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THE PURPOSE OF THIS DOCUMENT IS TO SERVE
AS A TOOL TO ASSIST STUDENTS AND ASPIRING
PROFESSIONALS WITH FINDING AN IMPROVED
EMPLOYMENT OPPORTUNITY IN THE QUAD CITIES.
LEARN HOW TO IDENTIFY YOUR SKILLS, PREPARE
A RESUME, AND FIND OUT WHERE TO LOOK FOR
JOBS IN THE QUAD CITIES!
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IDENTIFYING
THE JOB YOU
WANT
HAVING A CAREER STRATEGY IS IMPORTANT. IT CAN
HELP YOU MANAGE THE DIRECTION YOU WANT
YOUR CAREER TO TAKE, THE JOB SKILLS AND
KNOWLEDGE YOU WILL NEED, AND HOW YOU CAN
GET THEM
It is important to understand your skills, knowledge, and personal qualities so you can match them to the jobs you would like to do. This will also
help you identify the knowledge and skills you might need to acquire, or the personal qualities you might need to achieve your career goals.

Online Resources

Quad Cities Resources

Career One Stop offers a Skills Profiler, which is designed to create a
list of your skills and match them to job types that use those skills.
When your skills profile is complete, you can print it or save it. You can
access this tool via the following

Black Hawk’s Career Services Center in the Quad Cities offers free
employment assistance and can assist you with career research,
resume writing, skill identification, and even determining the success of
a life role transition.

link: https://www.careerinfonet.org/skills/default.aspx?nodeid=20 s.

The center is located Quad-Cities Campus Building 1, Room 220. To
contact the center call: 309-796-5626, or drop by Mon-Fri from 8 a.m. to
5 p.m.

Illinois Work Net: offers useful tips, tools, and resources, including
videos and work profile sheets that can be accessed via the following
website:
https://www.illinoisworknet.com/userguides?tagIDs=334

The American Job Center in Rock Island, offers assistance on how to
get information about education and training schools, improving your
current skills, and learning about jobs and career suitable for you.
The center is located at 500 42nd Street Suite #1 Rock Island, IL
61201. To contact the center for an appointment call: 309-788-7587, or
drop by Mon-Fri from 08:30 am to 5 pm.

In addition to identifying your skills, it is important to know the fastest growing employment sectors in your area and the top ten employers, as these
will represent your best chance of obtaining a job. In the Quad Cities area, the largest employers and fastest growing employment sectors are:

Largest Employers
Arconic
Davenport Community School District
Deere & Company
Genesis
HNI Coorporation/The Hon Company,
Allsteel
HyVee
Rock Island Arsenal
Tyson Fresh Meats
Unity Point
Walmart

Fastest Growing Employment
Sectors
Information Technologies
Logistics and Transportation
Advanced Manufacturing
Healthcare
Construction and Trade

THE RESUME
WHAT DO YOU HAVE TO OFFER?
Your resume will be your first chance to introduce yourself to potential
employers, so it is very important to prepare a resume that helps you
stand out as the best candidate. This means that having a concise,
focused, error-free and simple to read resume is very important to your
successful job search.

The average recruiter only takes 810 seconds to screen a resume and
cover letter before considering an
applicant for a shortlist
Some aspects that you might want to consider highlighting as you prepare
your resume are:
Clear and organized formatting
Correct spelling and grammar
Make sure it grabs the attention of employers and recruiters
Ensure that it sells your strongest skills and accomplishments
The resume shows how you’re a match for a position or project
Uses keywords from the job posting
If needed, briefly addresses employment gaps or layoffs
Uses space effectively

Quad Cities Resources
For assistance on how to prepare your resume, The American
Job Center also offers specific career development resources at its office
in Rock Island and through its Career One Stop Resume Guide online,
which contains tips for writing, formatting and polishing your resume, as
well as resume samples and templates.
You can also access their online resume guide through the following link:
https://www.careeronestop.org/JobSearch/Resumes/ResumeGuide/introd
uction.aspx

Applicants in the Quad Cities, can access computers for free at any
public library, as well as the following locations:
Project NOW
711 4th Avenue, Moline, IL 61265
www.projectnow.org / 309-764-8092
Monday and Wednesday 9am-11am
Monday and Wednesday 3pm-5pm
Tuesday and Thursday 9am-11am
American Job Center
500 42nd Street Suite #1, Rock Island, IL 61201
www.careeronestop.org / 309-788-7587
Monday to Friday 08:30 am – 5 pm

WHAT SKILLS DO
YOU HAVE?
TO BE SUCCESSFUL IN THE JOB MARKET YOU HAVE TO
UNDERSTAND WHAT SKILLS YOU ARE SELLING IN ORDER TO
BE ABLE TO MARKET YOURSELF SUCCESSFULLY
An effective job search plan requires that you know your skills and be able to answer skill-driven question: “Why should I hire you?” Knowing your
skills offers you a distinct advantage in the job search. You will be better prepared to identify appropriate jobs that match your skills, and, present
yourself more effectively in interviews, write better resumes, and land a better, more satisfying job.
If you are Hispanic/Latino, you can market yourself from the unique perspective of being bi-cultural or in some cases bilingual. According to
Graciela Kenig, a career development consultant and author of the book “Best Careers for Bilingual Latinos”, as Spanish has become the unofficial
second language of the United States, companies have responded with diversity initiatives to seek and recruit an increasingly Hispanic/Latino
workforce
When marketing these skills, it is important to be honest about your level of proficiency in the language that you are claiming to have as a skill.
Although there isn’t a unified approach to describe language proficiency in your resume, most employers are familiar with the U.S Government’s
LRI Scale for Language Proficiency. This scale breaks down language levels into the following categories:

Elementary Proficiency: Able to
use questions and answers for
simple topics. Is able to understand
basic questions and speech and
communicate the most basic of
needs.

Limited Working Proficiency:
Can handle most basic social
situations including
introductions and casual
conversations. Can handle
limited, non-technical work
requirements.

Native or Bilingual
Proficiency: Has a speaking
proficiency equivalent to that
of an educated native
speaker.

Professional Working
Proficiency: Able to use the
language fluently and accurately
on all levels and as normally
pertinent to professional needs.

In addition to your language proficiency, it is important to identify what other skills or experiences you have that can prove valuable to a potential
employer. This involves tailoring the skills, experiences, and keywords contained in your resume to match those required by each job you are
applying to. Some key strengths, skills, and experiences that you should consider highlighting are:
Employment History: If you have
less than 10 years of experience, you
are advised to list as much of your
employment history as possible.
However, if you have more than 10
years of experience, you should pick
the experiences that are most relevant
to the position being offered.

Volunteering / Internships: Volunteering
opportunities, internships, and summer
jobs should be included in your resume as
they can help showcase your experiences,
especially if you are applying for an entry
level position.

Training and Certifications: Listing
professional training or certifications can
help demonstrate that you are up-to-date in
a specific field of employment. In addition, if
you lack formal education or a degree
related to the profession, having a training
or certification in the area can be very
helpful to convince an employer of your
skills.

Once you have identified your skills and strengths, you will have to come up with a strategy to market yourself to employers. The first step towards
successfully marketing yourself, is getting your resume to the right people. Making sure that your resume reaches the hands of people who can hire
or recommend you for a position is an ongoing process, and may require you to contact employers directly, make connections through networking,
or search electronically for opportunities.
For more information on how to market yourself effectively to employers, contact the American Job Center at 309-788-7587 or use their
Professional Association Finder online via the following link:
https://www.careeronestop.org/Credentials/Toolkit/find-professional-associations.aspx?keyword=&location=Illinois&persist=true&ajax=0

FINDING JOBS
ONCE YOU HAVE IDENTIFIED YOUR SKILLS AND STRENGTHS,
YOU WILL HAVE TO COME UP WITH A STRATEGY TO MARKET
YOURSELF TO EMPLOYERS

The first step towards successfully marketing yourself, is getting your resume to the right people. Making sure that your resume reaches the hands
of people who can hire or recommend you for a position is an ongoing process, and may require you to contact employers directly, make
connections through networking, or search electronically for opportunities.
The American Job Center recommends focusing on the following strategies:
• Use networking to explore potential leads: Research shows that about 80% of jobs are
eventually filled through networking, so it’s a great way to circulate your resume.
Remember, though, that networking is about establishing relationships and sharing
information—not asking for a job.
• Attend job fairs near you: Job fairs can be a great way to meet people and practice
your interviewing skills. However, they’re not always the best option for finding jobs.
That’s because many employers use them to find applicants for future opportunities, not
to fill current jobs. If you do plan to attend a fair, remember to dress formally, bring
printed copies of your current resume, and make sure you clean up your social media
accounts before the event.
• Use the right online job banks: Many job seekers focus on the big job boards like
Monster.com. But according to experts, unless you're in a high-demand field, this is one
of the least effective job search methods, with only about a 10% (at best) success rate.
So don’t spend more than 10% of your time at this activity.

In the Quad Cities a
good source for current
jobs in the QC area, is
the QC Employ Me
website
www.qcemployme.com

• Reach out to Employers: If you now of a place you'd like to work at, stop in with your
resume and ask if there are any job openings. If there aren't any, ask to leave your
resume for the hiring manager. If there are openings, ask how to apply.
For more information on how to market yourself effectively to employers, contact the American Job Center at 309-788-7587 or use their
Professional Association Finder online via the following link:
https://www.careeronestop.org/Credentials/Toolkit/find-professional-associations.aspx?keyword=&location=Illinois&persist=true&ajax=0

IS IT
VERIFIABLE?

MOST EMPLOYERS WILL CONDUCT AN EMPLOYMENT HISTORY
VERIFICATION TO CONFIRM THAT THE INFORMATION YOU HAVE
PROVIDED IN YOUR RESUME IS ACCURATE

In order to avoid any lack of transparency or confusion, your employment history should include your job titles, the dates of employment, and when
required, the salary earned at each of your jobs.
In addition to conducting an employment verification, your employer will most likely ask you to list one reference for each previous place of
employment, and they will contact those references. Some employers may also ask for other personal or professional references in addition to
employment references.
Many job-seekers don't put a lot of thought into whom they will use as references when potential employers request them. This can be a downfall,
as the information contained in your resume will only be relevant to employers in so much as they feel it is a verifiable account of your actual
professional experiences. For this reason, it is important that all the information contained in your resume is accurate, fact based and verifiable
through a professional reference or an employment background check.
When choosing your references, make sure that they are the people who will make the strongest recommendations for you. Former supervisors do
not have to be references, especially if they did not know all your accomplishments or you aren't sure they will say the best things about you.
Sometimes former co-workers make the best choices. Again, the key is people who know your strengths and abilities and will say positive things
about you.

In addition to these issues, many individuals might find it hard to apply for a job if they have a criminal record. With technology making
background checks easier and cheaper for employers, more and more job seekers are finding that their criminal histories are presenting a barrier to
getting hired.
The American Job Center recommends the following strategies when applying with a criminal record:
• Contact a local community organization: There are many local service providers who specialize in helping ex-offenders find work. The
American Job Center in Rock Island can assist you in finding the job you want even with a criminal record.
• Try several methods for connecting with employers: Contact employers in person, by phone, and online to ask about job openings in your
field. Attend job fairs and introduce yourself to different employers, making a connection in person can help create empathy from employers
regarding past misbehavior.
• Communicate the benefits of hiring you to employers: Be prepared to answer questions about your past convictions. Make sure to emphasize
the changes that you have made in your life since those experiences. You can also tell employers about opportunities like the Work Opportunity
Tax Credit, which gives tax discounts to employers who hire low-income ex-offenders.

THE
INTERVIEW
THE INTERVIEW PROCESS IS THE SINGLE MOST
IMPORTANT PART OF THE JOB SEARCH PROCESS,
AND KNOWING WHAT IS GOING TO HAPPEN WILL
HELP YOU PREPARE FOR IT
A job interview is a systematic, purposeful conversation. Your goal is to
show the potential employer that you have the skills, background, and
ability to do the job and that you can successfully fit into the company and
its culture. It is also your opportunity to gather information about the job, the
company, and future career opportunities to determine whether the job and
the company are right for you.
Some things that you can do to prepare for your upcoming interview, are to:
Figure out in advance how well you qualify for the job. For each
requirement listed in the job posting, write down your qualifications. This
can show you if you lack a particular skill. Plan how you will address this in
the interview so you can convince the interviewer that you can learn the
skill.
Make a list of questions that you would like to ask during the
interview. Pick questions that will demonstrate your interest in the job and
the company. This might include commenting on the news you learned from
the company website, and then asking a question related to it.
Be prepared. Remember to bring important items to the interview:
• Notebook and pens
• Extra copies of your resume and a list of references
• Copies of letter(s) of recommendation, licenses, transcripts, etc.
On the day of the interview, remember to:
• Plan your schedule so you arrive 10 to 15 minutes early.
• Go by yourself.
• Look professional. Dress in a manner appropriate to the job.
• Turn off your cell phone.
The interview will begin before you even meet the interviewer. So
remember, It is very important that you make a good first impression. Do
this by being on time or a few minutes early, dressing appropriately and
presenting a positive, friendly attitude. Be courteous to anyone that you
meet in the building. If you are rude to someone, you can be sure that this
will get back to your potential boss.
Equally important, is that you try to make a human connection with the person interviewing you. The first few minutes of an interview are usually
spent on small talk and may actually be the most important minutes of the whole interview. This is the time that you might want to search for a
connection with the interviewer.
According to Monster, the 10 most common interview questions are:
• Tell me about yourself.
• Tell me about your education.
• Describe your best/worst boss.
• What is your major weakness?
• What are your strengths?

• Why are you interested in working for this company?
• Why have you chosen this particular field?
• In a job, what interests you most/least?
• Give an example of how you solved a problem in the past.
• How do others describe yourself?

Forbes Magazine offers additional tips on how to answer some of these questions effectively:
https://www.forbes.com/sites/lizryan/2017/12/09/how-to-answer-ten-common-interview-questions-with-confidence/#7fa783d73ef1

BE
CONTACTABLE

BEFORE STARTING YOUR JOB SEARCH, IT IS IMPORTANT THAT
YOU SET UP A COUPLE OF KEY THINGS ASPECTS THAT WILL
INCREASE YOUR LIKELIHOOD OF SUCCESS

1- Make sure you are contactable. Be reachable. Clear your voicemail inbox and record a professional greeting in case you miss a call. Upgrade
your email to a more business-friendly address with your name in it.
2-It is particularly important to have a single email address that you use for all job applications. Check and double check your phone
number and email on your resume, cover letters, and job search accounts like LinkedIn. It may sound simple, but this aspect is key to your
success. Make sure that you are using a professional email address, your first email may sound cool, but it is not appropriate for a formal job
application.
3-Keep your resume up to date, since you never know when you might receive an opportunity to share it. Make sure to continue including new
skills and experiences in your resume as soon as your acquire them. This will also prevent you from forgetting to include them later on.
4-Have a resume template that you can easily modify. Have multiple copies of your job resume and cover letter ready to edit. If you are ready
with the templates, you can immediately tailor the same according to the job application requirements. Feel free to use the resume template
included with this guide!
5-Set up a schedule. When you are searching for a job or have already applied to a job you are interested in, it is important to check your email
and voicemail diligently to ensure that you are getting back to employers quickly. Make sure to keep a daily job search planner like the one include
in the annex of this guide to ensure your success.

FOLLOWING UP
FOLLOWING UP IS AN IMPORTANT PART OF THE JOB SEARCH
PROCESS. AFTER YOU MEET A POTENTIAL EMPLOYER OR IF
YOU HAVE HAD A FORMAL INTERVIEW, IT IS IMPORTANT TO
FOLLOW UP
If your handwriting is good, make sure to send them a hand-written thank you note as this can be a nice touch that helps set you apart from other
candidates for the position. Otherwise, make sure to type up and print a personalized letter or email, citing something specific from your
conversation that you are excited to learn more about.
It is ok to reemphasize what went well in your interaction and to reassure them of your strengths and skills as a professional. If there is something
you missed during your conversation, be polite and describe the strengths you bring to the job.
If you are unsure about specific details, like how to spell someone’s name, make sure to first call the receptionist or research the person online
before sending your follow up note. Remember, details are important and you want to communicate professionalism in every way possible.
It is important to note, that if the interviewer has already provided a time-frame for their hiring process, you should not contact them again until the
established deadline has passed. If you have not heard back from them one or two weeks after the deadline, you may follow up with an e-mail or
phone call to inquire about the status of the decision.
In the meantime, the American Job Center recommends continuing your job search to avoid missing out on additional employment opportunities.

REASONS
PEOPLE LOSE
JOBS

THERE ARE MANY REASONS WHY COMPANIES CAN CHOOSE
TO FIRE THEIR EMPLOYEES. HOWEVER, FOR MOST
EMPLOYEES, COMPANIES WILL NOT NEED TO PROVIDE A
REASON

Unless you are covered by an employment contract, you're most likely an at-will employee. In the state of Illinois, employment at will means that an
employee can be terminated at any time without any reason and without notice.
That being said, most employers will not fire an employee without cause. Most people lose their jobs because of a termination for cause, which
means the employee is fired for a specific reason. The following list provides some of the most common reason why people lose their jobs, the
information has been obtained from the feedback provided by several employers in the Quad Cities area.
• Missing work or coming in late on a regular basis: Sick and personal days exist for a reason, and you should use them at your discretion and
only with your supervisor’s approval. If you're always late, frequently take sick days, or go beyond all your vacation days, employers will notice, as
your absence could interfere with work getting done.
• Misconduct: There's a lot that falls into this category from sexual harassment, to failing to pass a routine drug test, to criminal misbehavior.
Unethical conduct in the workplace includes lying to your employer, stealing company property, or violating internal company policies pertaining to
dating coworkers, misuse of social media, or using prohibited substances like alcohol while at work.
• Inability to meet job standards or requirements: For business owners or employers, the success of their company depends on their staff's
ability to meet their job requirements. Although job interviews and resume screening serve to find qualified workers, some skills such as
organizational abilities may not be immediately apparent. An employer has the right to fire an employee who fails to meet the established
performance goals, experience requisites , degrees or certifications needed for the position.

• Missing soft skills: Soft skills, which refer to a person's ability to effectively communicate, problem-solve, collaborate and organize, are
becoming more important for success as the workplace evolves socially and technologically. These skills are notoriously difficult to teach and can
be extremely challenging to screen for during an interview. Since these soft skills often represent core values, most employers consider them a
fundamental feature of a good employee and not possessing them could be sufficient reason for loosing your job.
If you have recently lost your job, you may qualify for unemployment benefits. Contact the American Job Center at 309-788-7587 to
schedule an appointment and get the assistance you need.

In conjunction with this document, Global Communities has developed a
list of available career and educational programs in the Quad Cities area,
their contact information, and basic requirements for participation. The
list can be accessed through the following link:
Global Communities will continue to update the program list as programs
are discovered and vetted.

