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Welcome
Part I – Identify your strengths and qualifications to match to available jobs









Find a job that fits you!
Whether you are looking for part‐time or full‐time employment, being able to represent
yourself to potential employers as the best, or at least a strong fit for the job you want
gives you the greatest chance of being hired.
It’s worth the time you’ll invest to go through each step, click on any links and complete
each activity because you will use the information you gather in this section in Part II –
Job Search.
The steps are designed to help you narrow your choices and make informed decisions ‐‐‐
based on your individual interests, values, skills, and preferences.
There are 11 steps in Part I, and each step will take 15‐20 minutes to complete. When
you schedule time to complete each step you will be finished in no time!

Part II – Find the right job for you





Explore excellent job search websites to learn more about the job opportunities that
match the skills, traits and qualifications you identified in Part I. Using these sites will
help you find available jobs.
Develop job search tools using the information from Part I.

Part III – Explore new career opportunities




Complete this part only if you find that your current job or career is not a good fit for
you.
You may need additional training or experience to be able to enter the career you select.
Just call or email your GOAL Coach with any questions!
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How to Use This Workbook
To make this a successful job search tool, we recommend:
1. Start at the beginning and go through each step, even if you are already working
in a job you love.
2. Open the workbook on a computer with internet access. Many of the activities
are online, providing you with immediate results!
3. You may want to print the results from activities and save them in your GOAL
Portfolio to refer to later or when working with your GOAL Coach.
4. Before closing a website, return to the workbook and answer any questions.
Remember to save your workbook to your computer or a data drive frequently.
5. Write your results in your printed workbook as you complete each section as
well.

Here’s your step‐by‐step guide to finding employment that fits you!
This workbook is divided into three parts:
Part I – Assessment: Identify your strengths and qualifications to match available jobs
Part II – Job Search: Find the right job for you
Part III – Career Exploration and Education: Explore new career opportunities
The activities in this workbook will help you:
 Find jobs that fit your skills and personality.
 Grow in the company where you currently work.
 Decide whether more education will help you reach your employment goals.
Whenever you see this icon, there is an online activity to complete before
continuing. To do the activity you will need to be on a computer with internet
access. Using your mouse, roll over Click Here, hold the Ctrl button down and click
the mouse to go to the activity.
Call or email your GOAL Coach as you complete each part of this workbook. Your
GOAL Coach is available to answer questions, discuss the results of the activities, and
provide additional resources, including activities that do not require the internet.
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Part I – Assessment

Identify your
strengths and
qualifications to
match available
jobs!

Target Completion Date:
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Are you receiving Social Security Disability Benefits (SSI or SSDI)?
If you are, the Vocational Rehabilitation Program is a great
resource. Click Here to find the office closest to you or call 800299-1647 and ask about their employment supports and services.
Granite State Independent Living is another valuable resource.
Click Here to find them online or call 603-228-9680.
Both agencies can help you develop an employment plan; help
with job search and placement supports; and help you understand
how working may affect your SSI or SSDI benefits.
Contact your GOAL Coach for more information. Click Here to learn
about Social Security’s Ticket to Work Program.

Many people wonder, “What is the difference between a job and a career?” Often used
interchangeably, a career is a job or a series of jobs that support the goals of a person,
while a job is work that is done primarily to have money to support a lifestyle and/or
family.
Click Here to read more about the differences between a job, a career, and a
calling and see which one applies to your current employment. Knowing this
can help you create greater satisfaction in your current job as well guide your
search for a job that fits you.
Complete the following assessments to help you identify the best job/career fit for you.
Even if you are currently employed, complete these assessments. The results can help
you find a better job, improve your resume, plan for an interview, and help you advance
at your current job.
There are no right or wrong answers, so answer honestly. Your first thought is usually
the truest so don’t spend a lot of time thinking about your answers. We’ll go over your
results on our next coach call and talk about how to use this information to find work
that fits you. Follow the links and have fun!
Please be aware: there is no need to purchase a profile or anything else on these
websites.
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Step 1 – Executive Skills and Learning Style
WHAT ARE EXECUTIVE SKILLS?
Executive skills are a set of brain-based skills that make it possible for us to choose our goals
and then guide our behavior in a way that will empower us to reach our goals. They also help
us to avoid the behaviors that will derail our progress. There are twelve skills, but we can
think of them in three clusters:
 Skills we use to get things done,
 Skills we use to organize and plan, and
 Skills that determine how we react to things.
Everyone uses these skills on a daily basis, and understanding them will enable you to
identify your strengths and grow in any areas of weakness in order to achieve success.
Click Here to take the Executive Skills Profile.
Click Here for the Executive Skills Profile Score Sheet.
Click Here for the definitions of Executive Skills.
Your coach will work with you to complete this profile questionnaire and discuss any
questions.
Do you experience difficulties learning?
There are several organizations that provide information and resources for
adults who have, or may have, a learning disability (LD):
Click Here for the National Center for Learning Disabilities
Click Here for the Learning Disabilities Association of America
Click Here for LD Online
Understanding your learning style can help you work smarter. VARK is a questionnaire that
provides users with a profile of the ways they take in and give out information. Your VARK
preferences can be used to help you develop effective strategies for learning and for
improving your communication skills.
Click Here and complete the VARK Questionnaire. Click on the button by Helpsheets
on the upper left-hand side of the web page after you’ve finished the VARK
assessment to find learning strategies that fit your style(s).
Click in the boxes below to enter your scores for the VARK questionnaire.
Visual

Kinesthetic

Auditory

Read/Write

Step 2 – My Strengths and Passions
Ask yourself the following questions:
 What am I good at—what are my strengths?
 What am I interested in—what are my hobbies?
 Which subjects in school did I excel in?
 What unique skills do I have that family and friends notice in me?
For example: “I’m a really talented guitar player, and I’ve always dreamed of making it
big someday. During my junior and senior years in high school I led the school band
during practice and performances. Friends and family are always asking me to perform
at events and have even asked me to teach their children how to play.”
This hobby, strength and passion may provide this individual with a natural ability to
work as a music educator, audio engineer, etc. Now it’s your turn. Below list five things
you feel you are good at and have a passion for.

1.

2.

3.

4.
5.
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Step 3 – My Personality and Careers
Click Here to find out what jobs are a good fit for you. Take this free
personality test designed to identify your four-letter personality type. Once
you submit your answers you’ll get your four letter type.

Record your 4-letter personality type here: Click here to enter text.

Click Here, scroll to the bottom of this site for a list of four letter personality
types, click into your type, a list of careers suited for people with your
personality type will appear. Print out the results or save to your data drive.
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Step 4 – My Interests

Click Here, to take the O*NET Interest Profiler. It will help you find out
what your interests are and how they relate to the world of work. You’ll be
able to find careers/jobs that fit what you like to do. The results will give
you your score for each of the following areas. Below, record your results.








Artistic
Social
Investigative
Realistic
Conventional
Enterprising

.

Next, you will be directed to pick a job zone.
This section refers to how much job preparation you’d like to do.

Lastly, a list of potential jobs based on your interests and amount of job preparation
will be generated for you to explore.
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Step 5 – My Core Values
Understanding what you value, what your core values are, will make it easier for you to
decide the type of job you really want. You can think of them as the foundation for
employment as well as other life decisions you make.
“We all have them…but have you actually defined them? Values are who you are, not
who you think you should be in order to fit in.” ~ Debra Smouse, Life Coach
Click Here to find a brief overview of what values are and then complete
the 6-Step activity to define what your current life values are!
Notes to self:
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Step 6 – My Traits
Character traits define your personality, your underlying values and your beliefs. In the table
below, review the lists of traits. Check the box if you consider the trait to be one of your
strengths or one of your weaknesses.
Trait

Strength

Weakness

Trait

Strength

Adapt well to change

Honest / Sincere

Can-do attitude

Intelligent

Conscientious

Investigative

Considerate

Inquisitive

Cooperative

Learn quickly

Courteous

Mature

Creative

Mentally strong

Detail oriented

Neat and well groomed

Dependable

Neat in work habits

Determined

Outgoing

Discreet

Patient

Eager to work

Persistent

Empathetic

Physically strong

Enthusiastic

Positive attitude

Friendly

Punctual

Good communicator

Responsible

Good listener

Self-confident

Good memory

Self-Motivated

Good natured

Tactful

Hard working

Tolerant of differences

High stress tolerance

Trustworthy
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Step 7 – My Transferable Skills
Unlike job-related skills, which tend to be used only in one type of work, transferable skills are
skills that can be used in every occupation. Review the lists of transferable skills below. Check
the box next to the skills you consider yourself good at and those you enjoy doing
Skill

Good
At

Enjoy
Doing

Skill

Analyze/compare data

Research

Assemble products

Run meetings

Audit records

Handle complaints

Budget money

Handle equipment

Build/construct

Inspect products

Calculate numbers

Install equipment

Check for accuracy

Inventory items

Collect/calculate money

Lead others

Compile/record data

Manage people

Complete tasks

Meet deadlines

Coordinate activities

Mentor others

Copy information

Negotiate

Customer service

Order items

Cut costs

Organize

Delegate tasks

Schedule

Design

Sell

Distribute items

Set goals

Driving

Set up equipment

Edit copy

Sew

Eye/hand coordination

Sketch/illustrate

File Records

Sort items

Fix/repair

Plan ahead

Follow directions

Think logically

Gather information

Track progress

Paint

Train/teach

Problem solve

Translate

Public speaking

Raise Money
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Other Skills/Traits:
Check the box for each statement that is true for you.
Strong; not afraid of heavy, dirty work.
Considered a careful, steady, efficient worker.
Always take pride in a job well done.
Work well as part of a team.
Gain great pleasure from real accomplishments on the job.
Always look for ways to work smarter and more efficiently.
Capable of thoroughly thinking things through to solve problems.
Always take a personal interest in my work.
Hope to continue my education through part-time studies as work permits.
Like to be assigned challenging jobs where I can take pride in the results of my work.
Invest intensity and motivation in whatever projects I undertake.
Willing to learn new tasks and capable of completing them efficiently.
Take the initiative to ensure that everything required to do the job gets done, and then
some.
Capable of completing work assignments without constant supervision.
Now that you’ve identified your transferable skills and traits, choose four you feel you do best
and record them on the following page. Then develop them into a statement you can share
about yourself at an interview. See the box on the next page for sample statements with
examples and connections to specific jobs.
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SAMPLE STATEMENTS
Skill #1: Meet deadlines
Statement: “I can meet deadlines.”
Example: “While in school, I rarely missed a due date on an assignment.”
Connection: “If I was able to meet deadlines in school, I will also be able to meet your work deadlines and
quotas.”
Skill #2: Budget money
Statement: “I can keep financial records.”
Example: “As a full-time homemaker I handled all of the family money, including savings and checking,
without ever bouncing a check or failing to pay a bill on time.”
Connection: “If I could handle the family finances so well for twenty years, while taking care of all of the other
household chores at the same time, I could be a good account clerk for you.”
Skill #3: Organized
Statement: “I am a well-organized person.”
Example: “At my last job I had six bosses. I had to organize my time and set priorities to get the job done to
everyone’s satisfaction.”
Connection: “If I could handle that confusion, I’m sure I’ll be able to deal with the organizational demands of
this job.”
Skill #4: Train/teach
Statement: “I’m a good explainer.”
Example: “Whenever anyone at work had trouble understanding a procedure, they came to me for an
explanation.”
Connection: “I can learn quickly, train new workers, and help others.”
Adapted from the Wisconsin Job Center Transferrable Skills Publication, www.wisconsinjobcenter.org (5/2014)

10 | P a r t I - A s s e s s m e n t

NHHFA 2014

My Top Four Skills/Traits
Skill/Trait #1:
Statement:
Example:
Connection:

Skill/Trait #2:
Statement:
Example:
Connection:

Skill/Trait #3:
Statement:
Example:
Connection:

Skill/Trait #4:
Statement:
Example:
Connection:
Notes:
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Step 8 – My Challenges to Employment
This section identifies challenges to employment and the resources to help you move more
easily and confidently beyond those challenges and toward your job and career goals. Check the
box that fits most of the time. If the question doesn’t apply to you at all, choose NA.
CHALLENGES
Personal & Financial

YES

NO

NA

I need reliable transportation to and from work or job search activities.
I need a current driver’s license.
I need insurance for my vehicle.
I need childcare for employment and/or job search activities.
I need more money for basic needs, such as food, clothing, medication, utilities, etc.
I need to look for another place to live.
I need access to affordable healthcare for myself and my family.
I have bad or no credit.
Legal

YES

NO

NA

YES

NO

NA

I have been convicted of a misdemeanor crime other than traffic violations.
I have been convicted of a felony crime.
I am currently involved with bankruptcy court or have been in the past.
I have a dishonorable discharge from the military.
I am having a difficult time making payments on a child support order.
I am concerned about employment discrimination based on gender, race, religion,
age,sexual orientation, national origin, or other:
Emotional, Mental & Physical
I am concerned about my physical fitness, my weight, and/or my appearance.
I, or an immediate family member, have a serious physical or mental health issue.
I have depression, low self-esteem, a lack of energy and/or a lack of motivation.
Drug and/or alcohol use has caused problems for me.
Domestic violence is present in my household.
I have learning challenges.
I have applied for Social Security Disability benefits.
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Training & Work Experience

YES

NO

NA

YES

NO

NA

I need help with reading and/or math skills.
I need help with speaking, reading, or writing English.
I have little or no work experience.
I have been fired from a job.
I have been laid off from a job in the last 12 months.
Job Seeking Knowledge & Preparedness
I need help listing my personal strengths and weaknesses.
I need a resume.
I need computer skills to find and apply for jobs on the internet.
I need help completing job applications online with attachments.
I could use some help with my interviewing skills.
I need to get references to include on a job application.
I need additional skills for the work I want to do.
I need a job referral network list.

Step 9 – My Solutions to Challenges
Choose your top four employment challenges and brainstorm solutions below. Call your GOAL
Coach for help.
Challenge #1:
Possible Solutions:

Resources Needed:

Family and Friends Who Can Help:

Agencies That Can Help:
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Challenge #2:
Possible Solutions:

Resources Needed:

Family and Friends Who Can Help:

Agencies That Can Help:

Challenge #3:
Possible Solutions:

Resources Needed:

Family and Friends Who Can Help:

Agencies That Can Help:

Challenge #4:
Possible Solutions:

Resources Needed:

Family and Friends Who Can Help:

Agencies That Can Help:
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Step 10 – My Education
Fill in the following information to be prepared when you apply for jobs or use the NH Works
Job Match System.
What is your level of education? Check all that apply.
I do not have my High School Diploma/GED-HiSET
I have my High School Diploma/GED-HiSET
Community College/Trade School
College
Name of High School:
City:
State:
Graduated:

Yes

No

GED/HiSet

If you earned your GED/HiSet other than at the high school above:
Location:
City:
State:
1. Name of Training Program or College:
City:
State:
Courses included:
Graduated:

Yes

No

Degree Received

Dates Attended:
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2. Name of Training Program or College:
City:
State:
Courses included:
Graduated:

Yes

No

Degree Received

Dates Attended:
3. Name of Training Program or College:
City:
State:
Courses included:
Graduated:

Yes

No

Degree Received

Dates Attended:

Notes:
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Step 11 – My Work Experience
Fill in the following information to be prepared when you apply for jobs or use the NH Works
Job Match System.
List your most recent job first:
1. Job Title:
Company:
City:

State:

Name of supervisor:
Starting rate of pay or salary:

Phone #:
Ending rate of pay or salary:

Skills/Work Performed (Please be SPECIFIC and DETAILED):

Dates of employment (month, year)

From:

To:

2. Job Title:
Company:
City:

State:

Name of supervisor:
Starting rate of pay or salary:

Phone #:
Ending rate of pay or salary:

Skills/Work Performed (Please be SPECIFIC and DETAILED):

Dates of employment (month, year)

From:

To:

3. Job Title:
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Company:
City:

State:

Name of supervisor:
Starting rate of pay or salary:

Phone #:
Ending rate of pay or salary:

Skills/Work Performed (Please be SPECIFIC and DETAILED):

Dates of employment (month, year)

From:

To:

4. Job Title:
Company:
City:

State:

Name of supervisor:
Starting rate of pay or salary:

Phone #:
Ending rate of pay or salary:

Skills/Work Performed (Please be SPECIFIC and DETAILED):

Dates of employment (month, year)

From:

To:

Notes to Self:
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Step 12 – My Volunteer Experience
Fill in the following information to be prepared when you apply for jobs.
1. Name of agency:
Agency address:
Name of supervisor:
Dates of service (month, year)

Phone #:
From:

To:

2. Name of agency:
Agency address:
Name of supervisor:
Dates of service (month, year)

Phone #:
From:

To:

3. Name of agency:
Agency address:
Name of supervisor:
Dates of service (month, year)

Phone #:
From:

To:

Step 13 – My Certifications, Licenses & Professional Organizations
Fill in the following information to be prepared when you apply for jobs.
1. Name of Certifying Organization:
Certification:

Date(s) Valid:

2. Name of Licencing Organization:
License Name (Number if applicable):

Date(s) Valid:

3. Name of Professional Organization:
Position (member, officer):

Date(s):

4. Name of Professional Organization:
Position (member, officer):
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