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Welcome 

The Foundation for Free Enterprise Education is here to help Pennsylvania’s students 
unlock their potential and prepare for success in the real world. Through hands-on 
learning and dynamic experiences, our goal is to inspire and empower the next 
generation to thrive in the American free enterprise system. 

Begin with Our Speaker Series! 

Dive into a collection of engaging videos designed to help students, families, and 
educators explore careers, gain expert advice, and discover valuable tips from industry 
professionals. The Speaker Series videos are sorted into buckets using the National 
Career Clusters® Framework, making it easy for students to identify career paths that 
align with their interests and goals and can even serve as an artifact for their Career 
Portfolio. Students can connect with professionals in their fields of interest, opening 
doors to mentorship, skill-building, and career guidance that will prepare them for a 
bright future: https://www.pfew.org/speaker-series.  

Dive into our Career Exploration Workbook!  

The Foundation for Free Enterprise Education’s Career Exploration Workbook is more 
than just a resource—it’s a powerful tool to support career exploration in and out of 
the classroom. Aligned with Pennsylvania’s Career Education and Work (CEW) and/or 
Personal Finance Standards, this series provides relevant content to help students meet 
their Career Portfolio requirements. 

For educators, the workbook is perfect for classroom use or as a substitute-friendly 
activity or flexible assessment tool, the videos and accompanying workbook offer 
engaging, self-guided lessons that keep students actively engaged by making personal 
connections to the topics and learning and exploring career paths even when you’re 
not there. 

Students can empower themselves, connect with professionals, build vital 
employability skills, and prepare for the future—all while meeting critical standards. 

Conclude with Regional Programs! 

The Regional Programs page plays a crucial role in the final stage of the Speaker Series 
experience. After exploring careers through videos and building portfolios, résumés, 
and employability skills through the workbook, students can use this resource to 
discover real-world opportunities in their area. Students can search by Pennsylvania 
county to find internships, job shadows, apprenticeships, scholarships, leadership, and 
higher education resources. Students can apply what they’ve learned through this 
exciting program and begin to take meaningful steps toward their futures. Visit 
Regional Programs at: https://www.pfew.org/speaker-series/regional-programs.  

 

https://www.pfew.org/speaker-series/regional-programs
https://www.pfew.org/speaker-series


Students: How to Use the FFEE Career Exploration Workbook 
 
This workbook is your key to discovering careers, setting goals, and planning for your 
future. Designed to be easy to use with our Speaker Series on your own or with a 
teacher’s guidance, it helps you take control of your career exploration journey. 
Connect with the Speaker Series here: https://www.pfew.org/speaker-series.  
 
How to Use the Workbook: 
 

• Flexible Learning: Use the workbook as a full career exploration guide or focus 
on specific sections based on your interests. 
 

• Self-Paced Exploration: Work at your own pace—no need for teacher 
supervision. You’re in charge of your learning! 

 
• Engage with the Speaker Series: Explore careers through videos categorized by 

the National Career Clusters® Framework. Learn from professionals, take notes, 
and connect their advice to your own career goals. 

 
• Hands-On Activities: Use practical exercises, like resume building and financial 

planning, to prepare for real-world success. 
 

• Meet PA CEW and/or Personal Finance Standards: Completing the workbook 
activities helps fulfill the Pennsylvania Career Education and Work (CEW) 
standards, ensuring you’re on track for career readiness. 

 
Tips for Success: 
 

• Be Curious: Ask questions, explore different career paths, and dig deeper into 
what excites you. 
 

• Stay Organized: Use templates and trackers in the workbook to keep all your 
career planning materials in one place. 

 
• Reflect and Plan: Think about your skills and goals, then use action plans to 

take steps toward your future. 
 

• Visit the Regional Programs Page: Learn more about the opportunities in your 
new found career path at: https://www.pfew.org/speaker-series/regional-
programs.  

 
The FFEE Career Exploration Workbook is your personal roadmap to success. Whether 
you have a dream career in mind or are just starting to explore, this resource will guide 
you every step of the way. 
 

https://www.pfew.org/speaker-series
https://www.pfew.org/speaker-series/regional-programs
https://www.pfew.org/speaker-series/regional-programs


Teacher: How to Use the FFEE Career Exploration Workbook 
 
The FFEE Career Exploration Workbook is a dynamic resource designed to equip 
students with essential career skills and knowledge. Whether used as a full 
curriculum or as a supplemental tool, this workbook makes career education 
engaging, structured, and meaningful. Designed to be used in conjunction with 
our Speaker Series, it helps students take control of their career exploration 
journey. Connect with the Speaker Series here: 
series

https://www.pfew.org/speaker-
. 

 
Key Features for Educators: 
 

• Speaker Series Integration: Videos categorized by the National Career 
Clusters® Framework help students explore real-world career pathways and 
connect industry insights to their own aspirations. 

 
• Aligned with PA CEW and/or Personal Finance Standards: Meets 

Pennsylvania Career Education and Work (CEW) and/or Personal Finance 
Standards, ensuring compliance with state career readiness requirements. 

 
• Flexible Implementation: Use the workbook as a complete career education 

program or integrate specific sections into your existing lessons. 
 

• Engaging Activities: Hands-on exercises, such as mock interviews, 
networking simulations, and budgeting tasks, keep students actively 
involved. 

 
• Supports Independent Learning: Clear, student-friendly language allows for 

blended, self-directed, or teacher-guided learning. 
 
How to Incorporate the Workbook: 
 

• Whole-Class Curriculum: Guide students through the workbook as a 
structured career readiness program. 

 
• Supplemental Resource: Use specific sections to enhance lessons on 

resume writing, professional communication, or career goal setting. 
 

• Project-Based Learning: Leverage the workbook as a foundation for 
capstone projects or senior graduation requirements. 
 

• Extend the Impact: Encourage students to learn more about the 
opportunities in their new found career path at: 
https://www.pfew.org/speaker-series/regional-programs. 

 
 
 
 

https://www.pfew.org/speaker-series
https://www.pfew.org/speaker-series/regional-programs
https://www.pfew.org/speaker-series


Why This Workbook Stands Out: 
 

• Comprehensive Yet Adaptable: Designed for both individual exploration 
and classroom instruction. 

 
• Real-World Application: Activities build practical skills students can use 

immediately and throughout their careers. 
 

• Empowers Student Ownership: Encourages students to take control of 
their career readiness journey. 
 

Classroom Guidance Materials:  
 
The Foundation for Free Enterprise Education offers an accompaniment Teacher 
Guidance Resource to accompany the FFEE Career Exploration Student 
Workbook. This standalone resource provides educators with: 
 

• Clear Objectives: Outlines specific learning goals for each session to guide 
instruction. 

 
• Standards Alignment: Ensures content meets Pennsylvania's Career 

Education and Work (CEW) and Personal Finance standards, facilitating 
integration into existing curricula.  
 

• Classroom Extension Activities: Offers additional exercises and projects to 
reinforce and expand upon session topics. 

 
• Detailed Teacher Guidance: Provides step-by-step instructions and insights 

to effectively deliver content and engage students. 
 

• This guide serves as a valuable tool for educators aiming to enhance career 
exploration and workforce preparedness among students. 

 
 
Make the FFEE Career Exploration Workbook your go-to resource for career 
education. Its flexible design and real-world focus will help ensure your students 
are prepared to thrive in their chosen paths. 
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Worksheet: Overview of Career Trends 

Part 1: Introduction to Career Trends 

Define "career trends" in your own words: 

Why is it important to understand career trends when planning your future? 

Part 2: Researching Career Trends 

Using a reliable source (e.g., Bureau of Labor Statistics, career websites, or local 
resources), answer the following questions about an industry or career that 
interests you: 

Career/Industry Name: ___________________________________________ 

Key Growth Areas: 

What specific roles or specializations in this career/industry are growing? 

Technology and Innovation Impact: 

How is technology shaping or changing this career/industry? 

Skills in Demand: 

What skills are employers seeking in this career/industry? 

Education and Training Requirements: 

What levels of education, training, or certifications are typically required? 



Job Locations: 

Are there specific regions or cities where this career/industry is more 
prevalent? 

Part 3: Analyzing Trends 

Based on your research, what do you think is driving growth in this 
career/industry? 

Identify one challenge this industry might face due to changes in technology, 
demand, or other factors. 

How could you prepare yourself to take advantage of opportunities in this 
career/industry? 

Part 4: Reflection 

What surprised you the most about the career trends you researched? 

Do you think this career/industry aligns with your interests, skills, and goals? 
Why or why not? 



Worksheet: Career Interests and Strengths Assessment 

Speaker Series Exploration:  

Part 1: Self-Assessment 

Interests Inventory:  

List three activities you enjoy doing in your free time: 

What subjects or classes do you find most interesting or enjoyable? 

Describe a time when you felt proud of something you created or 
accomplished. 

Skills and Strengths:  

What are three skills you feel confident in (e.g., writing, problem-solving, 
teamwork)? 

List one area where you think you could improve or grow: 

Ask a friend, teacher, or family member to name one of your strengths. Write it 
here: 



Part 2: Connecting Interests and Strengths to Careers 

Career Match Exploration:  

Based on your interests and skills, list three careers you think might be a good 
fit: 

Choose one of these careers and answer the following: 

Career: ___________________________________________ 

Why does this career interest you? 

Research this career using a reliable source and answer the following: 

Key Skills or Qualifications Needed: ______________________________ 

Education or Training Required: ______________________________ 

Job Growth or Demand (Optional): ______________________________ 

Part 3: Reflection 

How do your strengths align with the career you researched? 

What skills or experiences might you need to develop to succeed in this career? 

What steps could you take in the next year to explore or prepare for this 
career? 



Worksheet: Career Paths and Educational Requirements 

Part 1: Exploring Career Paths 

Career Path Exploration:  

Choose one career that interests you or that you would like to explore: 

Career Name: ___________________________________________ 

Describe the typical career path for someone in this field (e.g., entry-level, mid-
level, senior-level): 

What are some potential job titles within this career field? 

Part 2: Educational Requirements 

Required Education:  

What is the minimum level of education required to enter this career? (e.g., high 
school diploma, associate’s degree, bachelor’s degree) 

What types of degrees, certifications, or licenses are typically required? 

Are there any specialized training programs, internships, or apprenticeships 
that can help someone enter this career? 

Educational Pathways: 

Research the educational institutions that offer degrees or certifications related 
to this career. List 2-3 institutions. 

Institution 1: ___________________________________________ 

Institution 2: ___________________________________________ 

Institution 3: ___________________________________________ 



What are the typical costs associated with this education (e.g., tuition, fees, 
books)? 

What financial aid options (e.g., scholarships, grants, loans) are available to help 
pay for this education? 

Part 3: Advancing in the Career 

Career Advancement:  

After achieving entry-level status in this career, what are the typical next steps 
for career advancement? 

What additional qualifications, training, or experience may be required to 
advance in this career? 

Job Outlook:  

What is the projected job growth for this career over the next 10 years? (Use 
resources like the Bureau of Labor Statistics for data.) 

How might the demand for this career change due to trends in technology, 
economy, or society? 

Part 4: Reflection 

Does the educational path for this career align with your own goals? Why or 
why not? 

What challenges do you anticipate when pursuing this educational path? 

How might you start preparing for the education required for this career? 



Guide: Entrepreneurship 
 
What is Entrepreneurship? 
 
Entrepreneurship is the process of identifying a problem or need in the market and 
creating a business to address it. Entrepreneurs take on the risks of starting and 
running a business in exchange for potential profits and personal satisfaction. 
 
Key Characteristics of Entrepreneurs: 
 

• Innovation: Coming up with new ideas or improving existing ones. 
 

• Risk-Taking: Willingness to take calculated risks to achieve goals. 
 

• Problem-Solving: Finding solutions to challenges or unmet needs. 
 

• Leadership: Inspiring and guiding a team toward success. 
 

• Resilience: Overcoming setbacks and learning from failures. 
 
Steps to Becoming an Entrepreneur: 
 

• Identify a Market Need: Look for problems that need solving or gaps in the 
market. 

 
• Develop a Business Idea: Think of a product or service that addresses the need. 

 
• Create a Plan: Outline how you will start and grow your business, including 

finances and marketing. 
 

• Take Action: Launch your business and adapt as needed to meet challenges. 
 
Benefits of Entrepreneurship: 
 

• Opportunity to be your own boss. 
 

• Ability to pursue your passion. 
 

• Potential for financial independence. 
 

• Contribution to the economy and community. 
 
Common Challenges: 
 

• Financial risks and uncertainty. 
 

• High workload and responsibility. 
 

• Navigating competition and market changes. 



Worksheet: Entrepreneurship 
 

Brainstorm Your Business Idea 
 
What product or service will your business offer? 
 
 
Who is your target audience? 
 
 
 
What makes your business unique? 
 
 
Answer: 
 
Product/Service: _______________________________________ 
 
Target Audience: _______________________________________ 
 
Unique Aspect: _______________________________________ 
 
 
Outline a Simple Budget:  
 
Initial Costs: What do you need to start your business? (e.g., supplies, 
equipment) 
 
 
 
Monthly Expenses: What will your ongoing costs be? (e.g., rent, salaries, utilities) 
 
 
 
Revenue: How much money do you expect to make each month? 
 
 
 
Budget Template: 
 
Startup Costs: ___________________________________ 
 
Monthly Expenses: _________________________________ 
 
Estimated Monthly Revenue: _______________________ 



Identify Risks and Solutions 
 
Potential Risks: 
 
List at least three risks your business might face (e.g., competition, financial 
challenges). 
 
1. 
 
2.  
 
3.  
 
 
Propose Solutions: 
 
For each risk, identify a potential solution or strategy to address it. 
 
Risk 1 Solution: 
 
 
Risk 2 Solution: 
 
 
Risk 3 Solution:  
 
 
 
Reflection:  
 
How can entrepreneurial skills, such as problem-solving, creativity, and risk 
management, be applied in any career? 
 
 
 
 
 
 
 
 
Write a few sentences about what you learned from this activity and how it 
might influence your future goals. 
 
 
 



Worksheet: Mentorships 
 
Part 1: Understanding Mentorships 
 
What is a Mentor?:  
 
In your own words, define what a mentor is: 
 
 
What are some benefits of having a mentor? 
 
 
Types of Mentorships:  
 
List and briefly describe two types of mentorships that exist (e.g., career, 
academic, peer): 
 
Type 1: _______________________________________________________________ 
 
Description: ____________________________________________________________ 
 
Type 2: _______________________________________________________________ 
 
Description: ____________________________________________________________ 
 
What type of mentorship would benefit you the most at this point in your life? 
 
 
 
Part 2: Finding a Mentor 
 
Mentorship Needs:  
 
What qualities or traits would you look for in a mentor? 
 
 
Where could you find a mentor? (Think about your school, community, family, 
etc.) 
 
 
What are some ways you could approach someone to ask them to be your 
mentor? 
 
 
 



Mentorship Goals:  
 
What do you hope to gain from having a mentor? 
 
Write 2-3 goals you would want to achieve through a mentorship relationship: 
 
Goal 1: _______________________________________________________________ 
 
Goal 2: _______________________________________________________________ 
 
Goal 3: _______________________________________________________________ 
 
 
Part 3: Building a Successful Mentorship 
 
Effective Mentoring Relationships:  
 
What are some characteristics of a successful mentoring relationship? 
 
 
How can you make sure you are a good mentee (someone who is easy to 
mentor)? 
 
 
Communication and Feedback:  
 
What is the role of communication in a mentorship? Why is it important? 
 
 
 
How do you think constructive feedback from a mentor could help you improve 
in your personal or professional life? 
 
 
 
Part 4: Reflection 
 
How could a mentor help you reach your academic or career goals? 
 
 
What challenges might you face in finding or working with a mentor? 
 
 
What steps can you take in the next few months to find a mentor or build a 
mentoring relationship? 



Worksheet: Goal Setting 

Part 1: Understanding Goal Setting 

Why Goal Setting Matters: 

In your own words, explain why setting goals is important for success. 

What do you think is the difference between a short-term goal and a long-term 
goal? 

Short-term goal: _________________________________________________________ 

Long-term goal: _________________________________________________________ 

What happens if you don’t set goals? How might that affect your personal, 
academic, or career life? 

Part 2: SMART Goals 

What is a SMART Goal?:  

The SMART goal framework stands for Specific, Measurable, Achievable, 
Relevant, and Time-bound. Break down the meaning of each part: 

• Specific: What exactly do I want to accomplish?

• Measurable: How will I know when I’ve reached this goal?

• Achievable: Is this goal realistic given my current resources, skills, and
abilities?

• Relevant: Does this goal align with my broader aspirations?

• Time-bound: When do I want to achieve this goal?

Creating a SMART Goal 

Write a SMART goal for your academic life: 

Goal: _______________________________________________________________ 
Specific: _______________________________________________________________ 
Measurable: ____________________________________________________________ 



Achievable: ____________________________________________________________ 
Relevant: _______________________________________________________________ 
Time-bound: ___________________________________________________________ 

Write a SMART goal for your career or future work: 

Goal: _______________________________________________________________ 
Specific: _______________________________________________________________ 
Measurable: ____________________________________________________________ 
Achievable: ____________________________________________________________ 
Relevant: _______________________________________________________________ 
Time-bound: ___________________________________________________________ 

Part 3: Action Plan for Achieving Your Goals 

Breaking Down Your Goals: 

What are the steps you need to take to achieve your SMART goal for your 
academic life? 

What are the steps you need to take to achieve your SMART goal for your career 
or future work? 

Tracking Progress:  

How will you track your progress toward your goals? 

What challenges or obstacles do you foresee in reaching your goals? How can 
you overcome them? 

Part 4: Reflection 

How do you feel about your goals? Do they seem achievable? 

What motivates you to work toward your goals? 

How will you hold yourself accountable for achieving your goals? 







Worksheet: Common Pitfalls in Career Planning 

Section 1: Reflection 

What Are Your Career Goals?:  

Write down one short-term career goal (within the next year). 

Write down one long-term career goal (5-10 years). 

Self-Assessment:  

What are your strongest skills? 

What are your areas for improvement? 

What are your core values when it comes to work (e.g., teamwork, creativity, 
independence)? 

Identify Challenges: 

Which of the common pitfalls in career planning do you think you might 
encounter? 

• Lack of clear goals
• Fear of change
• Unrealistic expectations
• Others: ________________________

Explain why these might be challenges for you. 

Section 2: Research and Networking 

Research Your Career Field:  

Choose one career you’re interested in. 

Answer the following: 



What qualifications are required? 

What are the key skills needed? 

Are there growth opportunities in this field? 

Networking:  

List three people or organizations that could help you learn more about your 
desired career (e.g., LinkedIn connections, local companies, school alumni). 

Section 3: Action Plan 

SMART Goal Creation:  

Write a SMART goal for improving one area of your career planning (e.g., 
networking, time management, skill development). 

Overcoming Challenges:  

Choose one potential pitfall and write down two strategies for overcoming it. 

Lifelong Learning:  

Identify one resource (e.g., a course, workshop, or book) that you could use to 
stay current in your field of interest. 

Section 4: Accountability and Reflection 

Accountability Partner:  

Who can help keep you accountable for your career goals? 

How will you check in with this person (e.g., weekly calls, emails, or meetings)? 

Reflect on Progress:  

Set a date to revisit your career goals and evaluate your progress. 



Worksheet: Developing a Career Plan 

Part 1: Understanding Career Planning 

Why Career Planning is Important: 

In your own words, explain why having a career plan is essential for long-term 
success. 

What might happen if you don’t have a clear career plan? 

What are some benefits of developing a career plan early in your life? 

Part 2: Components of a Career Plan 

Key Elements of a Career Plan:  

Career Goals: 

Write down your long-term career goals. Where do you see yourself in 5 or 10 
years? 

Education and Training:  

What educational steps will you need to take to achieve your career goals? 
Consider college, certifications, workshops, or other training. 

Skills and Experience:  

What skills or experiences do you need to develop or improve in order to 
achieve your career goals? 

Networking and Mentorship:  

Who can help guide you on your career journey (e.g., mentors, professional 
organizations, career advisors)? 



Work-Life Balance:  

How will you ensure you maintain a healthy work-life balance while pursuing 
your career goals? 

Part 3: Creating Actionable Steps 

Breaking Down Your Career Plan into Actionable Steps: 

Short-Term Goals:  

What steps can you take in the next year to move closer to your career goals? 
(Consider internships, volunteer work, part-time jobs, or specific classes) 

Medium-Term Goals:  

What steps will you take in the next 2-5 years to further your career? 

Long-Term Goals:  

What is your ultimate career goal, and what major milestones do you need to 
reach in the next 5-10 years to accomplish it? 

Timeline for Achieving Goals: 

Create a timeline for reaching your career goals. Include deadlines or target 
dates for completing short-term, medium-term, and long-term goals. 

Short-term goal timeline: ________________________________________________ 

Medium-term goal timeline: ______________________________________________ 

Long-term goal timeline: ________________________________________________ 



Part 4: Evaluating Your Career Plan 

Monitoring Progress:  

How will you track your progress as you work toward your career goals? 

What adjustments might you need to make along the way as you encounter 
challenges or new opportunities? 

Support System:  

Who in your personal or professional network can you rely on to support and 
encourage you throughout the career planning process? 

Part 5: Reflection 

How confident are you in your current career plan? Are there any areas you feel 
unsure about or need more information on? 

What steps do you plan to take next to begin or continue your career planning 
process? 



Worksheet: Develop a Personal Budget 
 
Go to My Next Move. 
 
Use the search bar to enter a career you are interested in or explore career 
options by selecting categories like "Bright Outlook" or "Industry." 
 
Click on a career title to see details, including job descriptions, average salaries, 
education requirements, and more. 
 
Use the information you find to complete the career section of your worksheet. 
 
 
Part 1: Career Information 
 
What is your chosen career? 
 
 
What is the average starting salary for this career? (Research online or use 
provided resources.) 
 
 
Starting Salary: ___________________ 
 
 
Part 2: Monthly Income Calculation 
 
Determine your monthly gross income (annual salary ÷ 12 months): 
 
Monthly Gross Income: ___________________ 
 
 
Calculate approximate deductions for taxes (assume 20% of gross income): 
 
Taxes Deducted (20%): ___________________ 
 
 
Calculate your net income (gross income - taxes): 
 
Monthly Net Income: ___________________ 
 
 
 
 
 

https://www.mynextmove.org/


 
Part 3: Monthly Budget Categories 
 
Based on your net income, allocate funds for the following categories. Research 
average costs for each or use realistic estimates based on your location and 
lifestyle goals. 
 
Estimated Cost:  
 
Housing: (Zillow) 
 
___________________ 
 
Utilities: (local utility company or average of $150 to $300) 
 
___________________ 
 
Transportation: (Kelley Blue Book) 
 
___________________ 
 
Food: (USDA Cost of Food Reports) 
 
___________________ 
 
Insurance (Health, Healthcare.gov) (Auto, The Zebra) 
 
___________________ 
 
Savings/Investments (Minimum 10% of net income) 
 
___________________ 
 
Entertainment (gym membership, events, streaming subscription plans) 
 
___________________ 
 
Miscellaneous (cell phone, pets, clothing, personal care, etc.) 
 
___________________ 
 
 
Total Monthly Expenses: 
 
 ___________________ 

https://www.zillow.com/
https://www.fns.usda.gov/research/cnpp/usda-food-plans/cost-food-monthly-reports
https://www.healthcare.gov/
https://www.thezebra.com/
https://www.kbb.com/


Part 4: Budget Reflection 
 
Does your total monthly expenses fit within your net income? If not, what 
adjustments could you make? 
 
 
 
 
 
 
How does this budget align with your career and lifestyle goals? 
 
 
 
 
 
 
What did you learn about managing money through this activity? 
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Guide: Creating a Sample Resume 
 

What is a Résumé? 
 
A résumé is “a brief written account of personal, educational, and professional 
qualifications and experience, as that prepared by an applicant for a job.” 
(Source: dictionary.com) 
 
Think of your résumé as an advertisement for you. It sums up your experience 
on one page and provides your future employer with an overview of your 
qualifications, skills, and achievements for a job. 
 
What Type of Résumé is Right for Me? 
 
Different types of résumés are suited for various career experiences and 
objectives. Choose the one that best fits your background and the position you 
are targeting. 
 
Chronological Résumé 
 

• Focuses on your work history, listing jobs starting with the most recent 
first and continuing backward. 

• Best for those with a steady work history in a specific field or industry. 
 
Functional Résumé 
 

• Focuses on your skills and experience, rather than the timeline of jobs. 
• Highlights specific accomplishments and professional experience rather 

than job history. 
• Includes a résumé summary or headline that showcases your skills or 

achievements. 
• Suitable for those with gaps in employment or changing careers. 

 
Combination Résumé 
 

• Merges elements of both chronological and functional résumés. 
• At the top, you list skills and qualifications, followed by a chronological 

work history. 
• Ideal for those who want to highlight skills and experiences but also 

show relevant work history. 
 
 
 
 
 



Targeted Résumé 
 

• Customized for a specific position or job opportunity. 
• Focuses on relevant work history, abilities, and education that align 

directly with the job requirements. 
• Perfect for job seekers who want to tailor their application to a particular 

employer or role. 
 
Tips for Writing a Résumé:  
 
Keep it Professional 

• Ensure the résumé looks neat and formal. Avoid flashy graphics or 
unprofessional elements. 

 
Use a Standard Font 

• Choose clear, readable fonts like Times New Roman, Arial, Tahoma, or 
Calibri in 10-12 point size. Keep margins around 1 inch. 

 
Proofread for Errors 

• Carefully check for spelling, punctuation, and grammar mistakes. Don’t 
rely solely on spell check—ask someone else to review it. 

 
Keep It Concise 

• One page is typically preferred, especially for less experienced applicants. 
Focus on relevant experience and skills. 

 
Update Regularly 

• Continuously update your résumé with new skills, qualifications, and job 
experiences. This way, you’re always ready for new opportunities. 

 
Avoid Meaningless Details 

• Do not include irrelevant information or outdated skills. Keep the résumé 
focused on what is most important for the job. 

 
References 

• Always have a list of references ready on a separate sheet. Contact your 
references beforehand to ensure they are willing to vouch for you. If they 
decline, replace them with others who can provide a strong 
recommendation. 

 
With these guidelines, you can create a résumé that effectively highlights your 
qualifications and helps you stand out in the competitive job market. Make sure 
to tailor your résumé to each position, as a targeted résumé gives you a much 
better chance of landing the job. 
 



Worksheet: Creating a Sample Résumé 
 
Personal Information:  
 
Use the template below to fill in your own personal information and create a 
sample résumé. 
(If you do not have actual work experience yet, feel free to include volunteer or 
school-related activities.) 
 
Your Full Name: ___________________________________________________________ 
 
Contact Information: 
 
Address: ___________________________________________________________ 
 
City, State, Zip: _____________________________________________________ 
 
Email: ___________________________________________________________ 
 
Phone: ___________________________________________________________ 
 
Objective:  
 
What is your job objective or career goal? 
 
Education:  
 
School Name: ______________________________________________________ 
 
City, State: ________________________________________________________ 
 
GPA (if applicable): __________________________________________________ 
 
Relevant Coursework, Awards, and Honors:_____________________________ 
 
Experience:  
 
List your work experience, including any internships, volunteer positions, or 
part-time jobs. 
 
Dates From: __________ to __________ 
 
Job Title: ______________________ 
 
Company Name: __________________ 



 
Key Responsibilities & Accomplishments: __________________________________ 
 
 
Dates From: __________ to __________ 
 
Job Title: ______________________ 
 
Company Name: __________________ 
 
Key Responsibilities & Accomplishments: __________________________________ 
 
Leadership:  
 
Role in Organization: ___________________________ 
 
Dates Involved: ___________________________ 
 
City and State: ___________________________ 
 
Role in Organization: ___________________________ 
 
Dates Involved: ___________________________ 
 
City and State: ___________________________ 
 
Skills:  
 
List 3-5 skills that are relevant to the job or career you're targeting. 
 
 
 
 
Part 4: Reflection and Self-Assessment 
 
How confident are you in your résumé? What sections do you feel most proud 
of? 
 
 
What sections of your résumé do you think you could improve or add more 
information to? 
 
 
Why is it important to tailor your résumé to each job you apply for? 
 



Using the information above and using a template, please create a sample of 
your own personal résumé below. Free templates are available at canva.com
zety.com, and Microsoft Office.   

, 

https://www.canva.com/
https://zety.com/
https://create.microsoft.com/en-us/templates/resumes


Guide: Completing a Job Application Guide 
 

Why Employers Use Job Applications  
 
Job applications allow employers to gather essential information quickly, 
making it easier to compare different candidates. Applications streamline the 
hiring process by providing employers with a standardized format to assess 
key details without having to sift through multiple résumés. A well-completed 
job application can significantly improve your chances of being considered for 
a position, while an incomplete or illegible application may result in your 
application being overlooked. 
 
Tips for Completing a Job Application:  
 

• Practice: Familiarize yourself with the application process by practicing 
on a sample application. 

 
• Keep Copies: Always keep a copy of your completed application and any 

other documents you submit for future reference or follow-up questions. 
 

• Prepare Your Information: Have your basic details (e.g., name, contact 
info, social security number, work history, references, etc.) ready, as 
many applications can be time-sensitive. 

 
• Read and Follow Instructions Carefully: Employers want to hire 

individuals who can follow directions. Be sure to read all instructions on 
the application and follow them precisely. 

 
• Don’t Skip the Fine Print: Always pay attention to any additional 

information or special instructions, even the small print. 
 

• Be Legible: If filling out a paper application, use blue or black ink and 
print legibly. If you complete the form online, ensure your handwriting or 
typed entries are clear and professional. 

 
• Online Applications: If using an online application, double-check that no 

incorrect information has been auto-filled. Confirm all details are 
accurate before submitting. 

 
• Complete All Requested Information: Never leave any fields empty unless 

they do not apply. If a question does not apply to you, write "n/a" (not 
applicable). Employers often overlook applications that are incomplete, 
so make sure you answer every required question. 

 



• Use a Professional Email Address: Use an email address that is 
professional and appropriate. Avoid using personal or childish email 
addresses that may create a negative impression. Consider creating a 
dedicated professional email account for job applications to help keep 
communication organized. 

 
• Stay Positive, Especially About Past Jobs: If you were let go or fired from 

a previous job, focus on the positive aspects of your experience. You can 
always save the more detailed explanation for the interview. If necessary, 
simply state “will discuss at interview” on the application. 

 
• Be Honest: Never lie or exaggerate on your application. Employers value 

honesty, and dishonesty can lead to disqualification. 
 

• Proofread Your Application: Before submitting, carefully proofread your 
application for spelling, grammatical, and content errors. 

 
• No Abbreviations: Avoid using abbreviations or acronyms unless they are 

widely known and understood by all audiences. 
 

• Get Permission from References: Always check with your references to 
make sure they are willing to be contacted. Make sure you have their 
correct contact information before listing them on your application. 

 
• Sign and Date Paper Applications: Don’t forget the signature! If you are 

completing a paper application, be sure to sign and date it before 
submitting. 

 
• Follow Up: If you haven’t heard back after a week, follow up with the 

company to express continued interest in the position. This shows 
initiative and helps you stay on their radar. 

 
• Be Aware of Your Social Media: Employers often check social media 

profiles, so make sure your professional networks (e.g., LinkedIn) are up 
to date. Ensure that any personal accounts (Twitter, Facebook, Instagram, 
etc.) do not contain content that may negatively impact your chances. 

 
 
Completing a job application is an important step in the hiring process. By 
taking the time to follow these guidelines—being organized, reading 
instructions carefully, and staying positive—you can improve your chances of 
standing out as a qualified, professional candidate. Remember that first 
impressions matter, and how you present yourself on paper can be just as 
important as your performance in an interview. 
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Practice Completing a Job Application  
Sample Employment Application 

Applicant Information 

Full Name:    Date:  
 Last First M.I.   
 
Address:   
 Street Address Apartment/Unit # 
 
    
 City State ZIP Code 
 
Phone:  Email  
 
Date Available:  Social Security No.:  Desired Salary: $ 
 
Position Applied for:  
 

Are you a citizen of the United States? 
YES 

 
NO 

 If no, are you authorized to work in the U.S.? 
YES 

 
NO 

 
 

Have you ever worked for this company? 
YES 

 
NO 

 If yes, when?  
 

Have you ever been convicted of a felony? 
YES 

 
NO 

  
 
If yes, explain:  

Education 

High School:  Address:  
 

From:  To:  Did you graduate? 
YES 

 
NO 

 Diploma:  
 
College:  Address:  
 

From:  To:  Did you graduate? 
YES 

 
NO 

 Degree:  
 
Other:  Address:  
 

From:  To:  Did you graduate? 
YES 

 
NO 

 Degree:  

References 
Please list three professional references. 

Full Name:  Relationship:  

Company:  Phone:  

Address:    
    
Full Name:  Relationship:  

Company:  Phone:  
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Address: 

Full Name: Relationship:  

Company: Phone:  

Address: 

Previous Employment 

Company: Phone:  

Address: Supervisor:  

Job Title:  Starting Salary: $ Ending Salary: $ 

Responsibilities: 

From: To:  Reason for Leaving:  

May we contact your previous supervisor for a reference? 
YES NO 

Company: Phone:  

Address: Supervisor:  

Job Title: Starting Salary: $ Ending Salary: $ 

Responsibilities: 

From: To:  Reason for Leaving:  

May we contact your previous supervisor for a reference? 
YES NO 

Company: Phone:  

Address: Supervisor:  

Job Title: Starting Salary: $ Ending Salary: $ 

Responsibilities: 

From: To:  Reason for Leaving:  

May we contact your previous supervisor for a reference? 
YES NO 

Disclaimer and Signature 
I certify that my answers are true and complete to the best of my knowledge. 

If this application leads to employment, I understand that false or misleading information in my application or 
interview may result in my release. 

Signature: Date:  



Worksheet: Writing a Professional Email 
 
Part 1: Email Structure Overview:  
 
A professional email typically includes the following elements: 
 
Subject Line: The subject should be clear, concise, and reflect the purpose of 
your email. 
 
Example:  
Request for Meeting Appointment 
 
Salutation: A formal greeting to begin your email. 
 
Examples:  
Dear Mr./Ms. [Last Name], Hello [First Name], (if you have a more casual 
relationship with the recipient) 
 
Body of the Email: The content of your message should be polite, to the point, 
and well-structured. 
 
Opening Sentence: Briefly introduce yourself or the purpose of your email. 
 
Example:  
I hope this message finds you well. 
 
Main Content: Provide relevant information or make your request. 
 
Example: I am writing to inquire about the possibility of scheduling an interview 
for the marketing position listed on your website. 
 
Closing Sentence: Politely wrap up your email and express gratitude. 
 
Example: Thank you for your time and consideration. I look forward to your 
response. 
 
Closing: End your email with a polite, professional sign-off. 
 
Examples: 
Sincerely, 
Best regards, 
Thank you, 
 
 
 



Signature: Include your full name and relevant contact details (if appropriate). 
 
Example: 
[Your Full Name] 
[Your Job Title (if applicable)] 
[Your Contact Information] 
 
Part 2: Writing Your Professional Email 
 
Email Topic: You need to request an informational interview with a 
professional in your desired career field. 
 
Instructions: Write a professional email to a career mentor or industry 
professional requesting an informational interview. Use the email structure 
overview provided above and include the following elements: 
 

• A clear subject line 
• A formal greeting 
• A polite introduction and purpose of the email 
• A request for the informational interview (include availability or options 

for scheduling) 
• A polite closing and gratitude 

 
Write your email in the space below. 
 
Subject Line: ________________________________________________________ 
 
Salutation: __________________________________________________________ 
 
Body of the Email: 
 
Opening Sentence: ___________________________________________________ 
 
Main Content: ________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
Closing Sentence: _____________________________________________________ 
 
Closing: ______________________________________________________________ 
 
Signature: ____________________________________________________________ 



Guide: Writing a Business Letter 
 
Business Letter Guidelines 
 
When writing a formal business letter, it is important to maintain a professional 
and clear tone. Follow the tips below to ensure your letter is effective: 
 
Format and Appearance: 
 

• Type the letter or write it by hand using blue or black ink. 
• Keep the tone professionally, your letter should be friendly but formal. 
• Write clearly and concisely. Avoid unnecessary jargon or complicated 

language. 
• Organize the information logically. Group related points into separate 

paragraphs. 
 
Content and Structure: 
 
Introduction: State the reason for writing the letter early on. If applicable, 
mention any connection you have to the recipient. 
 
Body of the Letter: Provide necessary details, supporting points, or 
explanations. Keep the information grouped in logical paragraphs. 
 
Closing/Call to Action: Conclude by stating what action you expect from the 
reader, whether it is a reply, action, or follow-up. Include your next steps and 
how you’ll follow up. 
 
Proofread: Always check your letter for errors in grammar, spelling, and 
punctuation. Mistakes can leave a bad impression. 
 
Example of a business letter envelope:  
 

 
 



Business Letter Template: 
Using block format, the letter is left justified and single spaced except for a 
double space between paragraphs. Business letters should be written with size 
12, Times New Roman Font with a 2-inch margin at the top and 1-inch margins 
on the left and right of the letter.  
 
Sender’s Information: 
Your Name 
Street Address 
City, State ZIP Code 
 
Date: Month Day, Year 
 
Recipient’s Information: 
Recipient’s Name 
Title 
Company Name 
Street Address 
City, State ZIP Code 
 
Greeting/Salutation: 
Dear [Mr./Ms./Dr.] [Last Name], 
 
Body Text: 

• State the purpose of the letter clearly in the first paragraph. 
 

• If you have any connections or references, mention them early. 
 

• Provide details of your reason for writing, grouping related information 
in paragraphs. 

 
• Be persuasive or offer evidence to support your point, if necessary. 

 
Closing: 
 
Thank you for your time and consideration. I look forward to hearing from you. 
 
Signature: 
 
Sincerely, 
[Your Signature] 
Your Printed Name 
Enclosures (if any) 
c: (if others should receive a copy of the letter) 
 



Worksheet: Writing a Business Letter 

Practice Writing a Business Letter 

Scenario: You are writing to a potential employer to follow up on a job 
application you submitted. You want to express your continued interest in the 
position and inquire about the status of your application. 

Using the guide, create your business letter below based on the above 
scenario:  



Guide: Preparing for a Job Interview 
 
Job Interview Tips:  
 
The job interview is a key part of securing a job. Making a great first impression 
is crucial. Below are tips to help you prepare for a successful interview: 
 
Do Your Homework: 
 
Learn about the company and the role of the job. Know what the company does 
and how you can contribute to their success. 
 
Come Prepared: 
 
Bring necessary paperwork such as your résumé, job application, references, 
and qualifications (certificates, work samples, etc.). 
 
Know Where You Are Going: 
 
Plan your route and aim to arrive at least 10 minutes early to avoid being late. 
 
Dress for Success: 
 
Choose professional attire and ensure you look clean and tidy. Remember, it is 
better to be overdressed than underdressed. 
 
Plan What You Want to Say: 
 
Practice answers to common interview questions. Stay focused and avoid long-
winded responses. 
 
Be Positive: 
 
Turn any negative experiences into learning opportunities during the interview. 
 
Don’t Be Afraid to Ask Questions: 
 
Ask questions that demonstrate your interest in the company and the job 
(avoid questions about salary or vacation time). 
 



Guide: Interviewing Dos and Don’ts 
 
Interviewing Dos: 
 

• Do arrive alone and be well-groomed. 
• Do smile, make eye contact, and offer a firm 

handshake. 
• Do listen carefully to questions, think 

before answering, and speak clearly. 
• Do express interest in the job and be polite 

to everyone you meet during the process. 
• Do thank the interviewer for their time and 

follow up within 1-2 weeks if you haven’t 
heard back. 

 
Interviewing Don’ts: 
 

• Don’t fidget, chew gum, or slouch. 
• Don’t interrupt the interviewer or overstate 

your qualifications. 
• Don’t discuss personal issues or criticize 

past employers. 
• Don’t leave your cell phone on during the 

interview. 
• Don’t stress out or beg for the position. 



Worksheet: Interview Questions and Answers 
 
Common Questions You May Be Asked: 
 

• Tell me about yourself. 
• What made you apply for this job? 
• What are your strengths and skills? 
• What qualifications do you have for this role? 
• Have you had any experience in this type of work? 
• Why should we consider you for the position? 
• How do you work under pressure? 

 
Questions You Can Ask the Interviewer: 
 

• What does success look like in this position? 
• What is the timeline for the hiring process? 
• What are the company’s values? 
• Is there room for growth and development? 
• What will my day-to-day responsibilities be? 

 
 
Part 4: Practice Your Interview Skills:  
 
Role-play Interview:  
 
Pair up with a classmate and take turns being the interviewer and the 
interviewee. Practice answering questions clearly and professionally. 
 
Prepare Questions to Ask:  
 
Write down at least 3 questions you would ask the interviewer in a real 
interview. 
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Guide: Staying Positive During Your Job Search 

Job searching can be a challenging and sometimes discouraging 
process but staying positive and proactive can significantly improve 
your chances of success. Here are some strategies to help maintain a 
positive mindset and increase your chances of landing the right job: 

1. Volunteer and Network

• Volunteering allows you to gain valuable skills and experience
that can make you more marketable to employers.

• Networking connects you with people in your desired industry,
giving you access to potential job opportunities and insider
knowledge.

• Volunteering and networking also offer real-world experiences
that you can reference during interviews to demonstrate your
strengths and commitment.

2. Research Your Job Field

• Stay up to date with trends, technologies, and skills in your
chosen career field. Industries are always evolving, and being
informed helps you stay competitive.

• Conduct research on the companies you’re applying to, their
culture, and their goals. Being knowledgeable about your field
and potential employers allows you to tailor your application
and interview responses.

• The more you understand the landscape, the better equipped
you are to position yourself as a strong candidate.

3. Keep a Schedule

• Job searching can feel like a full-time job. Establishing a
routine will help you stay organized and motivated.

• If you’re applying for a standard 9-to-5 position, try to
structure your day as though you’re working. Set aside time for
job searching, researching companies, updating your résumé,
and preparing for interviews.



• Maintaining a schedule will make the transition into a full-time
job much easier once you land one.

4. Don’t Fixate on Missed Opportunities

• Rejection is a natural part of the job search process. Just
because you didn’t get the job doesn’t mean you failed.

• Understand that someone else may have been a better fit for
the role or that the decision was based on factors outside your
control.

• Use missed opportunities as learning experiences. Reflect on
the interview and think about how you can improve for the
next one.

5. Manage Stress

• Job searching can lead to stress, but it’s important to manage
it so you can remain focused and positive.

• Find stress-relief activities such as exercising, meditating, or
taking breaks to keep your mind clear and refreshed.

• Practicing self-care and maintaining a positive mindset will
help you stay motivated and confident as you continue your
search.

Additional Tips: 

Stay Organized: Keep track of the jobs you’ve applied for and the 
deadlines for each application. 

Be Persistent: Job searching takes time, and rejection is part of the 
process. Don’t get discouraged. 

Celebrate Small Wins: Whether it’s getting an interview or learning 
something new about your industry, take time to acknowledge your 
progress. 

By staying positive, organized, and proactive, you’ll be well-
prepared to find the job that’s the right fit for you! 



Guide: Developing a Strong Work Ethic 
 
A strong work ethic is one of the most valuable qualities you can develop as a 
professional. It demonstrates your commitment, reliability, and determination to 
achieve goals. By cultivating this trait, you'll not only improve your chances of career 
success but also earn the respect and trust of colleagues and employers. Here are some 
key strategies to help you develop a strong work ethic: 
 
1. Be Punctual 
 

• Arriving on time—whether for work, meetings, or deadlines—shows respect for 
others' time and demonstrates reliability. 

• Punctuality sets a positive tone for your day and ensures you're fully prepared 
for the tasks ahead. 

• Being consistently on time fosters trust and responsibility in the workplace. 
 
2. Take Initiative 
 

• Don’t wait for instructions—seek out tasks that need to be done and offer to 
help without being asked. 

• Taking initiative shows that you’re motivated and have a proactive attitude. 
• Be willing to go above and beyond the basic requirements of your job, and look 

for ways to contribute that can make a difference. 
 
3. Stay Focused and Organized 
 

• Effective time management is key to maintaining a strong work ethic. Prioritize 
tasks and stay focused on one task at a time. 

• Break down large projects into manageable steps and set clear goals for each 
day. 

• Keep your workspace clean and organized to help you stay efficient and 
maintain a clear mind. 

 
4. Show Consistency 
 

• Consistency is vital for a strong work ethic. This means completing tasks on 
time, maintaining high standards, and following through on commitments. 

• Whether you're performing simple tasks or handling complex projects, 
consistency builds trust and dependability. 

• Stay committed to delivering quality work, even during challenging 
circumstances. 

 
5. Be Accountable 
 

• Accept responsibility for your actions, both successes and mistakes. 
Accountability shows maturity and self-awareness. 

• If you make an error, acknowledge it and take the necessary steps to correct it. 
• Accountability builds trust with your employer and colleagues, as they know 

they can rely on you to handle tasks with integrity. 



 
6. Be Diligent and Detail-Oriented 
 

• Paying attention to the small details ensures that your work is accurate and of 
high quality. 

• Be thorough and avoid rushing through tasks to get them done. Instead, focus 
on doing things well and putting in the necessary effort. 

• Diligence in your work will lead to better results and will demonstrate your 
commitment to excellence. 

 
7. Maintain a Positive Attitude 
 

• A positive attitude can go a long way in building a strong work ethic. Approach 
each task with enthusiasm, even if it seems difficult. 

• Be willing to face challenges head-on, knowing that setbacks are part of the 
process and opportunities for growth. 

• Positivity helps you stay motivated and makes the work environment more 
enjoyable for both you and your coworkers. 

 
8. Continuously Improve 
 

• A strong work ethic includes commitment to growth. Always look for ways to 
improve your skills, learn new things, and push yourself. 

• Seek feedback from colleagues and supervisors and use it to improve your 
performance. 

• Take advantage of professional development opportunities to advance your 
knowledge and career. 

 
Additional Tips: 
 
Be Reliable: Always meet deadlines and complete your work to the best of your ability. 
 
Develop Resilience: Accept setbacks and challenges as part of the learning process. 
Learn from them and keep pushing forward. 
 
Be a Team Player: Contribute to the success of your team by being cooperative, 
respectful, and helpful to others. 
 
By focusing on these principles and committing yourself to personal and professional 
growth, you can develop a strong work ethic that will set you apart as a reliable and 
effective employee. This mindset will not only help you succeed but will also help you 
earn the respect of others and advance your career. 
 



Guide: Digital Presence 

What is Digital Presence? 

Digital presence refers to the way an individual or company appears online. 
This includes everything from social media profiles to websites, blogs, and 
other forms of online content. A strong digital presence can enhance your 
professional reputation, showcase your skills, and help you connect with others 
in your industry. 

Why is Digital Presence Important? 

Visibility: A strong digital presence allows you to be found by potential 
employers, collaborators, or customers. 

Credibility: A well-maintained online profile can establish you as an authority 
or expert in your field. 

Networking: Online platforms provide opportunities to connect with others, 
both locally and globally. 

Professionalism: Consistent, positive digital interactions reflect your 
professionalism and work ethic. 

Components of a Strong Digital Presence 

Social Media Profiles:  

• Platforms like LinkedIn, Twitter, Facebook, and Instagram play a major
role in how you're seen online. Make sure your profiles are updated,
professional, and showcase your skills and accomplishments.

Personal Website or Blog: 

• A personal website or blog is a great way to showcase your work, resume,
portfolio, and blog posts. It provides a more professional touch and can
set you apart from others in your field.

Online Portfolio: 

• If applicable to your industry (e.g., graphic design, writing, photography),
having an online portfolio can showcase your work in a visually appealing
way.



Search Engine Results: 

• Google yourself regularly to see what others can find about you online.
Ensure that the search results reflect the image and brand you want to
project.

Best Practices for Building and Maintaining a Digital Presence 

Consistency: Ensure your profiles, bio, and information are consistent across 
all platforms. 

Be Professional: Keep your personal and professional lives separate. Avoid 
posting controversial content on professional profiles. 

Update Regularly: Keep your information, achievements, and posts current. 

Engage with Others: Interact with others in your field, share relevant content, 
and participate in discussions. 

Privacy Settings: Review your privacy settings regularly to make sure you are 
comfortable with the amount of information available about you online. 

Positive Content: Share content that reflects your expertise, passion, and 
positive outlook, which can influence how others view you. 

Potential Pitfalls 

Overexposure: While being active online can be beneficial, too much can lead 
to burnout or create a negative impression. Make sure to balance online 
engagement with offline activities. 

Inappropriate Content: Avoid posting or sharing content that could damage 
your reputation, such as political rants or inappropriate photos. 

Inconsistency: Make sure your profiles are up to date. Inconsistent or outdated 
information can make you appear unprofessional. 



Worksheet: Digital Presence 

Instructions: 

Review the information sheet about digital presence. Complete the exercises 
below to assess your current online presence and create a plan for 
improvement. 

Section 1: Self-Assessment: 

What social media platforms do you currently use? (e.g., LinkedIn, Facebook, 
Twitter, Instagram, etc.) 

What is your current approach to online activity? (e.g., I use it mostly for 
socializing, I post professional content, I have a mix of both) 

Have you ever Googled your name to check what comes up? What did you find? 

Are you satisfied with your online image? 

How do you think employers might view your digital presence? 

Do you have any concerns about your online reputation? 

Section 2: Evaluating Your Social Media:  

Look at your social media profiles. Are they professional? 

Would an employer view them as appropriate for your desired career? 
Do you have any posts or content that could be seen as unprofessional or 
inappropriate? 



If so, what steps can you take to address this? 

Section 3: Action Plan: 

Write three actions you can take to improve your digital presence: 

1. 

2. 

3. 

Set a goal to enhance one aspect of your online profile in the next month: 
Example: "I will update my LinkedIn profile to reflect my current skills and 
career goals by the end of the month." 

Goal: 



Guide: Time Management 
 
What is Time Management? 
 
Time management is the process of planning and organizing how to divide your 
time between various activities. Good time management allows you to 
accomplish more in less time, reduce stress, and improve the quality of your 
work. Whether you're balancing school, work, or personal life, effective time 
management is key to maintaining productivity and achieving your goals. 
 
Why is Time Management Important? 
 
Improved Productivity: Proper time management helps you complete tasks 
more efficiently, freeing up time for other important activities. 
 
Reduced Stress: Having a plan for the day and knowing when tasks will be 
completed can help alleviate anxiety. 
 
Better Decision-Making: When you manage your time well, you're able to focus 
on important decisions rather than worrying about deadlines. 
 
Work-Life Balance: Effective time management helps you allocate time for both 
work and personal activities, preventing burnout. 
 

 
Key Time Management Strategies 

 
Set SMART Goals: 
 

• Specific – Clearly define your goals. 
• Measurable – Ensure you can track progress. 
• Achievable – Make sure the goals are realistic. 
• Relevant – Align them with your values or objectives. 
• Time-Bound – Set a clear deadline. 

 
Prioritize Tasks: Use tools like the Eisenhower Matrix to distinguish between 
tasks that are important vs. urgent. Focus on high-priority tasks first. 

 
Create a Daily Schedule: Organize your day by creating a to-do list or using 
time-blocking techniques. Schedule specific times for each task to stay focused. 
 
Avoid Multitasking: Studies show that multitasking reduces productivity. 
Focus on one task at a time to achieve better results. 
 

https://sps.columbia.edu/sites/default/files/2023-08/Eisenhower%20Matrix.pdf


Take Breaks: Avoid burnout by taking short breaks throughout the day. 
Techniques like the Pomodoro Technique (25 minutes of work followed by a 5-
minute break) can improve focus. 
 
Learn to Say No: Don't take on more than you can handle. Politely decline tasks 
or commitments that don't align with your priorities. 
 
Delegate Tasks: If you're working in a team, delegate tasks to others to free up 
your time for higher-priority responsibilities. 
 

 
Time Management Tools 

 
Digital Calendars: Tools like Google Calendar or Outlook can help you schedule 
tasks and set reminders. 
 
To-Do Lists: Use apps like Todoist, Trello, or Microsoft To-Do to keep track of 
tasks and progress. 
 
Time-Tracking Apps: Apps like RescueTime or Toggl can help you monitor 
how you spend your time, giving you insight into areas that need improvement. 
 

 
 

Common Time Management Challenges 
 
Procrastination: Putting tasks off can cause unnecessary stress. Break tasks 
into smaller parts to make them less overwhelming. 
 
Overcommitting: Saying yes to too many things can result in burnout. Make 
sure you assess your capacity before taking on new commitments. 
 
Distractions: Limit distractions by turning off notifications or setting aside 
specific time to check emails or social media. 
 
Poor Planning: Without a clear plan, it's easy to waste time. Prioritize and 
organize tasks effectively. 
 

https://www.todoist.com/
https://www.microsoft.com/en-us/microsoft-365/outlook/email-and-calendar-software-microsoft-outlook
https://calendar.google.com/
https://www.rescuetime.com/
https://toggl.com/
https://trello.com/
https://www.csuohio.edu/sites/default/files/The%20Pomodoro%20Technique.pdf
https://to-do.office.com/tasks/


Worksheet: Time Management 
 
Instructions: 
 
Review the information sheet about time management. Complete the exercises 
below to assess your current time management habits and create a plan to 
improve. 
 
Section 1: Self-Assessment:  
 
How do you currently manage your time? 
 
 
 
Do you use a schedule or planner? 
 
 
 
How often do you feel rushed or stressed due to time constraints? 
 
 
 
Identify your biggest time management challenges: (e.g., procrastination, 
overcommitting, distractions, lack of planning, etc.) 
 
 
 
Do you find it easy to prioritize tasks? Explain why or why not. 
 
 
 
 
Section 2: Time Audit:  
 
For the next week, track how you spend your time each day. Use a notebook, 
app, or printable time-tracking sheet to record your daily activities. At the end 
of the week, review your time log and answer the following questions: 
 
What tasks took up the most time? 
 
 
 
 
Were those tasks productive or were they distractions? 
 



 
Did you spend too much time on low-priority tasks? 
 
 
 
 
Based on your time audit, write down three changes you can make to improve 
your time management:  
 
1. 
 
 
 
2. 
 
 
 
3. 



Guide: Professional Etiquette and Communication in the Workplace 
 

Professional Etiquette 
 
Professional etiquette is essential in any workplace because it helps create a positive 
and respectful work environment. It involves behaviors that foster productivity, 
respect, and collaboration. Here are some key components: 
 
Respect for Others: 
 

• Treat everyone with respect regardless of their role or position. 
• Show appreciation for others’ ideas and contributions. 

 
Punctuality: 
 

• Always be on time for work, meetings, and appointments. 
• If you’re going to be late, notify the relevant person as soon as possible. 

 
Proper Attire: 
 

• Dress appropriately for your role and industry. 
• Follow the company’s dress code, whether it’s business formal, business casual, 

or casual. 
 
Positive Attitude: 
 

• Maintain a positive and proactive attitude. 
• Be solution-oriented and willing to work with others to solve problems. 

 
Professional Language: 
 

• Use respectful, professional language in conversations, emails, and meetings. 
• Avoid inappropriate slang, and be mindful of tone and body language. 

 
Confidentiality: 
 

• Maintain confidentiality and respect privacy both in and outside the workplace. 
• Never share sensitive company information or personal details of coworkers 

without permission. 
 
Collaboration: 
 

• Work well with others. Share ideas, be open to feedback, and help where needed. 
• Practice good listening skills, and avoid interrupting others during discussions. 

 
Workplace Etiquette in Digital Communication: 
 

• Respond to emails promptly and professionally. 



• Ensure that digital communication (e.g., emails, chats) is clear, respectful, and 
free of errors. 

 
 

Effective Communication in the Workplace 
 
Clear and respectful communication is key to effective collaboration and achieving 
workplace goals. Here are some strategies: 
 
Listen Actively: 
 

• Pay attention to the speaker and show interest. 
• Avoid distractions and ask clarifying questions when needed. 

 
Be Clear and Concise: 
 

• Avoid jargon or overly complex language. 
• Ensure your messages are clear, and double-check for clarity before sending 

important communications. 
 
Non-Verbal Communication: 
 

• Be aware of your body language, facial expressions, and gestures. These can 
often communicate more than words. 

• Make eye contact and have an open posture to show engagement. 
 
Use the Right Medium: 
 

• Choose the appropriate platform for communication, such as email for formal 
messages, phone for quick clarifications, or meetings for detailed discussions. 

 
Feedback: 
 

• Accept feedback graciously and use it for improvement. 
• Provide constructive feedback to others in a respectful manner. 

 
Respecting Boundaries: 
 

• Be mindful of others’ time and workload. 
• Avoid interrupting or over-communicating during busy periods. 

 



Guide: Diversity, Equity, and Inclusion in the Workplace 
 
What is Diversity, Equity, and Inclusion (DEI)? 
 
Diversity, equity, and inclusion are fundamental components of a healthy 
workplace environment. They help create an atmosphere where everyone feels 
valued, respected, and given equal opportunities for success. 
 
Diversity: 
 
Refers to the presence of differences within a given setting. This can include 
differences in race, ethnicity, gender, sexual orientation, age, physical abilities, 
religion, socioeconomic status, and more. A diverse workforce brings a variety 
of perspectives, which can lead to more creativity, innovation, and better 
problem-solving. 
 
Equity: 
 
Refers to fairness and justice in treatment, opportunities, and advancement for 
all employees. It involves recognizing and addressing barriers that might 
prevent some individuals or groups from succeeding. Equity ensures that 
everyone has access to the resources they need to succeed, regardless of their 
background or identity. 
 
Inclusion: 
 
Involves creating a work environment where all employees feel welcomed, 
respected, and supported. It’s about ensuring that people from diverse 
backgrounds are not only present but are actively involved in decision-making, 
leadership, and growth opportunities. Inclusion creates a culture where 
everyone can contribute and thrive. 
 

Why is DEI Important? 
 
Improves Team Performance: 
 
Diverse teams bring a wide range of ideas, experiences, and perspectives that 
help solve problems creatively and effectively. 
 
Boosts Innovation: 
 
A diverse workforce is better equipped to come up with innovative ideas and 
solutions. Different viewpoints lead to new ways of thinking. 
 
 



Promotes Fairness and Justice: 
 
When employees feel like they have equal opportunities to grow and advance, it 
fosters a sense of fairness and trust in the workplace. 
 
Enhances Company Reputation: 
 
Companies that prioritize DEI are seen as more progressive and inclusive, 
which can attract top talent and loyal customers. 
 
Legal and Ethical Responsibility: 
 
Promoting DEI helps businesses comply with anti-discrimination laws and 
ethical business practices. 
 

How to Foster DEI in the Workplace 
 
Recognize and Challenge Bias: 
 
Everyone has unconscious biases, which can influence hiring, promotions, and 
daily interactions. It’s important to recognize these biases and actively work to 
challenge them. 
 
Offer Equal Opportunities for Growth: 
 
Ensure that all employees have access to training, mentorship, and promotional 
opportunities. This allows people to develop and grow based on their skills, not 
their background. 
 
Support Diverse Hiring Practices: 
 
Implement hiring practices that encourage the inclusion of people from diverse 
backgrounds. This can include blind resume screenings, diverse interview 
panels, and outreach to underrepresented communities. 
 
Create an Inclusive Culture: 
 
Encourage a work culture where differences are celebrated. This can be done 
through team-building activities, employee resource groups, and open 
discussions about diversity issues. 
 
Encourage Open Communication: 
 
Foster an environment where employees feel safe discussing DEI issues and 
offering suggestions for improvement.  



Guide: Conflict Resolution in the Workplace 

What is Conflict Resolution? 

Conflict resolution is the process of resolving a disagreement or dispute in a way that 
is peaceful, fair, and constructive. In the workplace, conflicts can arise due to 
differences in opinions, work styles, values, or misunderstandings. Effective conflict 
resolution is essential to maintaining a positive and productive work environment. 

Why is Conflict Resolution Important? 

Promotes a Healthy Work Environment: Proper conflict resolution helps reduce 
workplace tension and ensures that employees can focus on their tasks without 
ongoing disputes affecting their productivity. 

Improves Communication: Addressing conflicts in a respectful and constructive 
manner enhances communication skills among colleagues, leading to better 
collaboration. 

Enhances Teamwork: Effective conflict resolution helps build trust and cooperation, 
which are vital for successful teamwork and achieving company goals. 

Prevents Escalation: Addressing conflicts early can prevent them from escalating into 
more serious issues that could affect relationships or even the organization's overall 
performance. 

Increases Job Satisfaction: When employees know that conflicts are handled fairly and 
professionally, they are more likely to feel valued and satisfied in their work 
environment. 
Steps to Resolve Conflicts Effectively: 

Listen Actively: Allow all parties involved to express their thoughts and concerns 
without interrupting. Show empathy and try to understand their perspective. 

Identify the Problem: Clearly define the issue causing the conflict. Often, 
misunderstandings or miscommunications are at the root of the conflict. 

Find Common Ground: Look for areas of agreement or common goals that can be used 
as a foundation for resolving the conflict. This can help reduce defensiveness and 
promote cooperation. 

Consider Solutions: Work with the other person(s) to brainstorm potential solutions 
that are fair and mutually beneficial. 

Agree on a Solution: Once a solution has been agreed upon, ensure that all parties are 
committed to it. Make sure everyone knows their responsibilities and any next steps. 



Follow Up: After the conflict is resolved, check in to ensure that the solution is 
working and that no further issues have arisen. This helps ensure that the resolution is 
long-lasting. 

Types of Conflict in the Workplace 

Interpersonal Conflict: Occurs between individuals who have differing personalities, 
communication styles, or work preferences. 

Team Conflict: Arises when there are disagreements or lack of cooperation within a 
team, affecting its ability to work effectively. 

Organizational Conflict: Occurs due to policies, processes, or management decisions 
that create tension among employees or departments. 

Role Conflict: Happens when employees feel that their roles and responsibilities are 
unclear or conflicting with others’ roles. 

Conflict Resolution Techniques 

Mediation: A neutral third party helps facilitate communication and problem-solving 
between the parties involved in the conflict. 

Collaboration: Both parties work together to find a solution that satisfies everyone’s 
needs and concerns. 

Negotiation: The parties involved directly discuss the issue and make compromises to 
reach an agreement. 

Compromise: Both parties give up something in order to find a middle ground 
solution. 

Accommodation: One party may choose to give in to the other’s preferences to 
preserve the relationship or avoid further conflict. 



Guide: Networking and Cultivating Relationships in the Workplace 

What is Networking? 

Networking is the process of building and nurturing professional relationships with 
others in your field or industry. It involves connecting with people, sharing knowledge, 
and supporting one another’s growth and success. In the workplace, effective 
networking can provide opportunities for career advancement, personal growth, and 
job satisfaction. 

Why is Networking Important? 

Expands Career Opportunities: 

Networking can help you learn about new job openings, career paths, or opportunities 
that may not be advertised publicly. 

Increases Knowledge and Skills: 

By engaging with colleagues and professionals from different backgrounds, you gain 
valuable insights, skills, and experiences that can help you grow in your role. 

Provides Mentorship and Support: 

Building relationships with experienced individuals in your industry can provide 
guidance and mentorship, helping you navigate challenges in your career. 

Strengthens Professional Reputation: 

Cultivating relationships with others enhances your professional reputation, which can 
lead to more trust and respect from your peers and managers. 

Facilitates Collaboration: 

Networking fosters a collaborative work environment, where colleagues are more likely 
to work together and share resources, leading to better team performance. 

Tips for Effective Networking 

Be Genuine: 

Focus on building real relationships rather than just seeking out opportunities for 
personal gain. Be sincere in your interactions. 

Attend Industry Events: 

Participate in conferences, workshops, or networking events to meet people in your 
industry and stay up-to-date with industry trends. 



Utilize Social Media: 

LinkedIn, Twitter, and other platforms can be valuable tools for connecting with 
professionals, joining groups, and participating in discussions relevant to your field. 

Engage in Meaningful Conversations: 

Take the time to listen and learn from others. Engaging in authentic conversations 
helps strengthen your relationships and shows that you value their input. 

Follow Up: 

After meeting someone new, send a follow-up message or email to maintain the 
connection. Mention something specific from your conversation to make it more 
personal. 

Offer Help: 

Be open to offering support or advice when you can. Cultivating relationships is a 
two-way street, and offering help can strengthen bonds with others. 

Build Trust: 

Trust is the foundation of any strong relationship. Always follow through on promises, 
be transparent, and respect others' opinions and time. 

Be Approachable: 

Foster an open and friendly environment by being approachable, receptive to feedback, 
and willing to engage with others. 

Collaborate and Support Others: 

Help colleagues when they need it and be open to collaborating on projects. 
Supporting others fosters a sense of camaraderie and mutual respect. 

Show Appreciation: 

Regularly express gratitude and appreciation for the contributions of your colleagues. 
Small gestures of appreciation can go a long way in building positive relationships. 

Maintain Professional Boundaries: 

While it’s important to cultivate relationships, it’s also essential to maintain 
professionalism. Respect personal boundaries and be mindful of workplace dynamics. 

Cultivating Relationships in the Workplace 
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Other Programs Offered by The Foundation 

Pennsylvania Free Enterprise Week (PFEW) 

PFEW is an award-winning week-long summer economics education  
program offered to all current high school sophomores and juniors  
throughout Pennsylvania. It is an exciting, team-based program that  
teaches students to understand and celebrate the American free  
enterprise system by introducing them to the inner workings of  
modern 21st century business. PFEW helps students develop critical  
skills in communication, leadership, time management, problem  
solving and team building all while improving their self-esteem and  
confidence. The PFEW program provides students with opportunities  
to assess interests, build skills, and identify and explore careers in an 
interactive, hands-on setting. Interested students can pick up an  
application at the high school or apply online at www.pfew.org.  

For more information, visit www.pfew.org.  

Stock Market GameTM (SMG) 

SMG is an exciting program that allows students to experience the thrill  
of investing without all the risk of losing real money. Students get 
$100,000 of virtual cash that they can use to invest in stocks, bonds, etc. 
They are in control of their fortune and compete with other teams from 
their region and across the state. They learn what it means to work as a 
team as they, together, rejoice in their successes and learn from their 
mistakes. Through the Stock Market Game, they gain a fundamental 
understanding of investing and how you can make your money work for 
you!  

For more information, visit https://pfew.org/SMG.php. 

Follow Us On Social Media: 

• www.facebook.com/FoundationFEE

• www.facebook.com/PFEW1

• www.twitter.com/pfew_org

• www.instagram.com/pfew_org

• www.youtube.com/user/PAFreeEnterpriseWeek

http://www.pfew.org/
http://www.facebook.com/PFEW1
http://www.instagram.com/pfew_org
http://www.youtube.com/user/PAFreeEnterpriseWeek
https://pfew.org/SMG.php
http://www.twitter.com/pfew_org
http://www.facebook.com/FoundationFEE
http://www.pfew.org/
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