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WORKSHOPS

January - June 2012

To view the workshop calendar and register, please visit www.larimerworkforce.org or contact the Workshop
Registration Line at 498-6649. Registration is required for all workshops.

Step 1: Get organized and build a foundation for a successful job search

O Beginning Email and Internet
You will leave the class with basic knowledge of the computer, keyboard, and mouse, a free email account, and
knowledge of how to "surf the net."

O From Laid Off to Living© Support Groups
Facilitated by a certified From Laid Off to Living© staff member, the group leads you through the emotional
transition of the change process. You will learn strategies for managing the change of a lay off and create a
personal action plan for your future.

0 JumpStart Your Job Search
This workshop is for you if you are just getting started in your job search or if you have been searching for a while
with little or no success. You will learn about necessary job search methods and you will create an action plan to
help you be successful in your transition.

Step 2: Define your job / career goals and understand the job market

O Career Action Planning
As a result of this six-hour workshop, you will produce a career action plan. You will learn: how to identify and
apply your existing skills into a new career or industry, how to research careers, and how to create a career plan
based on your career objectives.

0 Northern Colorado Now (computer lab)
Increase the effectiveness of your job search! Equip yourself in this hands-on and interactive workshop with
current and relevant information about the job market and workforce in Northern Colorado. You will learn about
important regional factors to consider when job searching; projected industries and occupations of growth in
Northern Colorado; Career Coach, an online tool at the Workforce Center; and additional online research tools.

Step 3: Prepare your career marketing materials

[0 Resume 101
Start with this workshop to learn the fundamentals of developing your resume. You will learn why a resume is
important and what the basic components of a resume are.

0 Resume Formatting in MS Word (computer lab)
Attendees who successfully complete this workshop will leave with an electronic draft of their resume.

[0 Resume 201
Take your resume to the next level! Learn what employers are looking for in a resume and how to tailor your
resume to each opportunity you are pursuing. You will learn about different resume formats, current resume
practices and techniques to better communicate what you have to offer potential employers.
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[0 Cover Letter
Do you need to submit a cover letter for a position, but don’t know where to begin? This workshop will teach you
what to include in a cover letter, what an employer is looking for in a letter, how to structure it, and how to
effectively present yourself in writing.

Step 4: Network and build relationships

[0 Advanced Job Search & Career Management
It is estimated that only 20% of all jobs are advertised. Employers rely on referrals from their colleagues and
coworkers to fill the remaining 80%. As a job seeker, how can you discover these opportunities if they're never
advertised? Please attend Jump Start before attending this workshop.

[0 Social Media 101
Ever wonder what the big deal is about Social Media and if it can really be effective for job search? Then this class
is for you! This two-hour workshop will explain what Social Media is, how companies and employers use Social
Media, and what it all means for your job search purposes.

[0 Social Media Lab (computer lab) $69
In this full day, hands-on class you will learn how to use LinkedIn, Twitter, Facebook, YouTube and even a Blog to
enhance your career and boost your job search.

Step 5: Prepare for the interview

O Interviewing
You have worked hard at writing an effective resume to capture the attention of the employer and you have been
invited for an interview! Now what? Preparing for the interview is critical and will allow you to successfully sell
yourself to the employer. Learn the basics of interviewing and how to practice effective interviewing techniques.

Additional Tools

[0 How to Apply for a Federal Job
The federal government employs nearly two million civilian workers. However, the process for applying to a
federal job can be confusing and frustrating. Learn from our experienced workshop leaders how to navigate the
federal job application process and how to apply for federal jobs.

0 How to Be Your Own Boss
During this information session, you will learn about the different types of self-employment, characteristics of
successful business owners, business resources, and next steps when you have a great idea for a business.

O 1099 Start Up $49
This workshop is designed for unemployed individuals who are pursuing self employment in the form of 1099-
Independent Contractor work and for individuals who are currently operating as a 1099-Independent Contractor.
Legal and tax considerations and implications will be presented by an attorney and an accountant. NOTE: It is
recommended that you take "How to Be Your Own Boss" first.

Youth Workshops

0 Workshopsinclude:
» Interviewing » Resume Building
» Job Search 101 » Soft Skills

These workshops are available for customers under 21 years old.

Skills Assessments

LCWC offers skills verification assessments through Prove-It. Talk to an Employment Specialist or visit our website to
learn more.

Larimer County is an Equal Opportunity Agency and, in accordance with the Jobs for Veterans Act (Public Law 107-288), the Larimer
County Workforce Center provides veterans priority for the receipt of employment, training and placement services that are directly
funded by the Department of Labor. Auxiliary aids and services are available upon request to individuals with disabilities.



