Career Development Services
Hours: Monday-Thursday 8am-5pm
ˇridays: 8am-noon (closed ˇridays June & July)
Lawrence A. Bertolini Student Center, Third ˇloor
careerdevelopmentservices.santarosa.edu
(707) 527-4941

Preparing for Employment

Step 1:
»» Self Assessment

Psychological Conditions
▪▪ Working independently or with others

You have a unique set of strengths and abilities. A great
way to discover more about where you would be happiest
in your professional life is to let your imagination guide
you.

▪▪ Working with the public

ЋЋ Write or explain what you would love to do for a
living.

▪▪ Working with minimal direction

ЋЋ Write a creative job title for your dream job.

▪▪ Opportunity to be recognized for your work

ЋЋ Describe your workday, surroundings, and the
different kinds of people you would work with at
your dream job.

▪▪ Have a job with benefits & job security

ЋЋ State the money and benefits you would want to
earn.

▪▪ Heavy labor

ЋЋ Make a skills profile of your strengths and skills.
When the list is completed, describe your experience
using these strengths.

▪▪ Standing all day

ЋЋ Identify accomplishments you achieved in your
previous work, school or volunteer activities.

▪▪ Odd work hours

ЋЋ Assess how you feel about your current job. When
people ask you what you do, what do you tell them?
Is your answer positive or negative?
ЋЋ Compare your wants and needs in a job. Have they
changed over time?
ЋЋ Determine what kind of job you are looking for.
When you look in the classified ads, what titles
attract you? List any jobs you’d like, but haven’t
looked into because you think you aren’t qualified.
You may be surprised and find that you are qualified!

▪▪ A job with a variety of tasks
▪▪ Working with direction and structure
▪▪ Opportunity for career advancement

Physical Conditions
▪▪ Sedentary work
▪▪ Traveling
▪▪ Outdoor work
▪▪ Driving

Work Environment
▪▪ Favorable conditions in a normal office setting
▪▪ Exposure to objectionable conditions such as a
▪▪ confined, noisy, or dirty location
▪▪ Exposure to hazardous materials
▪▪ Access to natural lighting
▪▪ Working in a very busy environment
▪▪ Working in a slow paced/quiet environment
▪▪ Working in a cubicle

ЋЋ Ask yourself what type of working conditions you
are willing to accept. Consider these:
The Sonoma County Junior College District does not discriminate on the basis of race, religious creed, color, national origin, ancestry, ethnic group identification, physical disability, mental disability,
medical condition, genetic condition, marital status, sex, gender, gender identity, gender expression, genetic information or sexual orientation in any of its policies, procedures or practices; nor does
the District discriminate against any employees or applicants for employment on the basis of their age. This non-discrimination policy covers admission, access and treatment in District programs and
activities - including but not limited to academic admissions, financial aid, education services and athletics - and application for District employment.

Step 2:
»» Beginning the Job Search

Step 4:
»» Planning for the Job Interview

ЋЋ Make a list of possible jobs using the information
you have learned to compile this list. Next, list
different types of employers in this industry.

ЋЋ Visit the SRJC Career Center to see books, videos,
handouts and computer programs with helpful
information about interviewing.

ЋЋ Networking is one of the most powerful ways to
take action in your job search. Tell the people in your
life what kind of job you are looking for, and ask if
they know of anyone who is hiring in that field, or
anyone you can talk to who works in that field.

ЋЋ Have someone practice interviewing techniques with
you.

ЋЋ Conduct informational interviews to find out more
about specific positions in your preferred industry.
Informational Interviews allow you to investigate
whether the kind of job you are looking for is really
right for you. (See Career Center handout for more
information on Informational Interviews.)
ЋЋ Identify companies you would like to work for.
You can do this by searching online, reading the
classified ads in local or other newspapers, going to
government agencies, looking up employer names
in the yellow pages, or making use of the Career
Center library reference materials.

ЋЋ Research the company you are interviewing with
ЋЋ Prepare questions to ask prospective employer at
interview.
ЋЋ Bring multiple copies of your resume and references,
and dress for success.

»» Skills to Practice:
ЋЋ Verbal communication skills (ability to articulate
your experience clearly)
ЋЋ Non-verbal communication (eye contact, firm
handshake, listening skills, etc.)
ЋЋ Discussing your accomplishments and skills
ЋЋ Completing job applications

Step 3:
»» Developing a Resume and Cover
Letter
ЋЋ See Career Center handout on resume/cover letter
writing
ЋЋ Go to the SRJC Virtual Career Center online for
resources on resume writing.
ЋЋ If you have identified job openings at companies
you would like to apply for, it is time to tailor your
resume and write cover letters for each job opening.

ЋЋ Writing a thank you note

