
 

 
 
 
 
AMERICA IS HIRING 
 
A COMPLETE OVERVIEW OF THE JOB SEARCH PROCESS IN AMERICA 
 
 
By Sacha DeVoretz 
 
 
 
LearnJobSkills.com  
America ~ Canada  
 



America Is Hiring 
 
First American Edition 
 
 
Copyright © 2005 LearnJobSkills.com. All rights reserved.  
 
 
No part of this book may be used or reproduced in any manner whatsoever 
without written permission from LearnJobSkills.com. This publication is protected 
by Copyright and permission should be obtained from the publisher prior to any 
prohibited reproduction, storage in a retrieval system, or transmission in any form 
or by any means, electronic, mechanical, photocopying, recording, or likewise. 
For information regarding permission(s), write to: Rights and Permissions 
Department.  
 
 
ISBN 0-9734154-5-2 
 
 
Cover Art and Book Design: Russ Davies 
 
Managing Editor: bestedit@shaw.ca 
 
Printed and bound in Canada 
 
 
LearnJobSkills.com  
America ~ Canada 
 
 
 
 
 
 
 



 
 
 
 
 
 
Dedication  
 
This textbook would not exist without the efforts and kindness of many people 
dear to me. This book was produced with the intention of helping others realize 
their full potential. 
 



���������
�

INTRODUCTION 
 
CHAPTER 1 – GETTING YOUR JOB SEARCH TOOLBOX TOGETHER………3 
 

• Before You Begin 
• Computer 
• Internet 
• Telephone 
• Fax Machine 
• Photocopier 
• Post Office – Mail 
• Web Camera 
• Pen, Paper And General Work Space 
• WORKSHEET: Tools Needed For The Job Search 

 
CHAPTER 2 – PREPARING AND CREATING AN EFFECTIVE RESUME……..9 
 

• The Search Begins 
• Licensing And Credentials 
• WORKSHEET: Licensing And Professional Associations 
• Informational Interviews 
• Let’s Create An Effective Resume 
• Use “Power Words” Frequently 
• WORKSHEET: Power Words 
• What Does An Effective Resume Look Like? 
• Two Sample Resumes: General and Information Technology 
• WORKSHEET: Create Your Own General Resume 
• WORKSHEET: Create Your Own Information Technology Resume 
• Do Do A Do, Don’t Do A Don’t: Resumes 
• Frequently Asked Questions – Resumes 
• Your Two Best Advertisements 

 



CHAPTER 3 – FIRST IMPRESSIONS FIRST: COVER LETTERS AND 
REFERENCES………………………………………………………………….……..40 
 

• What Is A Cover Letter? 
• Cover Letter Rules 
• Do Do A Do, Don’t Do A Don’t – Cover Letter Writing 
• Make It Correct 
• The Typical Cover Letter Structure 
• Which Cover Letter Should I Use? 
• WORKSHEET: Create Your Own Cover Letters 
• Personal And Professional References 
• Compiling A Reference List 
• WORKSHEET: References 

 
CHAPTER 4 – FINDING THE JOBS AND MAKING THE “WOW”……….…….62 
 

• Big Cities vs. Small Towns 
• An Overview Of The American Job Market 
• Research, Research, Research 
• High Demand Occupations In Your State  
• Job Search Journal 
• WORKSHEET: Create Your Own Job Search Journal 
• Marketing Yourself With A “WOW” 
• How To “WOW” 
• More About “WOW” Self-Marketing 
• WORKSHEET: Effectively “WOW” Yourself To The Employer 

 
CHAPTER 5 – YOUR JOB SEARCH: A BIG JOB MADE EASY……………….82 
 

• Keys To A Great Job Search 
• Networking, Networking, Networking 
• Networking Etiquette 
• WORKSHEET: Networking 
• Cold-Calling 
• WORKSHEET: Create Your Own Cold-Calling Email 



• Recruitment Firms 
• WORKSHEET: Recruitment Firms/Employment Agencies 
• Internet Job Websites 
• WORKSHEET: Internet Job Websites 
• Posting Your Resume On The Internet 
• WORKSHEET: Posting Your Resume On A Job Website 
• Newspaper Job Listings 
• WORKSHEET: Newspaper Job Ads 
• Career and Job Fairs 
• WORKSHEET: Career/Job Fairs 
• MULTIPLE CHOICE QUIZ: Different Methods For A Job Search 
• WORKSHEET: Job Search Methods Checklist 

 
 
CHAPTER 6 – EMPLOYERS WHO ARE HIRING……………………….………112 
 

• Research Employers Who Are Hiring For Your Occupation 
• WORKSHEET: Create A List Of 50 Employers Who Are Hiring For 

Your Profession  
 
CHAPTER 7 – YOUR JOB SEARCH ACTION PLAN………...…………….…..114 
 

• Your Blueprint: - The Action Plan 
• WORKSHEET: Job Search Action Plan 

 
CHAPTER 8 – BARRIERS AND SOLUTIONS TO EMPLOYMENT…………..121 
 

• Barriers And Solutions 
• WORKSHEET: Overcoming Employment Barriers 

 
CHAPTER 9 – WITH A POSITIVE ATTITUDE, YOU CAN LAND THE JOB…127 
 

• What Is A Positive Attitude? 
• Visualization 
• WORKSHEET: Vision For Six Months, Two Years And Five Years 



CHAPTER 10 – SALARY REPORT AND JOB INTERVIEW…………….…….129 
 

• What Is The Average Salary? 
• Understanding The Cost Of Living 
• WORKSHEET: Your Salary 
• Job Interviews 
• Before The Interview Checklist 
• The Different Interviews 
• Preparing For The Interview 
• Behavioral Interview Questions 
• Practice Interview: Sample Questions 
• WORKSHEET: Your Interview 
• Thank You Letter 
• Sample Thank You Letter 
• WORKSHEET: Create Your Own Thank You Letter 
• More On Thank You Letters and Interviews  

 

CHAPTER 11 – JOB INTERVIEW: THE SEQUEL(S)………………..…………166 
 

• Yes, There Are More Interviews 
• WORKSHEET: After The First Interview 
• Pre-Employment Screening 
• WORKSHEET: Pre-Employment Screening 
• Reassessment Time – You Did Not Get The Job Offer 
• WORKSHEET: Interview Improvement Feedback 
• Try And Try Again 

 

CHAPTER 12 - YOU GOT THE JOB!...............................................................175 
 

• An Offer Of Employment 
• Accepting The Job 
• WORKSHEET: Job Offer Consideration 
• I’ll Take It: A Typical Job Acceptance Letter 
• Declining The Offer Of Employment 
• WORKSHEET: Declining The Offer 
• Getting A Social Security Number 



CHAPTER 13 – MOVING TOWARD THAT BIG PROMOTION………………..182 
 

• Moving Toward That Big Promotion 
• WORKSHEET: How To Land A Promotion  
 

CHAPTER 14 – AMERICA JOB DIRECTORY……………..……………………185 
 

• Recruitment Firms 
• Job Websites 
 

CHAPTER 15 – GLOSSARY OF TERMS………………...………………………186 
 
 
 
 
 
 
 
 
 
 
 
 
 


