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1JA PERSONAL SUCCESS

PROGRAM OVERVIEW

Welcome

JA Personal Success is a Junior Achievement program which will help you to develop 
the skills to land and keep a job.         

Business volunteers will come to your class and combine their personal experiences 
with course materials to provide you with real-world work force expectations.  In this 
program you will have the opportunities to:

h  Participate in group activities to foster teamwork skills

h  Begin to identify company cultures

h  Greet people in the work environment

h  Understand the steps in the hiring process

h  Practice key first-job work ready skills like listening and following directions

h  Identify your own personal knowledge, skills and abilities that are valued by 
employers 

h  Properly complete a job application with feedback

h  Prepare for a job interview 

h  Complete a personal interview and discuss ways to improve your performance

“You can and should shape your own future, because if you don’t 
someone else surely will.”

Joel Barker, Futurist, Author, Lecturer, Film Maker
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WHAT EMPLOYERS EXPECT
SESSION ONE:

ACTIVITY 1
Teamwork—Uses for a Paper Clip
When your Personal Success Consultant directs you, make a list of as many uses as 
you can think of for a paper clip.

What is the principle of teamwork that you should remember from this activity?

ACTIVITY 2
Corporate Cultures--What Employees Value in Employers
Companies have different cultures.  Working with your team, list five characteristics 
you seek in an employer.  What is most important to you?  For example, do you value 
flexible work hours? 

1.

2.

3.

4.

5.
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ACTIVITY 3
What Employers Value in Employees.
Working with your team, what five traits do you think employers look for in hiring 
high school students for entry level jobs?  Here is an example: Coming to work on time.

SUMMARY
List the top ten characteristics employers value in new hires as your volunteer reviews 
them.  You will be asked to refer to this list many times so be accurate and complete 
in your listing.

SESSION ONE: WHAT EMPLOYERS EXPECT

1.

2.

3.

4.

5.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.
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EXTENDED LEARNING OPPORTUNITY 1
Company Research
Researching employers is one of the best ways to become a stand-out 
candidate during the hiring process. By putting on your detective hat and 
investigating potential employers, you will discover details about the employer that 
will better prepare you for any interview.  You can learn what the company does 
and what they look for in a candidate. You will also be better prepared to answer 
questions and position yourself as the best candidate.
h How to Research:
    a Do a Google Search
            Company Website
            Wikipedia 
            News articles about the company and its products/services
    a Talk with current employees

h What to Research:
    a Company Culture, Mission, and Values
    a Clients, Products, and Services
    a News and Recent Events

h How to Use:
    a You will be able to:
            Answer questions in more detail
            Ask questions that relate specifically to the company 

For practice, pick a large company where you might like to work or whose products 
you value and complete the worksheet.    

SESSION ONE: WHAT EMPLOYERS EXPECT
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EXTENDED LEARNING OPPORTUNITY 1 continued

Name of Company: 

Location of the company headquarters:

The Company’s Mission and Values.
Job seekers should be able to confidently say they are a good fit for the company’s 
culture during any job interview.  Does the company have a mission statement?   If 
so, how can you identify with this mission?

Does the company have a values statement?  What are the key values and how can 
you relate to each? 

Clients, Products, and Services
As a potential employee, you need to have an idea of the type of work you would be 
doing once hired. By having a general idea of who the company’s clients are and the 
types of products and services that are offered, you will be more prepared for the 
interview too.
Who are the company’s key clients?

What are the key products/services? Do you have any experiences using them?

SESSION ONE: WHAT EMPLOYERS EXPECT
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EXTENDED LEARNING OPPORTUNITY 1 continued

News and Recent Events about the Company:
It is always a good idea to be knowledgeable about the company’s latest news and 
updates.  Have they announced a new product/service, acquired another company, 
made a significant contribution to the community?  Most companies have a page on 
their website dedicated to press releases and events. This is a great source for you to 
find out information regarding the company’s latest news and updates.
List any news that intrigues you.

What should you do if you are interviewing with a smaller company which does 
not have a significant Web presence?
If you cannot find any information on the company, you let them know that you did 
do online research and tell them that you are intrigued by the company and excited 
to learn more. People love to talk about where they work. This approach can be a 
great conversation starter and connecting point. Once they start telling you about 
the company, you can say ‘I worked on something very similar’ and point to your 
experience.

EXTENDED LEARNING OPPORTUNITY 2
Personality Quiz
Are you having a hard time figuring out your strengths and weaknesses?  Take a fun and 
quick quiz at jamyway.org to learn more about your personality type.

SESSION ONE: WHAT EMPLOYERS EXPECT
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YOU DON’T GET A SECOND CHANCE 

TO MAKE A FIRST IMPRESSION

SESSION TWO:

WARM-UP
One characteristic that employers value in employees at which I excel is:

Two specific examples which demonstrate that I possess this trait are:

1.

2.

ACTIVITY 1

Job Seeker                                                                
•  Contact references and record information
•  Set up email and voice mail
• Search for job positions posted
• Determine if it is a good fit for you
• Clean up social media 
• Complete job applications
 - or -
• Send resume and cover letter
• Practice interview question answers
• Dress to make a positive impression

Employer                                                      
• Develop job requirements
•  Post job, both internally and externally
•  Review job applications, resumes, and 

internal candidates
•  Conduct interviews
•  Check social media sites
•  Check references
•  Run hiring tests: background check, 

drug test, or skills test
• Select candidate
• Extend offer

The intersection 
where your interests, 
priorities, education, 
and skills match well 
with the employer’s job 
requirements is key!

Employer’s Job
Requirements

Your Interest 
and Priorities

Your Education 
and Skills

OVERVIEW OF HIRING PROCESS
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SESSION TWO: YOU DON’T GET A SECOND CHANCE 
TO MAKE A FIRST IMPRESSION

ACTIVITY 2
Setting Up Email and Voice Mail 

1) Using Phones for Text Messages and Voice Mail

h  What phone do you plan to use to receive calls from employers who wish to schedule 
a Job Interview?

           My personal cell phone

           A family member or family friend’s cell phone

           A home landline

           Other, please specify:                                         

h  Is this phone setup to receive text messages?  It is important to use the text message 
system associated with the phone number.  Apps such as SnapChat do not count.

           Yes

           No, not yet but it will be by next class period.

           This phone can’t accept text messages (i.e. landlines)

h  Is this phone setup to receive voice mail?

           Yes

           Yes, but no one can use it because the message box is full.

           No, not yet but it will be by next class period.  Hint:  For job purposes keep 
your greeting very simple.  “This is (state first and last name).  Please leave your 
message at the tone.”

2) Using Email

h  What email address do you plan to use to communicate with employers?    

           My school account or personal account that I will screen twice daily for work 
related emails.

           An account I will use just for business.  If you are setting up an email account 
you will give to employers, make sure that it is “professional.”  Your first initial, 
last name, and a number special to you is the best.  For example:  dstone0204@
gmail.com.       

           I can access the email I am going to use from my phone.

           I can’t use my phone to read emails, but I can and will readily access it at least 
twice a day even when school is not in session. Explain how: 
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SESSION TWO: YOU DON’T GET A SECOND CHANCE 
TO MAKE A FIRST IMPRESSION

MY REFERENCES
(References may not be related to you or be your friends)

My  Name:                                                                                                                      

Name of reference:                                                                                                            

Title at his or her organization:                                                                                                           

Organization name:                                                                                                           

Email address:                                                                                                              

Preferred phone number for contact:                                                                                                           

What is your relationship with this person:                                                                                                           

Skills/projects of yours that this reference might discuss:                                                                                                           

                                                                                                                                     

                                                                                                                                    

                                                                                                                                    

Name of reference:                                                                                                           

Title at his or her organization:                                                                                                           

Organization name:                                                                                                           

Email address:                                                                                                           

Preferred phone  number for contact:                                                                                                           

What is your relationship with this person:                                                                                                           

Skills/projects of yours that this reference might discuss:                                                                                                          
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SESSION THREE:

APPLY YOURSELF     

WARM-UP 
One characteristic that employers value in employees at which I excel is:

Two specific examples which demonstrate that I possess this trait are:

1.

2.

ACTIVITY 1
Is This Job Right For Me?
Complete worksheet on the following page.

ACTIVITY 2
Completing a Job Application
When employers review job applications they generally sort them into three piles.   
Where do you want your application to land?
     h Pile 1:  Interview
     h Pile 2:  Maybe
     h Pile 3:  Trash can

Before you begin to complete the job application in this workbook:
     h  Listen to the instructions from your volunteer and teacher about completing a 

job application.
     h  Review the general instructions below.
     h  Select a job from page 10 for your mock interview occurring in session five of 

this program.

Follow these general instructions to complete an acceptable job application. If you do 
not adhere to these standards, you will need to start over.

GENERAL INSTRUCTIONS FOR COMPLETING A JOB APPLICATION
h Use black or blue ink and use the same pen for the entire application.
h Print and use the same style for the entire application.
h Ensure that there are no misspelled words or abbreviations. 
h  All answers must be truthful.
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When you get a job offer, everything looks rosy. But before you rush something you might live 
to regret, take a moment to reflect. Break down the job characteristics and examine them in 
detail. It might rub some of the shine off the offer, but it will keep you from making a decision 
you may regret.

Pass/Fail Criteria – If the job doesn’t pass all these conditions, do not take it. 

Additional Job Factors – Evaluate the job on each of these factors and decide if it is a make or 
break for you. Use the following scale:

5 4 3 2 1 0
Great fit for me  I am satisfied  It doesn’t matter 

to me
Needs 

improvement
I need a new job 
in the same field 
with a different 

company

I need to explore 
jobs in a different 

field

 P  /  F  Pay – The pay rate meets your needs.

 P  /  F  Transportation/Schedule – You have dependable transportation to a job at this 
location at the times you will be scheduled to work.   

 P  /  F  Hours – You are going to get enough work hours.  If you are only going to get to 
work 10 hours a week, is it worth it?

 P  /  F  Work Conditions – You have a clear understanding of the job duties and 
expectations, and you are willing to perform this work.  For example, are you going 
to have to be on your feet during your entire shift?    

 P  /  F  Commitment – You honestly believe that you can do this job to the best of your 
ability for the duration of the employment offer.

              Working with People – Are you a people person or are you task oriented or a bit of 
both?  How do your skills compare to this job?  

              Cell Phone Policy – Can you live with the company’s policy regarding the use of 
cell phones?

              Music – Do you have to have music when you work?  If the answer is yes, can you 
listen to music on this job and if so, is it your own music or workplace music?

              Career Goals – Does this job align with your career goals?   

              Leadership – Did you meet your potential new manager in the interview process?  
Do you think you could work well under his or her leadership? 

              Friends/Family – Do you have any friends or family working for the company?     
Do they like it?

              Reputation – Does the company have a good reputation?  Do you know anyone 
who works there? 

              Red Flags – Do you have concerns/doubts?  What are they?  Make sure you identify 
and address any potential red flags.

SESSION THREE: APPLY YOURSELF
ACTIVITY 1
Is This Job Right For Me?



12

JOB OPPORTUNITIES FOR HIGH SCHOOL STUDENTS
These part-time or full-time positions have all been posted in the Louisville Metro 
area. Choose a job that relates to your career goals.

Student Painter – work on a crew with fellow students painting homes during the 
summer.

IT Support Intern – Perform PC builds for new employees including software 
installation for Windows-based systems.

Veterinary Kennel Worker – Kennel worker to take care of boarding and 
hospitalized pets.

Receptionist – Busy chiropractic office needs a receptionist from 4 - 7pm, Monday – 
Thursday.   Bi-lingual in Spanish desired but not required.

Package Handler -  Scan materials for system matches and packaging and physical 
defects.

Servers and Wait Staff – For Senior Living Center 4 - 6pm, daily and weekends.

Assistant Teacher/Floater – After school program for elementary school kids needs 
assistant teachers.

Tax Return Preparers – We train you to do simple tax returns.  January – April.

Nursing Assistant – Long term care facility seeks weekend staff to work in our 
Assisted Living Unit for active senior adults.   Spend time with seniors conducting 
bingo, serving meals, etc.  No hands on care.

Hotel Concierge -  Help the Concierge assist hotel guests.  

Production/Warehouse Specialist – manufacturing facility warehouse needs 
packing help.  One position in our organization for those under 18.

Full Service Associate – Help in one of our retail stores, providing excellent 
customer service.

Customer Service Representative – We make moving fun.   Help us do it.  

Usher – See the performances free.  Volunteer position ushering.

Internship – Local bank has intern position in marketing department.  

SESSION THREE: APPLY YOURSELF
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SESSION THREE: APPLY YOURSELF
APPLICATION FOR EMPLOYMENT

PERSONAL INFORMATION Date of Application:                                                  

Name:                                                                                                                                                  

Address:                       N/A --------------------------------------------------------------------------------------

Contact Information:                   (xxx) xxx-xxxx           (xxx) xxx-xxxx                          N/A                           

First                         Middle                                 Last

Street                             (Apt)                          City/State                                              ZIP

Mobile Tel.                      Other Tel.                                    email

Position Sought:                                                  Desired Pay Range:                                   Age if less than 18:                  

AVAILABILITY

Total hours available per week:             Shift applied for:                       Please indicate the times you are available for work each day.

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Day

From

To

Are there any times you are not available to work?                                              When can you start work?                                     

Work schedules may vary from week to week and occasionally you may be asked to stay late, leave early, or come in on your day off.  
By accepting a position with the Company, you are acknowledging that you understand that schedules may change at any time due to 
business needs

EDUCATION BACKGROUND

Starting with your most recent school attended, provide the following information.  Are you currently attending school?   Yes   No

Name of School (including city & state)
Number of 
Years Attended Completed

 Degree                                                      
 Certification                                               
 Other                                                         

 Degree                                                      
 Certification                                               
 Other                                                         
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SESSION THREE: APPLY YOURSELF
PREVIOUS EXPERIENCE

                                                                                                                                                             
Do you have a driver’s license?              YES              NO                                    Permit?              YES              NO

What is your means of transportion to work?                                                                                                               

                                                                                                                                                             
Please list two references other than relatives or previous employers.

Name                                                                                  

Title                                                                                   

Occupation                                                                               

Email                                                                                    

Telephone  (           )                                                             

Name                                                                                  

Title                                                                                   

Occupation                                                                               

Email                                                                                    

Telephone  (           )                                                             

Notification and Agreement:

I certify that all information provided by me is true, accurate, and complete.  I understand that falsification, misrepresentation, or 
omission of fact on this application or any other accompanying or required documents will be cause for denial of employment or 
immediate termination of employment, regardless of how or when it is discovered.

I authorize the investigation of all statements and information contained in this application.  I release from all liability anyone 
supplying information, and I also release the employer from all liability that might result from conducting an investigation.

Signature                                                                                                                                                                                                   Date

EMPLOYMENT BACKGROUND  List you present or last position first

(mm/yyyy)
From/To

Company
Name & Address

Telephone
nnn-nnn-nnnn

Supervisor
Name & Position

Your Position(s) Salary or Wage
Start / End

Reason for Leaving
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EXTENDED LEARNING OPPORTUNITY

Kentucky and Indiana Highlights

h   Kentucky and Indiana students 14-15 years old may only work three hours per 
day on a school day, eight hours per day on a non-school day, and no more than 
18 hours per week.  They may not work after 7:00 p.m. during the school year.

h   Kentucky students 16-17 years old may only work six hours on a school day and 
no more than 30 hours per week during the school year.  They may not work after 
10:30 p.m. preceding a school day and 1:00 a.m. preceding a non-school day.

h   Indiana students 16 years old may work eight hours per day on a school day, eight 
hours on a non-school day, and 30 hours per week.  Depending on whether it 
is a school day, the day preceding a school day, or neither, the work end time is 
between 10:00 p.m. and 12:00 a.m. 

h   Child Labor Laws for Indiana students 17 years old during the school year are the 
same as for those 16 years old, except there are no restrictions on end time.

In some cases, with written parental permission, students may work more hours per 
day and week.  When school is not in session, the laws allow more work hours and 
later end times. 

SESSION THREE: APPLY YOURSELF

CHILD LABOR LAWS
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SESSION FOUR:

MY INTERVIEW PREPARATION

WARM-UP
One characteristic that employers value in employees at which I excel is:

                                                                                                                                    

Two specific examples which demonstrate that I possess this trait are:

1.                                                                                                                                       

                                                                                                                                          

2.                                                                                                                                       

                                                                                                                                          

One characteristic that employers value in employees which I would like to develop is:

                                                                                                                                    

My plans to develop and improve this characteristic are:
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SESSION FOUR: MY INTERVIEW PREPARATION
ACTIVITY 1
Wow, They Are Interested! Now What?
Here is an example of the message you may receive via text, voice mail, or email:

Tips: 
h  Have a paper and pencil handy so you can write down the day, time and location of 

your interview.
h  Call back the same business day you received the message.
h  Be prepared to leave a voice mail.    

•  It is okay to write down what you are going to say before you place the call. 
•  Never hang up on someone.
•  Whether you are talking with a person or leaving a message speak slowly and clearly.
•  If you are speaking with a person, state your full name, why you are calling, thank 

them for the opportunity, and ask a question.
•  If you are leaving a message, state your full name, why you are calling, and leave a 

phone number where you can be reached.

How would you respond in each of these situations?

Example: 
1) You call, reach a person, and you want to interview.  
Hello, my name is Jane Doe.  I received your (call, text, Email) inviting me for an interview.    
 Thank you for the opportunity.      When would you like me to come in?   

2) You reach a voice mail and you want to interview.

                                                                                                                                           
3)  You receive an email, you are asked to respond via email, and you want to interview.

                                                                                                                                           
4)  You reach a person, and you are not interested in the position.

                                                                                                                                           
5)  You reach a voice mail, and you are not interested in the position.

                                                                                                                                           
6)  You receive an email, you are asked to respond via email, and you are not interested in 

the position.

                                                                                                                                           
7)  You reach a person and you need more information about the position before you 

schedule for an interview.  You need to know where the job is located and if it is on a 
bus route.

                                                                                                                                           
8)  Someone reaches you in person on your phone and you are tempted to hang up on 

them, because you think it is someone trying to get you to buy something or a prank call.  

                                                                                                                                           

“This is Ms. Jones with Humana.  Please call me at 
111-111-1111 to schedule an interview for a summer job.”
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SESSION FOUR: MY INTERVIEW PREPARATION
HOW TO GET A JOB
Tips for a Successful Interview

Before the interview:
h  Do your research.   Learn as much as you can about the company and the 

position before applying. 
h  Dress appropriately any time you are visiting the company, when picking up an 

application, and when interviewing for the job.  Hide any tattoos and exotic 
piercings during the interview. 

h  Be thorough when completing the application.  Blank spaces = laziness.  
h  Clean up your social media sites and get an appropriate e-mail address.  

Employers routinely look at your Facebook, and Twitter accounts, and can go 
back several years to see what has been posted.  

h  Write down your answers to the Sample Interview Questions and keep this list for 
future use.

h  Practice your responses in the mirror or with a family member or friend.  Also 
practice your closing statement.

h  Jot down a list of questions you would like to ask the interviewer and bring 
those with you.  Ask questions about the job requirements, the opportunity for 
advancement, and about the company.  This demonstrates your interest.

h  Arrive 15 minutes before the interview.  If you are not 15 minutes early – you 
are late.

During the interview: 
h  Bring your list of questions, job posting and resume.
h  Make eye contact with the interviewer throughout the meeting. 
h  Smile and speak clearly. 
h  Offer a confident handshake, firm but not crushing, and say your name clearly. 
h  Sit up straight in your chair. 
h  Do not eat, drink, chew gum, smoke, or dip tobacco during the interview.
h  Turn your cell phone off (not vibrate) during the interview.
h  Answer the questions in complete sentences and in a way that highlights your 

skills, experience, and interests.
h  Close the interview by shaking the interviewers hand, thanking them for their 

time, and letting them know how much you would like this job.   

After the interview: 
h  Send a brief note to the interviewer thanking them for their time and reinforcing 

your belief that you would be a good fit for the position.   Receiving a thank you 
note is often the decision maker for employers. 
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PREPARATION

h   You want to be prepared!

h   For your interview, choose a job from the Part-time Job Opportunities for High 
School Students on page 10 of your workbook.

h   Write down the answers to the Sample Interview Questions that you will most 
likely be asked in your interview.   

h   Practice saying what you have written out loud.   

h   Have someone ask you the questions and practice your answers out loud, making 
good eye contact with the other person.

SAMPLE INTERVIEW QUESTIONS

h   Tell me a little about yourself.  
      (Discuss your attributes and accomplishments.)

h   Why are you interested in this position?    
      (Be specific, why this job.)

h   What experience do you have working in a position like this one?  
      (Tie to work/volunteer experience.)

h   What are your strengths?   
       (You need to talk about at least two strengths and relate them to the job 

requirements.)

SESSION FOUR: MY INTERVIEW PREPARATION
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h    What are your weaknesses?   
      (You need to talk about at least one weakness and how you can improve.)

h   Tell me about your future goals.   
      (What are your academic/career goals?)

h    How do you handle conflict with others?
      (Discuss calmly, find a resolution, seek a manager, never yell.)

h    Do you have any questions about the position or the company?   
      (You have to have a question.   Don’t ask about pay or benefits.)

h   What makes you the best candidate?   
      (Sell yourself.  Why would you like this kind of work?)

SESSION FOUR: MY INTERVIEW PREPARATION
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EXTENDED LEARNING OPPORTUNITY
Creating My Professional Profile

My Target Job Is:                                                                                                                     

SESSION FOUR: MY INTERVIEW PREPARATION

My key job related traits that I know employers value are:

1.                                                                                                                                       

2.                                                                                                                                        
   
3.                                                                                                                                         

The experience & skills I bring to this job are:

1.                                                                                                                                       

2.                                                                                                                                        
   
3.                                                                                                                                         

The credentials I bring to this job are:

1.                                                                                                                                       

2.                                                                                                                                        
   
3.                                                                                                                                         

The people who can help me get this job are:

1.                                                                                                                                       

2.                                                                                                                                        
   
3.                                                                                                                                         

Part-time jobs which would help be develop skills for my target job are:

1.                                                                                                                                       

2.                                                                                                                                        
   
3.                                                                                                                                         
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MOCK INTERVIEW RUBRIC
While waiting your turn, review rubric and your answers to the sample interview questions.  
Review “My Pledge to Workplace Success” on the next page and be prepared to discuss it with the 
interviewer.
 
Student:                                                          Date:                Teacher:                                                     

SCORE CRITERIA

Demonstrated Proper Introduction:
     -stating his/her full name
     -maintaining eye contact
     -proper handshake

Demonstrated Poise
     -sat up straight in chair
     -maintained eye contact

Was well prepared to answer questions # 1, 2, and 3

Discussed strengths and weaknesses and steps to 
improve themselves

Described future goals (academic and career goals)

Described Conflict Resolution skills to include:
     1. Calm the situation
     2. Listen to both sides
     3. Look for win/win solution
     4. not working-Find a manager

Answered all questions in complete sentences

Asked appropriate questions about company/job

Thanked interviewer and provided proper 
handshake

*RIGHT ON 
TARGET *GOOD JOB *A LITTLE 

OFF TARGET

*RIGHT ON TARGET = High level of skill
*GOOD JOB = Average level of skill 
*A LITTLE OFF TARGET = Needs to improve.

SESSION FIVE:

JOB INTERVIEWS
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SESSION FIVE: JOB INTERVIEWS

My Pledge to
Workplace Success

As a contributing member of any successful team, I commit to enact the following behaviors:

              I will always tell the truth and be honest.   

              I will follow all employer company policies and maintain a positive attitude while 
performing my assigned tasks.  

              I will arrive to work prior to my assigned start time so I can begin work at the 
assigned time.  

              I will call/contact my employer prior to my assigned start time if it appears that 
I will be late or absent from work.  (I understand that if I fail to call ahead of my 
assigned shift with an explanation and do not report to work on time, I can be 
immediately terminated from employment.) 

              I will arrive to work dressed to meet the standards of my workplace dress code.

              I will comply with all company policies regarding the use of my mobile phone. 

              I will always work to the best of my ability.  (If I do not understand something or 
I am having difficulty completing an assigned task, it is my responsibility to ask for 
assistance.)

              I will show respect toward customers, my fellow employees, and my employer.  

              I will provide customer service to exceed the standards established by my workplace.  
(My service includes being quick to engage with people and providing courteous, 
friendly service.)     

              I will address all concerns about my job or fellow employees with my supervisor 
prior to taking action. (My actions will avoid hostile comments or actions toward 
others. I also will not immediately quit because I do not like something.) 

                                                                    
Company Representative

                                                                    
Date

                                                                    
Employee

                                                                    
Date
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OPTIONAL SESSION:

MY RESUME - JA MY WAY™

JA My Way™ is designed to help 
you find careers that are best 
for you, learn about saving and 
budgeting, and find out how you 
can start your own businesses. 
This free resource includes a 
resume builder, personality 
tests, interactive online games, 
assessment tools, and educational 
resources to provide teens with 
helpful information in a fun and 
engaging way.

JA My Way™ provides tips and 
tools to put your career on the 
express track. You can take a 
Personality Quiz then visit My 
Career to find job matches. Explore 
buying a car and saving for college 
in My Money, create pro resumes 
at My Resume, and get tips to start 
a business at My Business!
 
To get started,log on to
www.jamyway.org, sign up for an 
account, and follow the directions.
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OPTIONAL SESSION: RESUME SAMPLE

123 Main Street
Cityville, KY 40000
(123) 456-7890
deemaynard@juno.com

Amanda Spencer                                                
Career Objectives Long Term: To become a Licensed Practical Nurse

	 	 	 Short	Term:	 	To	obtain	a	position	as	a	Certified	Nursing	Assistant	
in a long-term care facility.

Education	 	 Aug.	12	-	June	16	 Shelby	County	High	School
      Diploma
      Shelbyville, Kentucky

	 	 	 	 	 	 »		Completed	Classes	at	the	local	Area	
Technology	Center	and	earned	my	CNA

Work Experience	 Aug.	15	-	Present	 Nursing	Assistant
      Masonic Home
      Shelbyville, Kentucky
      
      »  Work as a part-time nursing assistant on 

weekends. 

Community Service	 Aug.	12	-	Present	 Shelby	Presbyterian	Church
      Sunday School Volunteer
      Shelbyville, Kentucky
      
      »  Work in the Sunday School classroom for 

first	and	second	graders.	

Awards &	 	 »	Student	of	the	Month-	Area	Technology	Center	(May	14)
Certificates	 	 »	National	Honor	Society	recipient	for	(Feb.	14)	

Extracurricular	 	 Tennis,	Future	Business	Leaders	of	America	(FBLA),	Health
Activities	 	 Occupations	Students	of	America	(HOSA)	

Hobbies & Interests Cross Country Running, Swimming, Scouting, Volunteerism

Skills & Abilities » Sign Language
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OPINION SURVEY

Your opinion is important to Junior Achievement!  Please let us know what you think 
of JA Personal Success by taking the short survey at this link:

https://www.surveymonkey.com/r/JAPersonalSuccess

“You can and should shape your own future, because if you don’t 
someone else surely will.”

Joel Barker, Futurist, Author, Lecturer, Film Maker
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