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THE JOB SEARCH
CHECKLIST

TOOLS & ROUTINES

O Use a notebook or job search log to track your applications,
including logins, passwords, and next steps. Example template.

O Create a personal email address. Keep it professional. Avoid
including personal information in your email address (like date of
birth).

O Have someone you trust review the legal sections of your
application with you, such as:

e Terms and Conditions
¢ Privacy Policy

Be prepared to provide a cell phone number. Applicants may be
asked to let potential employers contact them by text.

Create a resume. Choose a format that highlights your skills.

Prepare the documents needed to complete your I-9 form, if
hired. Here is a link to acceptable documents. The VADMV also
issues legal identification; learn more about how to obtain an
adult ID here.

Search and apply to jobs daily.

Apply to multiple jobs and a variety of jobs. Not every job
application will work out. Finding a job takes time.

Follow up on your applications by checking your email,
completing next steps, and checking in with the employer.

| Apply Now |
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INTERVIEW TIPS & ETIQUETTE

O Practice answering common interview questions. Be ready to

answear the question, “Tell me abowt yourself”
O Learn about the placeyou are interviewingwith. B2 ready to say n
why youare interestad inworking thare. Prepare a couple of
questiore to ask abowut tha place or the pb youapplied to

O Planahead. Arrange reliable transportation and give yourself
plenty of time to get thara

O send athank you email to the intarviewer after you meat

THE OFFER & ONBOARDING

If yourecene a job offer, be sure torespondand ket tha employer
krow whatharor rot youwant the pb

Be prepared to complete alot of paperwork and keep trackof
deadlines. This paparwvork might be gven to you in personor you
might ba asked to complete it online

Pregant your documents needed 1o completeyour 1-9 form
Asksomeore youtrust to help you complete the tax forms.

Think about whether or notyouwant to discloze your disability
and/or ask for accommodations atwork. These corversatiors
should ba heid with Hurmon Resources (HR); thay will ket you krow
what docurrentation they need. For informationabout your
nghts inthe workplice, check out the disAbility Law Center of
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FIND SUPPORT / EMPLOYMENT SERVICES

Employment Services

We proudly offer career exploration, training and job
placement services for youth and adults with disabilities.

Age varies by program, from high school to adulthood.
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https://soar365.org/find-support/employment-services/

Travis Roelfs What Can OPUS NETWORK Do For You? The ODUS Network

travis@theopusnetwork.com https://www.theopusnetwork.com/

We Serve People Who......

Need to make a LW

career change f‘ » Want to supplement . R , Want to discover
‘ » i their income - 3 their passion

Need to accommodate
Just graduated a disability



https://www.theopusnetwork.com/
https://www.theopusnetwork.com/

S

Cate Enge| THE CHOICE GROUP

Behavior Services

Manager, Richmond Office —————
The Choice Group Customized Employment
Cate engel@thEChOICegrOUp COm DJJ Vocational Services

PEERS® Curriculum

Project SEARCH

Pre-ETS DARS

Pre-ETS DBVI

Supported Employment

Therapeutic Consultation

Ticket to Work

Vocational Evaluation

WISA Services

Contact us today with any questions:

(804) 278-9151
info@thechoicegroup.com







