
 

NAME:  

 

 

 

Employment Workshop Binder 

  



 

!5!t¢95 CwhaΥ  

W O R K  L I F E 

Participant  Guide  
 

By: Michael Rhodes, Andrew Vincent, J. Mark Bowers 

Editorial Team : Jerilyn Sanders, Amy Kuenzel, Cindy Chapple 

Photography: Gretchen Becker Shaw 

Work Life would not be possible without countless hours of thought and insight given by so many of our friends and 

partners. We would like to give a hearty thanks to all the graduates of Advance Memphis' jobs-preparedness class, as 

well as staff and volunteers who participated in creating and improving this material. Without them, Work Life could 

have never have been developed. We would also like to thank Hayden Blythe, our field test partner at Hope for 

Suffolk. Finally, weôd like to offer our appreciation and respect to Jobs for Life for their inspiration in the development 

of Work Life. Their input, expertise, and partnership have been immeasurably valuable throughout this process.  

 

 

                                    

 

Copyright © 2015 The Chalmers Center (minor permissions pending) 

Permission from the Chalmers Center is required for reproduction or distribution of this material. To learn about training, 

give feedback, or for further inquiries, please contact:  

Chalmers Center 

507 McFarland Rd 

Lookout Mountain, GA 

30750 USA 

info@chalmers.org  



 

3 

 

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 

workðnot out of some ethic of independenceðbut as God's chosen means by which 

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

With all this in mind, weôd 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 ς 10:05am Welcome & Introductions 

BREAK (10 Minutes)  

10:15am-11:05am Foundational Concepts  

BREAK (10 Minutes)  

11:15am ς 12:15pm Goal Setting  

LUNCH  

1:00pm-2:50pm Career Exploration 

2:50pm ς 3:00pm Wrap-Up 

DAY 2  

9:00am ς 9:15am Kick Off  

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

BREAK (10 Minutes)  

10:25am ς 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 ς 9:15am Kick Off  

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

BREAK (10 Minutes)  

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

LUNCH  

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

BREAK (10 Minutes)  

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

2:50pm ς 3:00pm Wrap Up 

DAY 4  

9:00am ς 10:15am Practice Interviews 

BREAK (15 Minutes)  

10:30am ς 11:30am  Employer Panel  

11:30am ς 12:00pm Review & Questions 

LUNCH  

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

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

2:00pm ς 3:00pm Connect with Your Coach 
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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 ï 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 ï 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 Thriveôs hope is to equip and empower me to be successful in 

my employment journey  

 

Thrive Contact: Phone - (303)604-865 Email ï 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 donôt 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 doesnôt 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 Iôm going to be late. 
c. I should just miss work because Iôm 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 doesnôt 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 itôs scheduled and ask if 
thereôs 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 Iôm 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 ï The First Ten Seconds 

 

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

potential clients or future employers. 

Directions: Letôs 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 ï 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: Thereôs 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. Donôt 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 donôt want to squeeze too hard, but you donôt want to have a limp, ñdead fishò handshake, either. 

If interviewing, never use your left hand to grasp the back of your interviewerôs 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 ñbossò or interviewer will have his/her hand positioned with its palm facing slightly downward. This is 

a signal of dominance or being ñon topò. You never want to come into a handshake ñover the top,ò as this might 

also be seen as a sign of aggression. However, you also donôt 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 ñupper handò 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, itôs a good idea to 

repeat your interviewerôs name when you meet him/her for the first time.  

Opening Line: If you are approaching someone itôs 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. Itôs 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 ñwould 

you like to take a seatò? If interviewing, itôs 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, itôs a good idea to ask, ñWhere 

would you like me to sit?ò 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, letôs practice!  

Get into pairs with someone you havenôt 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, Iôm _________________. Thank you for coming in today.  

You: Hello _________________. Iôm _________________. Thank you for having me. Iôm very excited to have 

the chance to meet with you today.  

Example 2 ï The Meet Up:  

You: Hello, Iôm _________________. How are you doing today? 

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

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

Example 3 ï Job Fair:  

You: Hello, Iôm _________________. 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 Godôs story found in the Bible 

2. Considered Godôs feelings about His world and reflected on His design for stewardship 

and human flourishing 

3. Reviewed the 4 parts of Godôs story found in the Bible 

4. Identified and summarized Godôs 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, weôre going to unpack the necessary components of 

having a healthy, strong work life.  

 

 

 

DEFINE THE 4 PARTS OF GODõS STORY FOUND IN THE BIBLE  

 

Look at these short definitions that correspond to each of the 4 parts of Godôs story. Weôll discuss each one 

as a different volunteer reads each.  

 

 

GODõS STORY IN 4 PARTS 

1. Creation ï when God made the world perfect  

2. Fall ï when sin and death twisted everything  

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

4. Re-Creation ï when God returns to finish fixing everything 
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GODôS STORY IN 4 PARTS 

 

 

 

Creation Fall Reconciliation Re-Creation 


