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BRIAN KEATING:  All right.  Well, without any further ado, I'm going to go ahead and turn things over to our moderator today, Judith Gilbert.  She is the SCSEP team leader with the DOL national office.  
Judith, take it away.  
JUDITH GILBERT:  Thank you, Brian.  And thank you, everyone, for joining us today for this webinar.  
Our presenter today is Laura Connelly of Talent Resource Solutions.  We want to welcome to Laura.  Most of you will already be familiar with her.  She previously provided training for SCSEP grantees in person at the conference that we held just a year, and she's also done two separate webinars for us on employer outreach.  
Today she's going to focus on kick starting the job search for the next group of participants you're preparing to start on the path to unsubsidized employment.  Laura's going to begin today's presentation by briefly reviewing information from the prior webinars and the results of a pilot study she did with SCSEP participants who attended job clubs.  But we want to encourage job search and job club activities as part of your overall SCSEP activities, so we're going to highlight that piece of it today.  
So with that, I'd like to turn it over to Laura.  It's all yours.  
LAURA CONNELLY:  Thank you, Judith.  I certainly appreciate the opportunity to be with you all this afternoon, and it's nice to be back with all of the folks from SCSEP.  
So let's go ahead and take a look at the slide that has the agenda for today on it.  And as Judith mentioned, we're going to start with just a quick refresher from the material that I covered on some previous webinars back in March.  And then from there we will go into the goals for today's session, which again is called "Kick Start Your Job Search."  
So we'll be talking specifically about both one-on-one and small group support that we can offer to these folks.  I'll be sharing some pointers for résumés as well as email addresses and voicemail greetings.  And then we'll start talking about how to help them set specific job search goals, what those goals might look like.  We'll get into some recommendations that I have with regard to online applications and online job searches.  We'll talk a little bit about computer skills and what is and isn't needed in terms of a job search; and then employer outreach when you can't enroll.  
And then at the end, I will point you to a handout that I have that's actually a document that you can share with the participants who are going through this process with you.  It's a guide for some specific job search activities.  
So that's our agenda for today.  Let's go ahead and get started with our review of the previous programs.  
Back in March I produced two webinars that were called "Implementing an Effective Employer Outreach Program That Works."  And you'll see when you download this PowerPoint you'll be able to access the link to both of those webinars.  But just a quick refresher because I imagine most of you probably participated in those.  
We talked during those webinars about marketing tips and marketing job clubs for what we call MPEs, which are your most placeable enrollees.  So those are your job-ready participants who've been assigned to a host agency, been through some training and you feel they are now job-ready.  And we broke down the tips into five specific categories.  
The first one was research and preparation, where we talked about how to identify current skills that those participants had.  We talked about how to identify some hot jobs that go unfilled in your community.  You may remember we talked about some of those being CNAs and security guards and other ones that probably require a little bit of training, but there are a lot of jobs out there that are going unfilled right now, if we can only produce the applicants with the appropriate training.  
We talked about creating a list of both former employers who have hired from you in the past as well as host agencies and them being mature worker-friendly.  We talked about creating an outreach plan for reaching out to employers, both directly as the participants do it as well as you and your staff doing on their behalf.  And we talked about how we might script some emails to prospective employers and what that might say.  So that was all part of the research and preparation piece.

The second piece, "Creating a 30-Second Commercial," is always a popular one with the participants.  And that's where we talk about two different ways to look at that.  One is an elevator pitch about your services and the other was a 30-second commercial, which was more geared toward an individual participant, and how to write them and the content that would go into them.  And we talked about the feature achievement benefit, or the FAB statement that we wanted to include in those 30-second commercials.  
MR. KEATING:  Laura, I'm sorry.  I just want to – speak up a little bit, if you could.  
MS. CONNELLY:  Oh, sure.  Absolutely.  
The third piece of it was outreach calls to employers.  So we'd done all our research and preparation, how do we want to reach out to employers?  What do we want to say?  And how might we script that in advance to make sure that we can make it as productive of a conversation as possible?  
And the next piece was talking about OJE as well as specialized training being excellent tools that really differentiate our participants from all of the other applicants out there with employers, and how to take advantage of those tools and script a conversation with an employer about those tools so that they can understand truly the benefits of them.  
And then the last piece is overcoming prospect concerns – prospects being the employers – that they might have about a particular participant or about working with SCSEP and understanding the program and so forth.  And so scripts to overcome some of those.  
So that in a very quick nutshell is what the previous two webinars were about and should bring us to today, where we're going to first take a look at some pilot survey results from job clubs that I actually participated in with a national grantee – three different groups, actually.  And at the end of that job club and using the material that I presented in the last two webinars that we just talked about, I did that in person with a number of participants in three different groups.  And at the end, I surveyed them and I asked them three specific questions that I'm going to share their answers with you today.  
The first was, what is the most valuable thing that you learned in marketing job club?  And this is coming directly from the participants who sat through those job clubs.  And I'm not going to read all of these to you.  You can certainly read through some of them yourself.  But I do want to point out some common themes that we see here.  
So the first one, "In searching for employment, I'm not isolated."  Being part of that group experience was really important to them in a job club.  They liked developing a strategy of how to market themselves, getting organized with that strategy.  They liked the systematic approach to their job search.  They liked learning how to act with confidence and learning what their selling points were, learning what their value was to an employer.  
Look at that next bullet point.  I love this one.  "I am not alone; other respectable people are looking for a job."  So you're starting to see it really, a theme of it building that confidence; building that ability to go out and have a conversation with an employer, believing that they add value to that employer.  
Networking, assertiveness, that type of thing; the reality of the job market – so talking with people who understand what's going on in the job market today and how to do what they need to do to find to find a job.  And of course, they liked the 30-second commercial.  We did hear that quite a bit.  
The second question that I asked them – "What did you like most about marketing job club?"  And you'll see a similar theme.  They liked the camaraderie.  They liked it boosting their confidence.  They liked the ability to interact and share problems and concerns with other jobseekers.  They liked that it was a step by step, well-structured process.  They liked all the pointers that they got.  
They also liked the empathy from their classmates, the structure and the organization and they felt empowered by coming to marketing job club.  It gave them a positive attitude, a positive feeling about themselves.  
And the last question that I asked was, "Would you recommend marketing job club to other participants?"  And 100 percent of them said yes, they would.  
And I want to share this one unsolicited comment that we got from a participant.  I'll read you the quote.  "People out of work can become broken and hurt.  The support is great, the honesty and integrity and level of care is priceless.  The exchange of ideas is great.  It's as if you have your own home team rooting for you."
So that's a quick summary of marketing job club and hopefully a little commercial for it in terms of if you haven't had a chance to implement it yet, you might want to go back and relisten to those webinar links and maybe get some ideas for how you move forward.  All the details are there for you to implement.  
But today's program is called "Kick Start Your Job Search."  And where that fits into the spectrum here is this particular program is designed to offer one-on-one support for participants to better prepare them for their job search and to bring those non-MPEs – and again, MPE, most placeable enrollee, so somebody who is not quite job-ready yet, not quite an MPE – bring them to the point where they can benefit from a marketing job club that you're going to produce.

Create a more inclusive marketing job club for a full spectrum of participants – not the MPEs, but everybody – and provide ultra-personalized support for all participants and increase participant their motivation through one-on-one attention.  So those are the goals of today's program, the kick starting your job search program.  
It all starts with an invitation to those participants.  And I would highly recommend that this invitation come directly from the project director by way of a personal phone call.  And I say that because that personal phone call and that personal invitation makes them feel very special.  They've been selected by you for a training program that will help them become more job-ready.  
You explain the purpose of what you're inviting them to – a program that will help them create and develop some tools to help them find a job, but that you believe there will be other benefits that will help them with their self-esteem and their motivation as well.  
And you'll want to start – I'd recommend – with some one-on-one support between you and that participant.  And I would recommend that you start by having them complete a questionnaire.  And we'll look at that questionnaire on the next slide.  
But before we do, I would schedule a one-on-one session to review their responses once they filled out the questionnaire.  And during that one-on-one session between you and the participant, you're going to want to take some notes as you review their responses.  You're going to be making some assessments about them, and you're going to be providing a summary and your comments to your job developer or your employment specialist or whoever it is on your staff that's going to be making outreach calls either with the participant or on behalf of the participant.  I believe that your one-on-one support will greatly increase that participant's motivation and their self-confidence.  
So what might the questionnaire look like.  Well, here's some ideas that I have.  I would ask them to tell you about the types of jobs that they've been applying for; their salary expectations – and then we're going to start to get a little specific on them.  We're going to want to know the names of the companies that they've applied to in last three months; and specifically how many interviews they've had in last three months.  
What methods are they using to look for a job?  Are they searching on the internet?  Are they reading the classifieds?  Are they networking?  What are they doing?  How many hours a week are they spending on their job search?  And then, why do they think they haven't found a job yet?

Do they have access to a computer?  Have they taken any training to improve their skills in the last three months; and if so, which training classes?  Do they practice their new skills; and how much?  And then the last question, how can we best assist you as a participant in your job search?  And then again, you'll want to review those answers with on a one-on-one basis.  
From there I think we can move into a small group support – again, pre-job club – where we start to pull together small groups, perhaps three or four people, of these folks that we think are not quite job club-ready yet so that we can go through all the things we're going to talk about today with them – résumé pointers, tips on email accounts, tips on voicemail greetings, creating job search goals, how to apply for jobs and some interview preparation material.  I think that this content will prepare them for the opportunity to learn and also to help their peers learn in the upcoming job club.  So they can learn from each other as well as from you.  
So let's start to talk about the content of those small group sessions, and let start with the résumé.  One of the questions I get all the time – and I have a feeling you probably do as well – is how do I show my host agency assignments?  And I've looked at a number of these résumés for participants that have – they look like job hoppers.  They've got three months at this host agency and four months at that host agency and then a little bit of a gap where you pulled them in for some kind of other program.  So it's not necessarily the best foot forward with an employer.  
So what I recommend is that you help them format their résumé like you see on this slide.  Put the name of your program – the SCSEP grantee name – your city, your state, and then the date that you enrolled them through present.  And then underneath that, create sub-bullet points for each host agency assignment.  
So you can see in our example here that this particular individual was assigned to the food bank as an administrative assistant for the last year and a half; you've got a couple of bullet points.  And then before that, he or she was assigned to Catholic Charities as a receptionist for a year, and you've got a couple of bullet points there.  So it neatly summarizes all their host agency experience, but it avoids them looking like a job hopper.  
OK.  Some other pointers for the résumé.  I would highly recommend you review and editing that participant's résumé before you put them into the marketing job club.  So this pre-group that you're putting together, the small group, is a great opportunity to do that.  We want to make sure that their email address is a professional one.  We've all seen some really funky ones, I'm sure, where they've got "susiebubbles" (ph) or they've got their pet's nickname or some other crazy stuff.  And we really want to make sure it's a professional email address.  
We want to make sure that the phone number on that résumé is one where they can most easily be reached.  I highly recommend you call that number and make sure that it has a professional greeting and talk with the participant about the fact that that number will remain active during their job search.  We'll talk more about professional voicemail greetings in a minute.
You have the ability to use spell check in Microsoft Word or whatever program you're using, I would highly recommend you use it to check for grammatical as well as spelling errors.  And I like to see duties in bullet form rather than paragraph form.  In my business, I look at résumés all day long, and I can tell you that the hiring managers don't have any more time than I do or you do to spend five or 10 minutes on a résumé.  It's probably a 30-second glance.  So something needs to jump off the page at them about that person's résumé; and if it's in bullet point form it's much more likely to happen than if it's a whole paragraph that you have to read.
Other résumé pointers – make sure that they've got their former employer duties in past tense rather than in the current tense.  So for example they "typed documents," not "type documents" if it's a formal position.  We don't want to see any kind of personal information – marital status, height, weight, a photograph or anything like that on a résumé, nor do we want to see names of references.  Names of references and phone numbers and so forth should be in a separate document that's typed that they can produce if asked, but you don't want it on a résumé.  
You want to save all résumés on your office computer as a Word document in case they lose it, they lose the computer that the computer that they stored it on.  They are in your office applying for a position online and they need to copy and paste, it's great if you have a copy of it.  
I would also have sample résumés available for their use when they're crafting their own résumé, as well as – and you're probably doing this now – you want to be able to offer some kind of a résumé writing tool or a class or your personal assistance if they need it.  I know that the One-Stops have some classes, I believe, that you can put them in.  But they may just want your personal help, and I think that we need to be prepared to offer that assistance.  
OK.  We talked about setting up professional-sounding email.  So if someone doesn't have one, there are two sites that you can go to where you can get a free email address.  And one of them is Google and the other one is Yahoo.  There are probably others, but those are the two that I'm aware of.  
So I've listed here the information and the link that you would go to in order to help them create a new email that they would use for their work-relate job search.  Suggested account name – and it's often taken – firstname.lastname.  You can also try it backwards, lastname.firstname.  Or you can do firstname.lastname and then a number, like laura.connelly43, I think mine is, at Gmail.  But avoid nicknames and make sure it's something professional that wouldn't be offensive to any hiring manager that might be looking at that email address.  We just don't want any red flags.  
The other thing that we need to be sensitive to is their voicemail greeting.  So again, we want to make sure that that number listed on their résumé and any job applications they fill out is one that has a professional voicemail greeting on it.  So it needs to be simple and sounding professional; ideally not shared by anybody else.  And I know that that's sometimes difficult.  But perhaps if it's a home phone and it's a family phone, perhaps the family could agree that the mom or dad's job search is the most important thing.  
And perhaps it could say something like, "You've reached the Connelly residence and Laura Connelly," or something like that, or perhaps they could just agree to have it say, "You've reached Laura Connelly for the time being."  Everybody else's friends will know that that's the right phone number.  
You want to make sure it has first and last name on there.  Please make sure there's no music or other background noise or the dog barking.  You want to avoid any phrases that might offend someone – religious phrases, whether or not we believe in those things personally, there might be a hiring manager that might find that offensive, to hear "have a blessed day" or something like that that sometimes we hear on these greetings.  We just want to keep it clean and simple and professional.  
I would have them listen to the recording after they record it to make sure that they like it.  And make sure that number remains active.  And I've given you a sample here that, as you can see, is very simple and very basic.  But that's all you really need as far as a voicemail greeting.  
OK.  Let's move into the next section, which is job search goals for jobseekers.  Broad, general goals are not ideal.  I've talked to a lot of these folks, and I know you talk to them every day and you hear things like, "I'll take anything; I just need a job.  I've done lots of things; I'm really open about what I might want to do.  I want to work anywhere in the food industry."  It's almost like they feel like if they narrow it down too much, they're short-changing themselves and they might miss something.  
I believe just the opposite is true.  I believe that broad goals really reduce their odds of success, for a couple of reasons.  Number one, I think it confuses an employer.  They're trying to slot them into a specific job and they're trying to figure out which job or maybe a couple jobs are they most qualified for.  I also think it makes that participant's job search more overwhelming and less focused than it needs to be, because they go to do an online job search – which are they looking for if they can't narrow it down?  So my tip for them would be narrow your goals to increase your chances.  So let's talk a little bit about more about that.  
Specific, realistic goals.  I would like to see them identify the specific job titles that that person is qualified for, based on their past experience – be that a host agency or a previous job – or their education.  So for example, specific job title – cook, chef, line cook, server – kind of keeping with our foodservice theme here.  
They should set some kind of a realistic minimum salary or hourly pay, and then start to identify the types of employers where those jobs may be found.  And let me go back to the realistic minimum salary or hourly pay first.  This is something that you can help them with and coach them on, because I do think that some of them set their goals too high and it's not realistic.  Others may be setting their goals too low.  So you know the marketplace.  I would want to talk that through with them.  
And then, help them identify the types of employers where those specific jobs may be found.  And again, in our example, restaurants, hospital cafeterias, food service companies – lots of different types of companies that they don't want to exclude.  And then we need to help them determine those geographic restrictions.  So how will they get there?  Does the job, does the company needs to be on the bus route?  Does it need to be a certain radius of miles from home or a certain distance from home?  Or does it need to avoid a certain part of town where the rush-hour traffic is too bad?  What are their geographic restrictions?  
And then, we need to help them think through and clarify their schedule.  Are they available to work nights?  Are they available to work weekends?  How many hours per week are they interested in working?  Do they need to be home at a certain time of day to pick the grandkids up off the bus?  What are their schedule details that they need to make you aware of and that they need to think through?  
From there, we can help them create a specific job goal.  Now, this one is going to be a little bit more specific than they may necessarily need, but I throw it out there as an example of it would be awesome if they could come up with one like this.  If it's a little more vague, that's OK.  But let's give them this example and then maybe we can kind of work from there.  
So this example says, "I am seeking a full-time position in the food industry by no later than January 15, working as" – here are my three titles – "a chef, line cook, or a server, making at least $10 per hour, in a restaurant or a foodservice company located within 10 miles of my home, or on the bus route within 20 minutes of my home, where I can finish my shift no later than 8:00 p.m."  
Now, that's something you can get your arms around.  And from there you can really help them narrow down where are the companies that fit those parameters where we can start to have conversations without (sic) those employers and look for positions that would be appropriate so everybody's got their goals on the same page.  
Now, let me point out by saying this is not something that you would have them share with an employer.  That's way too specific.  When you talk about something to share with an employer, that would be their 30-second commercial.  This is something between you and the participant so that you all can be on the same page about what is an acceptable type of position for them so that you don't spin your wheels searching for positions and talking to employers, only to have the participant say, oh, I could never go that far, or I don't want to work that late, or that's not enough money or whatever it is.  So I think by doing this upfront we can all be on the same page.  
So in terms of choose those top three job titles, I know that's tough.  I'm talked to these people about these participants, about the difficulty of that.  And I think they really need some coaching from you there.  So identifying the top three job titles that the participant is both interested in and qualified for, I think we need to be able to give them some examples.  
So one of our examples here was the foodservice one that one looked at earlier.  Another example in the administrative field might be administrative assistant or billings clerk or admissions clerk at a hospital.  But too broad would be just to say, I want to be in an administrative position, or I want to be in customer service or janitorial.  Let's help them narrow that down a little bit more.  
From there, we can help them focus their résumé, their 30-second commercial and their entire job search on these three titles.  And if we need to broaden it from there, we can.  But it gives us a specific place to start.  
All right.  Let's move now into online job applications.  I know that this can be a challenge for some participants.  Some of them are more computer-literate than others, and I think they need some coaching with this.  So that's one of the reasons I put it in this kick start section.  I believe we need to offer use of your computer in your office, where they can practice completing an online application together with you.  I think you may need to think in terms of showing them how to create a login and a password for an online application.  
Have them practice copying and pasting their résumés into an online form.  And that's one of the reasons I want you to have that résumé stored on your computer.  And then you want to teach them how to save their résumé to a flash drive, which you may want to educate them on where to purchase, how much they are, or perhaps you have some in your office you can even provide to them.  
Because once they've got their résumé on a flash drive, you can suggest that they could use the computer anywhere if it has their résumé stored on it – at the One-Stop, at the local library; perhaps at a friend's home if they don't have one so they don't always have to be in your office when doing online applications.  
But I do think it's important that we watch them do a couple to make sure that there aren't any challenges there with how to do that.  And I would also recommend that if there are challenges, that you might want to encourage them to always do their online applications in your office if they need assistance.  
Online job searches, same concept.  So you want to show them in your office, in this session, how to use job boards such as – one of my favorite ones is indeed.com.  If you are not familiar with it, it's an aggregator, so that supposedly it goes out and pulls jobs that are posted all kinds of job boards, on specific company websites, and pulls them all into one spot on this indeed.com.  So I like that one, but there's certainly some other excellent ones out there.  
And assist the participant in making a list of job titles to search for, and then practice doing online job searches together.  And the reason I say that is a lot of these folks, when I talk with them, tell me how many hours a week they're spending on a job search.  And in some cases, it's a lot of hours.  And when I ask them to break down what they're doing, they're spending a ton of time online.  And I call it "the black hole."  And I call it the black hole for a reason.  
It's so easy – and I know you guys probably know this – it's so easy to get on the internet and two hours goes by and you don't even realize it, and you look at your watch and you think, now, what did I just accomplish in the last two hours?  So we want to be structured about that time.  We want to be organized about that time.  We want to have specific job titles we're looking for.  And if they can go online with you and you can practice doing some online searches together and you can kind of coach them, I think we can help insure that the hours that they're spending searching are productive hours.  
And if you've been through my last two webinars you'll know that I'm not a big fan of your entire job search being online.  I think you need to get out and talk to employers and do networking.  So we want this to be a piece of their job search but not all of it.  So you can offer them some suggestions on how be more productive with the time they're spending online.  And you can also show them perhaps how to set up alerts that a lot of these websites have where if a new job is posted that meets their criteria, it will email them so they don't always have to go back in and start from scratch.  
That takes me to a conversation about computer skills.  And I think it behooves us to understand the computer literacy of each participant.  Now, I recognize that not everybody needs to be computer-literate.  It depends upon the type of position that they're seeking.  But everybody – with probably very few exceptions – should know how to complete an online job application.  It's just the way of the world in which we live.  
So you may want to think about offering some suggestions for some computer skills help if you feel they need it in the form of a class or a workshop or some one-on-one support from their employment specialist.  We know that they can get computer skills practice at the library.  There are classes at the One-Stop.  You may also want to offer use of your computer and your fax machine to these folks if that would be helpful.  
Ok.  Moving into stocking your office for support.  So when we are getting ready to start a job club and we've brought these folks through the personal conversation, the invitation to come in and get some kick started job search help, and then into the small group to talk about all the things we've talked about today, and then we're getting ready to move them into a marketing job club that we're going to create, we want to make sure that our offices are stocked to maximize the support that we can offer these participants.

And so I've got a list of some things here, and there are probably lots of other ones that you have in your head, and maybe we can share some of those if we have time later.  But one thing that I'd like to recommend is a Book of Lists for your city.  Now, if you're not familiar with the Book of Lists, it's published by the business journal for your city.  
So for example, I live in Tampa, Florida, so my business journal is called the Tampa Bay Business Journal.  They're produced and published in most major cities across the country, and I believe it's – I can't remember, every other week-type of a magazine.  But once a year they publish this document called the Book of Lists.  And that's really what you want to get your hands on.  Your public library should have it.  You may also be able to call the business journal and find out how you can get a copy.  You may have to purchase it; I'm not sure.  
But it lists for a lot of different types of industries, it lists the top 10 or 20 or 30 employers in your city, along with a lot of details about that company; some contact names, their website, the number of employees, types of positions they hire, that type of thing.  So they might list it for, say, all of the top hospitals and all of the top law firms and all of the top foodservice companies and that type of thing.  So it's a really valuable tool for you to have for anybody that's in a job search.  
I would also recommend that you pull together a list of the past employers who have hired from you and make that available to these participants, because those companies we know are mature worker-friendly.  Now, not saying there aren't other ones who are mature worker-friendly that we haven't found out about yet, but this is certainly a good shortcut list for them to be able to have access to.  
The top 50 employers in your city would also be a good list for you to get your hands on.  And you might get that from the chamber of commerce in town or the local economic development council.  You might even find it on the internet if you do a Google search.  
A list of hot jobs in your city.  And again, a list of hot jobs are those jobs that we know are sometimes going unfilled because there aren't enough trained applicants, such as CNAs and other home health and health care positions, security guards, those types of positions.  So what are those hot jobs?  
And then, organize some information sessions on those hot jobs.  So if somebody wants to learn about becoming a CNA – they don't even know what it is but they know that there are a lot of positions open that they see online – you may want to think about having an information session where somebody from a CNA training company comes in, somebody from the local hospital comes in and talks to a group of participants about what that job entails.  
I would also have some examples ready for the participants to look at of other people's 30-second commercials.  Obviously you want to strip out the names so you're not revealing anything confidential, but some examples of some good ones that they might mirror theirs after.  
If you use an employer letter that talks about the OJE program you might want to have an example of that.  And some sample résumés, certainly, of some good, strong résumés that other participants have created.  Again, strip off the name and contact information; same with the cover letters.  
And then, if you're not using personal networking cards for your participants, I would highly recommend you look into it.  Basically it looks like a business card, and you can produce it for them on paper that you can buy at any office supply store.  And it's perforated so that on one 8.5 by 11 sheet it might print out – I forget, I think it's 16 or 20 networking cards.  And so you just have to create it as a Word document and then print it on this preperforated stock.  And it looks like a business card.  
So on the front it has their name and their phone number and their email address, and then maybe on the back you put their 30-second commercial or something like that.  So if you're not providing those to them, you might want to look into it because they're very popular with the participants who we've given them to.  They can't get enough of them.  They come back asking for more.  
And the idea is that they give it out to anybody and everybody that they're networking with in their job search.  So they might leave it with an employer.  They might give it to their friends to give to their employers.  They might give it to somebody they meet at the grocery store because you never know who that person knows.  So use it like a business card.  
OK.  That brings me to the last two slides, which talk about employer outreach when you can't enroll.  So I don't know how many of you are enrolling now or not enrolling now, but for folks that I have talked to around the country who weren't enrolling, they said to me, I'm not really doing a lot of conversations or outreach to prospective employers because I can't enroll and I've already placed all my people who I feel are job-ready and the others that I have aren't ready yet, so I didn't think it was a good use of my time.  
I would completely disagree with that.  And I would tell you that I think you should continue to use this time, even if you're not enrolling, to prepare your prospective employers for what you're going to have to offer in the future in the way of participants.  So I have a few suggestions here I just want to share with you.  
One is I think should always be marketing.  And when I say your inventory, I mean your participants.  And I call it MPE marketing, meaning specifically marketing an individual who is job-ready.  So I'm recommending that you customize an outreach campaign to an employer or a group of employers around a specific participant or groups of participants who are job-ready with similar skills.  
I think this is also, if you can't enroll, a good time to start identifying the target companies and the hiring managers that you'll want to reach out to in the future.  There's a lot of research that goes into employer outreach, whether it's on your part or the part of the participant.  So now is a great time to do some of that pre-work, even if you're not quite ready to start having conversations with employers.  
It's also a good time to stop by or call and at least introduce your services to those employers, because you can start to create relationships for future.  And I will share with you – and those of you who have done employer outreach know that you don't necessarily get a job order from them on the first call or the first visit.  So it's a great opportunity to start to build that rapport with them and let them know what you have to offer, let them know what your services are all about so when the time comes they think of you.  
And, oh, by the way – you might want to add to this conversation – are you doing any hiring now?  And then if they say, well, yes, we are, you'll want to explain, if feel you need to, your limitations and that you have sort of a depleted inventory, a group of participants.  A lot of your folks have been placed and some of the other ones are quite ready yet.  But I think it's best, as always, to under-promise and over-deliver on any candidates that you can refer to them.  
And just let them know that if you can't fill their openings today, hopefully you've piqued their interest in working with you in the future once you are able to enroll again and start to get some more folks through to training so that they're job-ready.  
Now, that's on the prospective employer side.  What you can do when you can't enroll on the participant side – three ideas, and they're not going to be a surprise to any of you, I'm sure.  One is to implement what we just talked about today – this kick starting your job search program for the non-MPEs to help them become job-ready.  
The second thing is to give it a try.  And by "it" I mean try a marketing job club.  If you haven't done one yet, select a few pieces of the marketing job club from the last two webinars and implement them.  I will tell you that it's broken down in small pieces so you don't have to do the whole thing.  The 30-second commercial one is extremely popular.  
And I highly recommend that project directors teach that job club first before delegating it to your staff.  I've seen people do it the other way and there are just so many opportunities for you to personalize your program and make it your own.  And I would highly encourage you to do that.  But I think it's something the project director needs to take and own and do it once and then make it your own, and then turn it over to your staff to do.  
So with that, I'd like to turn it back over to Judith for a moment before we cover this next handout.  Judith?  
MS. GILBERT:  Thanks, Laura.  We just wanted to reinforce the notion that people who are job-ready should be referred to the One-Stop system when they come to you and they are, in fact, job-ready.  
The term "job-ready" has been discussed in training and in conversations with grantees where whenever we've provided technical assistance.  And we mean generally that the term applies to an individual who requires no more than just job club or job search assistance to be employed.  What people have been talking about and what Laura's talking about today are people that are in your program, that are in training and just need to be helped get up – ready so that they're – meet the criteria of job-ready.  
There is a definition of what job-ready is in the regulations.  It means an individual who doesn't require further education or training to perform work that's available in his or her labor market.  And someone comes to you and can be – and I think you all know this – can be directly placed into unsubsidized employment, that they should not be enrolled in SCSEP, but rather referred to the One-Stop system.  So I hope that that clarifies that somewhat.  
Laura, I want to turn it back to you for the final slide and then we will open things up for questions.  
MS. CONNELLY:  Excellent.  Let me just locate it here.  
So there is a handout that is available to everybody, and I believe it's in a couple of places.  You should be able to access it on your screen and you can download it right from there.  It's in the upper left-hand corner on my screen.  And it is called the participant guide.  And so you can feel free to download it today, or it will also be posted, from what I understand, after this webinar is over.  
And just to share with you what we're talking about in this handout, this is something that you can print and hand directly to your participants as they enter into this kick starting your job search or even the marketing job club.  It has a lot of detail about some of the material we talked about today, but phrased more for the participant about to create job search goals.  
How to apply online; and then a lot of detail on what to do when they're called for an interview, how to prepare for that interview; specific types of interviews – everything from phone interviews to face-to-face, panel interviews, behavioral-based interviews; some sample interview questions that they might want to prepare for some advice on what not to ask on a first interview; how to dress; things not to wear; how to be prepared for the age factor, which we know is there in many cases, whether the employer brings it up or doesn't, and how they should handle that.  Some good, practical advice about how to proactively address that with employers.  
What to bring with them on the interview; something I call "showtime," when they actually are on the interview; and then a couple pages at the end on how to use social networking in your job search.  So again, it's in language that is designed to be directed and speaking directly to the participants.  You can print it and hand it to them, or you may want to work it into some of your marketing job clubs that you're creating and use some of this material and practice and role play some of it.  So role play some of those interview questions; how to handle certain questions, how to handle the age factor and so forth.  
So with that, I would like to turn it back over to Judith, and I think we're going to be able to take some questions at this point.  Judith?  
MS. GILBERT:  Yes.  Absolutely.  Thank you so much, Laura.  This is absolutely fascinating and I think it's going to be extremely helpful.  
We do have a couple of questions.  One person has said, they wonder how difficult it would be to, quote-unquote, "select" the most employable participants without looking like we're discriminating against other participants.  Do you have a response to that, Laura?
MS. CONNELLY:  I do.  And in fact, that's actually why I created today's material, is my last two webinars were designed specifically for most placeable enrollees.  And I think that we do need to address the fact that everybody that comes to you is not job-ready, as you've just said.  That's the whole idea.  And so as we work them through the program and they become job-ready, that's what makes them an MPE.  So it's not – I don't really consider that discriminatory.  It's more the reality of where their skills are at this point in time.  
But we also realize that that leaves out a fairly large portion of your population on your payroll.  And so we want to discriminate against them, either.  We want to make sure we give them every opportunity we can to get them job-ready.  So that was the whole purpose of today's program, the kick starting your job searches, for those who aren't to be designated as an MPE but are coming along, and we want to give them every tool we can.  
So if you'll remember, back at the beginning we talked about one of the goals of kick starting your job search being to make it available to everyone so that we're more inclusive in terms of who can participate in job club.  So you're absolutely right on.  I totally agree with you.  We don't want to discriminate, and that's what today was all about.  
MS. GILBERT:  Yes.  I think that it's just important that you be aware of this and that you're realistically assessing people and just making sure that you're not inadvertently showing favoritism in ways that are inappropriate.  
Another question is, does anyone know – and maybe folks out there know; Laura may know also – how extensive is the Book of Lists?  I mean, how big a city does there need to be to have one?  What about areas that are somewhat more rural or the cities aren't big?  Does anyone have a sense about that?  If Laura, if you do or anybody else is online and wants to type in an answer, you certainly could do that and we'll share it with everyone.  
MS. CONNELLY:  I'll give you my thoughts while we're seeing if anybody else knows better.  But from my knowledge, it is the major cities.  So I would think in terms of like the NFL cities.  It's kind of how I think of it.  
If you're in more of a smaller city or a rural area, you may need to go a different route.  And that's where I would go to the chamber of commerce or I would go to the economic development council and just ask for the top employers in the area.  
MS. GILBERT:  Great.  Thank you.  
MR. KEATING:  And that's actually what came through from one of the attendees, was local chamber of commerce.  
MS. GILBERT:  Great.  Thank you.  
Someone has asked, "What is the prevailing practice regarding paying people for time in job clubs?"  That is a legitimate CSCEP activity.  And so, yes.  They get paid for doing job search and job clubs.  And obviously they're continuing with their community service training.  
Laura, do you have a sense when people are doing job clubs, about how much time they take on a weekly basis?  
MS. CONNELLY:  It really depends upon the particular site and how they want to structure it.  I know that the program that I rolled out in the last two webinars can be offered – I mean, it's really a very flexible program so you can make it work for you.  But I have seen people do it anywhere from once a week for six weeks to twice a week for four weeks.  And sometimes the sessions are an hour; sometimes they're two or three hours.  
Sometimes they pay them for longer and the job club itself lasts an hour but then they have them stay and work one-on-one with the employment specialist to do whatever the homework assignment is.  Like for example, if they're creating a 30-second commercial, they stay after class and work on their commercials.  So they might wind up paying them for three hours even though the job club itself was only an hour.  So it's really flexible, but it's a fairly intensive thing, from what I've seen, because they're truly job-ready and we want to make sure that we're getting them through the program and out there interviewing as quickly as we can.  
MS. GILBERT:  "Are there any specific activities that you'd recommend to train or teach seniors about how to apply online?"  It's a major barrier, this person says, for their participants, and it's not a regularly taught class.  
MS. CONNELLY:  It's a major barrier for a lot of people.  
I've never seen anything in particular.  What I would recommend is good old-fashioned one-on-one sit down at the computer with them and show them how to do it.  And you may want to consider making some notes while you're doing that.  So perhaps you could provide a handout with some commonly asked questions or some common things they need to know, like how to create a login and write down your password and all those kinds of things.
But I mean, everyone's a little bit different.  So you would want to know how to create a login, copy and paste your résumé, common questions that you see on those online applications, those kinds of things.  But no, I've not seen anything and I've not taken the time to actually sit and write that stuff down.  But it's a major barrier for a lot of people.  So I think good old-fashioned one-on-one support works best.  
MS. GILBERT:  Here's a comment that I'm not sure you would agree with, Laura, or not.  But nonetheless – that the presentation seems to be geared to a healthy economic climate.  So is that true or not?  And if not, how do we tweak job searches for what we're dealing with now in the economy, and especially in rural areas?  
MS. CONNELLY:  Yeah.  Just the opposite, actually.  This presentation was written for today's economic situation, which I don't think any of us will describe as particularly healthy.  
MS. GILBERT:  Right.  
MS. CONNELLY:  So the whole point is that we really need to go that extra mile because jobs are hard to find.  And so the employer outreach that we're preparing these folks to do is critically important because jobs are few and far between and they're not going to get as many shots at interviews as they would have in a healthy climate.  So they've got to be so ready and so prepared and so right on when they go in there to totally differentiate themselves and understand what their strengths are for the employer and know about their 30-second commercial and have a good-looking résumé with no typos on it and so forth.  I mean, employers can be very, very selective in today's economy.  So that's what this whole thing is designed for.  
Now, as far as tweaking it for a rural environment, I think you're probably going to have to be – work all that much harder because there are fewer opportunities and fewer employers then there would be in a downtown Chicago or New York, for example.  But the process is still the same.  You still need to understand who the major employers are in your area, what types of positions do they hire for and how can I help match my participants up against those positions and reach out to employers just the same way you would in New York City.  It just requires that extra effort right now in today's economy for everybody, for us and for the participants.  
MS. GILBERT:  "Do you have a sense about how long job club should be?  You've made some reference to over the course of six weeks or eight weeks."  But someone is saying – asking a question about what if a person's been in a job club for a year?  Is that a reasonable thing?  Or should this be much more a short-term intensive activity?  
MS. CONNELLY:  Huh.  I've never thought about it lasting a year.  That would make me a little bit nervous.  I think – when I think about job club, I think of it more as a short, bursty activity.  Whether it's three weeks or four weeks or six weeks depends on how frequently you want to pull them out of the host agency and into your office.  
But much beyond six weeks, I think you start to stretch it out too far.  And I find that they get ahead of the material in job club.  When we were piloting it, we had one pilot program that was going to run, I can't remember whether it was nine weeks or 10 weeks or 12 weeks or something really long.  And we wound up right in the middle of the pilot thing, this is just too long.  They're getting ahead of the material.  They would start to make calls to employers and we hadn't thought them how to overcome objections yet and we were two weeks away from it.  So we found that we needed to make it more short and bursty and focused.  
If somebody was in it for a year and still hadn't found a job, I'd be concerned that we need to re-look at that situation on a one-on-one basis and figure out what about that person is holding them back, and can we do some more specific one-on-one support for them.  
MS. GILBERT:  Yes.  I think that that's – that would be my response also.  So thank you.  
We do have a comment from the folks in Massachusetts, that they had done three job clubs, and the last session was a mock interview with local employers and with the staff, and they found it very helpful.

MS. CONNELLY:  That is an excellent idea.  If you could actually get local employers, perhaps some that have hired from you in the past or some that you're friends with to come in and do mock interviews with your folks, I think that's an incredible idea.  There's nothing like being in front of an actual employer to make it a more real-life situation.  
And if you have any dollars in your budget or you even have a camera on your cell phone or you can purchase a more official camera with a tripod and tape it – I know sometimes that makes them nervous, but it does give them an opportunity to watch themselves on tape and see things that they're doing that may want to correct.  So I would add that in addition to a mock interview, is you could tape it, that's even all that much better.  
MS. GILBERT:  And someone has asked about the 30-second commercials that you mentioned.  I believe there are examples of them and how to do them in webinar one and two.  
MS. CONNELLY:  That's exactly right.  Yep.  Lots of examples in there.  
MS. GILBERT:  Great.  Other questions or comments from folks out there?  We're just about at the end of our time, but we probably have time for one or two more questions, if there are any.  (Pause.)
MR. KEATING:  And just a reminder while we wait, that we have recorded today's webinar.  Again, we're going to be making that webinar recording available in about two business days, so be on the lookout for that.  
MS. GILBERT:  Someone has asked if there are any tips on identifying age-friendly employers.  
MS. CONNELLY:  (Chuckles.) Mature worker-friendly employers, I assume you mean.  
MS. GILBERT:  Yes.  
MS. CONNELLY:  You know, I think it takes prospecting and having conversations with those employers, and then recognizing that they are mature worker-friendly.  Certainly anybody who has hired from you in the past, I would like to think falls into that category.  So I would encourage you to go back through your books, your records over the past three years or five years and make a list of all those employers.  I bet you'll be surprised at how many you'd forgotten about that may have hired somebody from you three years ago and you want to reach back out to them again.  
There are employers who do advertise that they are mature worker-friendly.  Some of the big players around – big national companies who will advertise that.  And you may, if you do some internet research, you may see some of that.  But I think a lot of it is just – it depends upon the individual hiring manager, and so you need to have a conversation with that person and explain the strengths and the benefits of hiring a mature worker – which by the way, I had a lot of that in the last webinar as well.  
There's probably about 15 or 20 different benefits of hiring mature workers that you want to make sure you're up to speed on, so that when you're talking to employers, you can stress that as well.  
MS. GILBERT:  One last question.  Thanks, Laura.  "Do you have any suggestions about evaluating the effectiveness of a person's job search activity, other than the fact they got a job?"
MS. CONNELLY:  Mm-hmm.  I do.  I think it has to do with measuring those numbers.  Because as I like to say, you have to kiss a lot of frogs before you find your prince.  And you have to go on a lot of interviews before you find your job.  And it is very much a numbers game.  
So if you have them track how many résumés have they sent out, how many phone interviews have they had, how many face-to-face interviews have they had, how many times have they been called back for another interview.  Know what those numbers are.  Have them understand the importance of tracking their own numbers and setting some specific goals.  
How many interviews a week, a month do they want to try to go on?  That will help you understand whether they're not getting a job because they're doing something wrong on the interview – and to me that's a training and a coaching opportunity – or because they're simply just not applying enough places.  And that, to me, is more of an effort conversation that you need to have.  
MS. GILBERT:  And one last question, Laura.  "Any suggestions for redirecting a group when they've not had interviews or found success so that stay positive."  
MS. CONNELLY:  Yeah.  We found that an awful lot in the pilot classes that we did.  And I think you need to think of yourself as a cheerleader.  And I know you do this in your jobs all day long anyway.  You really need to stress the positives and to find the silver lining in any cloud, because they are going to be talking about the clouds.  And they are going to focusing on the negatives, and those shoulders are slumping.  
And they went on an interview and had a bad experience, and now they're telling six other people in the job club about it.  And you've got to be able to find something positive about that, that they did well, that they went in and delivered their 30-second commercial with pride and it went well and it was a good practice session – whatever you can find to extract that's positive.  
And people would tell me all the time, you're such a great cheerleader.  But you have to be.  And I bet people tell you guys that all the time, too.  You always need to stay positive yourself, focus on the positives for them, make sure that they lead with a smile on their face, feeling good about themselves, and you'll see those shoulders just start to rise, and the shoulders that were slumping when they walked into the first day of job club after a couple sessions will leave with a smile on their face.  And you can just feel the attitude changing, and that's one of the huge benefits of job club.  But you need to create the right environment for that.  
MS. GILBERT:  Laura, this has been incredibly helpful, the comments that we're seeing, people are finding that.  So we are most appreciative of everything that you've done to get yourself ready to do this webinar, all the work that you've done with people and for doing it for us and with us.  
So with that, I want to say thank you again and turn it back over to Brian.  
MR. KEATING:  All right.  Thank you so much.  Well, stay with us if you can.  As you can see there, we'd like to ask you in a moment to give us some feedback on today's webinar and also suggest other webinar topics if you like.  
But first, just a couple of key points here.  One is that Workforce3One is a resource that's built for you and by you.  So again, if you've got content that you'd like to share with your peers – things that you think might be useful across the workforce investment system, you can go ahead and upload them right to the site.  We'll approve it and then we'll make it available for everybody.  
Also, just a reminder that we have recorded today's webinar.  Once that recording's available, you're just going to log in with your email and password, and then it'll be available on your dashboard page.  Under the "attended" tab there's a link to the resources page.  The PowerPoint slides have already been made available, and the recording and transcript will be available in about two business days.  
So without any further ado, I'm going to switch us over to the feedback section.  As you can see here, there's a couple of polls that we'd love for you to answer, one about the audio quality and the one below that about the overall quality of the webinar.  The PowerPoint slides are the handout are available at the bottom of your screen.  
And then at the right-hand side of your screen, you'll see that we just asked you to give us some general feedback in the first poll there – the first chat window on the left.  And right next to it, if you have any new topics or things you'd like to see covered on an upcoming webinar, go ahead and let us know in that open chat there on the right.  
So we'll go ahead and end the audio portion of the webinar today.  But we'll leave this webinar room open for several minutes to give you an opportunity to go ahead and give us your feedback.

And thanks so much everybody for participating in today's webinar.  We'll look forward to seeing you on future webinar sessions.  
Have a great day, everybody.

(END)
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