Tips to Help Your Job Search Today

If you are just getting started or if your job
search seems to be in a rut, these simple tips
may save you time and get you on the path to

employment success.

Be Prepared
Have a professional sounding telephone

answering machine or voice mail system.
Create a professional e-mail address.
Check voicemail and e-mail often.

Create Your Own Templates
Have copies of your resume and cover

letter ready to edit.

Have three professional references in-
cluding name, job title, company, phone
number and email address ready for ap-

plications or interviewers.

Use Job Search Engines
KANSA®B/ORKS.com will search multiple

job databases.

Network
Tell everyone you know that you are
looking for work and ask if they know of

any available opportunities.

Our knowledgeable and supportive staff is
dedicated to helping you with your employment
related needs. Services are available at the
Workforce Centers listed below. For additional
information visit www.workforce-ks.com.

Wichita Workforce Center
150 N. Main
Wichita, KS 67202
(316) 771-6800 or (877) 509-6757

Monday -Thursday 8:00 a.m. to 5:00 p.m.
Friday 9:00 a.m. to 5:00 p.m.

Butler Workforce Center

2318 West Central Avenue
El Dorado, KS 67042
(316) 321-2350

Monday - Thursday
8:00 a.m. to 1:00 p.m. and 2:00 to 5:00 p.m.

Sumner Workforce Center

107 South Washington
Wellington, KS 67152
(620) 326-2659

Tuesday and Thursday
8:30 a.m. to Noon and 1:00 to 4:30 p.m.
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http://jobsearch.about.com/cs/networking/a/networking.htm

What is the Workforce Center?

The Workforce Center connects job seekers
with the resources to find a job and keep a

job. And, the best part is that most services

are available at no cost to job seekers.

The Workforce Center strives to streamline
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resources approach.

At the Center workforce professionals will
assess your current situation and connect you
with the appropriate services to help put you

on the path to employment success.

Whether you need help with a resume, job
search assistance or just want to explore
furthering your education, we can help con-
nect you with the tools necessary for building

a successful career.

What are the tools for employment success?
Assessment ToolsSpecially designed assess-
ment tools will help focus your job search efforts
and highlight:

1 your employment related interests,

1 your current job skills, and

1 the ski;ls needgd fOé career advancement.
Coa

Basic Skills Assessment & Skill Buildiridpe
Workforce Center has online assessments to
determine your skill level in:

1 applied mathematics,

1 reading for information, and

1 locating information.
You can also take advantage of available soft-

ware to improve these skills.

Job Search Assistance & Career PlanniAg
the Workforce Center you will be able to utilize
available resources to identify and track your
employment related goals.

 Computers and Internet Access

1 Fax Machine, Copier, and Telephone

1 Labor Market Information

1 Resume Evaluation or Creation Software

1 One-on-One Job Search and Interview

Coaching
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Workshops- Designed for professional and
skilled workers, workshops offer training on
how to find a job and the key skills employers
are looking for while hiring. Topics include:

1 resume writing and interviewing

1 job search skills, and

1 basic or professional computer skills.
Workshop schedules are updated monthly and

available online or at the Workforce Center.

Equal Opportunity Employer/Program
auxiliary aids and services are available upon request
to individuals with disabilities.

The hearing impaired may contact the Workforce Center
by calling the Kansas Relay Center at 1-800-766-3777.

US DOL FUNDED: This project is funded under agreement
with the United States Department of Labor.
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