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Getting a Job:
Make it work for you

Where are the jobs? What are your skills? Do you need a resume? Whether 
you’re searching for a summer job or planning to enter the labor market right after 
high school, looking for work is hard work. Knowing where to look and how to 
present yourself can help you land a better job.

The Right Job 
Besides earning money and learning good work habits, use your 
first few jobs to find out what tasks you like to do—and what 
you don’t. Take the time to explore what interests you. 

One good method is the “informational interview.” Many 
businesspeople who may not have current job openings are 
willing to chat briefly with young job seekers. Call and ask if 
they have a few minutes to give you information about their 
field. Don’t ask about job openings. Ask how they got their start 
in the field or what a typical day is like. Leave a resume and ask 
for names of others who might be helpful. You’ll gain 
interviewing experience, contacts, and possibly a job lead. 
Always mail a handwritten thank-you note.

Finding Openings
The best way to find a job is to ask family, friends, and 
acquaintances for leads. It’s called networking. Everyone you 
meet is a potential source of information about a job—now or in 
the future. Other resources include:
· “Help Wanted” Signs: Walk around town or the mall and apply 

in person. Dress appropriately and be ready for an 
on-the-spot interview and application.

· Newspapers and the Internet: Your local newspaper carries help-
wanted ads every day. On the Internet, you can find job post-
ings and post your resume.

· Placement Agencies: Free state-run employment services match 
qualifications with available jobs. Private placement com-
panies charge applicants or employers; ask who pays before 
signing up.

· Start Your Own Business: Teenagers start businesses every day. 
Not all teen businesses are financially successful, but they all 
provide invaluable experience that impresses college admis-
sions officers and potential employers.

Eighty percent of jobs are 
never  advertised in newspa-
pers or online. Three-fourths 
of all  employees fi nd their 
jobs through networking.

Tip Be the Boss 
 For ideas and advice for teen 
entrepreneurs (people who 
own their own businesses), 
check out the Web sites of the 
Small Business Administration 
(www.sba.org) and Junior 
Achievement (www.ja.org).

ETT_EM_R1_R33_FinHndbk.indd   R20 2/2/10   10:01:37 AM



Personal Finance H
andbook

Your Resume

Getting in the Door
For some jobs, like retail sales, you’ll see a sign in the window 
and can simply walk in and complete an application. But most 
employers expect you to send a resume and cover letter first.

Your Resume: A resume is a document that summarizes your 
experience, skills, and education. Its purpose is to present you 
in the best possible light so that employers will contact you for 
an interview. You’ll need more than one resume, since an 
effective one focuses on skills related to a specific job. These tips 
can help you get started:
1. Make a list of everything you’ve accomplished in your life. 

You can use it to identify skills that relate to various jobs, 
now and in the future.

For every job opening, 
employers receive about 
500 resumes and spend 
about 5 seconds glancing 
at each one.

John D. Smith 
123 Main Street 

Pasadena, CA 91101 
(626) 555-7345 

e-mail: jdsmith@myaddress.com 

OBJECTIVE

EXPERIENCE

A challenging part-time sales position in the auto industry.

EDUCATION

ACTIVITIES

SKILLS

Pasadena High School, will graduate in (month, year)

Speak Spanish fluently
Proficient in Microsoft Word, Excel and internet research
Cash register experience

Oakdale Community Health Clinic, volunteer
National Honor Society

6/2007 to present Bagger, Star Market, Pasadena, CA
Bag groceries after school, weekends and summers
Received employee of the month twice

1–5/2006 Team Leader, Enterprise Project,
Pasadena High School, Pasadena, CA
Working with three other students, manufactured
and sold $460 worth of plastic CD travel cases

9/2005–5/2006 Office Assistant, Pasadena High School, Pasadena, CA
Assisted secretary after school by correctly filing student
records, copying and distributing teaching materials

White or off-white resume paper
(with matching envelopes).

Name (bold type), address, phone
number, e-mail address, if any.

Optional. If you list an objective, tailor
it to the job you are applying for.

Your work and relevant volunteer
experience (most recent first).

School graduation month and
year. Revise when you have a
diploma or job training.

Skill in other languages for a
competitive edge. Also list all
computer software programs and
business equipment you can use.

Job-related activities, if possible. If
your experience is minimal, a few
unrelated ones show good citizenship.
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2. Get a description of the job you want from the company’s 
Web site, ad, or human resources department. You can also 
check your local library for The Dictionary of Occupational 
Titles or the Occupational Outlook Handbook (also at 
http://www.bls.gov/OCO).

3. From your list of accomplishments, select those that match 
this job and list them in the “Experience” section of your 
resume (see the sample on the previous page for formatting). 
Be brief and use active verbs like organized, developed, or 
implemented. If you can truthfully claim results, do so: “raised 
$1,700” or “reduced filing errors by half.”

4. Employers often toss resumes with typos or misspellings, so 
ask several people to proofread yours.

The Cover Letter: Your resume should be accompanied by a 
letter typed in a format similar to the sample below. First, state 
why you are interested in the company and where you heard 
about the opening. In the next two paragraphs (three at most), 
“sell” yourself: How will your skills be valuable to the 
employer? If an e-mailed resume was requested, type the cover 
letter in the e-mail itself.

Cover Letter
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The Job Interview
Appearance is important, so dress appropriately for all 
interviews. Be prepared to answer questions like “Why do you 
want to work here?” Interviewers often ask this to see if you’ve 
researched the company’s products, financial status, etc. You 
can request brochures from the company’s human resource 
department or find this information on the Internet. Be ready to 
explain how your skills qualify you for the job. 

EXAMPLE: “Although I don’t have professional sales experience, I 
believe the skills I demonstrated selling school raffle tickets will 
be useful to you. According to the product vendor, my 
aggressive selling efforts increased sales by 22 percent.”

Before you leave, hand the interviewer a typed sheet listing 
three references: names, titles, companies, and phone numbers. 
Send a brief thank-you letter; summarize why you’re right for 
the job and include your daytime phone number.

Test Your Financial Fitness

1. Summarizing What is the purpose of a resumé?

2. Listing List ten of your accomplishments that you think demonstrate 
skills an employer might want.

3. Applying Write a resumé applying for a job you would like to have. In 
the “Experience” section, incorporate some of the accomplishments 
you listed.

4. Analyzing List four questions an employer might ask you during an 
interview and the answers you would give.
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