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Introduction of the Trainers

Les Brian Hicks, Author, Mentor, Inspiring Motivational Speaker, Safety 
Consultant/Trainer plus leadership skills are major assets to all participants. He 
has a Master of Science Degree in Occupational Safety and Industrial 
Management, and Bachelor of Arts Degree in Health Education from 
Marshall University. He also has an Associate Arts Degree in Liberal Arts plus 
various supplemental courses and seminars.

He retired after an accomplished 32-year tenure at Lockheed Martin 
Aeronautics Company a senior staff safety engineer with many honors. He 
earned twenty-one awards from the State of Georgia for his pollution 
prevention and community service efforts during an eight-year period 
including a recent proclamation from the City of Powder Springs, Georgia.
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Della Hicks, has a background in education and speech pathology. Her high 
energy and knowledge of curriculums plus enthusiasm will prove infectious 
throughout the organization. She has a Bachelor of Science Degree in 
Speech and Hearing from Marshall University and numerous supplemental 
courses in her field.

She enjoyed a 32-year career in the speech and language discipline. During 
her tenure she received Teacher of the Year  nominations and was lauded 
for her dedication and outstanding work ethic and volunteerism at Wellstar 
Hospice Department and Family Life Restoration Center.
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MISSION

The Family Life Restoration Center exists to 
support all clients work their way through a 
lifestyle that can be sustained after the 
temporary assistance by utilizing our low to 
moderate Workforce Development to rebuild our 
community.
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PURPOSE

Provide training that will enable people including the 
unemployed and underemployed to disengage 
themselves from dependence on public support thereby 
becoming self-sufficient contributors to the workforce.
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GOAL

Place successful training course participants of Family Life 
Restoration Center into employment opportunities with 
local employers.
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Number of Jobs Available- State of GA
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Online Job Platforms
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MINDSET 9

Jobseekers preparing for an interview can benefit from a growth mindset 
which focuses on learning and improving instead of dwelling on mistakes. 
Consider these tips:

 Don’t compare yourself to others. Remind yourself that you are qualified 
and capable of doing the job.

 Exercise and believe in yourself.

 Give yourself a pep talk.



ATTITUDE PREPAREDNESS

Consider these tips while preparing for an interview:
 Review interview notes.
 Try to get a good night’s sleep.
 Eat a healthy breakfast and drink water.
 Try to meet some of the employees at the job site.
 Engage in a brief conversation, if you like the 

employees.
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Self Discipline Tips 11



The What & Why Slide- We want to 
hear from you!!!

 Why are you here?
 What do you want to learn?
 What do you want to gain?
 What are some of your top three goals in your life?
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The What & Why Slide- We want to 
hear from you!!!

 Why is your future important?
 What do you like to do?
 What is important to you to get done and/or accomplish?
 What current skill set are you qualified for and/or good at?
 What skills, learning and or profession would you like to learn or 

improve on?
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WHAT IS THE PROGRAM

The Soft Skills Program is a curriculum designed to provide learners with a 
competitive advantage to gain entry to the workforce, increase their ability 
to retain employment and position them for promotion and leadership. Soft 
Skills are the performance expectations required of people in search of a job, 
maintain a job, being promoted and/or being promoted to a position of 
leadership in the workplace. Soft Skills are not formal or technical knowledge. 
It’s all about working effectively with others in the workplace.

“…He who knows other men is intelligent, while he who knows himself is truly 
wise…”  LAO-TZU
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CAREER READINESS

 Problem solving

 Teamwork

 Work ethic
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Career Readiness- Confident at Work 16



Problem Solving Tips
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Teamwork Tips
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Work Ethic Tips
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A RESUME IS …

 Expected from you by many employers.

 A quick way to make an impression, --- either good or bad.

 A way to answer, “Why should I hire you?” by providing related skills, 
accomplishments and experiences

 More likely to get you screened out than in --- especially. When used in a 
traditional way.
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A RESUME IS NOT

 The best tool for getting interviews

 Going to get you a job offer
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TYPES OF RESUMES

1. CHRONOLOGICAL
(List experience beginning with most recent)
Pros:
 Good for those with a strong work history

 Employers prefer it.

Cons: 
 Displays problems like job -hopping and gaps

 Not good for career- changers and those with little work experience.
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TYPES OF RESUMES

2. Skills or Functional
(Experiences listed under key skills)
Pros:
 Highlight strengths and hides weaknesses

 Can show present life experiences

 Good for those with limited work experience

Cons:
Some employers do not like this type
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TYPES OF RESUMES

 Can “backfire” poorly done

3. Combination
 Combines elements of both resume types.
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RESUME WRITING TIPS

 Write it yourself

 Make it error- free

 Make it look good

 Be brief and be relevant

 Be honest.

 Be positive.

 Be specific

 Use action words and short sentences.

 Avoid anything negative.

 Edit and edit again
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ACTION VERBS

 Analyzed
 Assembled
 Budgeted
 Calculated
 Coordinated
 Organized
 Planned
 Prepared

 Purchased
 Recorded
 Repaired
 Remodeled
 Reorganized
 Reported
 Scheduled
 Solved

 Reviewed
 Reinvented
 Resolved
 Standardized
 Studied
 Surveyed
 Summarized
 Upgraded
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TIPS FOR PICKING GOOD REFERENCES

Select people who:

1. Get Permission by calling the person

2. Share with your reference person what job you are applying for

3. Find out the best day and time to contact your reference- set a time and date good for 
them (people are busy)

4. Will say good things about you

5. Can be contacted by phone during the day

6. Coach your references in what to say

7. Select responsible people with good job titles.
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Resume
Processing
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RESUME- examples 29



INTRODUCTION TO APPLICATION

 They reveal your weaknesses

 Are designed to screen you out

 Not a good tool for getting interviews

 Not used in many small businesses

Why Bother with Applications?
 Important in larger organizations and government

 Force you to organize your experience

 Many employers request them
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TIPS FOR COMPLETING THE 
APPLICATION

 Follow instructions.

 Be neat.

 Emphasize skills and accomplishments.

 Fill in every blank.

 Use an erasable black pen.
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AN INTERVIEW IS …

Any face-to-face contact with anyone who has the authority to hire or 
supervise a person with your skills. They may or may not have a job opening 
at the time you interview them.
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INTERVIEW PREPARATION

 Decide if the company is good enough for you, if so give the employer 
reasons to hire you.

 Review the job description and repeat the key words listed in the job 
description.

 Have prepared success stories to share with the interviewer.

 Google the hiring company by going to glassdoor.com or go to the 
company’s website’s career page and company’s news tabs.

 Create a LinkedIn profile for yourself and research the company to see if 
you know some of their employees from high school, college, other places 
of employment, etc.
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INTERVIEW PREPARATION

 Prepare 4-5 questions to ask the employer

 Select an interview outfit that fit properly

 Dress one tier above the person interviewing you. Go by the worksite and 
see how the employees are dressing for work

 Make sure that you have good hygiene

 Do a mock interview with a family member or friend. Ensure that they are 
willing to tell you the truth

34



INTERVIEW PREPARATION

 Don’t wear headphones

 Arrive 15 minutes prior to your interview. If you are on time, you are late

 Be engaging with the security guard, receptionist, employees that you 
came into contact with

 Send a thank you card, text or email within 24 hours after the interview 
and not more than 48
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THREE STEPS TO ANSWERING PROBLEM 
QUESTIONS

1. Understand what is really being asked
 Can I depend on you?

 Are you easy to get along with? 

 Are you a good worker?

 Do you have the experience and training to do the job, if hired?    

2. Answer the question briefly  
 Acknowledge the facts, but… 
 Present them as an advantage, not a disadvantage.
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THREE STEPS TO ANSWERING PROBLEM 
QUESTIONS

3. Answer the real concern by presenting your related skills.

 Base your answer on your key skills.

 Give examples to support your skills statement.

 Use the Prove It! technique.
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PROVE IT TECHNIQUE

The Easiest Way to Convince an Employer to Hire You!

1. Present a concrete example --- Select a good “story”

2. Quantify -  Include data: #’s, %’s, frequency, volume per      
week/month/year, etc.

3. Emphasize results ---

What happened as a result?

(Increased profit, decreased turnover, improved productivity, solutions to 
problems, etc.)
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PROVE IT

4. Link it up --- 
Tell the employer you can do it in this job too!
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SKILLS EMPLOYERS WANT

AFTER SPECIFIC JOB SKILLS, EMPLOYERS WANT:

 Learning to Learn

 3 R’s: Reading, Writing, Computation

 Communication: Listening & Oral Communication

 Creative Thinking/Problem Solving

 Self-Esteem, Motivation, Goal Setting, Personal & Career Development.

40



SKILLS EMPLOYERS WANT

 Group Effectiveness, Interpersonal Skills, Negotiation, Teamwork

 Organizational Effectiveness, Leadership
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MOCK INTERVIEW QUESTIONS

 Tell me about yourself.

 Why did you leave your last job?

 Why should we hire you?

 Can you work under pressure, deadlines?

 Tell me about the most significant accomplishments in your present or 
most recent job.

 What is your primary strengths?

 What is your primary weakness?
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MOCK INTERVIEW QUESTIONS

 What would you like to be doing 5 years from now?

 How do you organize and plan for major projects?

 Describe a difficult problem you’ve had to deal with.

 What would your current/ most recent manager say about you?

 How many people have you managed in your previous jobs? What is your 
management style?

 How long have you been looking for another position?

 Have you ever been fired? If so, why?
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MOCK INTERVIEW QUESTIONS

 What is the most difficult situation you have faced at work?

 What have you done that shows initiative?

 I see there is a gap on your resume. Can you tell me why and what you 
were doing during that this time?

 Do you have any medical conditions that I should know about?

 Are there any accommodations that you might need in order to meet the 
requirements of this job?
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EMPLOYER’S EXPECTATIONS

Do you look like the right person?

 Personal appearance
 Know the dress code and right clothing/shoes/etc., for the career/job

 Paperwork (well done, resume, etc.)

 Interview behavior

 Good verbal skills
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EMPLOYER’S EXPECTATIONS

Can you be counted on?
 To have good attendance

 To stay for a reasonable time

 To be dependable in completing things

 To adapt quickly and be productive
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EMPLOYER’S EXPECTATIONS

What can you do?
 Job -related skills

 Previous experience

 Training

 Education 

 Volunteer work

 Life experiences

 Hobbies
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WHY PEOPLE GET FIRED

 Personality Conflicts
 Office Politics
 Poor Performance
 Weak Attendance
 Poor Management
 Dishonesty
 Couldn’t do the work
 Abuse of alcohol and drugs

 Worked too slowly
 Would not follow orders
 Unreliable
 Unable to get along with other 

workers
 Poor dress or  grooming
 Making too many mistakes
 Too many accidents
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FLRC WORKFORCE DEVELOPMENT
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