
 

If you are in an institution that does not utilize 
the free Fair Shake software, please ask a 

friend, family member, case manager, housing 
unit support staff, reentry coordinator, church 
support group, activist, advocate, or mentor to 

use our FREE DIRECTORY to locate your 
resources! Be sure to also let them know there 

are Reentry Guides below the form, too! 



 
 

The Fair Shake Resource Directory 
 

The Resource Directory is a n easy-to-use information clearing house! We gather and maintain links and 
addresses to services for all 50 states. Just enter your state, city and/or zip code, and distance you are 
able 
to travel. The search tool will then look through the data base for goods, services and information at the 
national, state and local level. 

 

Resource Directory features include: 
● Over 14,000 Entries! 
● Resources on every level; from National to Local 
● Build a printable document to print by +Save -ing resources 
● Members can create their own Resource Directory 
● The directory is constantly growing and is well-maintained 

 
 
 
 
 

 



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)



      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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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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Favorite Verbs For Your Resume
Originally "Our Favorite Resume Verbs" by Wendy Enelow

Accelerate
Accentuate
Accomplish
Accommodate
Achieve
Acquire
Adapt
Address
Advance
Advise
Advocate
Align
Alter
Analyze
Anchor
Apply
Appoint
Appreciate
Architect
Arrange
Articulate
Ascertain
Assemble
Assess
Assist
Augment
Author
Authorize
Balance
Believe
Brainstorm
Brief
Budget
Build
Calculate
Capitalize
Capture
Catalog
Centralize
Champion
Change
Chart
Clarify
Classify
Close
Coach

Collaborate
Collect
Command
Commercialize
Communicate
Compare
Compel
Compile
Complete
Compute
Conceive
Conceptualize
Conclude
Conduct
Conserve
Consolidate
Construct
Consult
Continue
Contract
Control
Convert
Convey
Coordinate
Correct
Counsel
Craft
Create
Critique
Crystallize
Curtail
Cut
Decipher
Decrease
Define
Delegate
Deliver
Demonstrate
Deploy
Derive
Design
Detail
Detect
Determine
Develop
Devise

Differentiate
Diminish
Direct
Discern
Discover
Dispense
Display
Distinguish
Distribute
Diversify
Divert
Document
Dominate
Double
Draft
Drive
Earn
Edit
Educate
Effect
Elect
Elevate
Eliminate
Emphasize
Empower
Enact
Encourage
Endeavor
Endorse
Endure
Energize
Enforce
Engineer
Enhance
Enlist
Enliven
Ensure
Equalize
Eradicate
Establish
Estimate
Evaluate
Examine
Exceed
Execute
Exhibit

Expand
Expedite
Experiment
Explode
Explore
Export
Facilitate
Finalize
Finance
Forge
Form
Formalize
Formulate
Foster
Found
Gain
Generate
Govern
Graduate
Guide
Halt
Handle
Head
Hire
Honor
Hypothesize
Identify
Illustrate
Imagine
Implement
Import
Improve
Improvise
Increase
Influence
Inform
Initiate
Innovate
Inspect
Inspire
Install
Instruct
Integrate
Intensify
Interpret
Interview
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Favorite Verbs For Your Resume
Originally "Our Favorite Resume Verbs" by Wendy Enelow

Introduce
Invent
Inventory
Investigate
Judge
Justify
Launch
Lead
Lecture
Leverage
License
Listen
Locate
Lower
Maintain
Manage
Manipulate
Manufacture
Map
Market
Master
Mastermind
Maximize
Measure
Mediate
Mentor
Merge
Minimize
Model
Moderate
Modify
Monitor
Motivate
Navigate
Negotiate
Network
Nominate
Normalize
Obfuscate
Obliterate
Observe
Obtain
Offer
Operate
Optimize
Orchestrate

Organize
Orient
Originate
Outsource
Overcome
Overhaul
Oversee
Participate
Partner
Perceive
Perfect
Perform
Persuade
Pilot
Pinpoint
Pioneer
Plan
Position
Predict
Prepare
Prescribe
Present
Preside
Process
Procure
Produce
Program
Progress
Project
Promote
Propel
Propose
Prospect
Prove
Provide
Publicize
Purchase
Purify
Qualify
Quantify
Question
Raise
Rate
Ratify
Realign
Rebuild

Recapture
Receive
Recognize
Recommend
Reconcile
Record
Recruit
Recycle
Redesign
Reduce
Regain
Regulate
Rehabilitate
Reinforce
Rejuvenate
Remedy
Render
Renegotiate
Renew
Renovate
Reorganize
Report
Represent
Research
Resolve
Respond
Restore
Restructure
Retain
Retrieve
Reuse
Review
Revise
Revitalize
Satisfy
Schedule
Secure
Select
Separate
Serve
Service
Shepherd
Simplify
Slash
Sold
Solidify

Solve
Spark
Speak
Spearhead
Specify
Standardize
Steer
Stimulate
Strategize
Streamline
Strengthen
Structure
Study
Substantiate
Succeed
Suggest
Summarize
Supervise
Supplement
Supply
Support
Surpass
Synthesize
Target
Teach
Terminate
Test
Thwart
Train
Transcribe
Transfer
Transform
Transition
Translate
Trim
Troubleshoot
Unify
Unite
Update
Upgrade
Utilize
Verbalize
Verify
Win
Work
Write
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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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