Career development and Team Building kit resource guide

This resource guide and the accompanying materials are designed to let you pick and choose what materials and content to use with the individuals or groups with whom you are working. 

There are career development resources for job seekers in this kit, and there are also resources for team building within your organization. 

The PDF labeled “How to find a job kit” is designed to share with individuals or groups, and the slides in the presentation can be broken up into sections based on the following outline. 

I. Workforce Development in Kentucky basic overview
A. Kentucky Career Centers / Office of Employer and Apprenticeship Services
i. Briefly cover services offered; how to navigate the websites
		ii. Work-based learning opportunities
	B. Adult Education
		i. assistance for English Language Learning
		ii. GED preparation
		iii. Basic reading and math skills preparation
	C. Vocational Rehabilitation
	D. Youth Work opportunities
		i. TRACK
		ii. Work-Based Learning
	iii. Youth-Based Career Training through Local Workforce Boards-Putting Young Kentuckians to Work
E. Career Explorer and Kentucky Student’s Right to Know from KYSTATS
	F. Unemployment Insurance
Watch the following video: https://youtu.be/8zY2aGDuWC0?si=8oUKCevqUQN-5lzN
		Discuss ways to meet the Work Search Requirements
II. Job search, résumé preparation, cover letter
A. Go through the Workplace Essential Skills- Job Search Module 
http://tinyurl.com/ycuu84ar
	B. Discuss Google resources
-What tools exist in Google that can be used to help with a job search? 
-What Google job search tools would you like to learn more about? 
	C. Set up a Google Gmail account
D. Watch the Finding a Job 101 video and learn tips on how to use Google resources to help you find a job. There is a slide deck called “Finding a Job 101” that accompanies the following video, and the video and slides should be used together.  https://www.youtube.com/watch?v=251kp8vPPtE 

IV. Interviewing
A. Explore the Workplace Essentials Skills-Interviewing Module
B. Read pages 31-33 of Nailed It by Matt Marvin. There are multiple copies of this book is included in the kit. 
-Discuss with group tips on how John could have better prepared to answer the questions posed. 
-Pass out a list of behavioral style questions and break up the group into groups of two. 
-Encourage the smaller groups to select two questions on the sheet and each member take turns practice answering that question. 

-Switch up the small groups and repeat the process once more. 

https://youtu.be/_BXBJ-0HdPM?si=nFzuhrIoDWuoF0Gd  

V. On the job
A. Punctuality from KET’s Workplace Essential Skills course https://ket.pbslearningmedia.org/resource/ket-workready-7/punctuality/
B. Conflict resolution 
https://ket.pbslearningmedia.org/resource/ket-workready-2/conflict-resolution/ 

C. Remote work / virtual meetings

Team Building resources
1. Open the We! Connection Toolkit—Conversation Starter, Ice Breaker Card Games, and Communication Book Bundle
· View the Make Connection and Engagement Easy guide and choose which activity works best for your time frame and group setting. 

· Follow the instructions suggested for the chosen activity. 

2. Use the How to Make Virtual Engagement Easy: A Practical Guide for Leaders and Educators to get ideas for leading meetings, either in-person or virtually. 
  
