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WORK LIFE: AN INTRODUCTION  

 

Work is good.  It was a part of creation in the Garden of Eden and will be a part of abundant 

life in the new heavens and the new earth.  

Work Life is founded on the belief that God has designed all of us in His image with unique 

gifts and abilities, and given us the task of adding value to His world through work. God's 

people are called to recognize that all good work is ultimately work done under the 

Lordship of Christ. If even the thief is called to work with his hands in order to have 

something to give (Ephesians 4:28), then surely God has called all of His people to good 

work—not out of some ethic of independence—but as God's chosen means by which 

people participate in and contribute to the life of the community.  

With all this in mind, we’d like to welcome you to a wonderful opportunity to build the 

community, character, and skills necessary to flourish in your work life!  
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Workshop Schedule 
 
 

DAY 1  

9:00am – 10:05am Welcome & Introductions 

BREAK (10 Minutes)  

10:15am-11:05am Foundational Concepts  

BREAK (10 Minutes)  

11:15am – 12:15pm Goal Setting  

LUNCH  

1:00pm-2:50pm Career Exploration 

2:50pm – 3:00pm Wrap-Up 

DAY 2  

9:00am – 9:15am Kick Off  

9:15am-10:15am Overcoming Your Roadblocks 

BREAK (10 Minutes)  

10:25am – 11:15am Building Character & Skills 

BREAK (10 minutes)   

11:25am-12:15pm Adapting to Professional Culture 

LUNCH  

1:00pm- 3:00pm Personal Finance  

DAY 3  

THRIVE CONTACT INFO: 

(303) 604 - 8065 

info@ThriveColorado.org 

Name:  
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9:00am – 9:15am Kick Off  

9:15am-10:15am Speaking & Listening  

BREAK (10 Minutes)  

10:25am – 12:15pm Creating a 60-Second Commercial  

LUNCH  

1:00pm – 1:50pm Answering Tough Questions 

BREAK (10 Minutes)  

2:00pm – 2:50pm Before/During/After the Interview 

2:50pm – 3:00pm Wrap Up 

DAY 4  

9:00am – 10:15am Practice Interviews 

BREAK (15 Minutes)  

10:30am – 11:30am  Employer Panel  

11:30am – 12:00pm Review & Questions 

LUNCH  

1:00pm – 1:45pm Preserving on the Long Journey  

1:45pm – 2:00pm Feedback & CELEBRATION! 

2:00pm – 3:00pm Connect with Your Coach 

 

 

 

 

 



 

 

7 

 

 

 
 
 

Thrive Workshop Ground Rules 
 
 

• Attend the workshop each day, be on time and ready  

• Return ON TIME after each break and after lunch 

• Be present – save personal work or phone use for 

breaks or lunch 

• Respect the facilitators and each other 

• Actively participate during every session 

• Listen while someone else is talking 

• Keep the stories and experiences of others 

confidential 

• Commit! 
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Thrive Membership Commitment 
 

• I promise to complete the Thrive workshop 

• I will be on time and ready to start at scheduled meeting times 

• I promise to actively participate during Thrive meetings and on the job 

• I promise to engage in my employment search in order to gain and maintain 
employment 

• I will speak with Thrive staff or my coach before missing a meeting or quitting a 
job 

• I will respect other Thrive members, employment coaches, and leaders by 
believing the best, offering support, and listening to others  

• I will resolve conflict in direct and helpful ways and will not let issues fester 

• I will not participate in gossip or compare my circumstances with other Thrive 
members 

• I promise to refrain from using cell phones or texting during meetings 

• I will read and respond to all Thrive email, voice mail, and text messages in a 
professional and timely manner 

• I will dress professionally and appropriately for Thrive meetings, classes, and on 
the job 

• I promise to maintain contact with my employment coach and respect the 
boundaries of that relationship 

• I will be a teachable, active, and lifelong learner  

• I understand that Thrive wants to help me overcome barriers to attain economic 
stability through employment 

 
I understand that I am entering into a partnership with Thrive and my signature states that 
I agree to abide by all of the above statements.  I understand that Thrive has the right to 
end this partnership or suspend my membership if I do not follow through with this 
commitment. 
 
 
______________________________________ 
Name (print)  
 
 
______________________________________  ___________________ 
Signature        Date 
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Thrive Employment Workshop Overview and Agreement: 

Thrive – Transformation at work exists to walk alongside job seekers as the work towards their 

employment goals through the 4-Day employment workshop, coaching, and our employer partner 

network. All our services are free.  

Employment Workshop Overview:  

• 4-full-day commitment 

• Covers a variety of sessions ranging from Overcoming Your Roadblocks to Interviewing  

• Some sessions include Christian components  

Coaching Overview:  

• Get paired one-on-one with a coach  

• Coaching support for up to one year  

• Coaches trained to support you with your employment goals  

Employer Partner Network Overview:  

• Access to our Employer Partner Network  

• Thrive staff support applications if you choose to pursue opportunities within the network 

• Thrive is not a placement agency  

Call Before You Quit: 

Give yourself the opportunity to talk through your options before you make a sudden decision.  

• Call and speak with Thrive staff before you quit the workshop or coaching  

• Call and speak with your Thrive coach before you quit any job  

Member Agreement: 

1. I agree fully participate in the workshop and to call before I quit should I be unable 

to or choose not to further engage 

2.  I understand that Thrive wants to help me overcome barriers to attain stable 

employment and self-sufficiency 

3. I understand that Thrive’s hope is to equip and empower me to be successful in 

my employment journey  

 

Thrive Contact: Phone - (303)604-865 Email – Info@thrivecolorado.org 

_____________________________________    _________________ 

(Your Name)        (Date) 

mailto:Info@thrivecolorado.org
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Mission: 

Thrive partners with willing and capable people to work toward the goal of economic self-

sufficiency and stability through employment by helping members overcome barriers to gaining, 

maintaining and advancing at work.  

 

Thrive is a faith-based initiative of Flatirons Community Church and is open to anyone, 

regardless of spiritual beliefs.  

 

Values: 

1. A Better Way to Do Life 

The Bible is God's Word and we will find a better way to live if we adjust our lives to it 

 

2. Grace and Truth  

Regardless of our past, we believe that by grace through faith in Jesus alone it is possible to be 

reconnected back into an intimate relationship with God.  

 

3. Authentic Community - "Me Too" 

Living life together in community is the way God created us to thrive and experience the 

abundant life He intended.  

 

4. Come and See 

Because of what Jesus has done for us we believe the most loving thing we can do for others is 

to invite them to come and see who Jesus is and what He has done for them.  

 

5.  Excellent Environments 

Using our spiritual gifts, talents, abilities and resources we seek to create excellent 

environments to eliminate obstacles so that people have the best opportunity to encounter 

(bump into) Jesus and accomplish their goals.  

 

6. Stewardship 

We are designed by God as stewards to add value to the world through work.  God has created 

us for a purpose and gifted us to work.  There is dignity in work and the results of working.  

 

7. Relational Reconciliation 

God designed people to flourish in four key relationships (with God, others, self, and the rest of 

creation).  A better way of doing life involves reconciliation in all of these relationships in order to 

experience life as God intended.  

 

8. Humility and Growth 

Humbled by what God has done for us we commit ourselves and all that we do to Him and for 

His purposes.  We will continue to learn, grow and evaluate all that we do to ensure that we 

continue to develop organizationally and personally. 
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KEY POINTS TO REMEMBER 
 

DAY 1 :_________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

DAY 2: ________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

DAY 3: ________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

DAY 4: ________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

OVERALL: _____________________________________________________________ 

 

_____________________________________________________________________ 

 

______________________________________________________________________ 
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CONTACTS FROM WORKSHOP 
 

 

NAME EMAIL PHONE NUMBER 

Thrive Info info@ThriveColorado.org 303.604.8065 

   

   

   

   

 
  

   

   

   

   

   

   

   

   

   

 

  

mailto:info@ThriveColorado.org
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Tell Us What You Know 

TRUE or FALSE 

 

• T or F When completing an employment application all blanks should be filled 
in even if the question does not apply to you. 

• T or F You should always ask questions at the end of an interview. 

• T or F Supervisors don’t have to explain to you why they want something done 
a certain way. 

• T or F Conducting personal business during work hours is okay if you believe it 
is necessary. 

• T or F Employers expect you to work out your own problems. 

• T or F A firm handshake and maintaining eye contact during the interview is not 
important. 

• T or F It is okay to talk about money during the first interview. 

• T or F When telling your reason for leaving a job, you should give lots of details 
so that the interviewer will understand your side. 

• T or F An employer must give you a specific reason if they terminate you. 

• T or F You do not have to discuss time periods when you were not working. 

• T or F My voicemail message could keep me from getting hired. 

• T or F I can look professional in a shirt with a marijuana leaf on it. 

• T or F Spitting or throwing my cigarette butt in the parking lot could keep me 
from getting hired or getting promoted. 

• T or F It doesn’t matter what my co-workers think of me as long as I get my 
work done. 

• T or F My boss has no right to discipline me for what happens off the clock or 
outside of the building. 

  

MULTIPLE CHOICE 
 
16. Clothing 

a. I can wear my clothes however I want as long as I am wearing my uniform. 
b. My clothing has nothing to do with how I work. 
c. I should dress like all my co-workers to fit in. 
d. I should dress like my boss to stand out. 

17.  If the bus is running late I should: 

a. Sprint the whole way to work. 
b. Call my manager the moment I know I’m going to be late. 
c. I should just miss work because I’m going to get a point for being late anyway. 
d. Catch the next bus and assume everyone will know what happened. 
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18. If my boss doesn’t answer the phone I should: 

a. Expect him to call me back because he has my number on caller ID. 

b. Keep calling every 30 seconds until he answers his phone. 

c. Leave a voicemail with my name, number and the reason I called. 

d. Do nothing because I tried calling. 

19. If I have an appointment (doctor, court, etc.) and need to miss work I should: 

a. Request an excused absence as soon as I know date and time of the 
appointment. 

b. Call in a few hours before the appointment. 
c. Bring in paperwork to my boss after the appointment to show them why I missed 

work. 
d. Talk with my boss about the appointment as soon as it’s scheduled and ask if 

there’s another shift I can work to make up those hours, instead of using my 
excused absence. 

20. Friendliness  

a. I should not speak to anyone on the job because I’m here to work, not make 
friends. 

b. I should acknowledge everyone I see. 
c. Only acknowledge the people I know. 
d. Only acknowledge my boss. 

 
YES or NO 
 

21.  ________ Can you name an attitude/behavior that has had a positive or negative 
effect on job performance?  If yes, name them.  _________________ 

 _______________________________________________________ 
 

22.  ________     I know how to work through conflict and can solve problems that affect 
my work performance.  If yes, give an example. _________________ 
_______________________________________________________ 

 

23.  ________ I know my strengths and my weaknesses.  If yes, name at least one of 
each.___________________________________________________
_______________________________________________________ 

 

24.  ________ I can name all of the companies that I have worked for, as well as 
provide the dates, their addresses, and phone numbers. 

 

25.  ________ I can give an employer 3 reasons why they should hire me.  If yes, they 
are: ________________________________________________ 

 _______________________________________________________ 
 

 

Adapted from Cincinnati Works ©2016 Cincinnati Works and Work Life ©2015 The Chalmers Cente
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Networking – The First Ten Seconds 

 

Networking is the process of establishing a mutually beneficial relationship with other business people, 

potential clients or future employers. 

Directions: Let’s review the information below to help make the most of the first ten seconds of your next 

interaction with another professional.  Some of the key factors that we are going to focus on today are: eye 

contact, facial expression, posture, handshake and using names. 

 

 
Eye Contact: Eye contact is crucial during the first 10 seconds of a meeting. Good eye contact shows that you 

are confident, friendly, and attentive – all desirable qualities in a prospective employee! Making appropriate 

eye contact as you meet and shake hands with the other person is very important.  

How would you describe appropriate eye contact? 

Facial Expression: There’s no better way to set the other person at ease than to smile. Remember, any new 

person you meet is trying to answer two questions: (1) is this person professional? and (2) is this person 

someone I would enjoy working with? Your smile helps the other person figure out this second question. 

Smiling shows that you are a nice person to be around.  

Posture: Slouching or letting your head hang low tells the other person that you lack confidence. Stand upright 

with your head held high and your shoulders back. Don’t be too stiff, rather be proud of yourself and stand 

tall.  

Handshake: Handshakes are another good way to project confidence and friendliness.  

• How hard to squeeze? A good handshake shows your warmth and professionalism. Your goal is to have a firm 

handshake. You don’t want to squeeze too hard, but you don’t want to have a limp, “dead fish” handshake, either. 

If interviewing, never use your left hand to grasp the back of your interviewer’s hand, as your interviewer might 

find this move overly aggressive.  

• How to position your hand? A handshake is often used to signal who is the dominant person in a relationship. 

Usually, a “boss” or interviewer will have his/her hand positioned with its palm facing slightly downward. This is 

a signal of dominance or being “on top”. You never want to come into a handshake “over the top,” as this might 

also be seen as a sign of aggression. However, you also don’t want to be too submissive and have you palm facing 

up too much, as this is a sign of weakness. Try to come into a handshake with your hand positioned vertically, and 

let the interviewers take the “upper hand” if they wish to do so.  

Using Names: Calling someone by name demonstrates both respect and that you are attentive. If they have told 

you their name try hard to remember or politely ask for their name again. If interviewing, it’s a good idea to 

repeat your interviewer’s name when you meet him/her for the first time.  

Opening Line: If you are approaching someone it’s good to have an opening line practiced. If interviewing, 

you will usually have time to speak a couple short sentences during the first ten seconds of an interview.  

Planning out your opening line in advance is often very helpful.  Your goal is to speak clearly, confidently, and 
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loudly enough to be heard. It’s also a great time to set the tone for the conversation by showing that you are 

friendly and excited to be there.   

Taking a seat: Depending on where you are having a conversation it may be more comfortable to sit 

(especially if the conversation is going well and may be long). You can always ask the other person “would 

you like to take a seat”? If interviewing, it’s a good idea to wait for the interviewer to invite you to have a seat 

before doing so. If there is only one possible chair for you and the interviewer sits down to start the interview, 

then you can safely sit down after he or she sits. If there is more than one chair, it’s a good idea to ask, “Where 

would you like me to sit?” This helps to show the interviewer that you are respectful and care about doing 

things the right way.   

Remember: Your goal is to show that you are interested, attentive, enthusiastic, professional, and friendly! 
Now, let’s practice!  

Get into pairs with someone you haven’t met. Take 1 minute to practice one or two examples. After 1 minute, switch 

roles.  Then take a minute to give each other feedback.  We will then switch partners and practice again.  

SAMPLE OPENING LINES 

Example 1 - Interview: 

 Interviewer: Hello, I’m _________________. Thank you for coming in today.  

You: Hello _________________. I’m _________________. Thank you for having me. I’m very excited to have 

the chance to meet with you today.  

Example 2 – The Meet Up:  

You: Hello, I’m _________________. How are you doing today? 

Other Person: Hi, I’m _________________. I’m well, how are you? Is this your first time here?   

You: Yes, it is. I’m interested in the                                  business, so I wanted to meet people in the industry.  

Example 3 – Job Fair:  

You: Hello, I’m _________________. Thanks for being here today. Your company looks great, would you be 

able to tell me a little bit more about it? 

Company Representative: Sure, we were founded in 2014 are growing rapidly throughout Colorado, we have 

various open positions, is there something in particular you are interested in?  

You: I would be interested in ________________. Thank you so much!........  

Adapted from Cincinnati Works First Ten Seconds ©2016 Cincinnati Works 
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FOUNDATIONAL 

CONCEPTS 
 

 

 

 

 

OBJECTIVES 

By the end of this lesson, we will have: 

1. Defined the 4 parts of God’s story found in the Bible 

2. Considered God’s feelings about His world and reflected on His design for stewardship 

and human flourishing 

3. Reviewed the 4 parts of God’s story found in the Bible 

4. Identified and summarized God’s design for each of the 4 Key Relationships and 

considered how this design works in our own lives 

UNIT 1 
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Welcome to Thrive! This class will give us a chance to discuss many things over the course of the workshop, 

and work will be one of the main themes. Together, we’re going to unpack the necessary components of 

having a healthy, strong work life.  

 

 

 

DEFINE THE 4 PARTS OF GOD’S STORY FOUND IN THE BIBLE  

 

Look at these short definitions that correspond to each of the 4 parts of God’s story. We’ll discuss each one 

as a different volunteer reads each.  

 

 

GOD’S STORY IN 4 PARTS 

1. Creation – when God made the world perfect  

2. Fall – when sin and death twisted everything  

3. Reconciliation – when Jesus came to forgive and begin fixing everything  

4. Re-Creation – when God returns to finish fixing everything 
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GOD’S STORY IN 4 PARTS 

 

 

 

Creation Fall Reconciliation Re-Creation 
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God’s Good Creation 

➢ God created the beautiful things of this world. What are some really good things in your world? 

CONSIDER GOD’S FEELINGS ABOUT HIS CREATION AND REFLECT ON HIS DESIGN FOR 

STEWARDSHIP AND HUMAN FLOURISHING   

Look over the box entitled: Alex’s New Car. As we read about his car, think about the importance of 

following the right design.    

ALEX’S NEW CAR 

After saving up some money, Alex went out and bought the family a nice, new Cadillac. The 

man who sold him the car was a friend of his grandpa, and he told Alex how to take care of 

it. He gave him the operator’s manual, which showed him what kind of gas to put in the car, 

how often to change the oil, and how much air the tires require.  

At first, Alex was excited to take care of his new ride, but eventually, his attitude changed. 

He didn’t change the oil – in fact, he never even put oil in it. He always used cheap gas and 

didn’t change the tires or add air when they got low. When his friend Shaun confronted him 

about it, he told her: “It’s my car - I can do what I want with it, can’t I?”  

After a year or so of this, the car was in such bad shape that it hardly ran. Alex took it back 

to the man who sold it to him. The man was furious. Alex got defensive and told him: “It’s 

my car, man! I can treat it however I like.” The guy said: “Alex, who do you think knows how 

the car operates best – the driver, or the maker? When the driver doesn’t follow the design 

of the maker, the car can’t live up to its potential. This car was designed to last 300,000 

miles, but the only way it can do this is if you treat it the way it was designed to operate. 

The moment you ignore the maker’s design, the car starts losing the ability to run the way it 

was supposed to.” 

 

➢ What might the car be like in 5 years if Alex continues to do whatever he feels like rather than 

follow the manufacturer’s design?  

 

Steward 

Someone who has been given something to take care of that does not belong to 

them. 
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IDENTIFY AND SUMMARIZE GOD’S DESIGN FOR EACH OF THE 4 KEY RELATIONSHIPS AND 

CONSIDER HOW THIS DESIGN WORKS IN OUR OWN LIVES  

Examine the house in your notes that shows the four key relationships: God, Self, Others, and the 

World/Work.   

 

MY 4 KEY RELATIONSHIPS 
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Examine this box that summarizes our 4 Key Relationships:  

Each of us was created for relationship with: 

1. God: Created to trust His love and forgiveness and to obey His design 

2. Self: Designed in God’s image to know and develop my gifts 

3. Others: Created to build each other up 

4. World/Work: Designed as a steward to add value to the world through work  

 

Imagine this is what sin has done to God’s good creation.  

THE FALL 
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REVIEW THE 4 KEY RELATIONSHIPS BY EXAMINING HOW THESE RELATIONSHIPS ARE 

WORKING IN OWN OUR LIVES  

In the box below, write about places in your own life where you see that these relationships are working 

the way that God designed them. In other words, write about some of your strengths in these areas. 

Then, write about some places in your life where you see you’re the furthest off from God’s design.   

MY RELATIONSHIPS  

 + - 

Relationship with God: Created 

to trust in His love and 

forgiveness and to obey His 

design 

  

Relationship with Self: 

Designed in God’s image to 

know and develop my gifts 

  

Relationship with Others: Made 

to build each other up 

  

Relationship with World/Work: 

Designed as a steward to add 

value to the world through work 
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DEFINE AND ILLUSTRATE RECONCILIATION   

Read Colossians 1:19-23  

For God was pleased to have all his fullness dwell in Jesus, and through him to reconcile to 

himself all things, whether things on earth or things in heaven, by making peace through his 

blood, shed on the cross. 

 

➢ What does the Bible say God is doing to all things?   

➢ What does reconciling all things mean? 

Examine the picture of the house that is being made new. Because of what Jesus did on the cross, God has 

forgiven us for destroying the house of our lives and laid a new foundation for a rebuilt house by 

reconciling us to God.  Which means we can live fuller lives today in relationship with Him! 

RECONCILIATION 
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RE-CREATION 

 

If in reconciliation Jesus fixes the foundation of the house, it’s important for us to realize that Jesus’ work 

doesn’t end there! He wants to put the whole house back together. This part of the story, the part after we 

experience reconciliation with Jesus, is called re-creation.  

Re-creation means that Jesus has begun making every bad thing in our lives and in the world good again. 

Re-creation has already begun, but it will not be completely finished until Jesus comes again. 
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EXAMINE PAUL’S VIEW OF RE-CREATION AND ENVISION RE-CREATION IN OUR OWN LIVES 

AND WORK  

Let’s read what Paul wrote to see how he learned to deal with his past in 2 Corinthians 5:17-21. 

Anyone who belongs to Christ is a new creation. The past is forgotten, and everything is 

new. God has done it all! He sent Christ to make peace between himself and us, and he 

has given us the work of making peace between himself and others. (2 Corinthians 5:17-18) 

 

➢ How did Paul learn to see his past?  

 

 

Listen to what Paul writes elsewhere about re-creation in Philippians 3:12-14, saying:  

I don’t mean to say that I have already achieved these things or that I have already reached 

perfection… I have not achieved it, but I focus on this one thing: Forgetting the past and 

looking forward to what lies ahead, I press on to reach the end of the race and receive the 

heavenly prize for which God, through Christ Jesus, is calling us. 

 

➢ Where is Paul in the process of re-creation?  

 

 

➢ What does this tell you about re-creation?   
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GOD’S STORY IN 4 PARTS 

 

COMMIT 

TO EXPLORING BROKEN AREAS WE ARE TRUSTING GOD TO MAKE NEW  

Take some time to write down thoughts about the areas of your life you would like to see Jesus restore and 

why that’s important to you. If you need help with this, please feel free to speak with any Thrive staff.  

Title: I’m longing for certain areas of my life to be reconciled and made new. One area is… 

 

 

 

This is important to me because…. 

 

 

 

 

 

 

 

Creation Fall Reconciliation Re-Creation 
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Goal Setting 

Why Goal Setting? 

Why is goal setting something that is so important? 

 

 

 

What is the difference between a goal and a dream?  Is there a difference? 

 

 

 

S.M.A.R.T. Goals  

You will have more success if you take time to set goals that are clear and reachable. 

Following the acronym S.M.A.R.T, which stands for:  

• Specific (simple and sensible) 

• Measurable (you will see progress) 

• Achievable (you can do it) 

• Realistic (reasonable and relevant) 

• Timely (time limited, time-sensitive, there is an end in sight) 

We all make choices and invest in certain things for a reason – this is the motivation 

behind what we do, the goals we set, etc.  The path is not easy, and usually does not turn 

out how we have planned…but in order to change the trajectory of our life and move 

forward, it is important to have goals and identify what success is and what we need to 

move in that direction. 

Goals Grid & Questions 

Take a look at this image on the screen and in your notebook – and consider these 

questions: 
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• What do you want that you don’t have? (Achieve) 

• What do you want that you already have? (Preserve) 

• What don’t you have that you don’t want? (Avoid) 

• What do you have now that you don’t want? (Eliminate) 

 

ACTIVITY 

Take out the 11x17 sheet of paper in your binder.   

• In lower left corner, draw where you are today – words, stick drawings, things 

that are important to you, etc. [Examples: Family, friends, home, car, job, money, 

faith, hobbies…] 

• In upper right corner, draw where you want to be in 2 years. [Examples: Less 

debt, new job/career, new hobbies, changed relationships…] 

• Between the two – what do you think that path will look like, who will be there to 

help you on the way, will there be ups and downs?   

Take about 15 minutes to draw then we’ll discuss. 
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EXPLORING OUR GIFTS  
 

OBJECTIVES 

By the end of this lesson, we will have: 

1. Reflected on the importance of having a healthy identity/relationship with self; 

2. Named the negative messages we believe about ourselves that contribute to a marred 

identity; 

3. Named ways to use their specific gifts on an entry-level job; 

4. Identified careers that fit with their specific gifts; 

5. Observed and participated in several career planning activities; and 

6. Selected a career goal and named necessary steps toward it. 

UNIT 9 
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REFLECT ON THE IMPORTANCE OF HAVING A HEALTHY IDENTITY/RELATIONSHIP WITH 

SELF   

Earlier, we discussed how God designed us to live within 4 key relationships. Examine the 4 Key 

Relationships House.  

 

The beginning of the Bible describes the first humans and describes four relationships. You and I were 

created to have happy and healthy relationships with our God, other people, ourselves, and the rest of the 

world (including our work!).  
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Career Cycle 
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INSTRUCTIONS 
 

In the space provided, identify the degree in which the following characteristics or behaviors most accurately describes you 
at home or in the relationships with your loved ones. 

 

0 = not at all 1 = somewhat 2 = mostly; 3 = very much 

For more information and help visit www.smalley.cc. 

 

 

Column 1 Column 2 Column 3 Column 4 

 

    Likes control 
 

    Confident 
 

    Firm 
 

    Likes challenge 
 

    Problem solver 
 

    Bold 
 

    Goal driven 
 

    Strong willed 
 

    Self-reliant 
 

    Persistent 
 

    Takes charge 
 

    Determined 
 

    Enterprising 
 

    Competitive 
 

    Productive 
 

    Purposeful 
 

    Adventurous 
 

    Independent 
 

    Action oriented 

 

    Enthusiastic 
 

    Visionary 
 

    Energetic 
 

    Promoter 
 

    Mixes easily 
 

    Fun-loving 
 

    Spontaneous 
 

    Likes new ideas 
 

    Optimistic 
 

    Takes risks 
 

    Motivator 
 

    Very verbal 
 

    Friendly 
 

    Popular 
 

    Enjoys variety 
 

    Group oriented 
 

    Initiator 
 

    Inspirational 
 

    Likes change 

 

    Sensitive 
 

    Calm 
 

    Non-demanding 
 

    Enjoys routine 
 

    Relational 
 

    Adaptable 
 

    Thoughtful 
 

    Patient 
 

    Good listener 
 

    Loyal 
 

    Even-keeled 
 

    Gives in 
 

    Indecisive 
 

    Dislikes change 
 

    Dry humor 
 

    Sympathetic 
 

    Nurturing 
 

    Tolerant 
 

    Peace maker 

 
    

Consistent 

    
Reserved 

    
Practical 

    
Factual 

    
Perfectionistic 

    
Detailed 

    
Inquisitive 

    
Persistent 

    
Sensitive 

    
Accurate 

    
Controlled 

    
Predictable 

    
Orderly 

    
Conscientious 

    
Discerning 

    
Analytical 

    
Precise 

    
Scheduled 

    
Deliberate 

    TOTAL SCORE     TOTAL SCORE     TOTAL SCORE     TOTAL SCORE 

 

On the next page, record the totals on the appropriate graph space. 



 

41 

  

 
INSTRUCTIONS 

 
Simply plot your scores on the graph below and then connect the dots from one column to the next. Your strengths are the 
columns in which you scored the highest points. 

 

For more information and help visit www.smalley.cc. 

 
Score The Lion The Otter The Golden Retriever The Beaver 
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The Smalley Institute 

 
 
 
 
 

 

For more information and 
help visit www.smalley.cc. 

 
 

 

Personality Interpretations 
 
 

 The Lion The Otter The Golden Retriever The Beaver 

 
 

 
Relational Strengths: 

 
 

Takes charge. 
Problem solver. 

Competitive. 
Enjoys change. 
Confrontational. 

 

 
Optimistic. 
Energetic. 
Motivators. 

Future oriented. 

 
 

Warm & Relational. 
Loyal. 

Enjoys Routine. 
Peace-Maker. 

Sensitive Feelings. 

 

 
Accurate and precise. 

Quality control. 
Discerning. 
Analytical. 

 
 

 
Strengths Out of Balance: 

 
 

Too direct or impatient. 
Too busy. 

Cold blooded. 
Impulsive or takes big risks. 

Insensitive to others. 

 
 

Unrealistic or day-dreamer. 
Impatient or over bearing. 

Manipulator or pushy. 
Avoids details or lacks 

follow-through. 

 
Attract the hurting. 

Missed opportunities. 
Stays in a rut. 

Sacrifice own feelings for 
harmony. 

Easily hurt or holds a 
grudge. 

 
 

Too critical or too strict. 
Too controlling. 

Too negative of new 
opportunities. 

Lose overview. 

 
 

 
Communication Style: 

 

 
Direct or blunt. 

One-way. 
Weakness: Not as good a 

listener. 

 
 

Can inspire others. 
Optimistic or enthusiastic. 

One-way. 
Weakness: High energy 
can manipulate others. 

 
Indirect. 

Two-way. 
Great listener. 

Weakness: Uses too many 
words or provides too many 

details. 

 
Factual. 

Two-way. 
Great listener (tasks). 

Weakness: Desire for detail 
and precision can frustrate 

others. 

 
 

 
Relational Needs: 

Personal attention & 
recognition for what they 

do. 
Areas where he or she can 

be in charge. 
Opportunity to solve 

problems. 
Freedom to change. 

Challenging activities. 

 

 
Approval. 

Opportunity to verbalize. 
Visibility. 

Social recognition. 

 
 

 
Emotional security. 

Agreeable Environment. 

 
 

 
Quality. 

Exact expectations. 

 
 

 
Relational Balance: 

 
 

 
Add softness. 

Become a great listener. 

 

 
Be attentive to mate's 

needs. 
There is such a thing as too 

much optimism. 

 
 

Learn to say "NO" … 
establish emotional 

boundaries. 
Learn to confront when own 

feelings are hurt. 

 

 
Total support is not always 

possible. 
Thorough explanation isn't 

everything 
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CAREER EXPLORATION QUESTIONS 

Career exploration is the process of identifying some potential careers that are a fit with your interests, 

abilities and needs. As we start this process, take a few minutes to write out answers to each of these 

questions. 

When I was a child, what did I want to be when I grew up? Why? 

 

If a miracle happened one night and I woke up with my dream job, what do I see myself doing that day? 

 

Who do I admire? Why? 

 

One thing I have always done well is…  

 

In the next 5 years, one goal I have regarding my career is…  

 

 

Consider areas of both passion and giftedness 

 

   Skilled/Gifted   Not Skilled/Gifted 

Passionate        

 

 

 

Not Passionate 
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Current Life Needs 
A self-assessment of your life needs involves knowing what considerations to make when looking 

for a job, including what obligations and responsibilities you have outside of work. It is important 

to keep in mind transportation, childcare, probation, commute time, and budgetary needs that will 

impact your ability to get and keep a job.  

Take a few minutes to think about and answer the questions below: 

Transportation 

How reliable is my transportation? How far am I willing to drive for work? 

 

 

Is it important that my job location is on the bus line? 

 

 

Schedule 

How many hours a week do I want to work? How many hours a week do I need to work? 

 

 

What is my ideal work schedule? Am I willing to consider other schedules such as days, nights, 

weekends, swing shift (working 2pm – 10pm), etc.?  

 

 

Childcare 

Do I use daycare? What time is drop off / pick up? Does my work schedule need to accommodate 

a school schedule?  

 

 

Is it important to me that my work is close to my kid’s school or daycare? If so, how close? 
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Budget Needs 

How much money (per hour or per month) do I need to make in order to pay my bills?  

 

 

Do I need a job with healthcare benefits for myself and/or my family? 

 

 

Health and Legal 

Do I currently have any physical or mental health limitation that could affect the type of work I 

can do? 

 

 

Am I on parole, required to take random UAs, or taking care of other legal requirements? How 

might this impact my work availability? 

 

 

Other… 

Take note of other specific circumstances you need to consider as you pursue your next 

employment and career. 
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PROFESSIONAL ENTRY LEVEL POSITIONS 

Circle all that might be a good match based on your personality type, experience, interest and skills:

Office Setting 

Administrative/Customer Service 

Sales/Marketing 

Information Technology (IT) 

Graphic Design 

Working with People 

Home Health Care/Care Provider 

Certified Nursing Assistant (CNA) 

Childcare/Teacher 

Adult Care 

Medical Field 

Fitness 

Social Work 

Hospitality/Hotels 

Housekeeping 

Food and Beverage 

Front Desk/Concierge  

Financial  

Human Resources 

Retail/Service 

Sales Assistant 

Cashier 

Manager 

Security 

Special Events 

Maintenance/Manufacturing/Packaging 

Delivery/Driving Cars 

Assembly/Production/Warehouse 

Shipping/Receiving Clerk 

Warehouse Team Lead 

Packaging 

AV Installation 

Janitorial 

Property Restoration  

Manual Labor/Construction/Trades 

Landscaping Labor/Outdoor Design 

Concrete Laborer 

Machine Operator 

Handyman 

Demolition Laborer 

Tree Trimming 

Roofing 

Seamstress 

Recycling 

Temporary Work/Temp to Hire 

 

Other job interests not listed above: _____________________________________________________ 

Consider what type of position you are QUALIFIED for: 

• Entry level, no experience needed 

• Mid-level, some education and/or experience required 

• Professional, requires college education and work experience
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OVERCOMING 

YOUR ROADBLOCKS

OBJECTIVES 

By the end of this lesson, we will have: 

1. Named a time when something kept us from achieving our goal; 

2. Brainstormed and listed roadblocks; 

3. Categorized roadblocks as habitual, emotional, or situational; 

4. Named our 3 biggest current roadblocks and recognized our 3 biggest potential 

roadblocks in the future; 

5. Identified our own personal values and priorities; 

6. Analyzed case studies on how roadblocks affect priorities and decision making; 

7. Assessed how our choices align with our stated priorities; 

8. Examined ways to move towards acting on stated priorities and values. 

UNIT 5 
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CATEGORIZE ROADBLOCKS AS HABITUAL, EMOTIONAL, OR SITUATIONAL  

THREE TYPES OF ROADBLOCKS1 

Situational roadblocks are problems that are part of our current place in life—such as 

getting sick or being broke from getting laid off from your job.  

Emotional roadblocks are negative feelings—like anger or depression—that can also keep 

us from our goals.  

Habitual roadblocks come up over and over again in the form of habits or negative patterns 

of action—like drugs, alcohol, or sexual addictions. 

 

Situational Emotional Habitual 

   

 

1 Concept of roadblocks derived from Jobs for Life Instructor Guide, 2008. Used by permission. 

Roadblocks that you or other people encounter:  
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NAME OUR 3 BIGGEST CURRENT ROADBLOCKS AND RECOGNIZE OUR 3 BIGGEST 

POTENTIAL ROADBLOCKS IN THE FUTURE  

Choose one situational, one emotional, and one habitual roadblock that you have overcome in the past. 

Then, think about your present and going forward. Choose one of each roadblock that you most need to 

overcome in the next 6 months. Recognize them by writing them in the box in your notes.  

 

MY ROADBLOCKS 

A situational roadblock I have faced in the past is:  

 

An emotional roadblock I have faced in the past is:  

 

A habitual roadblock I have faced in the past is:  

 

A situational roadblock I am facing now is:  

 

An emotional roadblock I am facing now is:  

 

A habitual roadblock I am facing now is:  
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IDENTIFY OUR OWN PERSONAL VALUES AND PRIORITIES  

The road to experiencing re-creation requires us to think about the choices that we make. Choices are 

extremely important, particularly when confronted with roadblocks that we must choose to overcome or 

choose to ignore. But what’s even more important are the values that lie behind our choices. Values are 

things we care about deeply that determine the decisions we make.  

 

 

VALUES 
→ 

 

CHOICES 
→ 

 

OVERCOMING 

OBSTACLES 

 affect  affect  

 

 

OUR GREATEST VALUES 
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ANALYZE CASE STUDIES ON HOW ROADBLOCKS AFFECT PRIORITIES AND DECISION-

MAKING  

Listen to Matthew’s story. Like all of us, Matthew makes choices based on his values.  As you listen, note 

what he values.  

MATTHEW’S STORY 

Matthew is 25 years old, and the father of 3 children ages 7, 5, and 1. He loves his kids, 

and tells the mother of his children, Mary: “My dad wasn’t there for me, but I’m going to be 

there for my kids. Nothing is more important than providing long term financial stability for 

my family.”  

Matthew hasn’t worked very much, and he didn’t graduate from high school, so the jobs he 

gets don’t pay much and aren’t consistent. He knows that an education is the key to 

providing for his family. “You got to have education in this day and age,” he says. “Getting 

my GED is really important to me, because without it, I’ll always be working minimum wage 

jobs and won’t be able to provide the long-term financial security my family needs.” This 

works well, because Mary has a job that can help the family scrape by until Matthew gets a 

better job. 

So in November, instead of getting another temporary low-wage job, Matthew enrolls in a 

GED program. He starts classes, but after a few weeks, the staffing company calls him in 

for work. They typically have him work 45-hour weeks for 2-3 weeks, and then drop him 

again. He really wants the money, because it is getting close to Christmas and the 

expectations for gifts are high. His GED teacher thinks he is almost ready to go take the 

test, but that will cost $50. “I got to get paid,” Matthew says. “I need to be getting money, 

not spending it. The kids got to have their Christmas.” 

Around Christmas time, Mary starts asking about Christmas gifts. Matthew doesn’t have 

money for the Xbox and PSP that his kids are asking for. Even though he’ll have to start all 

over with GED classes, Matthew takes the temporary job again. The kids had their 

Christmas, but two months later, the work stops. Once again, Matthew has no money, few 

job prospects, and no GED. 
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MATTHEW’S PRIORITIES 

 

 

 

 

 

 

 

 

 

 

➢ How might Matthew respond if you told him: “you said providing for your kids’ long-term financial 

stability was most important, but weren’t your choices actually based on your value of providing 

short-term Christmas gifts for your kids?” 

The point is not that Matthew made bad choices, though that may be true. The point is: although he was 

certainly in a difficult situation, Matthew acted against what he said was most important. His choices 

contradicted what he said that he valued most.  
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ASSESS HOW OUR CHOICES ALIGN WITH OUR STATED PRIORITIES  

More often than not, you and I are like Matthew in this story. If we really look at our actions, they often 

show us that the values we’re acting on are different from those we claim to be most important. The old 

phrase “actions speak louder than words” really is true. And because we often value our own security or 

image or control, we fail to make choices to overcome our roadblocks. 

We’ve listened to another person’s story. Now we’re going to examine our own story. In the box below, 

list your top priorities that affect your choices. Make sure you name at least 10 priorities.  

MY TOP PRIORITIES 
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EXAMINE WAYS TO MOVE TOWARDS ACTING ON STATED PRIORITIES AND VALUES 

ALIGNING OUR VALUES 

1. Understand your choices - The first step is to do what we’re doing right now! To take an 

honest look at ourselves and admit if we’re not making the choices we want to be. 

Perhaps, we sometimes have the wrong values or priorities. Each of us has to 

understand our choices and be honest with our own self. Reflecting on our actions is 

the first step. This will involve taking a deep look at why we keep going back to those 

habitual and emotional roadblocks, instead of choosing to deal with them. Without doing 

this, our human tendency will be to make excuses for ourselves. 

2. Choose your choices - Often times we act like we don’t have a choice when we really 

do. When we cuss our boss, or walk off the job, or are late to work because we 

overslept, we’re making choices. When difficult choices come up, we must really 

examine them. When your boss is giving you hell, or you’re feeling too tired to go to 

work, or you’re thinking about quitting your job without having the next one lined up, ask 

yourself: “How does this choice affect what’s most important to me? If my top priority is 

_________, what should I do here?” 

3. Get Help. Ask: 

a. Your Employment Coach and Thrive 

b. God, Your Church, Flatirons Community Church 

c. Community, such as positive, encouraging friends or family 

d. Special help from professional helpers, such as going to a counselor, pastoral 

counseling, or addiction recovery groups 

4. Follow Christ - God’s word tells us that ultimately, we have a heart problem. Like we 

talked about in the 4 parts of God’s story, our decisions and values have been 

permanently damaged through the fall. But Christ promises to give us new hearts. 

Ultimately, we solve our problems with values, priorities, and choices by having God 

begin to heal our hearts through being reconciled to Him through the blood of Jesus, so 

we can start on the journey of re-creation by beginning to desire what honors Him and 

what is best for us. 
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COMMIT TO AN ACTION STEP FOR HOW TO MOVE TOWARDS VALUE/CHOICE COHESION  

Think about a choice or decision that’s coming up in your life. Write it down in the box in your notes and 

share it with your coach. Think: what values should affect that choice? Commit to using the things we 

talked about today to help you make the choice you want to make based on what you decide is most 

important.  

My Choice Coming Up: 

 

 

 

 

 

 

 

The Values I will Prioritize: 
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BUILDING CHARACTER 

AND SKILLS  

OBJECTIVES 

By the end of this lesson, we will have: 

1. Reviewed basic employment goals of adding value and providing for self/family; 

2. Described feelings associated with work and connected work to stewardship; 

3. Defined living wage and discussed necessary considerations of living wage; 

4. Brainstormed how to move from underemployment to a living wage, establishing 

categories of character and skills; 

5. Defined character and skills, discussing the necessity of both; 

6. Brainstormed top character traits for workers and committed to distinguishing 

themselves; 

7. Considered the importance of developing specific skills and qualifications; and 

8. Named examples of the three kinds of work and committed to ways to increase our 

skills. 

UNIT 7 
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DESCRIBE FEELINGS ASSOCIATED WITH WORK AND CONNECT WORK TO STEWARDSHIP  

MY 4 KEY RELATIONSHIPS 

 

Part of what it means to be a human made in God’s image is to be a steward—someone who has been 

trusted with God’s world to take care of it. One of the biggest ways to be a steward is to work!  

So why do we want to work? Why do we feel better when we work? Because we were designed to and 

won’t be content until we do!  

Even if you’ve been a bad steward in the past, there’s hope! That’s what Jesus does for us. Recall God’s 

story from the Bible.  
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GOD’S STORY IN 4 PARTS 

 

 

At creation, God created us to be perfect stewards of his world. In God’s original design, work would only 

be a blessing to us. But because of the fall, we’ve all failed to take care of what God has given us. So on 

the job we’ve failed to be the best we could be, and others’ sin has made work even harder. Part of what 

Jesus does when we decide to dedicate our lives to Him, is to begin fixing this. Where we fail to be good 

stewards, Jesus was the perfect steward. He forgives us for being poor stewards in reconciliation, and in 

re-creation empowers us to be better stewards. Our work lives as stewards make the most sense when we 

understand them in light of God’s big story. 

DEFINE LIVING WAGE AND DISCUSS NECESSARY CONSIDERATIONS OF LIVING WAGE   

Examine the definition of a living wage: 

A living wage is a full-time job with benefits, earning enough wages for my family to be 

economically self-sufficient.  

 

The underlined words represent three important parts of this definition – full time, benefits, and 

economically self-sufficient.  

 

 

Creation Fall Reconciliation Re-Creation 
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BRAINSTORM HOW TO MOVE FROM UNDEREMPLOYMENT TO A LIVING WAGE, 

ESTABLISHING CATEGORIES OF CHARACTER AND SKILLS  

Examine the definition of underemployed:  

Underemployed: when someone works a job, but because either they don’t earn enough 

per hour or because they aren’t getting enough hours per week, they don’t make enough to 

be economically self-sufficient. 

 

 

 

Examine this diagram on the cycle of underemployment. For many, their work history looks like this graph. 

They may work one season but get laid off the next. Then, they work 40 hours a week but still don’t make 

enough money to pay the bills. Even when they’re working, they’re never getting ahead. 

 

 

 

 

 

 

unemployed

underemployed

unemployed

underemployed

underemployed
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DEFINE CHARACTER AND SKILLS, DISCUSSING THE NECESSITY OF BOTH   

____________________    +    _____________________   =   ______________________ 

 

Character Skill 

  

 

Considering all we have discussed about the importance of character, take 1 minute and write down at least 

one thing you will do on your next job to help you distinguish yourself from the rest of your coworkers.  

In my next job, I will distinguish myself from the rest by: 
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NAME EXAMPLES OF THE THREE KINDS OF WORK AND COMMIT TO WAYS TO INCREASE 

OUR SKILLS   

 

 

In the box below, write down several examples of each kind of work you personally have done.  

 

 

➢ In which of these three do we act as stewards?   

 

➢ In which of the three categories does a job fall?  

THREE KINDS OF WORK 

Personal work (school, gaining experience, or resume building)  

Paid work (jobs or employment) 

Volunteer work (giving back to the church or community) 

MY WORK EXPERIENCE 

Personal work:  

 

Paid work: 

 

Volunteer work:  

 

 



 

 

Let’s examine the graph entitled: The Labor Pyramid2. Let’s describe all of the details of the graph together.  

 

Call out the dollar earnings per hour as they correspond to education level and types of jobs.  

➢ What is education level next to the low-skilled labor category?  

➢ What kinds of full-time jobs are included in this category?  

➢ How much do these jobs make?  

 

2 Derived from Jobs for Life Instructor Guide, 2008. Used by permission. 
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CONTRAST TYPES OF JOB RESPONSIBILITIES AND INCOME LEVELS BETWEEN 

PROFESSIONAL, SKILLED, AND LOW-SKILLED JOBS  

To flesh these ideas out in real life, listen to a story called A Day at The Pharmacy. Think about the jobs at 

a pharmacy – like CVS or Walgreens. Consider how each job is different and why.  

A DAY AT THE PHARMACY 

Adam works hard. He is a low-skilled laborer at the local pharmacy. He stocks shelves 

every minute he’s on the clock. He unloads boxes from the trucks, unpacks the goods, and 

then hauls away the boxes to be recycled. Even on hot days when it’s 90 degrees, or when 

his back is bothering him, Adam can be seen unloading, unpacking and discarding. He 

makes minimum wage.  

Kim also works at the pharmacy, but she is a Nurse Assistant in the walk-in clinic. If you 

were to watch Nurse Kim, you’d see her checking blood pressures, giving strep throat tests, 

filling prescriptions, and managing the cash register. She just got a raise, and is making $20 

dollars an hour helping the pharmacist.  

Sheldon also works at the pharmacy, and has been a pharmacist for 10 years now. A 

typical day for him includes diagnosing patients, writing prescriptions, managing the aids 

and technicians, and answering customer’s questions. He makes around $35 an hour. 

 

➢ Who do you feel is working the hardest out of all these people?  

 

➢ Why is Adam making minimum wage while the people who are sitting down the most, Nurse Kim 

and the pharmacist, Sheldon, seem to be making the most? 

 

➢ Why do you think a company is willing to pay so much more money for certain employees 

compared to others?  
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Let’s continue the story to help us understand why employers are willing to pay more.  

ADRIANA AND DEREK VISIT THE PHARMACY 

Last month, both Adriana and her husband Derek were feeling pretty sick. They went to the 

pharmacy to get seen by a nurse practitioner and to get a prescription. After waiting for a 

little while, Nurse Kim saw Adriana. She was with her for about 30 minutes. Then, she saw 

Derek for another 30 minutes. After that, they both went to stand in line and pick up their 

prescription. Adriana’s bill came to a total of $80 for the visit and $40 for the prescription. 

Derek’s bill was the same. Both were charged $120. 

 

➢ How much money did Nurse Kim make for the pharmacy that hour?  

➢ How much money did she cost the pharmacy?  

➢ After paying Kim, how much revenue did the pharmacy make?   
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ADAPTING TO 

PROFESSIONAL CULTURE  
 

OBJECTIVES 

By the end of this lesson, we will have: 

1. Defined culture and identified differences in cultural behaviors and thinking; 

2. Named reasons why one might consider adapting to other cultures; 

3. Defined and practiced professional culture through role-plays; 

4. Summarized role-plays by defining code-switching and described the professional goal 

of code-switching; 

5. Assessed our understanding of important aspects of professional culture; 

6. Created a list of important practices in professional culture; and 

7. Committed to practice code-switching and important facets of professional culture during 

this course. 

UNIT 

10 
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DEFINE CULTURE AND IDENTIFY DIFFERENCES IN CULTURAL BEHAVIORS AND THINKING   

Listen to an example of cultural difference in Martin and Alex’s experiences. They became good friends 

last year, but they are from different neighborhoods, races, and income levels. 

MARTIN AND ALEX: CULTURAL DIFFERENCES 

Language Use: In Martin’s culture, if someone says “a minute” they mean approximately 60 

seconds. In Alex’s neighborhood, a minute means a long time. For example, “I haven’t seen 

him in a minute” could mean several weeks; or “I’ll be there in a minute” could mean “I’ll be 

there sometime later, but not right now. At first, this caused numerous misunderstandings 

and offenses, especially when Martin waited for long amounts of time and felt like Alex was 

blowing him off or didn’t respect his time.  

Rules for Dress: In Martin’s culture, if someone says to “dress casual” it means you can 

wear shorts, t-shirt, and sandals. In Alex’s culture, casual usually means slacks and a 

button down. This caused embarrassment and feeling out of place when Martin showed up 

and was the only one wearing shorts and flip-flops! 

Phone Communication: In Martin’s culture, if someone hangs up without saying “bye” then 

they likely assume the other person is angry or being impatient with them. In Alex’s culture, 

saying bye on the phone means that you might never speak to them again. Martin learned 

not to get offended – at first, he thought Alex was getting an attitude with him!  

Social Behavior: In Martin’s culture, hosting a BBQ is an excuse for people to hang out 

together. Guests often contribute something like a side or drinks and will be there for a 

couple hours. In Alex’s culture, a BBQ is an excuse to be generous with others. Residents 

like cooking a very large amount of food in order to give it away to their neighbors. Guests 

don’t contribute at all and usually don’t stay long. Rather they come for a few minutes and 

make a to-go plate. When Martin threw a BBQ, he was hurt when Alex and his friends 

showed up, came to get plates of food, and left! 
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NAME REASONS WHY ONE MIGHT CONSIDER ADAPTING TO OTHER CULTURES 

Examine I Corinthians about a man named Paul. Paul was a missionary, which meant his job was to go into 

new cultures that had never heard about Jesus. Paul taught them about Jesus and how to live in the new 

ways of His Kingdom. As we read, think about why Paul might have adapted to the local culture.   

Even though I am free of the demands and expectations of everyone, I have voluntarily 

become a servant to any and all in order to reach a wide range of people: religious, 

nonreligious, meticulous moralists, loose-living immoralists, the defeated, the 

demoralized—whoever. I didn’t take on their way of life. I kept my bearings in Christ—but I 

entered their world and tried to experience things from their point of view. I’ve become just 

about every sort of servant there is in my attempts to lead those I meet into a God-saved 

life. (The Message) 

 

➢ Why might Paul have adapted to each of these different cultures, even the religious people? 

 

A nation-wide survey called Are They Really Ready to Work? was sent out to hundreds of employers in the 

US, asking them the question: what qualities do you look for most in making hiring or promotional 

decisions?    

TOP FIVE MOST IMPORTANT SKILLS3 

1. Professionalism 

2. Teamwork 

3. Oral Communication (speaking and listening skills) 

4. Ethics & Social Responsibility (honest and trustworthy) 

5. Reading Comprehension 

 

 

3 Derived from Key Findings: Are They Really Ready to Work? http://www.p21.org/ 
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Listen to Devon’s story. Note his struggles and realizations in adapting to professional culture.  

DEVON CONSIDERS PROFESSIONAL CULTURE 

Devon works in a manufacturing company as a forklift driver. He’s been there 3 years, and 

is a good worker who is generally respected by his colleagues. However, he has been 

unable to move up to a higher position. He has been repeatedly turned down for a 

promotion to an office manager. He has applied 3 times, but keeps getting rejected—even 

though he’s the only one in the company who is qualified for the position! His boss, Chase, 

told him it was because the managers didn't think he was “office material.”  

Devon took this as completely racist and complained to his friend Tabitha. Tabitha, who is a 

manager at a clothing store in the mall, told him: “Well, that might play a role in it, but either 

way, look at it like this: as a forklift driver, it doesn’t matter how you talk or dress, but in an 

office, you would interact with different types of people in a professional culture. How you 

dress and talk matters a lot.”  

Devon thought about what she said for a few days. At first, he didn’t agree with Tabitha. But 

now, he is beginning to think she is right—he doesn’t dress and talk the part for an office 

job, so his employers probably can’t see him in that role. He knows he could change these 

things about himself. He’s always said: “Well, I'd dress like this and do like that if I were 

getting paid for that position. But since I'm working in the back, they don’t care how we 

dress and talk.” He is beginning to think that part of the problem is that his bosses can't 

picture him in any different role – which is why he struggles to get a promotion. 

 

➢ What do you think is the main point of this story and conversation about professional culture?  

CREATE A LIST OF THE IMPORTANT PRACTICES IN PROFESSIONAL CULTURE 

Take 5 minutes at your table and write out in your notebook your top 5 tips on professional culture. 

1. 

2. 

3. 

4. 

5. 



 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

SPEAKING 

AND LISTENING 

OBJECTIVES 

By the end of this lesson, we will have: 

1. Examined the 5 Steps to Smart Speaking as a framework for communication; 

2. Applied the 5 Steps to Smart Speaking to a real-life situation; 

3. Engaged with a story about listening at work and examined recommendations on good 

listening skills; 

4. Practiced and evaluated our listening and speaking skills; and 

5. Committed to use the listening and speaking skills we have developed. 

UNIT 

12 
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PARAPHRASE KEY VERSES ON SPEAKING AND LISTENING AND DESCRIBE THE GOAL OF 

GOOD COMMUNICATION  

Note the key proverbs on speaking and listening below and draw out words or phrases that summarize 

important points from these proverbs.    

 

3 KEY PROVERBS ON LISTENING 

He who guards his lips guards his life, but he who opens his mouth will come to ruin. (Proverbs 

13:3) 

My dear brothers and sisters, take note of this: Everyone should be quick to listen, slow to 

speak and slow to become angry. (James 1:19) 

Even a fool is thought wise if he keeps silent, and discerning if he holds his tongue. (Proverbs 

17:28) 

 

 

3 KEY PROVERBS ON SPEAKING 

A person of knowledge uses words with restraint, and a person of understanding is even-

tempered. (Proverbs 17:27) 

The heart of the righteous weighs its answers, but the mouth of the wicked gushes evil. 

(Proverbs 15:28) 

He who answers before listening - that is his folly and his shame. (Proverbs 18:13) 

 

➢ What similarities do you see between good speaking and listening?  

 

➢ What might be the goal of good of communication?  
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EXAMINE THE 5 STEPS TO SMART SPEAKING AS A FRAMEWORK FOR COMMUNICATION 

Examine this explanation of adrenaline in the box. 

Adrenaline is a chemical in your brain that your body produces when you’re in trouble. 

When your heart rate speeds up suddenly, your body produces adrenaline. This is a good 

thing when we’re in danger! If a dog is chasing you, your heart goes up, and your body 

produces adrenaline. The adrenaline helps you react by making you run faster and jump 

higher than normal. 

But adrenaline can also get us in trouble. Think back on a previous argument you had. Do 

you remember how your heart was pounding inside your chest? Well, your body was also 

producing adrenaline. In this case, adrenaline can be a bad thing because when our hearts 

are pounding, our adrenaline can make us overreact. When this happens, our 

communication becomes reckless and out of control so that we might say whatever comes 

to our minds without thinking about our goals. 

 

➢ How might adrenaline affect smart communication?  

Examine the 5 Steps to Smart Speaking below. These five points surround each communication issue or 

situation.  Reflect on the differences between each point. Although you do not always need to communicate 

every step when speaking, a smart communicator will use these steps when speaking—usually in this order. 

Would volunteers rotate around the room reading the 5 steps?  

5 STEPS TO SMART SPEAKING 

“I Saw…” or “I Heard…” The first step in smart speaking is to simply state the raw facts of 

what you saw or heard that made you want to engage in this conversation. This lets the 

person know your view of the facts, and is the only way to guarantee they will understand 

you. For example: “I saw you talking to Dwight and I heard my name” rather than “I saw you 

dogging me behind my back.”  

“I Thought…” The second step is to describe what you assumed or thought based on the 

raw facts. For instance, consider the statement: “I saw you talking to Dwight and I heard my 

name.” Based on any number of factors, we might think that Dwight was talking bad about 

us or that Dwight didn’t know if he could trust us or that Dwight was planning a surprise 

birthday party for us and trying to keep it secret! By stating first the raw facts of what we 

saw and heard and then explaining what we thought or assumed based on those facts, we 

can help others understand our perspective without causing unnecessary offense. For 



 

74 

example: “When I saw you talking to Dwight and heard my name, I thought that you were 

talking bad about me behind my back.” 

“I Felt…” The third step is to explain how what you thought about what you saw or heard 

made you feel. Use “I felt…” statements to explain your emotions. This is vital to helping the 

other person understand your perspective. For example: “When I saw you talking to Dwight 

and heard my name I thought that you were talking bad about me behind my back, and I felt 

angry.” 

“I Wanted…” The fourth step is to explain what you wanted in the past or want going 

forward in relation to the discussion for yourself and the other person. For example: “When I 

saw you talking to Dwight and heard my name I thought that you were talking bad about me 

behind my back, and I felt angry because I want us to be honest with each other about what 

we think.” Or “I felt angry and wanted to walk off the job because I’ve worked places where 

people backbite and that hurt me a lot in the past.”  

“I Did…” or “I Will…” The fifth step is to state what we did in the past or will do going 

forward because of conversation. For example: “When I saw you talking to Dwight and 

heard my name I thought that you were talking bad about me behind my back. I felt angry 

because I want us to be honest with each other about what we think. So I confronted you 

about the situation.” Or “In the future, I will be less willing to share my opinions with you if I 

am worried you’re going to speak badly about me to others.” 

 

We’re now going to apply the 5 Steps to Smart Speaking to a real-life conflict. With a partner, discuss your 

experience. Using the following boxes on the next two pages, record your responses to each question. 

Breakout Scenario 1: 

You [Person A] are in your first month at 

a new job, and your niece/nephew 

[Person B], who has agreed to watch 

your kids for the summer, shows up late 

once or twice a week. It’s making you 

late to work.  

Person A – Use the 5 Steps to Smart 

Speaking to communicate with your 

niece / nephew.  

 

Breakout Scenario 2:  

You [Person B] have been at your job now for 6 

months. You notice that one of your coworkers 

[Person A] has only been doing about half of his/her 

share of work, and whatever is left is falling on you. 

It’s already been really busy for you, and you don’t 

have the time to complete the extra work.   

Switch roles and Person B – Use the 5 Steps to 

Smart Speaking to communicate with your 

coworker.  
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5 STEPS TO SMART SPEAKING 

I Saw/Heard: 

 

 

What did you see? What did you hear? (not interpretations - only actual facts). Your answer 

might begin with: “I saw….” or “I heard…” 

 

 

 

Incorrect example: I saw her get real upset. This is an interpretation, not a fact.  

Correct example: I heard the books slam shut and I saw you slam the door.  

I Thought:  

 

 

 

What did you think happened? Your answer might begin with “I thought…” 

 

 

 

Correct Examples: I thought he must have said something to make you angry. I thought there 

might be an emergency with your children. 
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5 STEPS TO SMART SPEAKING 

I Felt:  

 

 

 

How did you feel? What emotions arose in you? Your answer might begin with “I felt…”  

 

 

 

Incorrect example: I felt like she was being immature. This is an assumption/thought. 

Correct example: I felt embarrassed because I thought you didn’t handle yourself 

professionally. I felt worried for her. 

I Wanted:  

 

 

 

What were your wants for the person? What were your wants for yourself? What were your 

wants for the class/instructor? 

 

 

 

Correct Examples: I wanted to follow you to check up. I wanted you to not come back. 
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5 STEPS TO SMART SPEAKING 

I Did/Will:  

 

 

 

What did you do in response to the situation?  

  

 

 

Correct Examples: I sat quietly in my chair because I didn’t want to interrupt. I turned to a 

friend and asked if he knew what happened. 
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PRACTICING GOOD LISTENING SKILLS 

 

USING YOUR EARS: ENCOURAGE, AFFIRM, RESPECT, SUMMARIZE 

Encourage the speaker to share openly.  

✓ Set your own concerns aside temporarily and focus on the speaker’s needs. 

✓ During a pause, use phrases like: “please continue”, “would you like to say more?”, 

or “I’m listening.” 

✓  

Affirm the speaker’s realities, thoughts, and feelings.  

✓ Imagine yourself in the speaker’s shoes.  Enter into their experience. 

✓ Make head nods when the speaker is talking. Offer 1-2 word affirmations, such as 

ouch, yes, frustrating, right, sure. 

✓  

Respect the speaker with your body language.  

✓ Adjust your body/facial expressions to invite the speaker to express themselves 

fully. 

✓ Stop any activities that could be distracting (cell phone, swaying, tapping 

feet/hands) and make direct eye contact with the speaker. 

✓   

Summarize what the speaker has said and ask open questions.   

✓ Condense to affirm their message.  Use phrases like: “let me make sure I’ve 

understood you correctly…” or “what I understood you to say was…” 

✓ Ask gentle, open questions to make sure you understand fully.  

✓  
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COMMIT TO USE THE LISTENING AND SPEAKING SKILLS WE HAVE DEVELOPED   

Find an opportunity to practice the communication skills you’ve developed. First, apply the 5 Steps to Smart 

Speaking to the next emotional situation that you experience – one where emotions are flowing! Don’t tell 

the person you are evaluating – just use the 5 Steps to Smart Speaking to speak.  Later, write down what 

you saw, thought, felt, wanted, and did in the box in your notes. 

5 STEPS TO SMART SPEAKING: A SELF-EVALUATION 

What did you see? What did you hear? 

I Saw/Heard: 

 

 

 

 

 

 

What did you think happened? 

I Thought:  

How did you feel? What emotions arose in you?  

I Felt:  

What were your wants for the person? What were your wants for yourself?  

I Wanted: 

What did you do in response to the situation? 

I Did/Will:  
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Read and discuss the dangers of the tongue in James 3  

Read James 3:5-8. Think about how the passage applies to conflict resolution.  

Our tongues are small, and yet they brag about big things. It takes only a spark to start a 

forest fire!  The tongue is like a spark. It is an evil power that dirties the rest of the body and 

sets a person’s entire life on fire with flames that come from hell itself.  All kinds of animals, 

birds, reptiles, and sea creatures can be tamed and have been tamed.  But our tongues get 

out of control. They are restless and evil, and always spreading deadly poison. (James 3:5-

8, CEV) 

 

EXAMINE AND EXPOUND ON KEYS TO CALLING A CEASE FIRE 

Let’s summarize our discussions by examining these Keys to Calling a CEASE Fire. We’ll use the word 

CEASE to remind us of the steps:  

KEYS TO CALLING A CEASE FIRE 

Calm Down. Take time to calm down before talking. Set a time to discuss the issue.  

Engage your EARS. Listen first. Use positive body language to summarize. 

Apologize for Something. Use calming words to apologize for something.  

Speak using the 5 Steps. Share what you saw/heard, thought, felt, wanted, & did/will do.  

Encourage win-win solutions. Ensure both of you like the outcome of the conflict. 
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KEYS TO CALLING A CEASE FIRE 

Calm Down. When having a conflict, adrenaline is flowing, and it is impossible to think straight. We will react 

automatically with words or actions that are aggressive, and that’s when we say or do things that we typically regret 

once we’ve calmed back down. For this reason, first:  

a. Take time. It takes about 20 minutes for the heart rate to get back down to a normal resting beat. Until your heart 

rate comes down, you’re basically insane. When angry, do anything that will take your mind off the conflict for 

a bit. Just because you’ve calmed down, this doesn’t mean that the other person is calm yet. If you’ve calmed 

down, but they’re still pumping adrenaline, the conversation won’t go well. Make sure everyone has time to calm 

down.  

b. Decide when/how to talk. You don’t have to resolve the conflict immediately. If possible, set a time later on to 

talk when you are both more relaxed. Certain activities are proven to help calm us down, such as going for a walk 

or drinking a glass of water. 

▪ At home, you might say something like this: “This is really important to me. Can we talk in about 30 

minutes?” You might even suggest going for a walk to talk about the issue. 

▪ At work, you might say something like this: “I know this job is important to both of us. Why don’t we take 

some time to calm down and then talk about it on our break at 3:00?” 

Engage Your EARS. Listen first. Before you say anything, identify the other persons’ thoughts and feelings by using 

your EARS. You should: 

a. Encourage, affirm, respect, summarize: The point of using the EARS technique is to understand how they see 

things by “putting yourself in their shoes.” So don’t let your body language show signs of disagreement. Even if 

you don’t like what the person is saying, do not show signs of judgment or disapproval. If you first listen well, 

you’ll then have the best opportunity to effectively share what you think. 

b. Embrace their anger/insults: This is their method of getting your attention. Take it as a sign of how serious they 

are about the topic. Instead of getting angry when someone cusses us out, we should learn to quietly interpret this. 

Say to yourself, “this person must be very upset about this issue. I wonder why.” Then, think about how to: 

c. Identify the real issue: What does the other person think? How does what they think cause them to feel? When 

you figure out how the other person views the conflict, it becomes easier to resolve. 

Apologize for Something. This doesn’t mean that you’re agreeing to everything the person said; however, it does 

mean looking for something (anything!) that we could have done better. Apologizing helps to express that the other 

person’s feelings are important. This is an essential part of ceasing the conflict.  

Speak using the 5 Steps. So far you’ve just been listening, but now it’s time to speak effectively! If you’ve listened 

well, the conflict should be tempering down. Now, it’s your turn to talk, but before you open your mouth, think about 

it like a fork in the road: these next words decide which direction the conflict goes. Therefore, your first words should 

help to continue calming the other person down. To start, you should gently communicate the raw facts you saw, what 

you thought, how you felt, what you wanted, and how you responded.  

Encourage win-win Solutions. The goal is to find a win-win solution in all conflicts. For example, at work, what if 

two people are fighting about who could operate the pallet jack? A win-win solution might be agreeing to take turns 

using it while the other person is on break. Both parties would like the outcome of the conflict. 
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CREATING A 60-SECOND 

COMMERCIAL

OBJECTIVES 

By the end of this lesson, we will have: 

1. Described our ideal next job; 

2. Named our 3 best selling points for that job; 

3. Described concrete evidence for our 3 best selling points; 

4. Combined selling points and evidence into a definition of a 60-second commercial; 

5. Analyzed commercials done by the facilitator using participants’ selling points and 

evidence;  

6. Created a 60-second commercial and committed to using it; and 

7. Developed strategies for answering difficult interview questions. 

UNIT 

17 
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DESCRIBE OUR IDEAL NEXT JOB   

MY NEXT JOB:  

 

Consider reasons why the boss should hire you that are related to your: 

• Personal interest  

• Education 

• Experience 

• Character/Personality 

• Specific skills or abilities 

• Work history 

What value do I add to this job? Why would someone hire me?  

1.  

2.   

3.   

4.   

5.   

6.   

7.   

8.   

9.   

10.  

Evidence that proves my 3 best selling points: 

1.   

 

 

 

2.   

 

 

  

3.   
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COMBINE SELLING POINTS AND EVIDENCE INTO A DEFINITION OF A 60-SECOND 

COMMERCIAL   

Listen to this definition of a 60-second commercial4:  

A 60-second commercial is a short speech given to anyone who can hire or promote you 

telling him why he should hire or promote you. A 60-second commercial quickly 

communicates your best points with proof. 

CREATE A 60-SECOND COMMERCIAL AND COMMIT TO USING IT 

 

MY 60-SECOND COMMERCIAL 

Introduction 

 

 

 

 

 

Selling point/evidence (1)  

 

 

 

 

 

 

 

4 Concept of 60-second commercial derived from Jobs for Life Instructor Guide, 2008.  Used by permission. 
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Selling point/evidence (2)  

 

 

 

 

 

 

Selling point/evidence (3)  

 

 

 

 

 

 

Closing 
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ANSWERING TOUGH INTERVIEW QUESTIONS 

What’s behind the question? 

Employers carefully select the questions they ask. They’re trying to determine crucial 

information. It’s important for you to know why they’re asking the question… 

 

Activity: Write down why an employer would ask each of the following questions. 

 

1. Why do you want to work here? 

 

2. What do you know about us? 

 

3. Why should I hire you? 

 

4. Why did you leave your previous employer? 

 

5. If you could turn back time and live your life over, what would you do differently? 

 

6. Describe the ideal work environment for you. 

 

7. Tell me about the worst boss you ever had. 

 

8. If you could change one thing about your last job, what would it be? 

 

9. How do you think your coworkers would describe you, both good and bad? 

 

 

Workforce Boulder County Staff. (2018). Interview Packet, p. 5. www.wfbc.org 

http://www.wfbc.org/
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BEHAVIORAL INTERVIEW QUESTIONS/S.T.A.R. TECHNIQUE 

One of the most popular interview types employers are currently using is called a “Behavioral Interview”. 

The believe behind the behavioral interview is that your past behavior will predict your future performance 

at the company you are interviewing with. 

One of the best ways to answer behavioral interview questions is to use the S.T.A.R. Technique. Behavioral 

interview questions usually (but not always) start with one of the following phrases: 

• Give an example… 

• Tell me about a time… 

• Describe to me… 

• When have you demonstrated… 

In order to accurately represent your skills, talents and ability to handle different situations while answering 

interview questions, use the following guide: 

Situation – Describe the context of the situation 

Task – What was required of you? 

Action – What did you actually do? 

Result – How was the situation resolved? 

Practice Question: ___________________________________________________________ 

____________________________________________________________________________ 

S –  
 

 

T –  
 

 

A –  
 

 

R –  
 

 

Workforce Boulder County Staff. (2018). Interview Packet, p. 7. www.wfbc.org 

http://www.wfbc.org/
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FORMULA: WEAKNESS QUESTION 

One of the most challenging questions an interviewer will ask sounds something like: Tell me about a 

weakness.  This can both trigger us and lead to oversharing of information that derails the interview.  Here 

is a strategy to turn this question into an opportunity to highlight your insight and problem-solving skills. 

 

 

 

 

 

PRACTICE 

List a few of your strengths below. 

•   

•   

•   

•   

Choose one strength:  

 

When overused, this becomes a weakness because: 

 

 

 

My strategy for addressing or overcoming this weakness is: 

 

 

 

 

List a 

STRENGTH 

Explain how your 

STRENGTH  

when OVERUSED 

becomes a 

WEAKNESS 

Share the 

STRATEGIES you 

employ to balance 

out the weakness 

Workforce Boulder County Staff. (2018). Interview Packet, p. 11. www.wfbc.org 

http://www.wfbc.org/
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DEVELOP STRATEGIES FOR ANSWERING DIFFICULT INTERVIEW QUESTIONS  

Examine the 4Rs of Answering Difficult Questions. Read through each of the 4Rs and answer the questions.  

4RS OF ANSWERING DIFFICULT QUESTIONS 

Relay Just Enough⎯First, determine how much you need to share. Be honest, but it is 

not necessary to share all the details. Sharing too much means you might say something 

negative unnecessarily, but if you say too little, the employer may assume the worst. This is 

more art than science, but the most important thing is to be honest. What might you say if: 

➢ You were involved with violent crime? [In ____ (month/year) I was convicted of a 

felony charge. I got caught up in the wrong crowd, and we were trying to make 

money the wrong way.]  

➢ You got fired for stealing? [I broke company policy.]  

➢ You were arrested for a non-violent crime, like selling drugs? [I looked to the wrong 

things to provide for my family.]  

➢ You were fired for being late? [I had a hard time getting to work at that time because 

I didn’t have transportation.] 

Recognize Your Mistakes⎯Secondly, name something that you regret or would do 

differently if you had another chance. No matter what the circumstances were in past jobs, 

find a way to communicate that shows you have learned and grown. What might you say if:  

➢ You had a felony on your record? Briefly explain what was going on that led to your 

choices and the price you have paid/what you lost.  [At this time of my life, I 

was_________________ As a result of my choices, I hurt myself and the people I 

loved.]  

➢ You got fired for smarting off at your boss? [I regret letting my emotions get in the 

way of work. I should have been more respectful. It cost me my job and also was an 

inappropriate way for me to communicate.] 

➢ You were fired by a boss who truly was terrible (racist or sexist)? [My past boss had 

a very negative communication style. A bunch of others left when I did as he 

occasionally used inappropriate language. However, I wish I had complained to the 

Human Resources division, rather than walking off that job.] 

Reveal What’s Changed / what you’ve learned⎯Many of us can look back and realize 

that the mistakes we’ve made have made us stronger. Some of the best employees in the 
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world are former offenders, because they have realized their former way of life doesn’t 

work. They know they have to work extra hard to keep a position. In an interview, share any 

trainings/classes/workshops that you completed either in jail or after and how they have 

helped you. [When I was in jail, I took a class in______ which helped me learn to______. 

Since my release, I have engaged in ______toward my goals of _____________. 

I have worked hard to pay my debt to society. I see this experience as my wakeup call that 

got me back on the right path.] 

Name some examples of change you might share in regard to:  

➢ This Thrive workshop: ________________________________________ 

➢ Jobs you’ve completed successfully: _____________________________ 

➢ Service opportunities you’ve had: _______________________________ 

Recite Your 60-second Commercial⎯Finally, tie in that 60-second commercial 

seamlessly. Make sure that you end on a positive note—and not with excuses. Sometimes, 

this may be difficult. We all know people who have wrongfully been convicted of crime, or 

who have been fired by a boss who was racist or sexist. God hates these things—they are 

terrible results of the fall. However, remember than an interviewer only has a few minutes 

with you, and that he or she probably has experience with bad employees who were fired, 

then accused the company of being racist or sexist. While innocent people do get convicted 

unfairly, guilty people often say they’re innocent. Steer the focus of the interview to your 

positive points with proof! Leave the interviewer with a good taste in their mouth from your 

60-second commercial. 

 

Commit to recording your top 2 most difficult interview questions in the box in your notes. Consider the 

most complicated issues in your history. Using the 4Rs of Answering Difficult Questions, write answers to 

each of your questions.  

MY TOP 2 MOST DIFFICULT INTERVIEW QUESTIONS 

Question #1: 

Response: 
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Question #2: 

Response: 

  

 

 

SAMPLE SCRIPT USING THE 4R’S TO TALK ABOUT A CRIMINAL BACKGROUND 

One thing I have learned to value most is honesty. Upon performing a background check, you will 
see a felony on my criminal record. I was arrested in 2016 and charged in 2017.  I made a mistake, 
exercised poor judgment and hurt my family and friends.  

While in prison, I had the opportunity to take a class on the Seven Habits of Highly Effective 
People and even helped lead a small group. Since that time, I  completed an employment support 
program called Thrive and am working weekly with a coach. 

Through the support of many people and participating in these programs, I have been given the 
opportunity to change my life and have demonstrated that I am a resilient, hardworking man.  

 
Thank you for taking the time to consider me as part of your team.  

 

When preparing to use the 4R’s to talk about a criminal background, consider some of the tings that 

a person gains while incarcerated:   

1. Improved education that will help on the job 

2. Healthy respect for authority and rules 

3. Genuine respect for other people’s insights 

4. A better understanding of our own motivations and intentions 

5. Increased ability to get along in hostile situations 

6. Increased patience in handling difficult situations 

7. Job related skills and training 

8. Counseling through which we process situations better/build coping skills 

9. Improved self-disciple and renewed respect for the value of hard work 

This content was adapted by Thrive- Transformation at Work utilizing content from various resources 
including ADAMS WORKS FAMILY TRANSITION SERVICES 11860 Pecos Street, Suite 2200. Westminster CO 
80234 
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This content was adapted by Thrive- Transformation at Work utilizing content from various resources including 

ADAMS WORKS FAMILY TRANSITION SERVICES 11860 Pecos Street, Suite 2200. Westminster CO 80234 
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LEAVING IMPRESSIONS 

AT AN INTERVIEW 

OBJECTIVES 

By the end of this lesson, we will have: 

1. Discussed positive and negative body language; 

2. Examined Interview Dos and Don’ts; and 

3. Explored key tools for standing out in an interview. 

UNIT 

18 
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CONSIDER THE POWER OF BODY LANGUAGE THROUGH A STORY  

Now, let’s consider power of body language. As you listen to the description of Joseph and Rose’s dream 

car, think about how this connects to body language. 

 JOSEPH AND ROSE GO CAR SHOPPING 

Joseph and Rose have a typical story, full of mistakes and regrets. They got married young. 

They struggled for years with money. However, when Joseph hit 30, they decided they 

were ready to make some changes. They both took it up a notch in their jobs and were 

promoted. As soon as they got some extra income, they committed to save it. They’ve been 

saving for 3 years, and finally have enough for bright red Mercedes Benz they have always 

wanted. To be thrifty, they decided to buy a used one that still looks great.  

Joseph and Rose arrived at the lot—and what do you know? There were two red 

Mercedes-Benzes right there side by side on the lot! They were beautiful. The cars were 

both the same year, same model, had all the same features, and were the exact same 

price. The first Benz was just gleaming. It had big chrome rims and the paint job was 

flawless. Inside, you could see that the leather seats were perfect. The second Benz, 

however, looked like it hadn’t had a wash in a while. It had a few scratches on the sides of 

the car, and the seats were torn up inside. There was even a little bit of mud still stuck in 

the wheels.  

Joseph and Rose smiled unanimously. They knew without discussion which car they were 

interested in buying. 

 

➢ Which car do you think Joseph and Rose gravitated toward?  

 

➢ Based on the exterior, what assumptions do you think they made about what’s underneath the hood 

of each car? 
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 DEMONSTRATE NEGATIVE BODY LANGUAGE  

Examine the box in your workbook entitled: Negative Body Signals.  

  

 

5 Derived from You’re Hired!, Sharon McDonnell, 1999. 

 NEGATIVE BODY SIGNALS5 

Body Language: Communicates: 

Crossed or folded arms Defensive, closed attitude 

Moving hand to facial area Insincerity or possible lying/shielding face 

Fidgeting, twisting Nervousness, stress, boredom 

Shifting gaze away Shiftiness or discomfort 

Fiddling with clothing Insincerity or distracted 

Folding hands behind head Arrogance 

Frowning Discomfort or annoyance 

Continual smiling Weakness or insincerity 

Frozen smiles Tension 

Slouching Depression or defiance 

Sighing Frustration or boredom 

Doodling on note pad Boredom or lacking attention span 
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EXAMINE THE 4 P’S OF POSITIVE BODY LANGUAGE  

Consider some recommendations for improving body language. Examine the 4 Ps of Positive Body 

Language6 below.    

Powerful Posture:  

• When sitting, sit up and lean slightly forward to show you’re excited about the 

opportunity!  

• When standing, stand straight up with your hands at your side. Keep your hands out 

of your pockets, and walk quickly. Don’t slouch or shuffle your feet. Every bit of your 

posture and movement should say: “I’m ready to work – even right now if you’ll let 

me!” 

Pleasant Face:  

• Smile at appropriate times, especially when first being introduced. Think positive 

thoughts when you are speaking; this will make your smile sincere and your manner 

friendly. Avoid negative thoughts that will result in frowning.  

• Maintain good eye contact with your employer to communicate that you are listening 

and interested in what they are saying.  

Put Your Hands to Use:  

• Give a good, firm handshake when you meet somebody, and again when you leave.  

• When speaking, use your hands to accentuate the point you’re making. 

Practice Speaking at The Right Volume:  

• Spend some time developing a professional voice where you do not speak too 

loudly or too softly; this communicates a self-controlled professional who can work 

with others. When speaking to your boss, never mumble.  

• Speak as clearly as you can, using words he will best understand. Do not use too 

much slang. 

 

 

6 Concept derived from Jobs for Life Instructor Guide, 2008.  Used by permission. 
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To explore this further, examine the 5S Questions Every Employer Asks himself when hiring employees.   

 5S QUESTIONS EVERY EMPLOYER ASKS 

If hired, will this person:  

Show Up? – Have you figured out transportation? Are you dependable? 

Smile? – Will you be an enjoyable presence, or a problem? 

Serve? – Will you help without being asked? Or are you here to be served? 

Be Skilled? – What are your special gifts? Are you teachable to learn new ones? 

Stay? – Will you stick it out? Is training you a good investment? 

 

INTERVIEW BEST PRACTICES 

List some tips that you feel are important before, during, and after an interview. 

 

Before the Interview 

 

 

During the Interview 

 
DO: DO NOT: 
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EXAMINE INTERVIEW DOS AND DON’TS AND IDENTIFY NEW INSIGHTS   

Think about the interview process in more detail—specific steps that we should consider before, during, 

and after an interview. Read through the box below entitled: Before, During, and After an Interview.  

BEFORE, DURING, AND AFTER AN INTERVIEW7 

Your interview goal is to humbly sell yourself to the employer, gently but concretely 

demonstrating how you can benefit the employer and their company. To succeed in a job 

interview, become familiar with these points about the interview process, along with effective 

interview techniques. 

Before the Interview 

1. Locate potential employers. Call ahead to ask about location and manager availability. 

2. Learn the details about the company by reading websites, articles and literature.  

3. Talk to people who work for the company. 

4. Know the company’s vision, goals, products and customers. 

5. Before the interview, confirm the time, exact location and directions. 

6. Know the correct titles of supervisors and their role within the company. 

7. Plan to arrive at least 15 minutes ahead of scheduled interview time.  

8. Prepare your 60-second commercials and difficult interview questions.  

9. Prepare your cover letter, resume, application and any other specific requests.  

10. Prepare intelligent questions about the job that show you know about the company. 

11. Get permission from your references to use their names. 

 

 

 

7 Derived from Homework 11 from Jobs For Life Instructor Guide, 2008. Used by permission. 
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BEFORE, DURING, AND AFTER AN INTERVIEW7 

During the Interview 

DO: 

1. Look professional. Check yourself in the mirror. (You will feel more confident) 

2. Extend a firm and sincere handshake at the beginning and end of the interview. 

3. Maintain good eye contact throughout the interview. Focus on listening carefully.  

4. Be confident, yet sincere, selling yourself in a humble, honest way.  

5. Ask prepared questions about the job and company to show you’re interested. 

6. Name specifics about your experience, education and training, skills and abilities; sell 

yourself humbly and relate how your experience can benefit the company. 

7. Ask for the interviewer to describe the next steps in making the hiring decision. 

8. Leave a clear message that you are interested in the job. Say thank you.  

DO NOT: 

1. Chew gum. Use breath mints if needed. Brush your teeth before the interview.  

2. Smoke at any time before the interview – the smell lingers and is off-putting.  

3. Bring your children, spouse, significant other, or pets to the interview. 

4. Ask about money on the first interview. Your objective is to first qualify for an offer. 

5. Rush your answers or ramble.  

6. Be afraid of short periods of silence.  

7. Cross-examine or interrupt the interviewer. 

After the interview 

1. Send a short, thank you note or e-mail within 24 hours after your interview. 
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BEFORE, DURING, AND AFTER AN INTERVIEW7 

2. Evaluate yourself on what you did well and how you could improve on the next 

interview. 

3. Follow-up by phone with the interview within a week from your interview. 

EXPLORE KEY TOOLS FOR STANDING OUT IN AN INTERVIEW  

Examine these 5 Key Tools for Standing Out in an interview. Which of these you believe are essentials, and 

which are extras, for an interview? 

 5 KEY TOOLS FOR STANDING OUT 

1. Application  

2. Resume 

3. Cover Letter 

4. Felony Letter 

5. Recommendation Letter/References 

 

Listen to this story about Chase and Brandon—two friends who were hiking in the mountains. Think about 

how this applies to these key tools for standing out. 

 CHASE AND BRANDON GO HIKING 

Chase and Brandon decided to go hiking in the mountains of Colorado. It was a sunny, 

beautiful day—and all was going well. As the sun was going down, they were looking for a 

place to set up camp. As they came around a corner, they suddenly saw a huge grizzly 

bear with two cubs starting to charge at them! Immediately, Chase dropped down to one 

knee and began to lace up his boots tight to make a run for it. “What the heck are you 

doing? You think you can outrun a grizzly bear by tightening your boots?!” Brandon 

shouted, already running. But Chase replied before he could finish: “I don’t have to outrun 

the bear—I just have to outrun you!” 
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Thrive Workshop Practice Interview Questions 

• Tell me a little bit about yourself? (60 second commercial) 

• Why would you be a great employee for our company?  Please describe one or 

two of your strengths. 

• What do you consider to be your weaknesses and how are you dealing with it? 

• Why did you leave your last job and what have you been doing since then? 

• Describe a difficult work situation and what you did to overcome it? 

• Describe a situation that you had to overcome an obstacle in order to accomplish 

your work or achieve a goal? 

• Do you have any questions for me? 

 

Additional Interview Questions 

• What do you like to do in your spare time? 

• Why do you want to work for our company? 

• What qualifications do you have that make you feel you would be successful on 

this job? 

• If your best friend were sitting here, what 3 descriptive words would they use to 

describe you? 

• How do you handle stress or pressure?  Share an example. 

• What have you learned from mistakes that you have made? 

• What accomplishment in your life are you most proud of? 

• There are a number of people applying for this job, why should I hire you? 

• Please describe a time you experienced a conflict with a customer or co-worker 

and how you handled it. 

• Give an example of your problem-solving ability. 

• Tell us about a time you went above/beyond the call of duty. 

 

Do not provide information regarding your age, race, disability, religion, national origin, 

citizenship, marital status, number of children, or sexual orientation.  Questions related to 

these areas should not be asked by the interviewer. 
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105 

 

 

Employer Panel 

The Employer Panel is an opportunity to hear from and connect with some of our 

employer partners about job openings AND learning about the hiring process from an 

employer’s perspective. Thrive’s Employer Partners are made up of employers who care 

about you and want to support you as you work towards self-sufficiency.  

We hope that this experience is interactive. We encourage you to jump in and ask 

questions. Below is space for you to write down questions that come up for and to take 

notes: 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

You will receive the contact information for the employers you met today as well as Sue’s 

suggestions for employer partners who may be of interest to you based on the Career 

Ranking form you completed on Day 1!  

You can also review our Employer Partner List at https://thrivecolorado.org/partners/  

https://thrivecolorado.org/partners/
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Employment Coach Volunteer Job Description 

Overview:  

An employment coach will support Thrive members in the “employment stabilization” track, by 

aiding in applying/looking for jobs, resume building, interview skills, and navigating the workplace. 

The goal is to support members in the job search process, help them obtain and keep a job for at 

least one year, and walk alongside members by encouraging them in setting goals and 

overcoming barriers to employment.  

 

An ideal employment coach:  

• Relational connection 

• Trusted listening  

• Shares life and work experiences 

• Discusses life, job skills, and values  

• Reflects Jesus in relationships  

• Walks alongside members 

• Aids members in looking for and applying for jobs 

• Practice interviewing, writing resumes and cover letters, etc.  

• Provides support for members in keeping a job for at least one year  

• Passion for helping individuals become self-sufficient  

• Helps members regain dignity and feel empowered 

• Team player, positive attitude, commitment  
 

Role Description:  

• One-year commitment  

• Experience in coaching, management/leadership, and social services/human 
services desirable but not required 

• Sustain contact with Thrive members during the job search process and throughout their 
first year of employment 

• Commit to helping members overcome barriers in everyday life and barriers in job 
search/job retention 

• Attend monthly coach meeting and engage with lead coach/coach team 

• Communicate consistently with members and collaborate with lead employment coach 
as questions or concerns arise 

• Keep member profile/activity/employment data up to date on Salesforce 
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Member/Coach Pairing Discussion Guide 
• Introduce yourselves. 

o Your profession/area of interest/work experience 
o A little about family/home life 
o What led you to Thrive? 
o What are your hopes while involved in Thrive? 
o What is the most important thing to know about one another you? 

Employment Info/Goals 

1. Review member employment goals that they worked on during the workshop. 
 
 
 
 
2. What are some topics from the workshop stood out to you? What did you identify 

as areas you need more support?  

 

 
 
3. When was your last job?  Tell me more about it (i.e. responsibilities, pay, work 

culture, etc.) 
 
 
 
4. Where are you in the job search/application process? (i.e. I’ve looked a little, I’m 

applying, had some interviews, I have no idea what to do next…)  
 
 
 
 
5. What would you like the focus of our meetings to be? (Check all that apply) 
  

 Full Time Employment   Resume Writing/Cover Letter 
 Part Time Employment   Interviewing Skills  
 Career Exploration    Financial Management 
 Job Search       Other: ________________ 
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6. What other supports do you have in place for you as you work towards your 
employment goals? 

 
 
 
7. What is the best way to get ahold of you?  
 
 
8. Both coach and member have committed to coaching for at least 3 months and 

for up to 12 months. How can we make the most of the first 3 months? 
 

Next Steps: 

• Exchange contact information (email, phone, etc.) 

• Set up weekly meetings – day, time, place (consistency tends to be most 

effective for everyone, try to coordinate a day/time each week that you can connect 

regularly) 

• Discuss expectations around when/how to best communicate – set appropriate 

boundaries for both member and coach (call/text/email, appropriate times, how 

prompt to expect response) 

• Coaches and members have access to the employer partner list 

https://thrivecolorado.org/partners/ and are encouraged to loop in Sue regarding any 

specific openings. 
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Appendix A 

My Money and My Relationships 

As a group, let’s brainstorm ideas about how our decisions with money have impacted our 

relationships.  Take notes or highlight ideas that stand out below. 
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Appendix B 

My Latest Buys 

Write down up to twelve specific purchases that you have made this week or last week from food 

and clothes to entertainment and shopping.  

Items Purchased Cost 

1.  

 

2.  

 

3.  

 

4.  

 

5.  

 

6.  

 

7.  

 

8.  

 

9.  

 

10.  

 

11.  

 

12.  
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Appendix C 

My Daily Income 

Take time to examine the income and expenses tracking sheets. Tracking these things is the 

essential foundation of understanding and managing your personal finances. You’ll use the 

information you gather through tracking your income and expenses to develop a plan for your 

spending. 

Date Description Amount 
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Total  $ 
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Appendix D 

My Daily Expenses 

Date Description Amount 
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Total  $ 

 


