
   

 

 

 

 

 

 

 



CLASS RReessuummééss::  PPaarrtt  11  **Ask staff for assistance with preparation if needed.  

DESCRIPTION 
 Begin to create a “master resumé” (a listing of all jobs/activities in your work history). 
 Learn which resumé format works best for you. 
Please bring work history to the class (all jobs, titles, dates, and descriptions of jobs). 

 

CLASS RReessuummééss::  PPaarrtt  22  **Must have attended “Resumés: Part 1” or have a master resumé already.   

DESCRIPTION 
 Edit and format your master resumé. 
 Learn how to target your resumé to specific companies and the importance of keywords. 
Please bring your master resumé from the “Resumés: Part 1” class. 

 

CLASS RReessuumméé  CCrriittiiqquuee      **By appointment only. 

DESCRIPTION 
 Bring your resumé for a session with one of our certified resumé writers and a red pen! 
 Learn what your specific resumé needs in order to be put in the “yes pile”. 

 

CLASS BBaassiicc  CCoommppuutteerr  SSkkiillllss::  PPaarrtt  11 

DESCRIPTION 
 Learn the basic components of a computer 

(ex: operating mouse/keyboard and understanding basic functions of the desktop). 
 Introduction and exploration of Microsoft Word and FREE learning website tools such as gcflearnfree.org. 

 

CLASS BBaassiicc  CCoommppuutteerr  SSkkiillllss::  PPaarrtt  22  **Must have attended Basic Computer Skills: Part 1 first.  

DESCRIPTION 
 Introduction and exploration of the Internet. Create an e-mail account. 
 Learn how to search for and complete job applications. 

 

CLASS IInntteerrvviieeww  SSkkiillllss::  PPaarrtt  11 

DESCRIPTION 
 Learn traditional expectations and how to apply effective interview skills. 
 Learn behavioral and communication skills to use during your job interviews. 

 

CLASS IInntteerrvviieeww  SSkkiillllss::  MMoocckk  IInntteerrvviieewwss   **By appointment only. 

DESCRIPTION  Practice knowledge of interview expectations, including behavioral and communication skills. 
 

CLASS TTeelleepphhoonnee  &&  NNeettwwoorrkkiinngg  SSkkiillllss 

DESCRIPTION 
 Learn how to communicate in a positive and effective manner when inquiring about openings. 
 Learn how to maximize and take advantage of social resources during your job search. 

 

CLASS DDrreessss  ffoorr  SSuucccceessss!! 

DESCRIPTION 
 Learn appropriate dress attire for job searching and interviews. 
 Receive tips concerning hygiene and appearance to make the most professional impression. 

 

Offered in August only!  Sign up is required.  

CLASS ******DDCCAA  HHoommeeoowwnneerrsshhiipp  ((OOffffeerreedd  bbyy  GGeeoorrggiiaa  DDeeppaarrttmmeenntt  ooff  CCoommmmuunniittyy  AAffffaaiirrss  HHoouussiinngg  OOuuttrreeaacchh)) 

DESCRIPTION  Explore DCA homeownership programs, including first mortgage financing and down payment assistance. 
 

Offered in August only!  Sign up is required.  

CLASS ******BBuuiillddiinngg  aa  BBeetttteerr  RReessuumméé::  CCrreeaattiinngg  aa  WWiinnnniinngg  AAddvveerrttiisseemmeenntt  ((OOffffeerreedd  bbyy  PPiieerrrreettttaa  WWiinnggffiieelldd  ooff  LLoowwee’’ss)) 

DESCRIPTION  Learn basic components and formats (what you should and should not include). 
 

Offered in August only!  Sign up is required.  

CLASS ******SSuucccceessssffuull  IInntteerrvviieewwiinngg::  MMaakkiinngg  YYoouurr  SSaalleess  PPiittcchh  ((OOffffeerreedd  bbyy  PPiieerrrreettttaa  WWiinnggffiieelldd  ooff  LLoowwee’’ss)) 

DESCRIPTION  Learn effective ways to sell yourself during an interview including proper attire. 
 

Offered in August only!  Sign up is required.  

CLASS ******JJoobb  CCoorrppss::  IInnffoorrmmaattiioonnaall  SSeessssiioonn    ((OOffffeerreedd  bbyy  UUSS  DDeepptt..  ooff  LLaabboorr  JJoobb  CCoorrppss  PPrrooggrraamm)) 

DESCRIPTION  Find out about skills training, educational, and placement opportunities for ages 16 through 24.  
 

Offered in August only!  Sign up is required.  

CLASS ******BBuuyyiinngg  vvss..  RReennttiinngg::  HHoommee  BBuuyyeerr  SSeemmiinnaarr  ((OOffffeerreedd  bbyy  SSaannddrraa  HHoouussttoonn  ooff  PPrruuddeennttiiaall  RReeaallttyy)) 

DESCRIPTION  Thinking about purchasing a home within the next 12 Months? Learn the process of buying a home. 
 
 
 
 

Learning online? 
 

Check out GCFLearnFree at www.gcflearnfree.org for more educational opportunities. 

http://www.gcflearnfree.org/

