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Hey learner! 

This workbook should be used as a tool to develop and strengthen your skills, help you gain independence, 
and give you the confidence to seek success in various areas of your life.  

Practice self-efficacy and reflect on what you will learn. Set goals for yourself and seek assistance where 
needed. Each section of this text contains a guide for development of life skills, finances and your career. 
Each unit has a pre and post-test. This will aid as a self-evaluation. 

We wish you the best of luck on this path to growth. 

Sincerely, 

Leadership Lawton Fort Sill, Class XXIX 
2018-2019 
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Pre-Test 
Life Skills 

Please answer the following questions regarding your understanding of this section’s topics. Your 
feedback will serve as a guide and benchmark for your progress throughout this educational tool.  

For the following questions, please indicate the answer that best represents your knowledge and 
skills before this workshop. 

1. Please rate your level of understanding of basic life skills.

Substantial Knowledge Some Knowledge No Knowledge 

2. Which of the following life skills topics will you benefit from the most?

Taking Care of Yourself Home Management  Healthy Relationships 

3. What do you hope to learn?



4 

Workbook 1 
Taking Care of Yourself 

Self-Care 

At the end of this lesson you will be able to have the skills and knowledge needed to practice good personal 
hygiene. Good personal hygiene is important to prevent and control diseases it is also important for physical, social 
and emotional reasons. We will review how often and what self-care is needed to keep up good hygiene skills. As 
well as go over how we can prevent illness for ourselves and family.  

Keeping Illness Away 

1. Wash your hands with soap and water. This is one of the most important ways to avoid getting sick and
spreading germs to others.

a. After using the restroom
b. Before, during, and after preparing food
c. Before eating food
d. Before and after caring for the sick
e. After blowing your nose, coughing, or sneezing
f. After handling animals and/or animal waste

2. Clean your home regularly. You should wipe the kitchen counter, floors, shower, and dining tables daily/
weekly.

3. Cover your nose and mouth when you cough or sneeze to avoid spreading germs to those around you.
4. Don't share razors, towels, or makeup with other people. Sharing personal items like these increases

the chances of spreading infections.
5. Women, change your tampon or sanitary napkin regularly. Women who use tampons should change

them at least once every 4-6 hours and for pads you should change every 4-8 hours.
6. Doctor visits: Seeing your doctor regularly can help prevent illnesses and infections early, making it much

easier to treat them. Visit your primary care physician, dentist, gynecologist, cardiologist, or any other
physician you may be seeing on a regular basis.

Maintenance Timeline 

Daily

1. Shower daily.  Showering daily will get rid of any dirt, sweat, and/or germs that your body may have
accumulated throughout the day. I can also help prevent diseases.

2. Brush your teeth every morning and evening. Regular tooth-brushing and flossing helps prevent gum
disease as well as keeping you from having bad breath.

3. Wear deodorant. Antiperspirant helps control sweat, while deodorant covers up unpleasant body odor
caused by sweat. Wearing deodorant will help control body odor.
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1. Clip your fingernails and toenails frequently. This keeps your hands and feet looking their best, it will
prevent dirt being captured, hangnails, and other potential damage to your nails.

2. Wash your clothes after wearing them.  Shirts need to be washed after every use, while pants and shorts
can be worn a couple times before they require washing.

3. Cut or Trim your hair every 4-8 weeks. Trimming your hair will keep hair healthy, get rid of split ends,
and give an overall cleaner, healthier appearance.

See the Impact of Self-Care! 

You Try! 

Create a schedule for health and self-care. Insert at least 3 tasks you will complete daily and 3 tasks to complete 
weekly below. If you want to do the full 6, go right ahead. Make sure to mark it complete when you’re finished! 

Daily Weekly 

Weekly
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Workbook 2 
Home Management

Taking Care of the Home 

At the end of this lesson you will be able to have the skills needed to organize and take care of your home and 
personal belongings.  A clean home is important for the health and well-being of your family.  We will review 
how often to clean areas of your home as well as some "must have" cleaning supplies. 

Keeping a Timeline 
Daily Weekly 

Wash the Dishes Dust all surfaces 

Take out the trash when full Vacuum and Mop 

Make the beds Clean Fridge 

Clean the Kitchen Sink Clean the Bath tubs and showers 

Wipe down the kitchen counters Clean the Toilet 

Sweep the Kitchen Floor Clean the Bathroom sinks and counters 

Tidy up the house, putting away clutter and throwing 
away garbage. 

Wash all sheets, blankets, and towels 
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Chores 

Vacuum 

Vacuuming can also help to reduce allergies while eliminating the dust, dirt and other visible debris. Every floor 
should be vacuumed at least twice a month. Be sure to move the large pieces of furniture to vacuum under them at 
least once every two months. (If you do not have a vacuum, you can use a broom and dustpan.) 

Mop 

For hard surface floors such as the kitchen and bathrooms, after you have swept or vacuumed, be sure to mop. 
This makes the house smell better and removes many of the germs and bacteria from the home.  

1. Once the dirt is removed from your hard surface floors, fill a bucket (or sink) with warm Water and a small
amount of All Purpose Cleaner.

2. Dunk the mop head in the soapy water and ring out to make damp but not wet.
3. Use the mop to wipe up the floors even if you do not see dirt or stains.
4. Every few feet, dunk and wring out the mop head in the soapy water again to make fresh.
5. When the water looks brown, dump the water and make a fresh batch.
6. Keep it up until every hard surface is clean.

Clean the Fridge 

1. Take out everything in the fridge one by one and place them on the kitchen counter.
2. Check the expiration date and discard old items.
3. Wipe down all surfaces inside the fridge.
4. Return the items to the fridge.

Clean the Dishes 

1. Remove all grime and food from each dish into the trash.
2. Rinse each dish and scrub off any remaining fragments.
3. Dishwasher

a. Place dishes bowl opening down in dishwasher being careful to allow room for the water to access 
all sides and drain.

b. Plastics are placed only on the top rack.
c. Silverware should be sharp side down in the silverware compartments.
d. Small items are loaded first. Large items are loaded last.
e. Be sure to add dish soap according to the package instructions.
a. Turn on the dishwasher.

5. By Hand
a. Clean out sink with a soapy rag.
b. Plug the sink.
c. Fill sink halfway with warm water and dish detergent according to package directions
d. Wash each dish in the soapy water.
e. Rinse each dish until no soap or grime remains.
f. Dry with a clean towel and put away.
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Tools 
Rags: Washcloths or even old clothes or towels cut up in squares make perfect rags. Just make sure they are 
clean and dry before cleaning. There are different messes that do not mix well on a rag. Clean and dry the rag 
before switching surfaces. Otherwise you may get germs from your bathroom on your dishes or dish soap 
swiped all over your mirror. Here are some combinations that work fine. 

1. Wood work and windowsills
2. Window and Mirror
3. Sinks, Bathtubs, and Showers
4. Dishes and Countertops

Window Cleaner: designed to remove smudges and stains on your glass items such as tables, windows or 
mirrors. Spray it directly on the glass surface, and wipe it off with a clean rag.  

All-purpose cleaner: be sure to read the directions for what surfaces to use the cleaner on and also for how much 
water might need to be added. This can be sprayed on most household surfaces or on a rag to easily wipe or scrub 
away bacteria, germs, smudges and stains. This also can be diluted in water for mopping the floors. 

White Vinegar: one of the most affordable and multipurpose cleaning products you can own. With vinegar 
solutions, you can: 

1. Remove stains from hard surfaces.
2. Clean glass windows.
3. Remove pet odors and stains from carpets.
4. Clean and remove odor from the microwave, shower and sink.
5. Using vinegar is a non-toxic solution for your household cleaning needs.

Baking Soda: baking soda is another one of the best house cleaning items you can have. 

1. Keep an open box in the refrigerator to reduce stale odors or use to neutralize the smell of pet odors.
2. You can use baking soda to deep clean your pans, your kitchen sink, bathtub, or your drains and much

more.
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You Try! 

Use the lesson to answer the questions. Indicate True or False for each statement. (Hint: Don’t Forget the Pro-
Tips) 

Question True  False 
Water should be used on the rag to clean your bathroom mirror. 

All floors should be vacuumed once a week. 

Dishes should be left in the sink until the sink is filled. 

Beds should be made every day. 

You should use the same rag that you cleaned the shower with to clean the dishes 
without cleaning and drying the rag first.  

Wring out the mop before mopping. 

White Vinegar should never be used to clean. 

Pro-Tips: 

• Pro-Tip #1: Cleaning the home should not fall on one person unless you live alone. Get your family involved by 
issuing chore lists and by creating routines such as putting the toilet seat down, cleaning up toys and taking 
the trash out.

• Pro-Tip #2: Make your home look professionally cleaned by making neat rows while you vacuum the carpet. 
Kids can even have fun writing messages or making shapes with the rows after the room is completely 
vacuumed.

• Pro-Tip #3: Clean your kitchen sponge by dunking it in clean water and microwaving it for a minute in the 
microwave.

• Pro-Tip #4: Most stains and dirt can be removed with a damp cloth. However, when cleaning windows and 
dusting, do not use water. Water will create stains or smear on shiny surfaces.
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Workbook 3 
Healthy Relationships 

Healthy Relationships 

Delicate content follows. Should you or someone you know experience 
violence, please contact the community resources listed for this section.  

In this guide, you will learn to recognize the signs of healthy and 
unhealthy relationships, learn how to set boundaries and standards, 
and gain the tools and resources to practice self-respect.    

Key Terms 

1. Healthy Relationships
○ Healthy relationships bring out the best in each partner.
○ Partners in a healthy relationship participate in open communication. There is a foundation on 

honesty, collaboration and safety. In healthy relationships, boundaries, mutual respect and support 
are the building blocks.

2. Unhealthy Relationships
○ These types of relationships are grounded on control, inequality and disrespect for the partner.
○ There are grey areas in unhealthy relationships. A partner being possessive, or physically 

abusive are signs on an unhealthy relationship. When a partner exercises control, insults, 
humiliates and is emotionally abusive to the other partner, they are exerting signs of being a toxic 
partner.

3. Consent
○ Consent is an agreement between participants to engage in sexual activity.
○ Consent is permission with a continual and unquestionable "Yes".
○ While participating in sexual activity, communication and consent is necessary. Consent is not a 

one-size-fits all, and it should be given every time one engages in sexual activity.
4. Sexual Violence

○ This is an encompassing term that refers to acts like sexual assault, rape, and sexual abuse.
○ Sexual assault is sexual interaction or actions that occurs when there is a nonexistence of clear 

consent from a party.
○ This includes all unwanted sexual touch or other acts that occur without a person's permission.

Recognizing the Signs 
An Unhealthy Relationship 

• Partner exhibits abusive, controlling or violent behavior, including verbal or emotional manipulation 
and abuse.

• Your partner observes your activities and demands explanations throughout your day and does not allow 
for your own freedom.

○ Your partners is the only one in control of your relationship and does not allow for you to make 
independent decisions.

• Your partner threatens you, or is physically or sexually abusive.
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A Healthy Relationship 

• Open and honest communication
• Respecting your similarities and differences
• Progress together - not trying to change each other for control
• Friendship

Creating Boundaries and Standards 
• Communicate your thoughts with your partner; this helps with transparency.

• Assumptions of what the other person is thinking is not healthy. Speak honestly.
• Be honest but also take responsibility for your actions and them with their actions.
• Boundaries are important because they can ensure that there is mutual respect within the relationship.
• Set time together and time apart.

• Give each other space to practice your self-care and do things that bring you happiness.
• Set boundaries that are physical, emotional and digital.

• Sex requires consent. Consent is not a one-time-thing. It must be given prior to a sexual activity. 
Before you and your partner are ready to engage physically, have a conversation - both partners 
need to be ready. Develop boundaries and limits, safe words and use protection.

• Relationships should be adding value to your life, not chipping away. Watch for manipulation 
and coercion (as stated in the above definitions).

• Password sharing should not be demanded. Be aware that what you put online is forever. Once 
you put something online, it's out of your control. The same hold true for what is sent to you. 
Practice respect in your relationships, and do not take advantage of your partner's vulnerability.

You Try! 
Answer the questions below. When you’re done, check your answers above! 

Question Indicate the correct answer 
In a healthy relationship, it is important to respect 
each other’s differences and similarities. 

True False 

How often is consent required? Once and that’s it Before engaging in sexual 
activity 

________________is an encompassing term that refers to 
acts like rape, and sexual abuse. 

Unhealthy Relationships Sexual Assault 

If a partner exhibits abusive, controlling or violent 
behavior including verbal or emotional 
manipulation and abuse, that could be signs of an 
unhealthy relationship. 

True False 

Why are boundaries important in relationships? There is no need for 
boundaries in 
relationships 

They ensure mutual 
respect.  
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Pro-Tips: 
• Pro-Tip #1: Relationships are not a tit for tat, but a give and take. Each person should have equal say and 

freedom to express themselves. Stifling communication and collaboration in a relationship leads to unhealthy 
behaviors.

• Pro-Tip #2:  Respect each other’s individual desires, hobbies and needs by learning about each other’s love 
language. Do you respond well to quality time together or gifts? Look up The 5-Love Languages quiz and 
check it out!

• Pro-Tip #3: Being in a healthy relationship means practicing self-efficacy and looking for areas for growth for 
yourself. Analyze your behaviors, work on your toxic qualities, and if you can, or if you need to, speak to a 
counselor.

• Pro-Tip #4: Work on yourself before you work on your partner. Set goals for ways you want to improve and 
look at ways you’d like to become a better partner.
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Post-Test 
Life Skills 

Please answer the following questions regarding your understanding of this section’s topics now that you 
completed this section. Your feedback will serve as a guide and benchmark for your progress throughout 
this educational tool.  

For the following questions, please indicate the answer that best represents your knowledge and skills 
after this section. 

1. By completing this section, I have increased my knowledge of:

      Agree        Neutral          Disagree 

      Agree        Neutral          Disagree 

Taking Care of Yourself:    

Home Management:         

Healthy Relationships:                Agree        Neutral          Disagree 

2. After learning more about these topics, which of the following life skills topics will you benefit from the most?

Taking Care of Yourself Home Management  Healthy Relationships 

For the following questions, please answer the following questions about what you learned after 
completing this section.  

3. What did you learn?

4. How do you plan to utilize what you learned today?
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Pre-Test 
Pets and Balances 

Please answer the following questions regarding your understanding of this section’s topics. Your 
feedback will serve as a guide and benchmark for your progress throughout this educational tool.  

For the following questions, please indicate the answer that best represents your knowledge and 
skills before this workshop. 

1. Please rate your level of understanding of budgeting and pet ownership.

Substantial Knowledge Some Knowledge No Knowledge 

2. Which of the following topics will you benefit from the most?

Pet Ownership Budgeting 

3. What do you hope to learn?
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Workbook 4 
Budgeting

Budgeting 101 

At the end of this lesson, you will be able to create a simple 
household budget to track monthly income and expenses and 
have a better understanding of financial terms. Also there will 
be pro-tips at the end of this section to give you the next step in 
your budgeting skills.    

Key Terms 

1. Income – Money that is brought into the family.
o Example of income: paycheck from a job, social security or child support.

2. Expenses – Bills that are paid by any member of the family.
o Example of expenses-Rent or house payment, utilities or food.

3. Total Family Income – the total amount of all the income coming into a household.
4. Total Family Expenses –The total amount of monthly bills or expenses a household pays each month.
5. Reduction – to decrease something.

o Example of a reduction-spending less money on eating out.
6. Savings – Putting money away for a future need or use.

o Example-Saving money to purchase a car in the future.

About Budgets 

1. What is a budget?  It is like the tape that plugs the leaks in your wallet. A budget is a visual spending plan 
for the family. It includes a list of all income that comes in and a list of all expenses that go out.

2. Why do we need a budget?  Have you ever felt that there is more month left at the end of the month than 
money? A Budget is the first step to getting control over the crazy ups and downs of life that drain your 
cash.

3. How do I create a budget? Start here!

Basic Steps 

1. Find the Income Documents: This may include a pay stub, social security records, or any money you 
receive or plan to receive. This is the family income.

2. Find the Bills: Be sure to include rent, groceries, transportation, and any other item you know you have 
to buy this month. This is the family expenses.

3. Write them down: On one page or column, write all the income. On the other page or column write all the 
expenses.
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4. Add/Total: Add all the expenses to find the Total Family Expenses. Add all the Income to find the Total 
Family Income.

5. Plan: This is where you take power over your budget.
a. Do this simple equation: Income – Expenses = Balance
b. The balance allows you to plan with the money left after all bills are paid.

6. OK, I did it. Now What? Get in the habit of looking at the budget. This is an agreement you are making 
with yourself. Make sure you only spend what you agreed and received what you expected.  If anything 
changes, as it usually does, be sure to change your plan as well.

Check out the “Pro-Tips” for more information! 

Sample Budget 
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Minus 

Equals 

OR 

Minus 

Equals 
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You Try! 
Create your budget from what you have learned.  In the first column, write your categories under income and expenses. 
The second column should be the dollar amount of income (receiving money) and expense (money you spend). 

Budget 

You Try! 

Income Amount 

Paycheck 
Social Security 
Child Support 
Retirement 
Other:(indicated other income)

Total Family Income (add all the above income) $ 

Expenses Amount 

Savings 
Groceries 
Hygiene (Personal and Household) 
Baby Items 
Bus Ride 
Cell Phone 

Total Family Expenses (add all the above expenses) $ 

Remaining Income (Total Income – Total Expenses = _______ ) $ 

Other Expenses: Utilities (gas, water, electric), car payment, car insurance, car fuel, cable, internet, entertainment 
(movies, streaming services, eating out), pet care, debt, etc.
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Pro-Tips: 

• Pro-Tip #1: If there is money left over after all bills are paid, begin saving what is left over. This extra cushion 
can be for big expenses, trips, or emergency cash.

• Pro-Tip #2: If there is either a zero (0) balance or money left over, then you have enough income to cover your 
monthly bills.

• Pro-Tip #3: If there are more expenses than income, then you will need to take a look at your expenses to see 
if there can be a reduction taken somewhere. (i.e. spending less eating out, or realizing there is not enough 
money to adopt a pet)

• Pro-tip #4: Life never happens as we expect it to. Take a deep breath. As plans change, remember this 
budgeting tool will give you the control of your finances. This is not a test that you pass or fail.



20 

Workbook 5 
Pet Ownership 

About the Lesson 
At the end of this lesson you will be able to understand the 
responsibilities that are involved in having a pet.  You will 
also be able to budget for the cost of owning a pet, as well as 
understand some of the benefits of pet ownership. 

Key Terms 

1. Responsibility: Having an obligation or duty to do
something; having control over or care for another
individual, as part of one's job or role.

2. Pet Owner: Committing to the relationship for your pet's entire life.
3. Commit: Carry out; follow-through

Being a Good Pet Parent 

Some of the best childhood memories we have are when we first got a puppy, but too many times the puppy ends 
up growing up and not being able to stay with the family. Even though owning a pet has several health benefits 
such as: decreasing blood pressure and cholesterol levels, loneliness, and increasing social life and more active 
lifestyle, we need to be smart about pet ownership. 

1. Commit: Only say yes to the pet if you say yes to the following:
a. I have the money to pay for their upkeep.
b. My landlord allows this pet.
c. I will love the pet and spend time with the pet daily.
d. I will be responsible for my pet’s actions.
e. I will provide exercise opportunities for my pet.
f. I will keep my pet and its home clean and healthy.
g. I know the laws in my city for owning my pet and am prepared to obey all ordinances.
h. I have will give my pet the proper medical care by taking them to the veterinarian at least once 

a year.
i. Planning for the well-being of my family will include planning for the well-being of our family 

pet.
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You Try! 

Choose a pet (Cat or Dog), or several pets, name them and use the chart below to determine the cost for one year of 
pet ownership. 

One-time pet expenses: 

Expense Dog Cat 

Spay/Neuter $200 $145 

Initial Exam $70 $130 

Collar/Leash $30 $10 

License $15-$25 

*If you chose a cat, add a Litter Box; $25/month

Annual pet expenses: 

Expense Dog Cat 

Food $120 $130 

Toys/Treats $55 $25 

Annual Exams $235 $130 

Expense Animal Total 

Total Expenses for first year: 
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Pro-Tips: 

• Pro-Tip #1: Check your lease agreement to find out if pets are allowed at your home before you choose 
one. Certain large breeds such as great danes and pit bulls are often prohibited.

• Pro-Tip #2: Choose a veterinarian who comes highly recommended. Be sure to ask your veterinarian what 
type of food and preventative care will help your pet live the longest and what you should avoid. Make sure 
your pet's shots are up-to-date.

• Pro-Tip #3: Make a habit of not pet sitting friends’ pets at your home. This can cut down on the amount of 
disease and pests you introduce to your pet’s environment and may extend their life.
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Post-Test 
Pets and Balances 

Please answer the following questions regarding your understanding of this section’s topics now that you 
completed this section. Your feedback will serve as a guide and benchmark for your progress throughout 
this educational tool.  

For the following questions, please indicate the answer that best represents your knowledge and skills 
after this section. 

1. By completing this section, I have increased my knowledge of: (please circle)

      Agree        Neutral          Disagree Pet Ownership:    

Budgeting:          Agree        Neutral         Disagree 

2. After learning more about these topics, which of the following topics will you benefit from the most?

Pet Ownership Budgeting 

For the following questions, please answer the following questions about what you learned after 
completing this section.  

3. What did you learn?

4. How do you plan to utilize what you learned today?
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Pre-Test 
Practicing Professionalism 

Please answer the following questions regarding your understanding of this section’s topics. Your 
feedback will serve as a guide and benchmark for your progress throughout this educational tool.  

For the following questions, please indicate the answer that best represents your knowledge and 
skills before this workshop. 

1. Please rate your level of understanding of professionalism.

Substantial Knowledge Some Knowledge No Knowledge 

2. Which of the following professionalism topics will you benefit from the most?

Communication Career Development 

3. What do you hope to learn?
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Workbook 6 
Communication

Communication 

At the end of this lesson, you will be able to tell the difference between different styles of communication and 
recognize how to properly communicate in different settings. You will recognize how communication is an 
important part of life.  

Key Terms 

1. Nonverbal: Any communication that is done without speaking, such as facial expressions, actions, 
gestures and body language.

2. Verbal: Communicating with words or sounds.
3. Interpersonal Communication: Communication between a small group of people usually face to face
4. Informal: Unofficial, relaxed communication, usually between friends or family members.
5. Formal: Communication which is typically used in the workplace, such as in meetings, interviews, emails, 

letters and reports.
6. Soft Skills: People skills; this can include having a positive attitude, self-confidence, being on time, and 

giving a good handshake with a smile.

Non-Verbal Communication 

A. Have you ever met someone and thought, “Wow, I really like them.”? Afterwards, you remember they did not 
even speak to you. Most communication is not in words. Non-verbal communication is any kind of 
communication that is done without words. This can include gestures, facial expressions, actions and body 
language.

B. Have you ever heard the saying, “Actions speak louder than words.”? Actions are non-verbal communication.
C. Have you ever had someone speak to you without looking you in the eye, you may think they have 

something to hide.
D. Have you ever had someone fold their arms while you are talking? It makes you feel like they are not 

wanting to hear you.
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How to be an Amazing Non–Verbal Communicator 

• Make eye contact
• Keep your arms open and in front of you
• Be on Time
• Smile
• Give a good handshake
• Pay attention

Verbal Communication 
A. Verbal Communication is what you say or what you type.
B. The goal is to be understood.
C. The types of verbal communication are formal and informal.

• Formal communication
a. Usually used in the workplace, schools, or when in public.
b. No Slang Words.

• Informal Communication
a. Used with our close friends and family.
b. Usually includes slang terms and nicknames.

Soft skills are your people skills. These are traits that future employers will look for in regard to hiring the right 
person for the job. 

1. Be kind.
2. Respect people’s time by attending meetings on time.
3. Have a positive attitude and strong self-confidence.
4. Listen.

a. Practice being an active listener
b. Repeat back what you thought you heard from the speaker to make sure you are on the same 

page.
c. Nod your head to show when you agree.
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You Try! 
There are two columns with the same sentence written differently; one is formal, one is informal. Fill in the blank 
to show your knowledge of how to speak both informally and formally.

Informal Formal 

We went to my uncle’s house 

 How are you? 

Be good for Susan mom. 

I called my dad three days ago. 

We walk around the park last night. 

 Are we ready to begin? 

Jesse talk to the people. 

I have two pens and two pencils. 

 I am doing well. How are you? 

Billy loves cookie. 

 I look forward to seeing you. 

Pro-Tips: 
• Pro-Tip #1: It is okay to have a “work” voice and a “home” voice. Knowing how to communicate both 

informally and formally and in which situation is most appropriate, means you have mastered that area of 
communication. This is also known as “code switching.”

• Pro-Tip #2: Communication is also closely linked to non-verbal communication. If your body language is open 
and inviting, those you are communicating with will be more likely to open up to you. This is a good method to 
use if you are in the process of building relationship with others.

• Pro-Tip #3: Practice your listening skills.  Provide both verbal and nonverbal feedback, do not cut off the 
speaker, instead, respond appropriately by repeating back what was said before your response.



28 

• Pro-Tip #4: Lack of formal communication can work against you at work or school. Learning how to code 
switch will help you gain and maintain positive relationships with others. Knowing how to code switch is 
necessary to ensuring success.
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Workbook 7 
Career Development

Career Development 
Utilize this workbook as a tool to excel in career readiness. Reflect on 
your current skills, career goals, and tips for future success. 

Key Terms 
1. Personal Branding Statement

• Also known as an objective statement is an “ad-like” statement at the top of a job seekers resume.
• Try to keep your branding statement short and clear. It does not need to be more than a couple of sentences.

2. Resume
• A good resume will be the first step to a job interview.
• Your resume should be the “introduction to you”, usually one to two pages. Utilize your resume to sell 

yourself.  Your resume should be an overview of your skills, knowledge, qualifications and relevant 
experience.

3. Skills
• Transferable skills are common skills and abilities obtained by working with people, things and data that 

transfer from job to job, regardless of the position(s) you held.
• Soft Skills are known as people skills. Some soft skills like flexibility, analytical skills, and problem solving, are 

very important in the workplace.
4. Interview

• Typically the last step of the hiring process – and the most important. The interview offers both you and the 
employer an opportunity to meet one another, exchange information and whether you can work together.

Motivation: The Big Mo! 
Motivation: You will more likely be good at your job if you are motivated. You will be more likely to get a raise in 
your job or get a better job if you are good at your job. The first step to a great future is to know yourself. What 
motivates you? 

Lifestyle Motivation - associated with your personal 
life 

Extrinsic Motivation - associated with the conditions 
at work 

• Ability to save money
• Time for spirituality/personal growth
• Hobbies
• Money for family
• Benefits to prepare for the future
• Your Children’s future
• Personal Dreams

• Work hours
• Salary
• Job Title
• Benefits
• Work Setting
• Flexibility
• Authority
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Job searching 
Every major journey begins with a single step. It is time to begin. 

• Decide what you want from your job. Prioritize your list from most important to least.
• Prepare your online profiles for networking opportunities. Limit profanity on public posts that 

may be argumentative. Watch what you say on your social media. Utilize your privacy settings.
• Begin researching companies and positions online: Indeed, USA Jobs, Glassdoor, Payscale.com, 

Salary.com, O*NET Online as well as the newspaper.
• Watch for qualifications and directions for applying.
• Put together the best options and BEGIN to apply. Remember employers usually are watching for 

those applicants who know how to follow directions.

Resumes should be concise summaries and should emphasize your strengths while expressing your uniqueness 
and individuality. Your resume should not have personal information on it. 

• Personal Data
• Career Objective
• Education/Training/Certifications
• Experience

A. Your cover letter should complement your resume by exemplifying how capable you are for the job and  
why it will be in the employer’s best interest to hire you.

B. Interview: The interview is a two-way process; you evaluate the employer while they evaluate you. Since 
there is no one way of interviewing, you have an opportunity to develop your own style.

a. Prepare ahead of time by researching questions, then organizing and rehearsing your answers. This 
will help you feel confident in your interview.

b. Take your time and organize your thoughts.  Do not rush to respond so quickly that you fumble over 
your words.

c. If ever asked something you are unsure of and are having a difficulty answering, be honest, own up 
but make an effort to redirect your response to comparable skills for that position.

Transferrable Skills List 

Adaptability Confident Trainable 

Computer Skills Conflict Management Decision-Making 

Flexible Hard-working Creative 

*See the sample resume on the next page. 
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You Try! 
Try writing your own resume. Fill in each section with pertinent information. 

Personal Data: Name and contact information. Keep it professional. 

Career Objective: A brief sentence or two to indicate the position desired. 

Education: Educational experience or certifications here (High school, Technical School, or College) 

Experience: Refers to jobs that you have held. List relevant full-time, part-time and internship positions. 

Skills: What are your transferable skills? Ways you can be helpful in the job you’re applying for. 

Community Involvement: Any volunteer experience you participate in. 

References: 3-5 people who can speak positively about your expertise on your behalf. 
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Pro-Tips: 

• Pro-tip #1: Not sure what skills to highlight in your resume? Look at the job description. Read it carefully and
remember times in life that proves you are the best at this job. Use your victories to prove you can be a part of
the company’s future victories.

• Pro-tip #2: Misconceptions and unrealistic expectations will haunt you during your job search. When
searching for employment, reflect on your motivations list. It can be helpful to cross-reference your list to the
jobs you found and see what matches up!

• Pro-tip #3: Your resume should include relevant information for your industry and should be tailored to the
position for which you apply.

• Pro-tip #4: Using your personal budget sheet will help determine salary needs.
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Post-Test 
Practicing Professionalism 

Please answer the following questions regarding your understanding of this section’s topics now that you 
completed this section. Your feedback will serve as a guide and benchmark for your progress throughout 
this educational tool.  

For the following questions, please indicate the answer that best represents your knowledge and skills 
after this section. 

4. By completing this section, I have increased my knowledge of: (please circle)

      Agree        Neutral          Disagree Communication:    

Career Development:          Agree  Neutral          Disagree 

5. After learning more about these topics, which of the following topics will you benefit from the most?

Communication Career Development 

For the following questions, please answer the following questions about what you learned after 
completing this section.  

6. What did you learn?

7. How do you plan to utilize what you learned today?
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Index 
Resources

Animal Birth Control Clinic  
85 NE 20th St. Lawton, OK 73507  
Phone: (580) 355-6985 
www.okspayclinic.com/index.html 
(Workbook Section: Pets and Balances) 

Armed Services YMCA 
900 NW Cache Road 
Lawton, OK  73501 
Phone: (580) 355-5520 | FAX: (580) 355-6453 
www.asymca.org/lawton-fort-sill-ok 
(Workbook Section: Life Skills) 

Arvest 
4330 NW Cache Road Lawton, OK 73505 
Phone: (580) 250-4500 
www.arvest.com/ 
(Workbook Section: Budgeting) 

BancFirst 
501 SW C. Ave. Lawton, OK 73501 
Phone: (580) 353-7700 
www.bancfirst.bank/ 
(Workbook Section: Budgeting) 

CASA: Comanche County Court Appointed Special 
Advocate 
908 Beacontree Place, Lawton, OK  73505 
Phone: (580) 248-2212 | (580) 536-4022   
(580) 429-5267
www.casaswok.com/about.html
(Workbook Section: Life Skills)

Catholic Charities – Lawton Regional Office 
106 SWA. Avenue, Lawton, OK  73501 
Phone: (580) 353-1811 or FAX: (580) 353-1842 
www.catholiccharitiesok.org | yber@ccaokc.org 
(Workbook Section: Life Skills) 

Childbirth Education Classes 
Comanche County Memorial Hospital 
3401 W. Gore Blvd., Lawton, OK  73505 
Phone: (580) 585-5544 
www.ccmhhealth.com/womens-health 
(Workbook Section: Life Skills) 

City National Bank & Trust  
500 SW D. Ave, Lawton, OK 73501 
Phone: (866) 385-3444  
www.cnb1901.com/  
(Workbook Section: Budgeting) 

City of Lawton – Utility Services
212 SW 9th St. Lawton, OK 73501 
Phone: (580) 581-3308 
(Workbook Section: Home Management, Budgeting) 

Comanche Nation Housing Authority 
19 NE 20th St. Lawton, OK  73502 
Phone: (580) 357-4956 | FAX: (580) 357-1103 
(Workbook Section: Life Skills) 

Family and Consumer Sciences/4-H and Youth 
Development 
611 SW C. Ave, Lawton, OK  73501 
Phone: (580) 355-1176 
(Workbook Section: Practicing Professionalism) 

Family Promise of Lawton 
901 SW 17th St. Lawton, OK 73501 
Phone: (580) 699-2821 | (580) 353-7522 
www.familypromiseoflawton.org/home.aspx  
(Workbook Section: Home Management, Budgeting) 

Fort Sill Recreational “Things to Do” 
Army Community Service, Family Matters 
P.O. Box 33097, Fort Sill, OK  73503 
Phone: (580) 442-6801| FAX: (580) 442-7617 
(Workbook Section: Life Skills, Pets and Balances) 

Goodwill Industries of Southwest Oklahoma & North 
Texas, Inc. 
1210 SW Summit, Lawton, OK  73501 
Phone: (580) 355-2163 | FAX: (580) 355- 2166 
www.goodwillsont.org 
(Workbook Section: Practicing Professionalism) 

Hearts That Care Volunteer Health Clinic  
304 SW A. Ave. Lawton, OK 73501 
Phone: (580) 354-9007 
www.heartsthatcarelawton.org/  
(Workbook Section: Life Skills, Budgeting) 

Lawton Animal Welfare  
2104 SW 6th St. Lawton, OK  73501 
Phone: (580) 581-3219 
www.lawtonok.gov/departments/animal-welfare 
(Workbook Section: Pets and Balances) 

Lawton Area Transit System (LATS) 
609 SW Bishop Road, PO Box 286, Lawton, OK  73502 
Phone: (580) 248-5252 
www.ridelats.com/contact-us/ 
(Workbook Section: Budgeting) 
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Index 
Resources

Lawton First Assembly Food Pantry 
2201 NW 82nd St Lawton, OK73505 
Phone: (580) 536-9325 
Email: info@lawtonfirst.org  
www.lawtonfirst.org/foodpantry 
(Workbook Section: Life Skills) 

Lawton Food Bank 
1819 SW Sheridan Rd., Lawton, OK  73501 
Phone: (580) 353-7994 
www.lawtonfoodbank.org/  
Email: lawtonfoodbank@gmail.com 
(Workbook Section: Home Management, Budgeting) 

Lawton Housing Authority 
609 SW F. Avenue, Lawton, OK  73501 
Phone: (580) 353-7392 | FAX (580) 353-6111 
Email: info@lawtonhousing.org 
www.lawtonhousing.org  
(Workbook Section: Home Management, Budgeting) 

Lawton Public Schools Job Shadowing and 
Mentorships 
AIM (Apprenticeship, Internship, Mentorship) 
Lawton Public Schools  
753 Fort Sill Blvd. Lawton, OK 73507 
Phone: (580) 357-6900 | (580) 355-2214 Ext. 2300 
FAX: (580)250-1047 
www.lawtonps.org  
(Workbook Section: Practicing Professionalism) 

Marie Detty Youth and Family Service Center, Inc. 
New Directions Women’s Shelter 
317 SW C. Ave, Lawton, OK 73501  
Phone: (580) 250-1123 | Crisis Hotline: (580) 357-2500 
Email: info@mariedetty.com 
www.marie-detty.org/ 
(Workbook Section: Healthy Relationships) 

N. A. A. C. P. #6131 
National Organization for the  
Advancement of Colored People 
PO Box 1134, Lawton, OK  73502 
Phone: (580) 354-0355 
www.lawtonnaacp.org/ 
(Workbook Section: Practicing Professionalism) 

Nutritional Services 
Comanche County Memorial Hospital 
PO Box 129, 3401 W Gore Blvd., Lawton, OK  73502 
Phone: (580) 355-8699 Ext. 3121 
(Workbook Section: Life Skills, Budgeting) 

Pregnancy Resource Center of Southwest Oklahoma 
319 SW C. Avenue Lawton, OK 73501 
P: (580) 536-4040 Text Messages: (405) 362-6008 Email: 
prcswok2018@gmail.com  
www.prclawton.org/  
(Workbook Section: Life Skills) 

Salvation Army 
1306 E Ave, Lawton, OK  73501-4717 
Phone: (580) 355-1802 | (580) 355-5416 
http://salvationarmyaok.org/  
(Workbook Section: Budgeting) 

Success By 6 
1116 A. Ave, Lawton, OK  73501 
(580) 355-0218 or FAX (580) 355-0810
https://www.uwswok.org/success-6
(Workbook section: Life Skills)

Upward Bound Open Doors 
2800 W Gore Blvd., Lawton, OK  73505 
407 North Shepler, Cameron University 
Phone: (580) 581-5581 
www.cameron.edu/ub  
(Workbook Section: Practicing Professionalism) 

Villanova Apartments 
305 NW 4th, Lawton, OK  73507 
Phone: (580) 248-2550 | FAX: (580) 248-3001 
http://www.villanovalawton.com/  
(Workbook Section: Life Skills) 

Workforce of Oklahoma 
1711 SW 11th St. Lawton, OK 73501  
Phone: (580) 357-3500 
(Workbook Section: Practicing Professionalism) 

For a more detailed list of local agencies, please contact: 

United Way of Southwest Oklahoma 
1116 A Ave, PO Box 66   Lawton, OK  73502 
(580) 355-0218 or FAX 355-0810
www.uwswok.org/
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