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Accessing the Lessons 
This workbook has been designed to go hand in hand with the Life Skills: Getting a Job course material 

which is available online.  To access that material, go to: 

 

Lesson Website: 

http://www.mobibrix.com/F9LK2W 

 

OR 
 

Scan the QR Code: 
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Personality Survey 

 

What does the RIASEC Test look at? _______________________________________________________ 

Does the RIASEC Test tells you what career path you have to take?    □ Yes   □ No 

Are there any wrong answers on the RIASEC Test? □ Yes   □ No 

Will selecting an option on the RIASEC Test because it is what your friend likes to do tell you what career 
field is best for you?  □ Yes   □ No 

What do the letters on the RIASEC Test stand for: 

R= __________________________________________________________________________________ 

I= ___________________________________________________________________________________ 

A= __________________________________________________________________________________ 

S= __________________________________________________________________________________ 

E= __________________________________________________________________________________ 

C= __________________________________________________________________________________ 

 

 
  

 

 

Watch the presentation Personality Survey. 
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Step 1:  Place a checkmark in the colored square if the statement describes something you enjoy.  

 R I A S E C 
Keeping records of the work you do       

Figuring out how things work       

Taking on new responsibilities       

Reading about art and music       

Leading others       

Building things       

Filing or typing       

Being creative       

Cooking       

Doing math       

Anything science       

Helping people       

Working in teams       

Selling things       

Being practical       

Having clear instructions to follow       

Teaching or training people       

Setting and achieving goals       

Working with numbers or charts       

Organizing things       

Working in an office       

Paying attention to details       

Drawing or Painting       

Playing instruments or singing       

 

RAISEC Test 
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 R I A S E C 
Giving speeches       

Influencing or persuading people       

Working outdoors       

Putting things together        

Analyzing problems and situations       

Starting a business       

Inventorying supplies       

Helping people to heal       

Working independently       

Doing puzzles       

Taking part in discussions       

Acting in plays       

Helping people solve their problems       

Writing creatively       

Taking care of animals       

Doing experiments       

Learning about other cultures       

Working on cars       

 

Step 2: Add up the total number of marks in 
each column from both sides of the page. 

      

R I A S E C 
 

Step 3: Enter the matching letters for your 3 highest scores. 
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Step 4: For each of your 3 letters, highlight the career paths that interest you. 

 

R = Realistic 

People who are in this category like to work with their hands, see the physical world, and engage in 

physical activities.  They are adventures, they often like the outdoors, and they like to explore. 

Some good Career Paths for this group include: 

•Agriculture •Drafting •Manufacturing 
•Architecture •Engineering •Mechanic/Machinist 

•Auto Mechanic •Food and Hospitality •Physical Education 

•Computers •Forestry •Quality Control Inspectors 

•Construction •Health Assistant •Wildlife Management 

 

I = Investigative 
People who are in this category like to see how things work, analyze what they find, and solve 

problems.  They are curious, self-motivated, and always looking for answers to the questions "how 

and why?" 

Some good Career Paths for this group include: 

•Biology •Consumer Economics •Medicine/Surgery 
•Chemistry •Dentistry •Pharmacist 

•Chiropractic •Engineering •Psychology 

•College Professor •Marine Biology •Sociologist 

•Computer Programming •Mathematician •Zoology 

 

A = Artistic 

People who are in this category are creative and focused on self-expression. They like variety and 

unstructured situations where they are free to use their creative skills 

Some good Career Paths for this group include: 

•Advertising Executive •Digital Design •Music, Theatre, or Dance 
•Architecture •Fashion Design •Musician 

•Art/Art History •Fine and Performing Arts •Philosophy 

•Chef •Illustration •Photography 

•Communications •Interior Design •Radio and TV 

•Cosmetology •Journalism •Web Content Design 
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S = Social 
People who are in this category like to work with other people; they enjoy helping others solve their 

problems.  They usually have good communications skills and are natural leaders. 

Some good Career Paths for this group include: 

•Advertising •Religious Ministry •Public Relations 
•Counseling •Nursing •Recreation Leader 

•Education •Occupational Therapy •Social Work 

•Health Science •Physical Therapy •Speech Pathology 

•Human Development •Public Health •Travel Specialist 

 

E = Enterprising 
People who are in this category like to work with others.  They are often lead the way to ensure that 

the job gets done.  They usually work with a high degree of energy and are always working towards 

finding solutions to problems. 

Some good Career Paths for this group include: 

•Banking/Finance •Human Resources •Purchasing 
•Business Administration •International Trade •Real Estate 

•Computer Info Systems •Law •Restaurant Manager 

•Elected Public Official •Marketing •Sales 

•Fashion Merchandising •Political Science •Travel Agent 

 

C = Conventional 
People who are in this category are detailed oriented, organized, and rule followers. They like to 

know exactly what is expected of them and take pride in completing their tasks well.   

Some good Career Paths for this group include: 

•Accounting •Finance •Office Management 
•Administration •Inspections •Paralegal Studies 

•Banking •Insurance •Professional Organization 

•Court Reporting •IRS Agent •Secretary 

•Credit Management •Library Science •Transportation Management 

•Data Processing •Medical Records  

 

Step 5: Look back over the career paths you highlighted.  Choose the three 

career paths that most interest you and list them here: 

1. ____________________________________________________________________________ 

2. ____________________________________________________________________________ 

3. ____________________________________________________________________________ 
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Know Yourself 

 

Does wanting a job mean that you will get a job?   □ Yes  □ No 

Who do you need to convince that their company needs you? __________________________________ 

What do you have to do before you can convince them of how valuable you are? ___________________ 

_____________________________________________________________________________________ 

Who should help you with the Self-Evaluation? ______________________________________________ 

Do you want to list someone as a reference that is likely to only tell the bad about you?     □ Yes    □ No 

People might be a good reference for you: 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

What information should you find out about a company before you interview with them? 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

• ____________________________________________________________________________ 

 

 

Watch the presentation Know Yourself. 
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Just because you want a job doesn’t mean you get a job. You need to convince your future employer 

that the company needs you. This worksheet will help you put in words all of those things that make you 

employable. 

Self-Evaluation 
What are your goals? These should be meaningful goals that help you become a better person and you 

wouldn’t be afraid to share with your employer. 

This year I will accomplish the following goals  Within 5 years, I plan on doing: 

___________________________    ___________________________ 

___________________________    ___________________________ 

___________________________    ___________________________ 

___________________________    ___________________________  

 

What are your skills? Everyone is good at something and everyone has something they need to get 

better at. Record where your skills are and what you want to improve on. 

What are you good at?  What are you trying to get better at? 

___________________________    ___________________________ 

___________________________    ___________________________ 

___________________________    ___________________________ 

___________________________    ___________________________  

 

What is your training? Now you can focus on specific things you do well. What is your typing words per 

minute? What are your grades in school? What software do you know? These are specific items you can 

point to and be tested on if needed. 

___________________________    ___________________________ 

___________________________    ___________________________ 

___________________________    ___________________________ 

___________________________    ___________________________ 

 

Assignment 
 

 



12 

It is an awkward position to be in when you tell the hiring manager that you have someone who will 

recommend you for the job but you don’t know anything about them. It sounds like you made it up. 

Complete the following worksheet and never be caught unprepared. 

Reference #1 
Name: Phone. 

How long have I known them How do I know them Email 

A little about this person Address 

 City 

 State 

 

Reference #2 
Name: Phone. 

How long have I known them How do I know them Email 

A little about this person Address 

 City 

 State 

 

Reference #3 
Name: Phone. 

How long have I known them How do I know them Email 

A little about this person Address 

 City 

 State 

 

Reference #4 
Name: Phone. 

How long have I known them How do I know them Email 

A little about this person Address 

 City 

 State 

 

Assignment: Personal References 
 

 



13 

There are many places to look for a job. Newspaper, internet job boards, specific company websites, 

word of mouth, or walking in and asking if a company is hiring. It is important to keep track of the jobs 

you apply for, who you talked to, your impressions of the company, and the follow up. 

 

Name of Company: Company Phone. 

Person I talked with and Job Title Name of manager Company Email 

Date: What I found out and follow-up: Company Address 

Date: What I found out and follow-up: Company City 

Date: What I found out and follow-up: Company State 

Other Information 

 

 

Name of Company: Company Phone. 

Person I talked with and Job Title Name of manager Company Email 

Date: What I found out and follow-up: Company Address 

Date: What I found out and follow-up: Company City 

Date: What I found out and follow-up: Company State 

Other Information 

 

 

Name of Company: Company Phone. 

Person I talked with and Job Title Name of manager Company Email 

Date: What I found out and follow-up: Company Address 

Date: What I found out and follow-up: Company City 

Date: What I found out and follow-up: Company State 

Other Information 

 

 

Assignment: Job Research 
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Letter of Interest 

 

What are the three reasons for providing a letter of interest to a potential employer: 

□ To express your interest in the company or a specific position within the company.  

□ To complain about your previous job. 

□ To draw attention to your resume. 

□ To encourage the reader to interview you. 

□ To point out the flaws of the other candidates. 

 

List the six steps to writing a Letter of Interest: 

Step 1: _______________________________________________________________________________ 

 Basic Correspondence Information: 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

Step 2: _______________________________________________________________________________ 

Step 3: _______________________________________________________________________________ 

Step 4: _______________________________________________________________________________ 

Step 5: _______________________________________________________________________________ 

Step 6: _______________________________________________________________________________ 

 

 

 

 

 

 

 

Watch the presentation Letter of Interest. 
 



15 

Sample Letter of Interest 
 
Jon Smith 
123 Somewhere Ln 
Anywhere, CA 93304 
 

December 1, 2017 

Mr. Hunter 
President 
Curriculum That Matters, Inc. 
3200 Larson St #43254 
Bakersfield, CA 93304 
 

Dear Mr. Hunter 

I was extremely excited to see your job post on your website and I believe my experience and 

knowledge in this field will help your organization to a great extent. Please review my attached 

resume which will give you detailed information of my work history and education. 

I have been working at Hotdog Jack’s for the past three years.  During that time, I have been 

received the Cashier’s Award for excellence on multiple occasions.  I am heave been especially 

recognized for my excellent customer service and cash accuracy. 

I have completed my Associates Degree with an emphasis in Engineering. I graduated with 

honors at the top of my class and was even awarded the Math Department Top Student 

recognition my final semester. My time in school has taught me how to work hard and never 

give up. 

Please call me at 123-456-7890, or if you prefer you can email me at 

jonsmith@consumermath.org, if you have any questions concerning my application or 

qualifications. I look forward to an opportunity to meeting with you and discuss how I can 

benefit your company. 

Thank you for your time. 

Sincerely, 

Jon Smith 
 
Jon Smith 
jonsmith@consumermath.org 
123-456-7890 
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Compose a Letter of Interest for the job you are interested in applying for. Assignment may also be 

typed. 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Assignment: Letter of Interest 
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Resume 

A resume is information about you, but typed in a nice professional looking format. No resume will look 

exactly like the other, but there are some specific things you should include in a resume. 

 

List the six steps to writing a Resume: 

Step 1: _______________________________________________________________________________ 

 Be sure to include: 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

• ________________________________________________________________________ 

Step 2: _______________________________________________________________________________ 

Step 3: _______________________________________________________________________________ 

Step 4: _______________________________________________________________________________ 

Step 5: _______________________________________________________________________________ 

Step 6: _______________________________________________________________________________ 

 

How many pages should the resume be? ___________________________________________________ 

How to make it look professional: 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

 

  

 

 

Watch the presentation Your Resume. 
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Sample Resume 

Jon Hunter 

123 Somewhere Ln, Anywhere, CA 93304 ● (123)456-7890 ● jonsmith@consumermath.org 

 

 

CAREER OBJECTIVE 

Branch Manager of CM with 5+ years working in the Loan Department and 5+ years working as Head 

Cashier. Possessing impeccable verbal skills and customer relation skills. Well respected y peers and 

company leaders alike. 

 

SPECIFIC SKILLS 

• Customer Service 

• Cash Accuracy 

• Detailed and Organized 

• Punctual 

 

PROFESSIONAL EXPERIENCE 

HOTDOG JACK’S, Oak Hills, OH 

Cashier, May 2015- Present 

• Handled customer orders and sales. 

• Cashier’s Award 3 out of 4 months for making the least errors. 

 

EDUCATION 

GOLDEN OAKS HIGH SCHOOL, Oak Hills, OH 

High School Diploma 

• GPA: 3.75 

• Graduated in top 5% of class 

• Senior Class Secretary 

OAK HILLS CITY COLLEGE 

Associates Degree 

• Emphasis in Engineering 

• GPA: 3.85 

• Math Department Top Student Award 

 

ADDITIONAL SKILLS AND ACCOMPLISHMENTS 

• Proficient in Microsoft Office 

• Bilingual in Spanish and English 

• Eagle Scout (BSA) 

• 3rd Place Ohio State Wrestler- 2016 
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Create your resume.  Assignment may also be typed. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assignment: Resume 
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Job Application 

 

The job application tells… 

Who _____________________________________________________________________________________ 

What ____________________________________________________________________________________ 

When ____________________________________________________________________________________ 

Where ___________________________________________________________________________________ 

Why _____________________________________________________________________________________ 

 

Do you have to write neatly?   □ Yes    □ No 

What do you need in order to work if you are still in high school? ____________________________________ 

What does the highest grade completed mean? __________________________________________________ 

 

 

 

 

 

 

 

 

 

 

Use the job application on the next two pages for practice.  Then go to one of the companies you did 

research about on page 14 and get an application from them. Complete their application.

 

 

Watch the presentation The Job Application. 
 

 

Assignment: Resume 
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Last Name First Name Middle Initial Home Phone

(                  )

Other Names Used Cell Phone

(                  )

Address Business Phone

(                  )

Position Applying For Referred By Salary Desired

Have you ever interviewed with the company before? If yes, list date(s), job title(s), and location(s)

Yes No

Are you presently employed? If yes, list date(s), job title(s), and location(s)

Yes No

Do you have any relatives employed by the company? If yes, list date(s), job title(s), and location(s)

Yes No

Are you at least 16 years old? If under 18, do you have a work permit?

Yes No

Would you be available for

Shift Work? Yes No

Weekends? Yes No

On Call? Yes No

EDUCATION
Circle Highest Grade CompletedHigh School 9 10 11 12

College 1 2 3 4

Graduate School

High School

College

Vocational, Business

List Any Professional Designations

Other Special Knowledge, Skills, or Qualifications

FOR CLERICAL APPLICANTS ONLY:

Do You Type? Yes No If Yes, WPM

Computer Skills (Hardware/Software)

Job Application
Company Name:

Position Applied For:

School Address Major Studies Degree, Diploma, License, or Certificate
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Employer Name

Job Title Reason For Leaving

Dates & Responsibilities

Employer Name

Job Title Reason For Leaving

Dates & Responsibilities

Employer Name

Job Title Reason For Leaving

Dates & Responsibilities

Employer Name

Job Title Reason For Leaving

Dates & Responsibilities

       /         /          

       /         /          

Employed From Supervisor Name Starting Salary

       /         /          

Employed Until Employer Address Supervisor Phone Ending Salary

Employed From Supervisor Name Starting Salary

       /         /          

Employed Until Employer Address Supervisor Phone Ending Salary

       /         /          

Employed Until Employer Address Supervisor Phone Ending Salary

       /              /          

Employed Until Employer Address Supervisor Phone Ending Salary

       /         /          

Employed From Supervisor Name Starting Salary

EMPLOYMENT HISTORY

List all the jobs you have held during the past 10 years, starting with the most recent positions.  

All information must be completed.  You may attach a resume, but not in place of completing the 

required information.

Employed From Supervisor Name Starting Salary

       /         /          
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The Interview 

 

What is the interview? __________________________________________________________________ 

_____________________________________________________________________________________ 

When do you prepare for the interview? ____________________________________________________ 

Should you practice for the interview?   □ Yes    □ No 

Types of Interview Questions: 

Type 1: _______________________________________________________________________________ 

• What type of response is required? _________________________________________________ 

• What should you keep in mind when answering this type of question? _____________________ 

______________________________________________________________________________ 

Type 2: _______________________________________________________________________________ 

• What is the employer looking for with these types of questions? _________________________ 

  ______________________________________________________________________________ 

• What type of response is required? _________________________________________________ 

Type 3: _______________________________________________________________________________ 

• How does this question begin? _____________________________________________________ 

• What is the purpose of this type of question? _________________________________________ 

______________________________________________________________________________ 

Type 4: _______________________________________________________________________________ 

• Is a “yes” or “no” answer sufficient for this type of question?   □ Yes    □ No 

• In no, what else is needed? ________________________________________________________ 

Type 5: _______________________________________________________________________________ 

• How many questions are being asked in this type of question? ___________________________ 

• Is it ok to ask them to repeat part of the question?   □ Yes    □ No 

Type 6: _______________________________________________________________________________ 

• Why does this type of question get asked? ___________________________________________ 

 

 

Watch the presentation Interview Questions. 
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The Star Approach 

S: _______________________________________________________________________________  

T: _______________________________________________________________________________ 

A: _______________________________________________________________________________ 

R: _______________________________________________________________________________ 

Is a “yes” or “no” answer sufficient for a STAR answer?   □ Yes    □ No 

For example, if the question were “What have you learned from mistakes on the job?” you would 

answer: 

S: Situation – “I was working at a restaurant as a cashier and I was taking an order from a 

customer. I thought they ordered a Hamburger Sandwich. What they claim they said was a Ham 

Sandwich” 

T: Task “When the food was delivered the customer came to my register to complain. They were 

upset.” 

A: Action – “To resolve their concern, I followed company procedure. I apologized for the error, I 

quickly had a replacement sandwich made, and offered a coupon for a free sandwich on their next 

visit.” 

R: Result – “The customer was happy with our service, and even apologized. They said perhaps 

they had made a mistake ordering. Either way, I kept a customer happy and hope they will return 

often” 

What to do before the interview: 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

What to do at the interview: 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 
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Use the STAR approach to answer for each question. When you finish, review your answers with 

someone else. Have them score your answers, then fix anything that isn’t a 3. 

Response and Score 1 – One-word answer 2 – Answer ok, but weak 3 – Strong response Score 

1 Tell me a little about yourself? 

 

  

2 What experience do you have in this type of work? 

 

  

3 Do you consider yourself to be a successful person? 

 

  

4 What would your co-workers say about you? 

 

  

5 What do you know about this company? 

 

  

6 What have you done to improve yourself in the last year? 

 

  

7 Why do you want to work for this company? 

 

  

8 Do you know anyone who works for us? 

 

  

9 What are your pay requirements? 

 

  

10 Do you consider yourself a team player? 

 

  

   

 

Assignment: Interview Questions 
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11 How long would you plan on working for us if you were hired? 

 

  

12 Have you ever had to fire anyone? How did you feel about that? 

 

  

13 What is your philosophy about work? 

 

  

14 If you had enough money to retire right now, would you? 

 

  

15 Explain how you would be a benefit to this company? 

 

  

16 Why should we offer you a job? 

 

  

17 Tell me about a good suggestion you have had. 

 

  

18 What irritates you about other people? 

 

  

19 What is your biggest strength? 

 

  

20 What would your teacher say your strengths are? 

 

  

21 Why do you think you would do well in this company? 

 

  

22 What kind of person would you refuse to work with? 
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23 What is more important to you: the money or the work? 

 

  

24 Tell me about a disagreement you had with a teacher or parent. 

 

  

25 Tell me about a time you had to work under pressure. 

 

  

26 What motivates you to do your best? 

 

  

27 What have you learned from mistakes on the job? 

 

  

28 How do you propose to compensate for your lack of experience? 

 

  

29 Tell me about a time when you helped settle a disagreement between others. 

 

  

30 Do you have any questions for me? 
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Dress for the Interview 

 

Does it matter what you wear to the interview?   □ Yes    □ No 

Check the items that are appropriate in each area as you watch the lesson: 

Ladies: 

 Skirt- knee length or longer 

 Slacks 

 Shorts 

 Nice Blouse 

 Miniskirt 

 Button up shirt 

 No gaudy or oversized jewelry 

 Closed-Toe Shoes; No Sandals 

Men:  

 Slacks and Button-up Shirt 

 Suit 

 Shorts 

 Belt 

 Tie 

 Tank Top 

 Closed-Toe Shoes; No Sandals 

 Socks 

Other details to check:  

 Shoes are polished 

 Your sock color matches your outfit 

 Your shirt is tucked in 

 Your phone case matches your clothes 

 Clothes are clean, stain free, and wrinkle free 

 The clothes fit you: not too tight, not too big 

 Your pants sag below your hips 

 Clothes are wrinkled 

Grooming:  

 Freshly showered 

 Your fingernails are clean 

 Heavy/Dark Makeup 

 Your teeth are brushed 

 Dirt under the fingernails 

 Your hair is brushed, not messy 

 You used deodorant 

 Scruffy Beard 

 Perfume/Cologne is light 

 Smelly Feet 

 

 

Watch the presentation Dressing for the Interview. 
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Plan your outfit here: You should include pictures, costs, and a list of everything you need to look your 

best. 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Assignment: What You Will Wear 
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After the Interview 

It is surprising how many unforgettable events have happened in our life that we have since forgotten.   

Interview Follow up 
When should you record the information about the interview? __________________________________ 

What information should you keep track of: 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

• ______________________________________________________________________________ 

Thank You Letter 
What is the purpose of the Thank You Letter? _______________________________________________ 

What to include: 

• ______________________________________________________________________________ 

o ________________________________________________________________________ 

o ________________________________________________________________________ 

o ________________________________________________________________________ 

• First Paragraph: _________________________________________________________________ 

• Second Paragraph: ______________________________________________________________ 

• Third Paragraph: ________________________________________________________________ 

• ______________________________________________________________________________ 

o ________________________________________________________________________ 

o ________________________________________________________________________ 

o ________________________________________________________________________ 

 

 

Watch the presentation After the Interview. 
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Name of Company: Company Phone. 

Name of person I met Job Titles Company Email 

Name of person I met Job Titles Company Address 

Name of person I met Job Titles Company City 

Name of person I met Job Titles Company State 

What they were interested in: Date to follow up: 

Unanswered questions I didn’t ask Date they are making decision 

Skills they really liked: Next Steps 

Other Information 

 

 

 

Name of Company: Company Phone. 

Name of person I met Job Titles Company Email 

Name of person I met Job Titles Company Address 

Name of person I met Job Titles Company City 

Name of person I met Job Titles Company State 

What they were interested in: Date to follow up: 

Unanswered questions I didn’t ask Date they are making decision 

Skills they really liked: Next Steps 

Other Information 

 

 

 

 

Assignment: Interview Follow-up 
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Sample Thank You Letter 
 
 
Jon Smith 
123 Somewhere Ln 
Anywhere, CA 93304 
 

December 15, 2017 

Mr. Hunter 
President 
Curriculum That Matters, Inc. 
3200 Larson St #43254 
Bakersfield, CA 93304 
 

Dear Mr. Hunter, 

I appreciate the opportunity I had to interview for the position of Bank Teller yesterday. I 

enjoyed speaking with you, meeting other members of the staff, and the opportunity to learn 

more about this position. I was impressed with what I saw at your facility. I am very interested in 

this position and the opportunity to join your team. 

This job feels like a very good match between my skills and experience and the requirements of 

this job. As we discussed, you need someone with strong customer relation skills, and I have 

extensive experience with Microsoft Office. In addition, my current job as cashier has provided 

the opportunity to polish my skills with customers and sales needed for your Bank Teller 

position. 

Again, thank you for considering me for this wonderful opportunity. Please let me know if you 

have any questions or concerns or need more information. I look forward to hearing from you 

next week and hope to join your staff soon. 

Thank you for your time. 

Sincerely, 

Jon Smith 
 
Jon Smith 
jonsmith@consumermath.org 
123-456-7890 
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Write a Thank You Letter. Assignment may also be typed  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assignment: Thank You Letter 
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Lesson Reflection 
What did you learn while working on this lesson?  What stood out to you?  What information was the 

most helpful, what was the least helpful?  What would you do differently if you were to start this lesson 

over? 
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(Intentionally Left Blank) 

 


