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Welcome

Y o4

Welcome to the Workforce Development
Guide!

We're excited that you've choSen to explore
this resource designedifo,empower you on
your career journey. Inside these pages, you'll
find a wealth ef.in§ights and valuable tips
aimed at emheincing your workforce skills.

Whetheryou're just starting out or looking to
advé@nee further, this guide is your trusted
companion for continuous career growth.
Unlock the knowledge within and discover
how to take meaningful steps toward your
professional goails.

Your journey to success starts here!



APPLYING

Email

Learn why it's important v:}( a
a

work appropriate em ow fo
communicate professi ]
email.

% + LinkedIn

Vi
ore about the importance of
opriate and/or private social
ia presence, and how to create
inkedIn profile.

y

Google Workspace

Learn about the importance of using
Google Workspace and resources to
improve your sKkills.




Create an Email:

Before jobs see your resume or look
at your application, the first thin
they see as their point of contact.i
your emadil address!\,

How to Create an quAF

1.Go to Gmail.c@\

2.Click "Cre Account"
3.Select
4. Ent

ur Information
& Birthday)
ate a "Username”

***Use the tips on the next page to
create a work appropriate
username***




Username:
Do's & Don'ts!

DONT!

Use a nickname
Use your birthday Use familiar #'s

‘\ake ii too long Short and simple

EX.
badbunny122599@gmail.com benito.ocasio@gmail.com
djkhaled.the.best@gmail.com aubrey.drake.21@gmail.com

assassin.michael@gmail.com beyonce.knowles.7@gmail.com




Write an Email:

Here is an example of how to send a
professional email:

Dear (Name), O

My name is (Name), | am (position/stu V
stafus + organization/institution) | % ing

out about (a,b,c). (Insert quesho ncern.)

Thank you for your flme | hear from you
soon.

Sincerely,
: Your Name QQ

o'and am currently studying music production. | am

re ng out to learn about any internship or summer program
opportunities you may have for the Renaissance Tour. | would love
to share more about myself and possibly join the team.

Thank you for your time. I look forward to hearing from you soon.

Sincerely,
Jermaine Cole




Social Media is an Extension

of....YOU!
Being mindful of your social media CWQS
while job hunting is essential because
employers often check candi r%nhne
presence. Inappropriate ¢ % r
unprofessional behavior ¢ (NG m your
chances of getting hired, While a positive and
well-managed opli age can enhance your

prospects. YO reputation matters as
sume, so think twice before

much asy
postin nsider using privacy setfings to
cor@ sees your confent.

S =




Clean up your social media profiles regularly: Go through your
social media accounts and remove any content that mi be
considered unprofessional, offensive, or inappropriate ffor t

workplace. This includes old posts, photos, and co e t
may not align with your current professional imag VV

Control who can see your posts using priva ftings: Utilize the
privacy settings on your social media pl@ifo o control who
can view your posts, photos, and information. Limiting
access to your content ensures tha youUr intended audience
sees the information you share.

Avoid sharing offensi optroversial content. Refrain from
posting anything t seen as offensive, discriminatory,
or controversial cOntent may raise concerns for potential

employers an negatively impact your job prospects.

Stay iti professional in your interactions: Interact with
of k al media in a respectful and professional manner.

[ gaging in heated arguments or making negative
co

nts about others, as it may reflect poorly on your
character.

Google yourself to check your online image: Take a moment to
search for your name on search engines like Google to see what
information is readily available about you online. This will give you
an idea of what potential employers might find when they look
you up and help you address any potential concerns or issues.



Social media CAN be used to help
with job prospects - use Linkedln:':

Linkedln is a powerful platform that lets yo
showcase your talents, skills, and exper’n

field of interest. It's a great opportunj
professional online presence, con e h I|ke—

minded individuals and po’rer\ oyers.

One of the most |mpor’ron ts of Linkedin is your

headshof.

WA headshoft is a professional
ocuses primarily on an individual's
ometimes shoulders.

Professional H
photograp
face, he




Sign up and add a photo: Go to the LinkedIn website or download the app,
sign up using your email, and add a professional profile photo to make a
positive first impression.

Write a catchy headline and summary: Craft a short, attention-gra®bing
headline that reflects your career goals or interests. Write a brief su ar
that showcases your skills, passions, and what makes you unig@e.

List education and experience: Add your educational ba roun@fincluding
high school, college, or any relevant certifications. Include rk

experiences, internships, or volunteer opportunities OWC your
professional journey.

relevant to your career path. Showcase plishments or awards

you've received to demonstrate yougca

Highlight skills and achievements: Men’riorke'fl skills you possess that are
C
bilhies.

Connect with others: Start buildi
classmates, teachers, and ot
connection requests with '

your n ork by connecting with friends,
fessionals you know. Send personalized
ge infroducing yourself.

Join groups and foll
interests or indust
individuals. Follo
activities andaiob

. Join LinkedIn groups related to your
rmed and connect with like-minded
omipanies you're interested in to receive updates on their
nities.

Share a nt: Engage with others' posts by liking, commenting, or
shari tfuRcontent. Share your own thoughts, articles, or projects
r 0 field to demonstrate your expertise.

esh recommendations: Ask teachers, mentors, or supervisors to write
re endations for you. These endorsements add credibility to your profile
and provide valuable insights to potential employers.

Set career preferences: Use the "Career Interests" section to specify the types
of opportunities you're seeking. This helps recruiters and employers find you
for relevant job openings.

Keep your profile updated: Regularly update your LinkedIn profile with new
experiences, skills, or achievements. Stay active on the platform to build a
strong online presence and make meaningful connections that can lead to
exciting career opportunities.



