Career Visions Workforce Preparation Portfolio

Name School

Portfolio Component Completed (X) Date Comments

Section 1

Program Referral

Interest Inventory (choose one):

Data Wizard

OSCAR

Other:

Transition Planning Profile

Program Expectations

Section 2

Email Account

Job Hunting

Section 3

Employment Applications (Data Wizard)

Resume (Data Wizard)

Cover Letter (Data Wizard)

Section 4

Interviewing

Thank You Letter (Data Wizard)

Section 5

OJT Contract

1-9 Verification

Workplace Harassment

Job Safety

Conflict Resolution At Work

Resignation Letter (Data Wizard)

References




The Career Visions

in Full collaboration with
The William § Hart Unhion High School DistriCt
iS proud to present:

The hew and improved

Career Visions Website!

This Cyber gem is positively paCcked with all the workforce preparation
resources you’ll ever need inCluding these timeless ClassiCs:
o Extensive Career Exploration
e Transition Plahning ToOIs
o IWorkforce Preparation Curriculum
o Tnterest Inventories
 [inks to |ocal Job Search Resources

And you get this all for the amazing |ow price of:
2ip, Nada, Zilch!

That’s right folks, we’re giving it away for FREE!

But wait! That's not all!
AcCt how, ahd get uhlimited access to the award winhing
Career Visions Workforce Preparation Program,
ahd much, much more!

TReady to have some fun???!l CliCk onh the lihk below:

www.har’tdis’fric’f.org/ careervisions
ahd get started today!
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Career Exploration:
Interest Inventory

HROP Personal Data Wizard

|hstructions:

Using your Personal Data Wizard
logon information, select the “Interest Assessment”
button on the Main Page, and follow the program
instructions. Print your inventory results, and include
in your portfolio for future reference.



Personal Data Wizard

& Service Frovided By Humbeldt Covirty Ofiiice of Edugatren RO Tran salien Servives

Welcome to the Humboldt County Office of Educations’s Personal Data Wizard

This site allows you to access important transitional resources , while storing
your most valuable work related documents.

Some of these resources include the following:

Employment Application Builder
e The information that has been entered will automatically transfer to an Employment Application Template.
e The system will format the list of personal attributes with the student's personal information.
e Application can be printed and added to portfolio for easy reference.
e For additional editing capabilities the cover letter can be transferred to Microsoft Word.
Resume Builder
e The Data Wizard will produce a resume after entering personal information and choosing from several pull-
down menus addressing, skills, classes, activities and job objectives
e The system has editing capabilities and can be printed.
Cover Letter Builder
e The information that has been entered will automatically transfer to the Cover Letter Builder.
e The system will format the list of cover letter sentences with the student's personal information.
e The three-paragraph cover letter is editable and can be printed.
e For additional editing capabilities the cover letter can be transferred to Microsoft Word.
Thank You Letter Builder
e Information will be automatically transferred to the Thank You Letter Builder
Budget Builder
B Students can enter estimated monthly wages and estimated costs of 25 items such as rent, groceries, utilities,
savings, cash etc.
B The Data Wizard produces a spreadsheet showing monthly totals.
B Students can go back and edit expenses to balance their budget.
Other Available Resources
Files containing useful information are available to down load for transition students. Examples of files are:
Reference and Recommendation requests
Information about turning 18
Selective Service information
Information about buying a used car
Information about banking and credit
And more.



A Servige Prorided By Humbealdt County Offive of Bducation K9P Transdaon Services

To access the site:

1) Open your internet browser (ie. Internet Explorer)

2) Enter the following address in the ADDRESS bar
(not the search bar!) exactly as it's shown below:

http://www.hrop.org/wizard/

3) Find the group name : “William S Hart UHSD” using the drop down box
and select.

4) Enter your username and password:

My username is:

My Password is:

5) If you have trouble accessing the site, contact Career Visions at (661)
259-0033 X 525

Have Fun!



Career Exploration:
Interest Inventory

Occupation and Skill Computer Assisted Researcher
OSCAR is 3 180 question interactive interest inventory developed by Career
Development Resources. It's purpose is to link you
with careers that interest you the most!

Instructions:
Using the following link: www.ioscar.org/tx

o Select the i< | button on the Main Page.

Il Flight

o Next, select the Assessment button.

e Flna”y, SGIGCJC JCl’)G I Want To Do The Interest Profiler ‘ fO beglﬂ ‘H’)G
inventory process.



Student Transition Planning Profile

Student Name: Birth Date: Grade/Track:

At your Individualized Education Program/Individual Transition Plan (IEP/ITP) meeting, you will be discussing your plansfor life
after high school. Thisplanning profileis designed to help you think about your future plans. At your |EP/ITP meeting the team
members will use the information you provide to help you plan your post school activities.

Directions: Check all that apply.

AGENCY INVOLVEMENT
O I amcurrently receiving support from this outside agency

(For example: Department of Rehabilitation, Regional Center, California Children Services, Supplemental Security Income, etc.)

INSTRUCTION/ACTIVITIES
O My goa istoreceiveadiploma.
| want to go to avocational school tolearn

| want to go to afour-year college to study

| want to go to acommunity college to study

| want to go to adult school and take

OO0OoOooaog

Other

COMMUNITY EXPERIENCES

O | am participating in these parks and recreation activities

O | like spending time with family and friends doing

O | participate in these school club(s)/activities

O | have obtained or will obtain a Social Security Card, Birth Certificate, Permanent Resident Card, California|D, California
Driver License, etc.

O 1 aminterested in hobbies such as

O | know how to use public transportation.

POST-SCHOOL LIVING
O |wanttoliveonmyownin

| plan to live with my parents and/or relatives.
| want to live on my own, but will need support from someone who can help me.
Other

Ooo

POST-SCHOOL EDUCATION AND EMPLOYMENT
| would like to volunteer at

O

| want apart-time job doing

| want afull-time job doing

I do not plan to work because | will be attending school.
| plan to work while attending school.
Other

O0Oo0OaoaOo

Student Signature: Date: School :

Rev. 12/02:dg District Office of Transition Services (LAUSD)



WILLIAM S. HART UNION HIGH SCHOOL DISTRICT

Career
Visions

“...working toward a productive futurel

Career Visions

Program Referral Form
Revised 02/10

All three sections of this form must be completed and returned to the Career Transition
Advisor assigned to the student’s school before consideration can be made for program services.

Student’s name Date

Student’s Age Date of Birth School Site

Section #1

To be completed by the student’s parent or legal guardian.

Parent or Legal Guardian’s Name :

Please give a brief description of the student’s:

Strengths:

Limitations:

Work interests:

Other comments:

Does this student have an IEP or documented disability? Yes No

Please check days and times that student is unable to work:

Monday Tuesday Wednesday Thursday Friday

3:00-4:00

4:00-5:00

5:00-6:00

6:00-7:00

7:00-9:00

Is this student involved in extracurricular activities that will interfere with normal work hours?

Yes, No
Signature: Contact number: ()
Cell phone: e-mail

Student presentation: reference 8-22-07



WILLIAM S. HART UNION HIGH SCHOOL DISTRICT
Career

Visions

"...working toward a productive future!”

Career Visions

Program Referral Form
Revised 02/10

All three sections of this form must be completed and returned to the Career Transition
Advisor assigned to the student’s school before consideration can be made for program services.

Section # 2

To be completed by the student’s case management teacher.

Student Name: School site:

Teacher’s name -

Current grade point average: (2.0 minimum needed for work permit consideration).

This student has expressed interest in the following Career Visions service(s):

Workforce Preparation Supported Work Training Occupational / Trade School Co-enrollment
(Must be at least 16 or a Junior in HS)

Would you recommend this student for a job? Yes No

If yes, please give a brief description of the student’s strengths, limitations and work interest:

If no, what do you think the student needs to improve on in order to be ready to get a job?

Do you feel this student would be capable of working unsupervised?

Teacher’s signature: EXT:

Student presentation: reference 8-22-07



WILLIAM S. HART UNION HIGH SCHOOL DISTRICT

Career Visions

Program Referral Form
Revised 02/10

Student name: Date:

School Site:

All three sections of this form must be completed and returned to the Career Transition
Advisor assigned to the student’s school before consideration can be made for program services.

Section # 3

To be completed by the student’s school counselor.

Counselor’s name -

Do you feel this student is capable of working and maintain his/her grades?

Current grade point average: (2.0 minimum needed for work permit consideration).

CREDITS NEEDED TO GRADUATE:

Counselor’s signature Ext. number

FOR CV USE ONLY

School: Date Completed Referral Received

Age at time of referral:
Availability Master

Monday Tuesday Wednesday Thursday Friday

3:00-4:00

4:00-5:00

5:00-6:00

6:00-7:00

7:00-9:00

Program Recommendation : WorkAbility 1 TPP

Student presentation: reference 8-22-07



Welcome to the Career Visions Program at the TLC!

What we do:
The Career Visions Team is responsible for providing you with career exploration
and career development services.

Here are a few frequently asked questions regarding paid work training:

1) How do | get ajob ?

Paid work training at the TLC is a privilege program. This means that there

is no California mandate which states that we have to give you job. You have the right to
earn a job by maintaining acceptable classroom performance, and completing minimum
workforce preparation requirements including training in following key areas: Interest Assessment, Job Hunting
Strategies, Job Applications, Cover Letter, Interviewing Skills (including video taped practice), Thank You Letters,
and Job Retention Strategies. These components will be covered in the classroom by your instructor, and reinforced
in the field by Career Visions Staff as you prepare to receive on the job training.

In addition, you will need to complete a satisfactory PAES assessment, and 40 volunteer hours at a work site related
to your interests before paid placement begins.

Assuming that you are able to meet these requirements, you must submit a completed “Work Referral” to your
Career Transition Advisor (CTA). You can obtain this from your CTA or your teacher.

2) Once | have a job, what do | have to do to keep it?

Congratulations! You've got a job, but in order to keep it, you must maintain acceptable

OJT performance. This means coming to school, on time and ready for work. It also means that you will be
evaluated at your worksite every eight (8) weeks, and that you, or any party associated with your WAI/OJT contract
has the right to terminate at any time. Initially, you will be given a “Work Training Services” bank of fifty (50) hours.
Any time dedicated by a CTA to your OJT will be charged against that bank. Please note that any UNEXCUSED
absences related to your OJT will cost you the allotted time for that day! (For example, you are scheduled for a 5
hour work day, you come to school on time but left your uniform at home. Your bank will still be charged the full 5
hours for the day.) Your “Work Training Services” bank has a maximum of 50 hours per year. Hours can not be
carried over from one year to the next.

3) My work performance is an issue. How does this affect my job?
If you choose to have continual behavioral or performance problems while at the OJT, the following protocol can be
implemented by anyone on your treatment team:

. You will be given a verbal warning in order to allow you to modify your behavior.

. If the problem continues, you will receive a one day suspension as well as a case conference to discuss
your continued employment.

. If further disciplinary action is needed, after this initial conference, you may be terminated

from your OJT without a conference, and may have to get a new work referral in order to be
considered in the future.

I understand that participating in the Career Visions work training program is a PRIVILEGE not aright. At
any time, | agree that | can refuse services and elect to secure competitive employment on my own. |
understand these expectations and agree to adhere to them to the best of my ability.

Signed: Date:
(Student)
Signed Date:
(Parent / Legal Guardian )




Revised 06/10

Program Assumptions @

Competitive employment is the ultimate outcome upon exit.

@
Career Visions Service Continuum :
TLC (A
iy
(]

Student receives work training services during normal school
hours.

« Evaluations are certified by an on-site Career Transitions

Advisor. (80% minimum requirement to move from
PAES to WAI/OJT.)

 In addition to the 80% evaluation requirement, all OJT
candidates will be required to meet minimum proficiency
benchmarks before CV will support community based
placement. These areas of proficiency will be reinforced by
the student’s Special Education Teacher or on site Career
Transition Advisor and include demonstrable proficiency in
the following areas: Job Search, Applications, 1-9
Requirements, Resume, Cover Letter, and Interviewing.

o Student is given a WAL fifty (50) hour “Work Training
Services” bank . All time dedicated by a CTA to direct
student interaction while in an OJT capacity is chargeable to

that bank (including unexcused absences, lateness, and other
related issues).

« Student has the right to refuse program services at any time,
In order to pursue competitive employment.



Career Visions Service Continuum

@
TLC
Revised 06/10 g
\/} :
Assumption : Competitive Employment is (’ \'/w\/
the Ultimate Outcome after Exit! &
J

Intake

|

PAES/Observation/Workforce Prep Training/Volunteer Hours

|

8 Week Evaluation (80%07?)
(If less than 80%o, continue PAES/Workforce Prep/Volunteer Hours)

|

Minimum Portfolio Requirements for WAI/OJT
(Job Search, Applications, 1-9, Resume, Cover, Interviewing)

|

WAI/OJT
50 Hours of Work Training Services
(while continuing workforce prep training)

TPP (Eligibility TBD by DOR Rehabilitation Counselor)
Work Training Services and Occupational Development Support
(while continuing workforce prep training)

Seamless Transition
Appropriate Work Training Services and Occupational Development Support
to be determined by the student’s IEP Team within 6 months of exit. Process to
be initiated by Case Management Instructor in collaboration with the student’s
Regional Center Service Coordinator.




HELP WANTED ABBREVIATIONS

Every day the newspaper has lots of jobs that are put there by employers who want workers. These
"want ads" often use abbreviations just like the ones below.

Use this list of abbreviations and their meanings to help you to decipher the classified ads on the
following pages.

admin |administrative ind industrial fax facsimile
adv__ |advertising intvw__|interview res resume
lagcy  |agency phys |[physical covr ltr [cover letter
a.m. _|morning ir junior TTH  [Tues, Thursday
appt  |appointment wait  |waiter indv_ |individual
asst _|assistant It. light med  [medical
|bkgd _|background const |construction dent |dental
imgr___|manager mach _|machine vac _ |vacation
mo month manuf |manufacturing mktg |marketing
nec _ |necessary bus  |business knwlidg |knowledge
K thousand clk clerk HR Human Resources
pref  |preferred co company pkg package
oper _|operator coll college immed |immediate opening |
oppty |opportunity comm |[commission att attention to:
EOE |equal opportunity employer corp  |corporation w/o without

paid w/p word processing | wi/l within
BA bachelor's degree needed wpm  (words per minute hist work history
AA associates degree needed dept |department a+ a plus!
MA  |master's degree needed dir director MWE _|Mon, Wed, Fri
p/t part time div division 401k |retirement plan
refs |references equip |equipment @ at
req required etc and so on dmv__ |driving record
sal salary eves [evenings hn phone number
secty |secretary wkends|weekends dep depending
sr senior exc ___|excellent PHd _ |doctorate degree
hs dipl [high school diploma benfts |benefits dev development
igen'l |general exp |experience loc location
hr hour ftr future deg |degree
hrly _ [hourly gd good snd __ |send
fit full time igrad __ |graduate w/ with
inc including MS Word Microsoft Word biling _|bilingual
comp |computer Excel |Microsoft Excel rd road
trnee |[trainee typ typing
tmp temporary wk week
yr year cust svqcustomer service
freq  |frequent innov |innovative
exp experience lic license required
fntstc |fantastic prop |property
prog [program DOE |employment histry
bivd  |boulevard xint excellent
st street cert certification




Directions: Use your common abbreviations list to de_cipher, and rewrite
without abbreviations in the space provided.

Restaurant ST
Non Profit Restaurant
Competitive .deli/catering
business seeks Asst Mgr to
teach, supervise and. work
alongside disebled eduits,
Food mgmnt/cooking exp a
must. Hﬁ"t energy needed. |
Freq .aanuy. am;. some eve-
nings and wknds, 404 hrs/
wh. 30-32k_plus superior
Denef:‘%s). Furg:élr_‘:alx re-
sumes mhsla.org

‘ 0Or562.263.3396. .

—




Directions: Use your common abbreviations list to decipher, and rewrite
without abbreviations in the space provided.

. 323:458-0080 Hwd
714-363-0854 Anahelm
WebLA17780

|



Directions: Use your common abbreviations list to decipher, and rewrite
without abbreviations in the space provided.

* RECEPTIONIST *
F/T Culver City skin:care,
cust svg, computer lit,
phones, Engi/Span. Health
ins; Tu-Fri, lam-7pm, Sat. 9-
Spm. Fax res: 310-915-7157

Q



Directions: Use your common abbreviations list to def:ipher, and rewrite
without abbreviations in the space provided.

_ Teacher Assistant

Special Ed. School

In Van Nuys
for_stud. w/behav. +
learn probl. Innov. prog.
w/pos team approach.
$9-11 hr, + benef. 1 staff
forevery 4 students,

e
(B18) 904-0461
WEB LAS51246

.



Directions: Use your common abbreviations list to decipher, and rewrite
without abbreviations in the space provided.

| BTELEMARKETER:
i Exp'd with dental back-
ground pref'd. Call Dr.'s cell
310-770-5580-0r email:
drafar@oralimplants.cam

0




Undertsanding
the
Classifieds

®Using the Classified Ads that follow,
cut out five that interest you. Paste
each Ad, and re-write without
abbreviations on the sheets that
follow.



L LT T

aures twe@yahou com

Web 1A17720

Project Manager- Enterprise | e
Micrarray Data Management: | o
MSorPhDin CS or related field. -
Required Exp.5Syrs.Commercial
Software Dev. I2 YIS, PFG]ECt

Mgmt). Exp. in microarray
experimental process, incl.
sarmnle tracking & process-
2y fabrication, image
S, statistical data
g & analysis, MIAME
AGE-ML; JAVA, Swing,
e, 2- & 3-tier architectures
sign, develop & maintain
enterprise enterprise soft-
ware progu managing
microarray experimental data;
;anase developers & off-

ect Engmeer- {Los Ange
leS){ Plan & on-site manage
congtruction projects. Regs
elors, Civil Engineering
% 1 yr exp. Send resume to:

z02@a
2
o
n
o}
E-

Do

a%
=)
o
i
iy
=
o
o
0t

, Los Angel-
es, CA 90035 Attn K Anders-
on.Refer to JOB#55 _____
PROPERTY MANAGEMENT
Beverly Hills Adj.
(Pico/Robertson)
Resident Manager
{ind. or team) to manage
and maintain 41u Sec 8 sr.
bldg. Solid PM experience
req'd. Salary $30 dep on exp
+med,dent,40tk+large 1br/
iba apt. Qutstanding op-
portunity for right person.
Resumes to tsamgmt@
yahoo.com; fx 323- a52 2449
Thomas Safran & Associates

PROPERTY _ Web LA4BA182
LEASING MANAGER
LEASING CONSULTANT
RESIDENT SERVICES
Positions in LA, WLA, West
SF Vvalley, Ventura, Santa

Clarita, Santa Barbara.
Fax attn Lois 31({ -242-5201

emai -
apply@pmpincusa.com
PROPERTY MANAGEMENT

SELF STORAGE MANAGERS

Opportunity for FT Manag-

ers, Strong sales skilis req,.|"

Will train Bnfts: competitive

wages & bonus program,

med, 401K plan. Good DMY
req’d. Fax res; 549-727-7442
" MGMT Dff. Site

\ strator needed for 41

% credit complex in

-~00d. Ideal candidate |

possess good written

. oral skills, computer

.d organizational skills.

Please
479-9968 Attention: Judy

bl o b Fa 2L WL R

PROPERTY Leading. DTLA

Prop Mg

w/2+ yrs exp., College D
& RE Lic. req'd, CPM pre
MS Office-Sal. DOE- Fax
resume to 213-534-3237.
PROP. MGMT. PROP. SUPERr
VISOR Min. 5 yrs., supervise;
hire/train_ On-Site Mgars.
Transp. + COL & ref, reqd:
Salary + bonus + benefits.
Faxres. & salary history ta:
. B1B-703-1B19 .

PROP. MGMT. APT. WGH. |

needed. Strong leasing &
computer skills (Yardi).
Salary/bonuses/
apartment. Manasement
team may apply. Dn-site
reqd. Fax res, 31 0—24? 1707
PROPERTY M
RPTLE&SINBAG‘I
. SERVICE TECH
400+ community in Lon
Beach area. GRT OPPTYI Xin
sal, bonus, bnfts. Fax r%sE:

7-3269

Mgr. Entry Level,
& field req: oralfwrlt/comm
skills 8 must, blnnEﬁpen Ak,
ncy ahist certifl, A+,
in  Fax 310-217-1329

Y SUPERVISOR®

5+s'79.- for Iarge Apt

ex's, Salary. Please Call
36379050 -
PROPERTY MGRS- ON SITE

¢ Mobile Home Park
e&rs needed. 5an Gab Valiey.
resume 626-285-3160
Property Management
Team Free apt.+ sal.+ ben-
efits Fax (81 Bl 376~6556

vf carlngmruna! net

5 Nationwu & prop mar

% resume to 310+

mt Co seeking
Cnmmflmetall Prop. Mgr_

D 0T WeSTSIoe proper- i
ties. Must have recent|
experience, Salary, b
fnuses; benefits ;

based
energetic candidate.. Regs
2-5 yrs. exp w/ Sec. 5

DOE. Fax 323-432- -;uasnm
131 or email
employment@
alpnapruperty COMm
EQE. Web LA4B4194

Provide psychiatric. ser-
vices for SED adoles-
cents in @ residential TX
facility. Evaluations, pre-
scribing medications,
consultation with appro-
piate parties, taking
emergency calls for pa-
tients and dictating re-
ports, Must have current
MD DEA hcense and mal-
practice insurance. This
15 @ part time contract
on. Faxres: 518-004-0-
0159. No Criminal Convic-
tions. EOE WEB LA551202

% PSYCHOLOGISTS #

F/T, Exc. Pay. Carrear
opppt. Fax 213-739-0091
Phone 213-739-0019
PR Speciafist: wil prom co's
prdcts; prep org publications
for intr & extr cust; ast w/
comm. of prog to maint favor-
able public perception of the
co. Req's deg in Comm./rel, Wil
consdr exp in lieu of deg. Mst
havz Igl wrk auth. Snd resu-
Cl b&I sgla‘?rggmt ml:Cca“?‘tm
ub, LL Laure yon
#100, N. Hollywood; CA. 91606

(1) PURCHASING-BUYER &
(1) MANAGER

Grﬁwmg machinery, mfg. co.
has immeéd. need 'for two

persons with min 5 yrs exp.
‘purchasing. stainless, hot

- and cold rolled steels; alu-

mindrm; Dgaeumaﬂcs. hydrau-
lics; motors, PLC's; etc. Must
have: xint organizational
skills .and be assertive,
Salary commensurate with
.exp. Fax resume only Attn:
Personnel 626-350-5181 ov
-em

- resume@
lawrenceequipment
: .Com
- _Web LAS66660
PURCH, SN

rials; provide guidance to
maintain ~ communication

Jobs ;rh-audlu.corn or
fax {626)633-9034
ek S e

PURCHASING

* BUYER &
$2830-3495/MONTH

Purchase supplies, materials,

equip. and services for school

district. H.S. + purchasing exp.

Apply at

www.paramount.k12.ca.us or
Paramount USD, 15110 5.
California Ave, Paramount

562/602-

Deadline 10/10/05
Quality- Heat Treat Inspector
Gcod Benefits ingquire with-

2454 E. 58th St, Los
Angeies. cn 90058

TORS
Statewlde Positions
$18-343 per hour
Training Provided
916-473-0739

Quality Controf Lub Lead

Snecm.lrn Labs. $14-517/hr.
%: 310-885-3399, Emall:

bs.com.

| RREEF (7

naging. Tech position
_vallabie at' Northridge Ho:
Mwical Center:

EOQE/ AA

Nat) RE estment co:

I'I
_seeks exp’'d Leasing/
I rty Mgr for indust’l |'d
and ofﬁce
F form

r:n'tfullo Wil

ct leas]nsa

okerage

téams; _ma_mtaln market
and broker rela-

-tions. Re%onsible for lgase

negotiations, tenant reten-.
tion strategies, prop. mg-
mt, budget prep. and fin'l
reporting. Must have suc-
cessful leasing track rec-
ord, ability to coordinate
multiple projects, comput-
er skills. Xint salary, and
benefits. Fax resume to

14) 634-2680
_Web LA226202

| REALESTATE -

Legal Affairs/
Leasing Executive:

If you have a background in.
retail and commercial leas-

es, as well as tenant rela-
tions and have excellent
people sklﬂs. you may w-sh

totalk with

- Fax resume io 31&23&8314

RE: No weekends. 5 work

days only. Commaercial Real
Estate Co. seeks exp'd &
new agents who are ambi-
tious to make $300K+ a year
comm. Re. license req‘d. Call
Jacqueline 562-207-2550
%2581 * wwwiicreg.com

RE AGENTS - SALARY PLUS!

‘B0pening New Office.

Many Leads. No Coid
Calls. Fax Res: 562-494-8081
Long Beach,

Realtors for Vital Info,
Take the 45 Second Test.
www.45Secondtest.com

Estate Agents wa .
New or used. -lic required,

Expanding. Century 21
Hollywood 323-462-7436
Www.cen hollywood.com

R.E. ASSET MANAGER

$15/hour start + comm, CA
real estate lic,

Milter & Desatnik Mamt. Co.
(310) B38-1828; Bernice
REAL Estate. People w/desire,
discipling, eager to learn,/xint
work ethic who want to earn
a 6 fig income. Bilingual a+.

Dwy 562-250-0140 x116

REAL ESTATE AGENTS. High
/Desk

commissions, w, Train-

lﬂ%i Mentor Program, COLD-

WELL BANKER WILSHIRE R.E.
Ph; {323) 456-0777x210

| cAmERA

RUITER, Expanding_ S.G.
“REAl EState Co. Seck:
Vated Andiv.. with

m%st; ca@ag%m %759

palr. FTgnd PT. Some
EXPT Call Mike 626-440-
0699°DF ~606-786-3012. We-|

1 - OF
'tra#norrdiﬁ‘eren “models.

" STUDY COORDINATOR %

Substance abuse

Matage
resgarch: cinic_in' Rancho

Jcamonga.  Duties inc, pt

-recrultmen!/enrollment,

rug. . screens, staff

- supervision, database mamt,

lab- coard. Bach. + 2 yrs evp
in researd'n.’clinlcalt als. Sal
$16.53/hr and up, DOE. MWF
11am-8pm, TTh %am-6pm.

_Res: Veniegas@ucla.edu or
Fax:

ERA; & ‘Camicorder Re- |

W GIZMONDO.COM. Cantact

R fEG. CBX FES! 21308108
or. apply’ in
- 2pm & 4pm @ 5445, Grand,
RESTAURANT Managers
Malog rest corp needs
GMs & Mgrs to GROW
our conceptin LA, Simi.
& SFV. Xint $3 & Bnfts!
Fax: 888-597-7387
_che@rmcjobs.com

Sales

REVAIL

help needed for NEW
GIZMONDO  Kipsk @-sev-
eral -area malls; Visit

us @ 1-888-644-9667 or|
Andrea@usagizmos:com

WebiA17785
RETAIL STORE MANAGER

for Clothing & General Mer-
chandise. Syrs. exp. Apply:

| to 626-449-4038, call 626-

683-5401 or email
rmoreno@lifecaresoln.com
RESTAURANT Managers
Hi-Vaol rulISr\n: Rest
. needs exp'd GMs & Mg
LA, OC & Inland Empire.
XInt $% & Growth opptys.
Fax: 888-597-7387
cla@rmcjobs.com

“RESTAURANT MANAGERS
CALIFORNIA CRISP

Grow with us in So. Cal, San
Jose & Portland, Ore. Fa:
Res &5alHist. 818.706. 1839
RESTAURANT MANAGER. Min
3 yrs exper. F/T. High vol-
ume restaurant/deli. Send
res: Roll n° Rye, 10990 W.
Jefferson B, Culver City, CA
90230 or Fax 310-390-9787.
RESTAURANT. Expd Server
for swing & graveyard shifts
at Denny’'s, nr LAX. To inquire
about postions call btwn 9am-
'3pm, Mon-Fri. (323) 776-4888

310-312-0552. Us Discount Center, 766
erchan 4 LA 290021; or
RESPIRATORY Fax; 213-488-1366
RETAIL Piease see our Field
Floors m..uhsi'sﬂ Merchandiser opportunity
t under *GROCERY”
NICU, PICU.....to 580 Vi
*300 Hosps, all5Ca ONS
*PT, FT,.Contract. Traveler
Ed Jally Pay RETANL Exp'd ASSL. Mgrs, for
#*Direct Deposit chain of retail stores in
*:v\eﬂlcsl, Vision, Dental Commerce & Santa Fe
Springs. jsawhney hscom
Call 24/7 to Apply or Call 552 802-87.
X k W MRETAIL Sales Personsl
e Casglers far gif&stsme chain
. in” Commerce anta Fe
- 1%45]4‘5‘ Springs. Fax 323- 333 0466
——— | O call 5628028707
Respiratory Care Practitioner RETAIL PET STORE
Homecare position avail- | All positions. Experience
able. Bilingual and exp pre--| required, tan Beach,
ferred. Competitive pay and Call310-372-1212
benefits, 401k, Fax resume | RETAIL SALES. Fueg

g0, new
high volume gift store @
Giendale Galleria $10/hr,
Apply in person: upper-level
across from See's.

RETAIL MANAGER, Exp'd
needed for Fuego, a new
high-volume gift galley @
Glendale Galleria. $3000/mo
+ bonus, Call 206-383-1286

RETAIL. LA Mattress seek-

ing salespeople for OC &
Inland Emplre locations, exp
or will train. Please fax
resume 714-957-6075

For more Retail
jobs, goto:

“tareerbuilder

latimes.com,/careerbuilder

Mgr., Asst: Mar. & P/TR

RESTAURANT Upscale high
end Westside eatery seeks
experienced MAMNAGER
Please fax resume to 310-
475-8091 or 310-273-0863.

RESTAURANT

o Deli Counter Person @
With experience, Full time.
Call310-274-0101

* RESTAURANT CHEF
Cook Russl shes/desserts.

lan
Food catering store. 2vrs exp

| RE Dev I Bev Hlls seeks in-

house Comm’l RE Broker w/
3 yrs. min. & Acquis exp. Fax
res/sal hist: 323-272-0678 or
sassony@addphia.net
* REML ESTATE LOAN
CESSOR. F/T, salary +
0 m. Encompass exp
pref'd, Benefits. Sher

Oaks. Fax res: 3133933-8931

For more Real estate
jobs, goto:
“tareerbuilder

Iatimes.com/careerbullder

You'll find R hers.

Los Angeles Times
Classified

To advertise,

caii (800) 234-4444

Tlos Angeles Times

req. Rﬁ- Bazpar Market, 6022

Bivd,Tarzana, CA 91356
RESTAURANT-PLEASE see
our display ad in the
Healthcare Section. Bridge-
Polint ‘at Beverly Hilis,
www.kiscosenjorliving.com

RESTAURANT MANAGER
for a new concept restaurant
in Santa Clarita. Exp'd only.
Call_Richard 310-457-6338
WRESTAURANT: WINE SALES
CLERKS & DELICOUNTERPER-
SON. a0 hrs/week. Wil Train.
Med/Dent/Vac/Meals, Also
Server.  BO17 Sunset Blvd,
RESTAURANT
Seeour ad under
MANAGEMENT
Auto-Chior System

For more Restaurant
jobs, goto:
“threerbuilder

latimes.com/careeroulider

In print. Online.
Your future is here.™

of them)

The new PETSMART
in DOWNEY has
available positions for
customer-focused pet lovers.

Fun.- Rewarding.’ Full ‘of opportunity. That's
working for PETSMART.

NV" 2 Smrel‘law Cashier
HIRING

You'll enjoy great benefits including:
+ store discounts  « competitive pay
» vision coverage  + 401 (k) / savings plan
+ bealth coverage - stock purchase plan

PLEASE APPLY IN PERSON
Monday through Friday,
September 26th - 30th,
BAM - 6PM.

JOB
FAIR

PETSMART- Downey
12126 Lakewood Bivd,
Downey, CA 90242

PETSMART offers an environment that rewards
_hard work with chances to learn, grow and
“advance,

Equal oppertunity employer m/f/d/v.

We screen for drug use.
Web LA461066

Job Fair This Weel!

OPEN HOUSE

Now hiring for our Santa Monica location.

When you work at ZARA, you've made
the cutl Quality is our style-and we need
professionals who live and breathe fashion
for these exciting opportunities. Qur stores
have great growth potential.

Open House
Monday, Septémber 26th and
Tuesday, September 27th
10am - 1pm and 3pm — 6pm at’
3333 Bristol Street
Costa Mesa
Jmmediaté openings for:

es Associates & Cashlers

nd F/T, immediate openings)
unable to attend Open House, please
resume to: 212-754-1128.

Www.zara.com
EOE




vitamin/heaith tood
industry.Draft reports to
develop mkt strategies.6
mos.of related work
exp.rq'd. Job site in Chi-
no,CA.Mail resume to
J.F.Fang at 13860-B Benson
| Ave, Chino,CA 91710

i : MARKETING

i~ Product Manager

! M{_\dir" revice manufactur
; ‘itg resp for prod-
1 exp as PM, engin.

ireq’d, BA mktg
@nasmedical.com
34-5220

: 18-7.

i ... WebLA550018

MARKETING ,

{ Canvass Manager F/T
FunHome Improv. Co.

. S40K - 360K, Benefits

[ Call-Kevin 310-222-8662

=

ENDLESS POSSIBILITIES

women. Call Miles:

(310)245-0707
WEBLAS16104

CRINVIUTIVUS T U R IIML

Create & employ inhome
promotions & sales for

'MMEETING, Inwrnaﬂona

Reésearch Analyst*
Swi Bplus g

analyze mkt info. Resu

fax HR mgf 909-987-7858 or:
b com 3

inc. Rancho Cu-
camonga. CA. Research.

i

mﬂ“

job@s; T
MARKETING
: APPT, SETTERS) .
Do youhavegame?

Experienced only

Excel @ Remodel USA!
_Call John 310-222-8662

: ol more Marketing
¢ jobs, goto:
“giveerbuilder

[ ratimes.com/careerbuilder

about, to

Someone is _: "

AWEIWIM ¢ 1 fi
CLASSII‘IED 3

2 S L N

induslry is desirable.

The Company You Keep®
MARKET MANAGEMENT l]lllﬁmﬂ
! HISPANIC MARKET

MausVork Life, a major life insurance comparny and a leader
" wncial services industry, has an opportunity fora
.anagement Darectunodwalnp the Hispanic market.
~a”\sition is based in Southern California. As a Hispanic
£ting specialist, the Director. will use hisher in-depth
understanding of the Hispanic culture to-recommend, |
develop, and implement market strategies, develop
‘relationships with key Hispanic community leaders, as well
as provide strategic direction for recruiting campaigns.

Written and verbal fluency in Spanish is essential for this
position. Candidates must also possess a Bachelor's
degree or equivalent with superior communication and
organizational skills. Familiarity with the life insurance

New York Life offers a competitive salary and an excellent
benefits package, including a subsidized benefits program,
401(k) savings plan with company match, and retirement
program. If you are interested in this career opportunity
please visit www.nylcareers.com 10 submit your resume
and enter job reference code:

RAGY/1516/hacrg.

We are proud to be an Equal Opportunity Employer

BEsEETSERNIRE R
(7]

werter will not be considered.

resume, and salary history to:

sesssssrevananr

MARKETING MANAGER

. DEGREE IN ENGLISH, LIBERAL ARTS,
OR HUMANITIES PREFERRED

Incorporated, a leading architectural, engineering,
nning, and construction management firm, seeks
-2 Marketing Manager in our Los Angeles office.

The firm is seeking & take charge individual who will expand =
2 our client hase and oversee a small Marketing department. »
- + Candidate will also manage lead develspment, major proposals/ =
: + qualffications and multimedia presemtaticns. Successful &

» candidates must also have a minimum of 3 years supervisory 3
' expenence, demonstrated writing and editing skills, and the =
; ability to develop and critigue presentations.

+ Must have a college degree - preferably in English or liberal 2
: arts - and five or more-years of similar experience in the A/E/P -
ent. The position requires the ability to juggle multi- «
nments under heavy deadlines. Resumes must be &
wanied by a cover letter demonstrating your refevant 3
ary experience. Resumes nof accompanied by a cover

STV incorporated
1655 West Seventh Street, Suite 3150,
Los Angeles, CA 90017-2577, Fax: (213) 482-5278

R R

.
.
-

.
This position includes a complete benefit pogram. Salory is ¢
commensurate with experience. Please forward cover letter, 3

.

o yrs.
; supervxsory!management.

‘| have own hand tools.

SEEK]
‘SEVERAL CRAFTSMEN

niperal paid time off pro

gram, health, uental,
vision,- retirement.- All
tools and uniforms pro-
vided:-Send  resume’ to
Fax: 760-380-749% or
jobs@vinnell-lssc:com.

Action Employer CA
JE| |% r of the

nurnn COm pany-

a,
‘Caterpillar -dealer serving:

‘the L.A. and Orange County

E%O/MIFNID Affirma- i |

- moti

iented,
v asst for

DaEck.ofc: in Glendale/

ajl resume to:
sociates.net

area has:a position | pa

available for.a. Service
Manager with three “plus-
of service and

exp. to’ supervise and|
coordinate workflow in.our
service dept. Technical
knowledge of Caterpillar.
machines is regquired. We.
offer. competith

{Irmansl e" eat
PRly.onlin
qum%gmup net

MECHANICS ™
FUELISLAND ATTENDANTS

SCULI.Y TRANSPORTATION
We have MANY avair Positions.

or F/T in our 3 shops in
Montebel

lo. s ¢ avail. Me-
chanics need own tools. Comp,
pd vac & mﬁcaysnst

wages,
yr completion bon
Derd:al & Vision ins., aO‘lth &

equipt to. work on. We
nffer ASE Cert Tralning &
Bonus Programs. SIGN-ON
BONUS?! Join our Team! Call
Morma for info: 500-413-7285,
ernandez

*-227, or e-mail: nh
teamscully. ED.E.

| MECHANIC  WEB LAZ25008

MAINTENANCE MECHANIC

Pac Rancho in Rancho Cu-
camonga seeks indiv w./min
Syrs exp. Must be able to
read schematics, run con-
duct, trouble shoot & work
on or controls. Mech &
welding abilities a+. Must

be avail. all shifts. Apply in
person, or mail/fax res: CFi-
Pomona 4200 W. Vafley Bivd.
Pomona CA., 91766; Fax: 909-

669-7384 Attn.: Flora Gonzalez
Call 909-595-2252

Mechanic Maintenance
Heavy Recycling center
seeking mechanic famil-
iar with conveyor sys-
tems, Hydraulics, & con-

ply within @ Community§
Recycling 9189 De Garmo
Ave Sun Valley, CA 913528
(818)767-6000 or fax res-
ume to (818) 768-3930,
WEB LA551222

Mechanic
Seeking Maintenance
Mechanic. General mainte-
nance knowledge and Boiler
license required. Benefits
include 401k, Bonus, and
medical and dental
insurance. Please email re-
sume to martinezi@
morganservices.com or fax
t0213-621-3199
Web LASE0168
MEI:H.QN!CS!INSTALLERS
TY WORKS
HANDICAPPED VAN
CONVERSION 15

ING

IN

INSTALLATION, AC, ELECTRICAL.
NEED OWN TOOLS, VALID DMV,
ASS DRUG SCREEN, EDE FAX
RESUME 818-780-1240, E-MAIL
Cohisholm@MOBILITYWORNS.COM

MECHANIC. Field Service
Mechanic National Co. seeks
mechanic for field service
of truck mounted forklifts.
Must have general knowl-

‘edge of hydraulics, diesel &
ood driv

electrical with a
ing record. Great Deneﬁr.';;
fiexible hours. Contact Stan
@ Cargotec 800-858-3156.
MECHANIC
Diesel Mechanic
Pos. open immediately
Comp. wage and ben. incl.
401k, 5454 N. Industrial-
Partuway San Bernardino, CA:
92407 Appiy between 8 AM 3
PM M:F :905: gsoidr

MECHMPCS 1, W, Wi. Great

bnfts, zint opphn Apply

weekdavs: United Rentals:

3455 San Gabriel River Pkwy,
Pico Rivera, CA,

| Yowre |

:| Fax resume: 31

trol systems. Please ap-§'

ica ﬁ
Nites,. Inc 21‘0 W Ul_vrnpnc
‘BIVd:, #327; LA; CA 50006

rpuncture for-W.A
meu‘ncma office.:

'wfaxresums'jl)-

g
l:urhp. mr!ne:"(ngr skls.
Faxres:562-942:1725.

Culver City. WER LAS13540.
Fax resume: 310—3a2-9006

P/T Orthopedic ofc. Exp.
pref Century City. Call 310-
53-8440; Fax: 310-277-0329
MED!EI\L ASST-FRONT &
BACK OFFICE. Must have vein
puncture exp. & must be
willing to travel. Fax resume:
818/705-1427 'WEB LA516100
MED Busy Orthopedic prac-
tice needs F/T Billing Mar,
Collectors, and Billers.
W/C and Pt exp necessary,
432-1407 |
'MEDICAL BILLER & CLERK
Medicare MediCal, priv. HMO
billing exp reﬁ; (dgl?bteanl'neu
equip. ,Suppl ngual a +
Compet sai. Raul 626-506-9622

MEDICAL TECHNOLOGIST

CLS/Part time fara

Santa Monica lab.
Fax resume: (818) 394 3167
MEDICAL
Lab Phlebotomists 9-6pm. in
Northridge area. (CA cert a
Plus) 2+yrs exp, Fax res to

818/442-9090

MEDI:CAI. DlRF.CT OR
PHYSIC»QL THERA'PIST

wanted for medical clinic.
Fax resume: 213-572-0335

er. ser- [
g
|:Ray. mﬁﬂinem ilv
228 s Bers A

FFacial | ‘ax

MEDICAL ASST EKG, veni- ;

+ benefits. Call 31%&?6-43% QI’?P&%

*Wedical Front Office *

|- Adsmin., b.lnng, collecting. '-me‘é“

EDICAL BACK OFFICE ASST | frc.

F/T far busy Encino Oncolo-
gy office. Medical exp reqg'd.
Fax resume: (§18) 784-3106

F/T. Min 2yr exp. Profess
Mature. Comp Skills. Bene-
fits. Fax 818-845-7068. Email
hradmin208@hotmail____
MEDICAL Assistant, back
office, for busy Encino
surgical derm practice. Mon-
Fri, full or part-time. Fax
resume to 818-907-5967

MEDICAL: M.A, / RECEPTION-
IST. F.T. Must be bilingual
wi/min. 1 yr. Exp. in
Med, 562-53 1-8300 Ext. 235;
Fax # 531-8035

Medical Coordinator
Receptionist. Billing a plus.
Burbank office exp needed,
full-time, fax resume. t818'.l
B45-2828. WEB LAS551230

MEDICAL
Meed front desk secretary
toanswer phones & surgery
scheduling in Westside. Fax
resume to 818/906-8140

MEDICAL

HEALTH COORDINATOR

See our ad under HEALTH
Options Head Start

MEDICAL. FIELD TRAINER.
Exper in Safety or Medical
a plus, Salary + bonus up to
$30/hr. Take charge person
‘inland Emp/LA 213-276-8120
*MED FRONT OFFICE- Bilin-
gual. Knwidg & Exp in work-
“ing w/ rts & mail for ELA
Orthio - clinic. Fax: 323-201-
3151 Tel: 323-728-8222

Medical % F/T Scheduler

W/C exp. a must. Bilingual.
Fax resume to: (213) 739-
0081 _or call (213) 739-0019
AMEDICAL Entry Level.
FHONT OFFICE/DATA PRO-
FESSINGICOUR!ER Busy lab
F Valley. Will train.
Fax resume 818/347-8169

WED. BURB MedRec Tech

mﬂf'nss?mm%&? : .i

Med EditorTrom
For a-busy univ:based Ortho
Prac. Exp in wm*; Cmp rm't

Work' @ hu /! Sal
me, n
tiable. Fax w&fg

MEDICAL nscunn‘s F/T..

Exp'd Director needed for
99-bed SNF. Apply at: Arbur
Glen ‘Care “Center, 1033 E

Arrow Hwy, Glendora, CA
91740. 625—963-753

tt].A) NMonterey Pa
Alhambra, CA area. Must
live in area. Flex AM hrs M-F

Insurance. - Hrly- +: Mileage,
Call 800-216- 7000 %768

BMERCHANDISER, So Cal.
Groce: Perm

drivers

lx:ﬂ. msur reliable trans. req.

|- 888-345- -3168 x 1634

METAL SPINNER

with experience; need 'fdr
machine shop in Northri

818.882.8431 WEB LASS1 15'

- IWHOLESALES -
ACCOUNT MANAGER

BNC Mortgage, Inc., a na-
tional leader in wholesale
direct lending, is looking for
an Account Man
our Wilshire (Ref Code: NW-
WIL-AM) and Glendale (Ref
Code: NW-GLE-AM-R1138)
branch offices. Wholesale,
sub-prime experience is a
rust. We are looking for
self-motivated, results driv-
en, customer focused em

ployees. Join the w-nr‘lfng
team. To apply, &-mail must
include cover ietter with the
appropriate Jocation
Ref Code and ‘resame
with salary history to:

jiobcente

No Recruiters Please.

1501 MAIN STREET
IRVINE, CA 52614

MORTGAGE. Nationwide
subprime lender seeks:
Funders, Processors,-Loan
Officers, and Managers.
Email resume to
rmason@honeymae.com

MORTGAGE Aggaressive di-
rect lender with all products
seeking exp'd loan officers
w/eomm up to 75%. Train-
mg avail. Fax: 909-390-3108

or__aperez@fivestarig.com
MOIOIIG’L'I.! MESSENGER

have - and

exper. -
bie & reliable. l:asl310-§go£g‘0
Network and Database Ad-
ministrator- Manage server,
websites, security, network &
database, Email applica-

tion@cfgloa: Citywide
Financial Gmup Inc. 3711
Beach Blvd.,, #110, Long
Beach, CA. 90807

NETWORK ADMINISTRATOR,
Work with various hardware
& software. BS in computer
science + 2 yrs exp ieqd.
Send resume to IM Air Con-
ditioning, 18320 Oxnard St,
Suite 3, Tarzana CA 91356
MNURSING
LVN‘s & CNA's that spea
Cantonese for sklued
nursing fac!hty Good pay.
Call 323-564-4461

: minsma

sannce mutas il‘r ¢

. Need vehll:ley DL & .
| NURSING

ertOJDinl

WEB LAS31600

o o | SuandgeE
A SIECALT &

CDE cert. To apply send

{ resume: Brotman Menu:ar

Center; HR

‘mas Tarrace, Culver Ci t!h cA

90232. Fax res 310-202-4186
ermail: meliz.louy@
tenethealth.com

WEB LA511156
NURSING

RN Clinical Program Mgr
We're a 125 bed psych hos-
pital-with a F/T vacancy for
one of our Nurse Manager
positions. Must have cur-
rent, valid CA RN lic; pro-
gram planning, OM & super-
vision exp. Prev psych mg-
mt exp pref'd. Send resume

: College Hospital, 10802
‘College Pl,..Cerritos, CA

90703 or fax to: 562-865- [
8432, . . _EDi

M’E Syrs bf’recent cnﬁ.:ai' :
-} Expjcurrent CA RN lic & CPR/

{! net-

Must have current li-
cense, UR, UM or case
mamt exp. Previous HMO
exp a plus. wurking
knowledge of Word

Excel req'd Comp salary
& benes. Fax res w/sal
hist. to: (310) 445-2992

'Shﬁﬁm |
Culver City registry

seeks candidates with
healthcare staffing exp.

Flexible availability. Sala-

carmen@

E |-@ahpstaffing.com.

:NI.IIISING

COMPASSION
. INMOTION
Seeour color dissla.v ad.
intoday’s Classifieds.
SAN ANTONIO
COMMUNITY

- HOSPITAL

LVN'sSF/T
$500 sign on bonus!
Ceme see our new look &
meet our new DON. Newly
revised *Pt. to staff ratio.”
Apply inperson
Riviera Healthcare Ctr.
8203 Telegraph Rd.,
Pico Rivera 562 /806-2576 |
B bk el il T B

. LVN's &
Bilingual-Span. CHHA’s
FT/PT Private Duty

IMMEDIATE DPENING
All shifts avail; all loc's.
Top pay, bnfts, bonuses.
Call 213-480-6211

NURSES
ool Nurse B.A.+R.N.
ired. M1,D70 $73,220
Los Nietos School District
Wh 271

Ext. 212 LAS26211

NURSING RN SUPERVISOR
Home health agency in
Arcadia seeks ambitious RN
‘who prefers desk work.
Verbal & writing skills.
Knowledge in Home Health
Regs, Exp Pref. M-F $28-338/
HR. Fax to626-447-4226

MALIBU. Nurse regas co.
Mana: t & compu
req'd. $35/hr. If reg‘stexe:!

nurse, $45/hr-7.5 hrs- whdys,
2.5 hrs Sat. Fax resume: {310)
457-5841 after beep, dial 23. - .
WENURSE PRACTITIONER®E
O0B/GYN pref'd. F/T. Wil
work for San Bernardino
area clinic. Full benefit pkg.

Fax res.: 909-355-4261; email

lillian@metro-clinic.net

 NURSE # HOSPITAL %

* RN $32-43/hr *

# LVN $19-25/hr *
Daily pay available.
1-800-462-7970

NURSING
DSD Nurse

Exp'd for SNF. Good pay &

bnfts. Fax resume: 323-930-
7048 ov :a!l DON 323-931-1061

URSING

RN, LVN, CNn's for new priv
adolescent eating disorder’
facility. All shifts,
Fax _resume: 562-622-6640

Norses

Home Health RMN/LVN. LA,
SoBay, PT/FT.Great Ofc/Pay.

310 793-1616.Web LA533320
NURSING, LVN INSTRUCTOR
Must be RN or LVN. Bache-
lors + 2yrs work exg, or AA

+ 6yrs work exp. Start in
the end of Oct. 310-339-8211

NURSE LVN & RN

Adult for day-care. Glen-
dale. Please call at Jasmine
B818-551-9700

NURSING

RN, LVN, CNA's for new priv
adolescent eating disorder
facility. All shifts,
Fax _resume; 562-622-5640
NURSING F/T Exp FNP or PA
with geriatric &/or internal
medical exp. Spanish spkg
pref. LA & S5FV. Call 818 266+
6434 or Fax: 818-994-1288

For more Medical
jobs, go to:

For more Nursing
~ jobs, goto:

In print. Online.
Your future is here™

— | NURSE

Gtendale Career College is

[-expanding.its LVN program

& nas immediate openmgs
eory & clinical instruc-
wrs PT/FT/AM/PM. Fax
resume-with salary history
to ATTN: HR a8t B18-547-9316
ar) gm ail chell@success.edu.

Web LA225204

Dlrecloro{

Fast growing home health
agency loc. in 5.G. Vly, BSN
w/min. 5 years exper. in
JCAHO. Strong mgmt
skills. Detail oriented. Send
resume in confidence : P.0.
Box 21334, L.A., CA 90021
NURSING ‘WEB LAS76545
4 R.N'SEL.V.N's

immed avall Opng BSubaoute
Unit soon; 12-hr shifts avail.
Subacute exp a+! Comp

| rates. Briarcrest Nursing

7 5648 Gotham St., Bell
Gardens, CA 90201. '565.927-
2641 or Fax (562) 927-2031
NURSING WEB LA512014

* LVN'S & RN'S%

Fun work! FT-PT, Flu shots
in all So. Cal areas. Hiring
Now!. $24hr, Retirees wel-
come. Cail 1-866-692-9279
judithross@test-med.com

NURSE  LVN

For on-going research stud-
ies in Rancho Cutamonga.
10-12 hrs/wk, whkday eves.
Sal_Range $18/hr and up
DOE. Res: Veniegas@uc!a edu
or via fax to 310-312-0552.
NURSING
RN needed for Pre-0p and
Recovery Room at an Am-
bulatory Surgery Center, No
Call or weekends, Competi-
tive Salary. Call 626-445-
4714 &/or fax resume to
626-445-1701 to Sara Gamm.

Nurse Practitioner/PA
PT/FT immed. for medical
weight loss & amesthetic
clinics - Valley locations.
Call 661-297-2138; email
etceteramedicai@aol.com
NURSING. S5ee our ad under
HEALTHCARE for Director
of Case M

grn't. Oppty

MEDICAL CENTE
NIJIISENIS CHA exp'd, F/T,
‘resid care fac/adult resid

fac, 2ahr care. Clean DMV.
Call 323/666-1121 or apply:
1510 N Kenmore Av, LA
NURSING. RNs & LVNs, For
visits & shifts. 1:1 patients,
flexible hours, excit $3

Spirit Home Health

~_310-641-4100
NURSE Busy Encino Infertili-
ty office. RN, LVN, CMA, OB/
-GYN exper. only. Excellent
salary & benefits.
81 SJZB 4600 Web LA581175

NURSING/RN. Recovery
room nurse for surgical
center. ICU or ER experience
acceptable. Full or part
time. Fax 213-637-0932,
NURSES-RN’'S. ADVANCED
DIALYSIS SOLUTIONS, rapidly
expanding acute service
needs exp'd RN's. Good pay,
fiex hrs, Kathy 626-827-4794
NURSING Quality Manager,
Home Health to 380K, RN
HOme Health or Plastic
Surgery to $70K t:-hi)} 207-
0979 or fax 207-343

Nur<e Reg

For Adult Day Care.
entry level welcome.
Call B18-785-6603
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se able to be DOT cert.
srested applicants
applyon line @

dors
am Drivers
- ~dicated lanes.
,vers are home
een!!
3$ Sign on Bonus $§
»m + fuel Surcharge -+
-wt load/unlpad. Must
at least 1 yr OTR exp.
wow!
lied Van Lines Special
Product Division
109-393-4333 ext 231
e ———
'ER
Let Us Train You
T6 Drive Our Trucks!

- CENTRAL

Los Angeles, CA 90034
Fax: 562-923-0232
crivelio@autochior.net
www.autochiorsystem.com

Freight Brokei Needs

Oowner Operators/
independent Contractors
Light Vehicies such as
Cars, LLTruck, Lt Truck w/
Shel. Stakebed & bobtails

« Bonus up to $1000
. ss.et your Own Schedule

Hours
= Steady Revenue
«Eam great 5555

Mike B888-277-6637 x224

S
|Need Semi, Roll-Off and

Frontload _drivers with

class A or B license, Must
have 2 yrs experience.
Must bring DMV printout.

Apply in person @

.. n Disposal
RIGERATED SERVICE, INC. 9189 De Garmo Ave
sezing The Competition® Sun Valley, CA 91352
30 Down « $0 Interest = (B18)767-0675
“redit check » We finance WEB LAS51225

800-777-9100 %7707
DRIVER Webh LABDG434

R ——
= DRIVER »
Wi Valley Aerospace Mfg
. has a 1st shift opemn%
drive a light truck, Mus’
ve valid Class C driver's
Req’d to load/unload
\cks & make local Pick UPS
jeliveries. Knowl.of mfg &
mp. skills a+. Xint bnfts
chage. Faxresume to:

I5) 583-4284 EOE
HVER‘S

3us DrivefsiNeeded Immed!
T w/beigefits $14.75 -
8.12/hr Training offered

) those who do not meet
.q. Contact Simi_valley
zhool Dist, 805-306-4034

www.gmi,m‘z.ce,us
DRIVERS % TAXI
Make Good Money! LA/S0

Bay area. Take car home.
Clean DMV, Will train, drug

ESTERL\NG

MESSENGER SERVICEY
eL.Aarea
eDay & Night
@EARN §400-5700
#0wn small car or pickup
ePaid wikiy Work Guaranteed!
Ph: 310-836-8542

* DRIVER Or WAREHDUSE *
Costco Business Delivery
Driver P/T Class B; Clean
DMV, $10.75-§13.25 5tart.
warehouse P/T Nights,

$10.00

Call 714-690-5253 or onling
@ www.costco.com
DRNERS?ﬁESSENGFRS

§95 6AS959

Gas Bonus + Compensation
Busy msgr svc. FT
Know LA/SFV. 310-622-8337

testing. 310-970-1857 Sobs@gobetween.com
S NESSEVGERI | Slnve, s sueeh
. endale ce supply co.
.M MESSENG{R . Exper. Clean record. Current
& ywn car or pick- | DMV print out. HS/GED req.
) é'fs'ﬁ.r:ﬁ?-h rsl%b M-F. F/T. ;‘urat, bnft pkg. faj‘!
M agl @ A -1 F . R18-
)l: e a60-2167 or appt 548-1525 x 12
Drivers/Deliver

ROUTE DRIVERS

System

Needed at busy airport in
Burbank. Duties include
transporting customers to
and from the airport to the
parking lots surrounding
the airport. Class B license
w/passenger endorsement.
will Train. Apply at parking
office, Burbank Airport,
2627 Hollywood Way, Bur:
bank, 91506.
Web LAS76544

DRIVERS No Weekends!

USF Logistics has immedi-
ate full openings for local
deliveries for our dedicated
operations in LA. candi-
dates must possess a Class
A CDL 2yrs of verifiable
tractor-trailer or flatbed
exp. USF Logistics offers
insur, paid vacation, 401k
and competitive wages.
Don‘t delay!
4-888-330-7343 x000551
calls 24 hours day/7 day wk
DRIVERS
NO EXPERIENCE!
NO PROBLEM!
Up to $SOKISLyr.
we can have you

Signed up, Trained,
and earning a paycheck

injust 3 weeks! Pubs® in the subject line.
Call Today E
(888) 254-0654 WEB LA529042
CR ENGLAND .
DRIVERS Web LAS69966
" scr00L BUSDRVERS A | KRR e e rundation
Trip/Cover positi Must )
have CHP certificate. Earn

design, curatorial, educa-
tion, communications
and, others involved in
the exhibitions. Coordi-
fnates with graphic de-
signers to project the
publications’ desired im-
ages. Fact checks; Copy-
edits and proofreads
exhibition materials for
content, consistency,
grammar, punctuation
and museum Style. Cor-
lrects manuscripts and
jgalleys on paper and on
screen. Edits and

nates commernts frorn#

multiple tasks under
tight deadlines. Profi-
clency in Word, Quark
and Excel required. Ex-
cellent writing and edit-
ing skills.Please send
cover letter and resume
to The.). Paul Getty Trust,
1200 Getty Center Drive,
Suite 400, Los Angeles,
CA 90049-1681. Or fax to
310/440-7720. Email:
obs@getty.edu indicat-
ing "Assistant Editor-

over $30K per year plus
benefits, 401K, $3,000 sign-
ing bonus. Call 310-444:3232
or apply: 1399 Sawtelle Bl, LA
DRIVERS $5%33%

You Can Make Great
Money with your own
Pick-up, Yan,

takebed or Bobtail.

Start Immediateiy!
call Driver Coordinaioi
Web LA226123 B77 466-2442

Driver/Cluss B, Stort $12
Local Rte w/air brks. Clean
DMV PO. Drive LA & Or Cty.
FT. Excl bene, Blue Cross
100%. 5361 Alexander St, LA
90040, Fax 323-837-2244.
DRIVER-CUSTOMER SVC.
Healthcare Laundry Co.
needs friendly reiiable
person. Clean DMV reqg'd.
Starting at $12+/hr &
benefits. Bob §18-505-0751.
DRI -$2400/M0+

SERVICE AND DELIVERY ARE THE
KEYS TO SUCCESS AT...

For messenaer svc. Must
own PICKUP TRUCK

EDITOR Web LASO8064

How will you
make your mark?

Glencoe/McGraw-Hill, 8 divi-
sion of The McGraw-Hill
Companies, is the nation's
ieading educational publish-
er_for grades 6-12. From
science; Ian%uage arts, and
social studies to foreign
janguages, mathematics
and more, our multimedia
materials and textbooks are
highly effective in the class-
room. By joining us and
helping change the way
jearners learn, you can
impact theworid.

Senior Editor
‘we currently have an im-
for @ sr.

or car, van or motorcycle.
£/, refiable transp reg'd.
DRIVER A

department.

| covina, CA 91791 or fax to

Apply online today at
www.hmco.com:
Web LASDBO60

EDUCATION Web LAABA197
OPTIONS Stat

e Preschool
Division in San Gabriel valley
has the following openings:

Must possess Child dev
teacher permit & 3 semes-
ter urits of Admin in ECE
w/arade of C or better. F/T
$2125/mo.

ASSOCIATE TEACHER

12 ECE Units, min 1 _yr
working w/children. P/T
$822/mo.

CHER'S AIDE

Must be enrolled In 3 se-
mester units of ECE. P/T
$611/mo. Current annual
cert. in pediatric CPR/1st
Ald, & prev. health are req.
for all positions except
Enroliment Specialist. Gen-
erous bnfts pkg. For imme-
diate consideration
call (626) B54-3449 or fax
resume indicating position
desired to Options-State
Pre-School (626) 854-3458.
www.optionscc.com
EOEM/F/H/V
EDUCATION

OPTIONS, a non-profit, Child
Care & Human Services
agency in the San Gabriel
valley seeks a Director for
its Child Development Cen-
ters division to direct, &
coordinate all aspects of its
center based full day, full
vear, pre-school Child De-
velopment program. B.A. in
Child Development or Edu-
cation & 3 yrs management
experience in @ chil devel-
opment program is re-
quired. Generous benefits
pkg. Please send cvr Itr &
resume w/ salary history to
900 M. Citrus 5t., #300, West

£26-967-2428. EDE M/F/V/H.
Web LA48A204

EDUCATION

PARENT EDUCATOR

OPTIONS Head Start Divi-
‘sion seeks a Parent Educa-
tor for its Home Base Pro-
gram. Must have Child De-
velopment Teacher Permit;
3 semester units in Admin-
istration; AA degree in child
dev. or related field & CDL,
daily use of autemobile, w/
proof of liability ins. Bilin-
gual Span/Eng preferred.
$2580/mo. + benefits. 1
Potrero Ave, So. El Monte,
Ca 91733 626-459-4299
or fax 626-579-1726
www.optionscc.com
EQEM/F/V/H
Web LA4E4200

t. Yo
manuscripts; maintain/
meet all _intermediate enﬁ

final schedules; and Wor
closely with production,
desian, manufacturing and

Education
Academic Administrator

Dversee the direction &

inCarson

I.El:'l_ﬂi(:.hl.

Lighting Interior Tech
Good DMV req'd. Call Paul
after 10:00 a.m. (323) 525-3901
ELECTRICIAN

ELECTRICAL FOREMAN

Looking for personal and
career growth? Need to
make a change? Advance
your career! If you are an
exp Electrical Foreman who
doesn’t mind getting his
hands dirty in the field, we
want to meet you. Manage
crews, run projects & focus
on customer service. Make
the move; join our estab-
lished & growing company
with excellent pay & bnfts.
E-mail cover letter & res to
Jeff@gerhardelectric.com,
ar fax949-454-9765.
Web LAS50030

FLECTRICIANS (RESIDENTIAL)
and IEADMEN

Mow accepting appls., apply:
15155 Springdale St, Hunting-
ton Beach, CA 92649M-F Bam-
10am or M-TH 1pm to au&

Recruitment bonus. Drug
Screening. For more info
Call 714/893-7834 EEQ

$5000 Signing Bonus
EARN $4000-36/ per mo.
+ Bonus. XInt benefits. Min
Iyr exp. Work.in your area.
apply in person: S00 N.
Brand Blvd #1210 Glendale
cA, 91203 1-800-897-9466

LECTRICIANS

Electrical Contractor seeks
electricians with 3 months
to 4 yrs exp. for work in So.
Cal. GREAT Company with
pd. benefits, Pd. vacation,
a0iK and top pay. Fax re-
sumes: 877-795-2333 or call
949-362-9423 ext.101.

ELECTRICIANS-- "Bags-On®
Foremen ded; must be
capable of running comm'l
jobs. $25-30/hr with medi-
cal & retirement benefits
avail. Resumes to PO Box
1313 Los Alarmitos, CA 20720

Santa Barbara area.
Highest Pay and Benefits.
Recruitment bonus, Drug

Screening. For more info
Call 1-800-554-3549 ext. 254
ELECTRICIAN Journeymen &
exp asst for residential
work, Must know code.
Good 952%. Call 323-468-9330
or fax 323-462-7746
RELECTRICIAN Warm, friend-
Iy, bright electrician to do
heme services & repair. Old
school company. 525-540.

Call 310-479-7404____
EMPLOYMENT & Classifica-

Join the nearly 500 men
and women who make up
the CYWD team!

CVWD is growing and its
employees can take pride
in kriowing they help meet
the water, sanitation and|
fiood protection n
nearly 250,000 Paim
Springs area residents.

we’re now looking for:

we offer competitive
salaries with opportuni-
ties for advancement, a
generous benefits pack-
age, PERS retirement,
educationreimburse-
ment and much more.

Phone:{760)398-2661
ext. 2103,

Fax: {(760)398-2071.
Email:
khopping@cvwd.org.

r

Familiar with infection
molded plastic parts,

fasteners, springs and
related components.
BSME or equivalent and
proficient in Autocad
inventor.

For immediate consider-
ation, email or fax resu-
meto:

Lighting Technologies
international
employment@

tion/Compensation Manager
CSULA University Auwxiliary

implementation of universi-
. A sl ArAATIMES 0

Services Inc. seeks an Erm-
Shmemont & Classification/

"

Ed

2.
Wi



. based in Corp

S E e SoERliE LOMPl-
ance Dir, repcrtg}?. to- VP,
ice. Re-

rTeme—
For mfr; commercial & -

J0ns or Certifications.

- based R.E. Dev. Co.
ks exp. indv. to func-
n as Director of Muiti

DERON
PROPERTIES CORP.

Send salary hist. & Resu-
me 323-556-6621. www.
decronproperties.com

F 0T COomp 1Ce |-
oversight, auditing, & train-
ing in 12 states, Reqs 5+ yrs
Sec 8 & Tax Credit, Supervi-
slon of 6 staff, 3+ yrs
supervision or sr. compli-
ance audit exp reqd. Some
travel w/ excellent oppty
for advancement to Compli-
ance Officer & industry

“orking. Good benefits,
¥: Mid $60-$70 DOE.
Ted: College degree,

wnal Compliance Desig-

3x 323-432-5038 Attn: 123
or email employment@

alphaproperty.com EDE
B wegemsa-rzs- :
—_— T VIR

S.yrs exp in all aspects
of quality engineering in.
an 150 9001 environ w.
extensive customer in-
terface. BS/BA deg wy-
quality engrg certifica-
tion preferred. Great
benefits incl med, dental
& 401k, Resume w/ sal
history to HR Mgr:

12827 E.Imperial Hwy
- Sa na FeSprings,

0670
Fax 562/944-7238
wmorrison@
reinhold-ind.com
Web LAS66740

aerospace industry. Min §

[ starter

mfg, 1ISO/AS9100 and FAA
compiliance. ARP license
preferred. DMIR exper a
plus. Competitive comp
& benefits. Cover letter
&resume:
deolton@pemco
engineers.com
WEB LA551240

Quality

M
Vv s Py

Large, well-estaEiished Mg-

mt Co. has 2 immed. open-
ings: Asst. Prop. Mgr. @ 151
Unit Apt. Bldg in Upland, 3

req’d, Hourly wage plus 2
bd apt. Prop. Mar @
space moblle home pk in
orwalk. 3+ yrs mobile
home mgmt exp req'd,
Hourly wage, plus free rent.
Must live on site, Both
positions: superior skills in
cust svc. tenant relations,
Prop operations, lease ad-
min & finan reporting req'd.
Fax_resumes to (310) 314-

2453 attn: Human Resourc-

it polypeptide@pplusa.com or
h LA513550 fax t0:310-782-3645 |
ITY Management
:NANCE SUPERVISOR | P Labs, T ¢

st City Residential
nt., a Nat’'l leader in
Jp. mgmt. skg. Mainte-
nance Supervisor for high-
rise apt. community w/200+
units downtown, LA. ideal
candidate must have strong
work knowledge of elect,,
-plumbing, appliance; paint-
Ing & carpentry, HVAC cert.,
& prepare comprehensive
scope of work/bid pkges.
X'Int. Computer skills & 3+
¥r5. Supervisory exp. Fast
paced environ., high attn.
to detail, multi-tasker
w/team piyr attitude. Quali-
fied candidates, fax resume
1o (213) 627-4872 Attn: H.
Kim or email to
HanKim@forestcity.net.
EOQE. Drug free environment.
=—__= = sayronment,
PROPERTY MGM
STRATUS

REAL ESTATE, INC.
One of CA's fastest
grcwing Property Mgmt.
0's. is looking for TOP
TALENT to fill immediate
openings for PROPERTY
MANAGERS, LEASING
CONSULTANTS, MAINTE-

1
NANCE TECHNICIANS &
MORE. LA County, Ventu-
ra Co, Orange Co. SF
Valley, San Gabr Valley,
San Bernardino Co. Exp.
prafyExint benefits, 401K
& ible Housing. Fax
18-337-2255 or call
B18-227-4777 %603,

PROPERTY
A/R Auditor

for dationwide prop marmt
firm based in LA area. Reqs
1-3 wrs Accts Rec or Gen
Acctg exp in prop mamt w/
knowledge of HUD & Hous-
ing Auth Sec 8 contracts
bifling. Must be comp Iit w/
strong Excel skills, Yardi exp
a +. Good comm skills, self-
£ < & work indepen-

3al: DOE Xint Co.

“-A. based Property Man-
‘ement Company look-

‘ for exp. Prop. Mgrs.,

T & P/i Leasina

+ ¥rs resid. mgmt exp.
134

' Fax 323-432-5038"
-+ G Eiail
employment@

dlphaproperty.com *
OE Web LA4B4165

Aerospace mfr in Chat-
sworth. Must be able to
use all common inspec-
tion hand tools, perform
complex surface plate
setups, use CMM, know
shop math, Exper w/ FAA
paperwork, 1ISD systems,
FAl reports, Excel. DMIR
exper, ASQ CMl or CQT a
plus, Resume:

resumes@yvahoo.com
WEB LAS51241

QUALITY CONTROL SPECIALIST

Req. Ph.D. in Chemistry plus
min. of 3yrs of exp. in
analysis of peptide finished
products and in-process
samples utilizing LC/
MS,HPLC,CE etc. Knwidg. of
CGMP and QA issues is a
must. Pls. email res. to:

WEB LAS77060

QA MANAGER

Fullerton based sov & tofu
manufacturer seeks QA
Manager to supervise and
manage multi-site QA pro-
ram. BA in Food Science,
icrobiology, or a related
field & 3+ vears of QA su-

pervisory experience.

. B55K-§65K annually,
15% travel reqd. Email:
deirdrec@pmo.com or

fax 714-578-2808,

Web LAS76541

BOC MANAGER
Food 0. 5e8k5 an exp’d QC
Mgr to administer Food
Safety, HACCP and GMP
programs. Must be bilinguai
Eng/Span. Must have exp.
in food processing, a de-
gree related to food, micro-
biology or baking science a
+ We offer an xint salary
and bnfts pkg. Fax res.
w/sal hist. to 909.947.2338
QUALITY Control Tech. min 2
¥rs exp 1o test/inspect prodg-
ucts being manufactured.
Record test data & evaluate/

maintain optimum gquality
standards. Send ad/resume
attn: Virginia Restrepo to
Plastics Paint Prod. Inc., 1471W,
15th St Lorig Beach CA 90813
Qua System Specialist
achv co gal goal; ensure AS
9100 compliance & cust sat-
isfaction; monitor product
gal; Req deg in Engn/riat +
1y epx. Will consider wk epx
in fiev of deg. Lgl wk auth
req. Resume/sal req fax to
(949}631-6190, J.D, Lincoin Inc.
Costa Mesa, CA, 92627

benf. 323:458-0080 Hwd
714-363-0854 Anaheim

WebLA17780

recommend changes to]

- ww om e e

EALTY

Beverly Hills Real Estaté

Company has an excelient.

full time oppty for a self-
with ‘pléasant ang
professional personality,
high energy level and excel-
lent phone skills, |

s sa—

+Delivery Drivers:, . ..
+ Custamer Service Reps
» Assistant Managers |

‘Hlexible hours, formwerk
‘atmosphere. Opportu
ty: for 'a_d_vancemen}:‘
Join_the:winning:

at Domino’s Pizzal

experience required, var-
ous duties may be assigned,

environment with excellent
saldary: with benefits & 401k

. _Applicants fax
-to: (310) 712-1735

RECEPT/OFFICE CLERK
‘5FV .cdnstruction co.has
Immediate opening. 15 of-
fice employees. Prev. office

ord, Excel, Med. Ins. & 401K
Provided, Fax. resume 818-
881-3047,  WEB LAS51238
RECEPT./FILE Clerk- for
busy SFV- ofc. Personable/
exp'd. Must be bi-ling $10-
$12/hr. Duties:Heavy
r:_s%nefs-._. ﬁ”np%, n-Fnaii sortin%g.
nfts, op or growth,

gax rest:§18v986-1214 Edi
BRECEPTIONIST-F/T for
West LA law firm. Exp pref
but will consider trainee.
Must bé. professional and
dependable. Type 55+ wpm.
Faxresume (310) 838-5322

* RECEPTI ;

F/T Culver City skin’' care,
cust sve, computer lit,
phones, Engl/Span. Health
ins, Tu-Fri; llam-7pm, Sat, 9-
Spm. Fax res: 310-915-7157

r-a friendly work

man Resources  EOE.

2803 S. Figuerpast: |
= 1371 Westwood Blvd
*2484 Lincoln Blvd E
§*902N. LaCienega. .
* 4238 S. ulveda Blvd
» 10616 Pico Blvd
+5151 PicoBivd,-
* 6051 Hollywood Bivd
" V. sh

71

25 :
‘28155, Robértson .
S e

DENNY'S CORP
MGMT OPEN HOUSE

GM'&Manager Opptys! -

Now Offering a 55500
Retention Bohus!
PRE-APPLY TO:

- 1-B88-6B7-5627.0r - .

ww.amnys.cum‘!cg‘reers_'

AGON,
simi Valiey, CA 93065
Dil;__glnl : 805-526-8954

IN: i

- obs.
APPT/INFO: BBB-
RESTAURANT . ]
Noah's B_Bshfs‘rpeste‘urant

REEI-:PTIIMI'ST. Fast paced
medical office w/busy
phones. Check-in pts., verify
ins,, prepare charts & some
filing. 2 yrs. exp., FT w/bens.
Fax resume: (310) 829-7490

FT. Must be able to h

high vel traffic and calls. Fax
res. (213) 624-4777 Atz Amy,
RECEPTIONIST F/V. Dental
Iab is Jookikng for responsi-
ble, outgoing person with
go0d work ethic. Possible
advancement. 818-841-2256
RECEPTIONIST

Prof upbeat personality. Exc
pPhone skills, excel exp,
ability to multi task. Help
accty dept FAX: 323-923-2320

RECEPTIONIST. Front Office,
Heavy phones, Full Time.
Bliingual is a +. Fax resume:
714-729-(144; Email resume:
Iromo@imed2k.com
*RECEPT. WLA Optom. Exp
a+. Greet patients, hvy phns,

cmptrs, org‘asn?multl-task
bn kg. Immed

Friendly,
opng, Ly msg 818-734-9666
CEPTIONIST / SAL
El Monte Area. Looking for
hard-working, responsible
person. Please call 10am-

Spm.626-350-B830

Janitorial Comp
seeking bllingual (Spanish)
Recertiunist. HR &
knowle

e
Canﬂrogwaa—aan ext. 135

Full Time + Benefits. Reli-
able, detailed,60wpm.Fax
Resume 818-396-2213
RECEPTIONIST
exper Vet Recept. Full/Part
time Friendly & caringé;ax
resume to 818/766-8833
WEB LA551250 e
* RECEPTIONIST/CUST
SERVICE/DATA ENTRY
For Sales and Mktg Dept.
Century City. Full time. Call
10am-5pm 310-552-6522
RECREATION

PARK RANGER

Regular Part-Time position
. with partial benefits.
Patrol City parks,
participate in City events.
Must have xInt. Cust. Svc.
Skills, willing to work wknds,
evenin’gs & holidays. High
school diploma required.
Must have valid CA Driver's
Lic. rea’d and liability insur,
Apply immed! To apply:
Download application &
info: www.beverlvhills.org

City of Beverly Hills
435 N Rexford Drive
Beverly Hills, CA 90210
: 310-285-1065

| RECRUITER/CUST. SERVICE

'den Family Services
in fdission Hills seeks:
RFoster Parent Recruiter
You will: be responsible for
intr th

State-of-the-art Gut' pa-
tient radiology centers
have immediate F/T &
P/D openings: for full
licensed Rad techs. we
offer comp salary, great|
bene pkg and a wonder-

Toni winels Zauirnamant

; ! e y to
:| prospective foster families’

thorough advertising, phone
interviews and presentations

' to business, club and com-

munity: organizations. Must
have a strong background in
marketing. Must excel in
customer service skills.
Above average computer
skilis, including Excel, Publish-

er aqd_ PowerPgint. Bilingual

en
. _NONIGHTS! 7
(We close around Spmil)
Interviewing for GM's &
Catering 'Sales Mgrs,
throughout the Los Angeles
region. Interview Thurs.”
Sept. 29th %am-dpm (NG
. ). @:Noah's Ba-
gels 2231 Rosecrans Ave, in
El Segundo Directigns,
725-9160. For early-consid-
eration, Fax/Email ‘resume
214-222.6510 or
CAL@selfopportunity.com
Questipns BO0-594-7036
1 yr Rést MGMT Exp Reqg'd

RESTAURANT MANAGERS

Immediate Dpening for Res-
taurant Manager at "Worid
Class” San Diego & Ventura
facilities. Minimum 3 yrs.
exp. in catering and food &
beverage operation at Man-
ager level. Salary range is
up Lo $45K w/outstanding
benefits. Contact Norma at
619-556-8916 for more in-
formation. Fax resumes to
619-556-9537 or email to
norma.espinoza@navy.mil
RESTAURANT
great people,
rzalonpurtupn'ies

AGERS
for B&! account in the LA |
area. Related exp. req'd. We
offer a M-F work
comp. salary/benefits. E-
mail: kim.gallo@compass-
usa.com; F: 781-359-9054,
EOE &AA Employer M/F/D/V
Restauran
Non Profit Restaurant

Competitive deli/catering
business seeks Asst Mgr to
teach, supervise and work
alongside disabled adults.
Food mgmnt/cooking exp a
must, High energy needed,
Freq early am, some eve-
nings and wknds. 40+ hrs/

wk. 30-32k_plus superior

benefits. Email/Fax re.
sumes to jobs@mhala.org
or 562.263,3396. :

o o e

RESTAURANT

NOW HiRING!!!

Experienced Manager; Sery-
ers, Hostess, Cashier. Apply
at Bob's Big Boy Restaurant
21090 Golden Springs,
Diamond Bar, CA 91789
RESTAURANT Managers
A GREAT CAREER &
Superb Quality of Life!
GWs & AGMS need

; food
RESTAURANT & NIGHTCLUB
GENERAL MANAGER
upscale 5panish rest/
nightclub for our Riverside
store. Min Sg’rs expf. Salary
+ bonuses. Please fax res-

860-0387

ni-

| B 2AHF doges check em-
RESTAURANT 1

B8-597-7387 1, |

How 2  for
. @ EXperienced,. reliable
| .{n viduals to join- our
eam. - L ;
®We offer great oppor-
-§ tunities for growth and

growjhg retailers in: the |
ni g idoals inter::
R ted i holeN I e
OpPpOrtinities -in " our - fast
paced and..energetic work
environment.-_ 3

© My uscegar
© ol customertr

Foréver 21 is- one OF the |
‘most:dynamic.and rapidiy:

We are NOWHIRING for ou‘E 5

promation. - - w and exciting Forever 21
‘®Must ‘be-available to “Etre in-0ld T e
worka flexible schedule | FoLGeps 51078 in"0d Town
includin % [k % :
[ ®We offer a broad ben: b o ine
efitsi pai e. Paid-va- §

Rl Rcation & sick time.§1 - GRANDU’PENNG
401(K) w/employer con- !

tribution.

and

‘Ployment nistn_rfr
nal back--

onducts a crimil
around check

Oni site interviews will be
conducted on the fol-
lowing dates AIDS
Healthcare Foundation
Admin ative Office’

55 W. Sunset. Blvd;
tFoor i

Wednesday, 9/28: 9am-
12pm /2pm-Spm
Thursday, 5/29: 9am-

' 92pme/ 2pmi-Spm-

3y also apply-on
line at’www.careers@
aldshealth.org. For
more information about
this and other positions

RETAIL
Amaol Electronics,
inc. (Http:/7 .amai.com)

Www

5 offering"good _sabar? &

‘opportunity. for gualified

ganuldates for below posi-
on:

Offi Ao tant
Take-care of office staff &
phones calls,

Senior Account Manager (2)

One is for presenting Amol
cellphones to Carrier
{Verizon, Sprint, Cingular, &
T mobile), whichneed '
very strong relationship
with them.
One is for presenting Amoi
LCD TVs to Big guys (Best
Buy, Circurt City, etc.) which
needs veryh'strnng relation-
ship with them.

Job loc: Cerritos Business
Tower Center; CA 90703

Pls send your resume to:
Jorge.zheng@amoi.com.cn
SLSE-Zhen3@amoi.com.cn_

g American Cancer Soci-

w/salary history to:
Human Resources,
Attn: L. Tempel
500 K. Victory
Burba
Fax: 818/841-3090
Lisa.Tempel@cancer

WEB LAS51237

ETAIL
& Consultants

AHred Angelo, leading
co. in the bridal/formal.
industry seeks Mgrs.;
Asst. Mgrs. & Consuit-
ants with retail clothing.
‘exp. We will train in
bridal. Salary, Commis-
‘sion, Bonus, Benefits.
Call. Rebecca 310-657-
9201 or Fax 310-657-
9207. LA, Orange Co,
Inland Empire, San Gab-
riel Valley; Lakewood |

| = Sales / Stock Associates

Help make'a difference! i

. NOVEMBER 200511 - -
*Co-Managers .
* Assistant Managers

* Visual Merchandisers

We offer completive paf\;a'
health, dental, paid time off,
professional working envi-
fonment. and job specific

!I’ID_W- seeks ‘up

@Y * Sk

NODIPERIENC
* NOPROBLEM

One of the Nation’s me
progressive auto d tvaalt
o
highly motivated Péop

- EARNING POTENTIAL
- 1000+

TIME SALESPEOP
RECEIVE:

» Fantastic Eakning P
tential & Bonus Plan

+ Professional training

= Health & Dental Plan

+ 401k :

* Vehicle Purchase Plan
and much, much more
We have contracte
with & leading sale
trammg CO. to provic
You with the trainin
and confidence to be
great success.

training for possible .ad-
vancement opportunities! -

JOB FAR.

- October 4th: 2pm-7pm.-.
October 5th: Sam-6pm .
@ Sheraton Hotel Pasadena
:303 Cordova St., Pasadena

Please fax.or emall resumes tox

FOREVER 21

Fax: 213-741-5161
_Careers@forever2i.com .
RETAIL BT

ys

Fry’s Electronics, one of
the leading retailers of
electronics in America, is
looking for high qluaﬁty,
career-minded people who
would like to join pur team,

Fry's offers competitive
compensation, benefits,
associateé discounts and
offers unparalleled career
opportunities,

Fry's is seeking;
Retail: Full Time, Entry-
Level to Management in
the following:

Computer Sales

S0 re Sales
Auvitio
. Video Sales
Car' Audio Sales
TV

f

Tms NS
. Customer ice
&rMﬂJl‘iS‘lﬁll +

mwirhls 3

Loss Prevention
Appiicant must apply in
person:

7 Daysa Week BAM - 8PM
1901 E: Ventura Blvd,
' xnard, CA

Fry’s is also offering: Part-
Time positions in Sales and
l'.‘.u_starner_ Service at all
Fry's locations.

EOE

LA,
Pharmacy and cafe
hiring motivated and
friendly full/part clerks/
cashiers. flexible hours.
Training is provided.
Bilingual preferred. The
business location is 4562
. Cesar E. Chavez Ave,
Los Angeles, -CA 90022.
Please call Marvin at
(626) 272-4374 or fax
resume at (310} 537-2116
or send your resume to
centurywoodpharmacy@

ahoo.com ]

SALES Route Driver Provige
sales, svc, stocking & deliv-
ery of
on est. route. Base+comm.
Fax 818-765-0686

‘| MSALES GENERAL MANAGER |
| ana

| Evewear Co.
bilingual pref. Salary +
comm. Fax res: 626-350-0978
SALES - "Seeking ATM sales
outside rep/locator. Com-

900ds to customers

SALES REP for El Monte
. Exp., college,

mission only, set your own
schedule. Call’ (B&6)
7-3462.% WEB LAS31221

ume to: (858)

AFET I s

Interviews Two Days Onl
Mon. Sept. 26:%
Tues. Sept. 27
9:00am-6:00pm
HARDIN
GMC Pontiac Buick Hong
1321 Auto Center Dr.
Anaheim, CA. 92806
No Phone Calls

Dress for interview
WEB LAS26001

=

5

_ CostaMesa
Best Sales Job jn Or
ange County. Grea
ground floor “opportu
nity to work for th
fastest growing busi
ness brokerage in th
nation. Large commis
sions on large sales
Will train. RE licens
req’d. Call Mike Cahil
at 714-435-9550. Lool
atusbizcorp.com.

FNB

Web I.Mt;'ﬂ 0

- Team
Managing
Industry Leading C
For Self-Motivated
sales team of 6
f you are!
A Role M
Outgoing
Consisten
Reliable
Confident
Money M

Competiti

Requirment
v' 6 Passenge

v/ Valid Lices
v’ 21 years of
6 Hou

$900 - $120¢

** Bxtre

DONT
ONE G

e

NERANSENNS




RO U UDSO
Fuli -Chame Bilmgual Book-
keeper- Dwnspot, Inc., a web-
site solutions provider in Los
CA. seeks Full-Charge

Ang i
Bumguai (Horean & English) |-
Bookke: to record busi-:

ness. transactm and compa-
ny's business activities, Two (2)

¥rs. exp req’d. Email resume’

to ownspotiobs@yahoo.com

BOOKKEEPER wanted for a

real gstate mamt company.
(818) 901-B8O0; Fax
ae: (BiB). 901-B877;
- wcico@yahoo.com

oOOKKEEPER- P/T 20-30hrs.
Quickbooks exp.
' Breptwood area.

Fax resume: 310-626-8002
BOOKKEEPER. WLA Business
Management Firm. 2- 3¥rs
exp, Datafaction exp pre
Please send all inquiries to:

iller@ags-la.com
KEEPER,; m_LBHAﬂGE.
3 yrs. exp. in textile/
drment. Fax resume:
¥ 213-748-6555.
jake@melrosehome.com

* BOOKKEEPER %

for SFV CPA firm. OB & Mas
200 exp a plus. Fax resume
to: 818-786-4271
) BOOKKEEPER
Full charge must have
Quick BOOKS & rest exp.
LA Louisanne Restaurant.
Call 323-309-7684
BOUKKEEPER;"ADMIN Asst
3+ wrs exp in bkkpg & gen
ofc. Must know Quickbooks
& Excel. Fax {818) 728-8401
or call Rudy (818) 728-8400

For more Bookkeeping
jobs, go'o:
“tareerbuilder

latimes.com/careerbuilder

's]

BOH-DYI 1. NU FRAUNE
LLS PLEASE.

Web LA17775

Uerical 1
2 ‘part time positions
availableimmediately for|
office assistants to help
and offer support servic-
es within a nurse staffing
company. Great position
to gain experience,
Please fax resume to
Heather at 323- 951:1:156
or e-mail
hsnow@nrnservnt.es com

23]
HRN-i:-

HAN SERVICES INC.
WEB LAS29043

Clerical Typist
Typist needed for FT 24/7
text messaging service.
Must be reliable, all shifts
avail. Min 45 wpm. Bilingual
a plus. Chat room experi-
ence preferred.

« Excellent Compensation

= Bnfts avail./Pd Med & Dental
» Pd Vac. and Sick

« Exciting Korea Town loc.

3333 wilshire Blvd
betw: Vermont & Western
Call 213-251-0049 for
more info 9am- 4pm
Web LA484001

CLERICAL

Administrative Clerk
Salary RBI:I?E- 35K-56K-
Seeking clerk/receptionist
to support office staff by
performing a variety of
routine clerical duties -
filing, answering phones,
typing (55 wpm); must be
computer literate and profi-
cient with Microsoft Office
Suite. visit www.lomod.org
or call 213-252-4256 for an
application. Applications

BUSINESS Development Ana-
lyst (Torrance, CA) Evalu-
ate/advise research/ana-
Ivze operations per-
formance, costs, pricing/
promation of products, and
trends. MBA and related
exp. Resumes: Essen Polym-
ers; Inc., 21515 Hawthorne
' #620, Torrance, CA 90503
L nec salary+commision.
Great Opportunity! RPV
Call Dave (310) 521-9500
CABINET Company. Estab-
lished 25yrs seeking
Cebinet Assemblers
Good pay/benefits.
Call Izzie B00-570-7336 x10
CABINET. High end custom
cabinetry, own handtools,
radius & veneer, WLA area.
10 years exp. Call btwn
7:30am-3pm 310-680-1032
CABINET /FINISH Shop help-
er. Cabinet exp, Heavy lift-
ing, standing. Good pay and
benefits. Apply 8am-3pm
310-756-0170 Web LA4B84173.
CABINET Detail/Proj. Mgr.
min. 2 yrs exper. on cabinet
ware or cabinet vision, Call
B18/252-5797. Fax res, 818/
252-4898 WEB LA551224

% CABLE TV INSTALLERS

20+ POSITIONS AVAIL.
Digital & Data. No xp. nec.
Will train. Must have own
truck & valid COL, reg. &
ins. Background check &
Drug test. L.A. & O.C. areas.

Call 9-3 (714) 505-8722
CABLE: Technicians. Modern
& Digital Telephony. Truck/

Gabriel Valiey Area.

sUYER/COUNSELER
.censerequired exp not

::03 6700. Lnng Beach/

must be received by Oct. 21,
2005 at s:on P.m.
Web LAS66647
CLERICAL
Administrative Clerk
Salary Range: 35K-56H
Seek-ng clerk/receptionist
to support office staff by
performing a variety of
routine clerical duties -
filing, answering phones,
typing (55 wpm); must be
computer literate and profi-
cient with Microsoft Office
Suite. Visit www.lomod.org
or call 213-252-4256 for an
application. Applications
must be received by Oct. 21,
2005 at 5:00 p.m.
Web LASE6647
CLERICAL
Administrative Assistant
Growing Collection Agency
based in Los Angeles seeks
Adminstrative Assistant/
Receptionist; interface with
Ciients, route phone calls,
light data entry, Load Cllent
files into Host system, type
40+wem, filing, mail pickup
and dropoff, light 10 key,
MS Word, Excel, PC skills.
Salary DOE. Call 323
935-3000

Web LASS0008

[CLERICAL/ADMIN. |
Office Admin

CostaMesa, CA
Business Brokerage.
Great ground floor op-
portunity. General of-
fice tasks; phones, fil-
ing, data entry... Com-
puter exp nec. Previ—
ous office exp req
call Mlke 71 4-435%‘550

Weh LA1 7769 .

£
] wn‘g-so Ct:tswonhf
/San Gabriel Valle

No exp req. Need Own t:
van. =Peter 310-864-7525

CLERICAL. 2+ yrs ofc exp HR
w/ADP. Must have good
written & comm skills. Word
& Excel, Type min 35 wpm.
5361 mexanden LA 9

Fax 323- 837-2

person|

req'd. Training prcmd

misslon average SMO-S'.-'OO!
perweek. Call: 310} 543-2951
CABLE TECH INSTAI HSD
INTALLER needed. immediate
openings. Own Truck. All areas
g:agg_utnem CA. Cz2Y 1-877-793-

CABLE-CATY
: Installers for video and
%Sl in LA/OC area. Own

ar
wuck & tools. 714-630-6174

" Los Angeles Times Classified |

.

CLERICAL - MadI-CaI Screen-
ers. Hose, setting Bilingual
Span. a MUST. Will train.
W.LA or SF Valley Fax res
818-783-7186 Web LASB1171

CLERK/RECEPTIONIST Min
2yr exp. Type 45wpm; 10key,
comp exp. Heavy Filing, F/T
Mon-Th 10hr day. West LA
Fax resume 31 0-472-1872

CLERICAL ASSISTANT.
Exp’d. Bliingual Spanish.
HMO follow-ups. Whittler
area, Excellent salary.

Faxresume 562-943-8672

CLERICAL: See Display ad
under “ADMINISTRATIVE”

SELECT PERSONNEL
e

10215208 3547 n L

e

o e s gy e
pliance Supervisor to

pro-
-| vide supervision and staff

assistance- to the external

| Prevailing Wage Compliance

program. Req 4' yrs of exp’
perforrnmg duties related
1o equal- opportunity “and

-| ' wage compliance investiga-
.tion and

enforcement and
AA Degree from-an accred-
ited college or university
with major coursework in
busi public

“tion, socioclogy, or a related

field required. Knowledge of

compliance investigation

and audit methods and

| practices, redevelopment

Process as it relates to the
development and enforce-

ment of external equal |
opportunity/affirmative |
action, wage compliance, |
inority Business En- |

and M
terprise programs as well

as construction ihdustry |

and trade union practices.
Posting/application and
supplemental questionnaire:
on-line at www.crala.org.

Send app, resume and |
supplemental guestion- |

naire by October 13, 2005
to CRA/LA, Attn l'l R, 354 5.
Spring_St.,

90013
MIEDE.WEI)LASSG?SB
Compliance and Quality
Man oiel Express, LLC,
an international freight for-
warder in Garson, CA is
seeking a Compliance Man-
g'_c‘:ﬂer to wersrga quality con}

ctl\nﬁes, ew/analyze

draft/negotiate all contractu-
al agreements’ and ensure
performance of terms, Mini-
mum 4 years experience
required. Bilingual Korean &
Engfish Emai

om
Computer
General N

$3,203-$4,203 /itivnth

of Monrovia

Install, upgrade & mainta
dept. mmputer hardwal

5516 for appﬂc‘aﬂ on.
City of Monrovia
415S. vy Ave.

Eot-closes.al’ieplm

for Medical Groiip -
Applicants  with Health-
care background in com-8
puters preferred. EHR &
plus, Excellent salary and
benefits for this exciting

opportunlty ref;
and istory tox RFinn.
Avenue,

&, CA, 9251,
Fac(951)274-3411 or
emalk £

For business staﬁm‘g!

consulting co. M

exp; or BS& 1yr exp

Send resume to CMD

M mt I.‘.Orp, 11010 E.
sta Blvd. #200- Cer-

nto‘s,CAQO’.-'IJ

WeblA17750

SR e Rt
5 ni g

Software {Software
geg i . Unix, Orarjeé
atabase programming,
iti-dimensional technology,

ol oGy,
Los Angeles, CA Apply at

c Communications,
or FAX

TeleP:
jobs

COMPUTER PROGRAMMERS

2 contractors/1 permanent.
®Microsoft Visual studio .net
®Microsoft SQL Server @
database design
*Web BesTgn in .net
Located N. Orange County.
email resume to:
shwié .com
COMPUTER Information An-
alyst for an IT consulting
services co. Apply to Terri
Hill, email in word format
only to mhis54@apply.
maxhire.net & reference
position: EDC-05. Sierra
Systems Inc. 400 N. Conti-
nental Bivd.,#300, ET Segun-
do, CA 90245

COMPUTER.

PHP PROGRAMMER
Internet Web Hosting provid-
er seeking experienced PHP

SOL exp a plus, Email resume
to careers@omnis.com.

Technicians *
Fast paced L.A. IT co seeks
highly motivated Field Svc.
Techs, A+ Cert 3

& Apple.
Email: hr@areyjones.com

COMPUTER
Internet Web Hosting pro-
vider seeking customer
service agents. Candidates
MUST have Internet exp and
be fluent in written and
spoken English. Emall resu-
me to hr@omnis.com.

Computer Software Engineer

[ oenien sebiens g
. n

develop Java based rules for

enterprise customizations

test in Java/J2EE environ-

ment. Fax Rejesh {323)456-0405

ER
OC Fire Authority
re Autho
-$5,366 EED
Www.0cfa.org Clse10/19
_w
COMPUTER Software Techni-
clan/Consultant to instalt &
suppprt MAS90/200. Exp.
req, $50-70hr contract. Fax
resume t0818-362-2425

For more Computer
jobs, goto:
“tareerbuilder

latimes.com/careerbullder

COMPUTER.

Win2003 network enterprise

for desk , data-proc
Ommunlca ions. Maintain
all ofc equip. includ. tele-
communications. Mail Resu-
me: POBx 60018, Arcadia;
CA 91066. Web LAS11151
CONSTRUCTION: EXPERI-
ENCED CONST. SUPERVISOR
for multiple projects, must
have hands on -:xgerlem:e
in type | & V, and thorough
-knowledge of Building Con-
struction Procedures, Cl\rll
Engg bkod preferred.
resme 10323 554 3049.

*CONSTRUCTION#® LA & SFV

For public projects, Neéd:.
*Project Managers
*Superintendents+
+Project Engineersx

*Administrative Asst.&
Fax res B818-757-7272
WEB LAS81162

CONSTRUCTION

Project Manager Assistant
- asst with mamt of large
electrical construction proj.
3+ yrs industry exp pref.
Rspd to usmlthasascn.com
or fax 800-659-6

"CONST. Com marcial GC

(‘.ONST‘RU ON
SSUPERINTENDENT &

Experienced, for WLA Apt.

Bldg. Fax resume/salar;
requirements:310-820-8080

+CONST. MGRS /SUPERS*
Cust. Westside Homes, Solid
Exp. Responsible team play-
er. Fax resume & sal req.
310-656-7907 web LAS66370
CONSTRUCTION

INSTALLERS - WINDOWS
Exp. Lic pref. Emall resume:
Call 310-466-6162
CONSTR Tractor Operator/
Backhoe / Bobcat. Class A
driver’s lic. Aiso Concrete
Laborer. Full benefits.
Call 310-327-3454
CONST. Asst Super for Multl-

FamTIg proj in. Pasadena.
Must ave 5 yrs exp In fleld.
Brfts, Career Oppty.

Fax res (626)356-5021

CONSTR. T
for security, audio/video,
structured wiring, central
vac, Fax: Sean 949/367-
9371 or Call 949/289-4644

CONSTRUCTION: Pro). Adm.
Asst. Expd. in lien notices,
const, contract, & bkkeep-
ing. Word & Excel a must.
Fax resume to 323-254-3449,

ost-
mg,lllmr Close atany time: :
Wi jacaus: |-
———— |

Certufle:l traffic_signal
-Welectri

‘| tions. Foundation:

Raminister |

sqaL & Access data base |-
software. Technical suppor;:' f

. un ﬁgns-.mcn PAAMILAN ALY Y OR

Web LA-SG‘]S?B,

mgmt. - Min.
xpeﬁence Fluent 'E
glish & Spanish
318-625 0420 Geri

WebA17757.

Public works project,

cians, equipment
nperaturs;laborers
H213-a80-8401

WeblA17786
~ CONSTRUCTION - CREW

Exp'd. concrete.crew need-
ed for residential projects.
First & second smnr ?F -
at
work. Will mnsiﬂer llc sub
contractors or payroll crew.
merford Constructio
11713 E.Washington Blvd.
Whittier, CA 90606
(562)698-0571
A . General Construc,
-€0. is-seeking for exp'd.
“framers, drywallers; plumb-
ers & gi
-constructiol Sho
-have tools, &uepmuable
“refiable transp. Send ref
.\enm & contact info by
8-990-0612.

1562:997-
J11- 856 550-4343

'PPDJ:-MBI‘.ZH&IU Super.

uld

u'

er-.
ax’

Want strong builder & !ead-
er capable of running hi ?h
- profile & complex jobs. Min.

4 yrs. recent exp. Xint pa-

perwork & commun, skills.
Rest/comm’l/condo exp. a
plus. Faxres, (323) 467-8327
*CONSTRUCTION SUPER.
0C GC seeks super w/10+
wrs. retail/comm’l ind exp.
sched.
Strong written/verbal skis.
Disciplined-maintain daily
logs/cost controls. Xint
bnfis.FaxresBea:945251-1333

CONSTRUCTION G.C. has
opening for Finish Carpen-
ter. Must have own tools
and transportation. Self-
starter, Able to hang doors,
do |aminate; misc. wood-
work, Fax resume to:
909-305-2090 Web LAST6547.
#* 4 *CONSTRUCTION* %%
Heavy Equipment Operators
needed! CAT Haul Trucks,
Dozers, Excavators. Exp'd.
CAT Mechanic also ne
*Benefits* Call: 909-625-5354
CONSTRUCTION

* Coment Mosons Wanted *
Finishers, Formsetters, Curb
& Gutter. Prevailing W

| Full Benrts. 323-771-0851
CONSTRUCTION

'SUPERINTEN
DENTS for new apartment
construction. EXP NECES

SARY! Sala Call T

818, WEB LA516995
Construction Proj. Exec.
Healthcare. New Hospital.
Min. 15yrs exp. in mnstruc-
tion or architecture, Sal to
$155k. Fax res 818-385-0097

CONSTR

10-12 needed. Exp in Elec,
Plumb, Ca?:haﬂ man Svcs
for LA/OC Cnty. 562-984-7690
CONSTRUCTION Journey-
men, carpenter with tools/
truck, extensive exp [n
concrete decks, WLA
§18-974-4606/618-205- 9000
CONSTRUCTION. All Posi-
tions. Concrete, framers,
wireless techs, laborers &
electricians. Good bnfts &
pay. Fax res B18-255-0377

CONSTRUCTION

CONCRETE I:IJ!CTII.M:TBR or
PROJECT MANAGER

‘Bulld retalning walis from

0-454-5238.

drawings. 31

CONSTRUCGTION §12-$16/0r.
Wallpaper removal. Wil
train. Xint -work history,

resume 818.716,7263

In print. Online.
Your future is hers™

Place an Ad Online

e':m:Ta s for new |

detalled and ethics req. Fax |

*Strong CPRand First Ald
«2-3 months duration for

| Night Shift

“For more information and

. ;apphcatlun procedure, call-

3844, BE&K is an equal

8 opponunityemgwer;
i Web LA598963

‘WMin.Syr Exprin Cmmrd

tenant Improv/ Rstrit

|llCnstr. Salary based on

exp. Fax resumes
(909)627-3672

WeblA17784

mns'mur:nuu
Commercial Door Division In
Search Of Shop Worker

‘CALPLY Door Systems - Las
-Vegas is in search of exp’d.
shop workers, Commercial
Door exp. mandatory. Bene-.

‘Looking for Journey Men'
chemcial

-ard & SSN. 340 W, Compton

vd; Gardena, ;CA 90248, PH
10-538-9991 Fax_310-538-
9992, Mon-Frifrom 7arb - Spm

-Manager, Prwect. En
‘Superintendent. Es
South. Bay Canrnercln L Gen-
gral Contractor is.looking’
or the best and the bright-
est, Competitive salary and
benefits: Fax resume &
salary req. to 310. 640 2907
wE.BLAE-S 176

CONSTRUGTIDN
EXPEEIENI:IED CONST.
MGR for muitiple Drom

1 & V, and thorough
knowleuge of Building
Codes UBC & City of Los
Angeles, Civil Engﬂ bkgd
pref'd. Fax res 323-254-3449
CONSTRUCTION- Cold
Storage Contractor Seeks:

Exp, Profl, 2-3 yrs. Exp. Seif-
starter to supervise projects,
Crews & laison w/clients.
Fax res & sal. to; 909.517.1885

_fit package includes health

Apprentices.for petrol
& new construc-;|

tion work. Must have cur- | .
‘rentCa, ID'work visa/green |-

=S ELECTRICIANS %

must have hands on exp, in”

TUST. Salary commensur
with experience. Please
resumes to 213-622-520¢
e-mail chume gmh tor

I‘.ONST

Fm;ed Mguﬁshmi

r Systi o
\regus seeks ah !r:'“

project manasier & estil
tor. Exp. In

| doors, frames & hardw
. ;naellnﬂat&ory‘ Competit

commission v
full benefit package. Ple

-| 'email your resume to Ide

aﬂn@m]ply com or fax
4-0568.,

Su,

manaac userateng:
manager/superintend:
for condo conversion pr
ect in Glendale. Mtnlm
Syearsexp.inconversiol
remodeling/ rehablll
tions of garden-style mu
family complexes.
Ema Resum

‘rnw@cadnrprop.tor

Parienceﬂ l':arpente

WX
‘Q@Steel Stud Framers a

Hangers needed.” My
have own tools and ¢
4 masecau?m- 978

WebIA17766

Tamns applicdtions

“indus mal electricians.

'E___“‘._‘_"_"'“f, hi
DNSTRUCTION PI":I]E(_:. da?m. teh‘ninat

fl'lgl

enefits and iub 5
.ﬁt}" Cell’ 310/538-023"
fax: resumie:: 310/538-1
hchi inderson.cc

ON.Carpen

-CONSTRUCTI
8 Leadmen - wanted.

estab LA based non-u
structural concrete coni
tor specializing in par
garages, Great pay & b

“interested parties s

resume to: PDBox 6
Orange, CA 92863

STH.

Swimming Pool
Instaliation Contract
Nat’l leading exercise |
mfr. Own. trk/tools &

lic. Factory training.
upto $20K/mo. 800!‘
7457 wwwiinfinitepool.

CONSTRUCTION: EXF'
ENCED CONSTRUCTION
MATOR & BII:I E\IAI.U!

* Const. Superintendent *
Establ’d., Thousand Oaks
Comm’! const.’ co. looking
for a field supt. Ground u
thru completion. Exp. r
Fax resume to805-379-1794

CONSTRUCTION. Assistant
for local valley developer,
FT. 5 yrs exp req'd, con-
struction exp a +. Email
resume & salaryreq to
cobraent@sbeglobal.net
BCONSTR PROJECT MANAGER
(Not Superintendent) For
LE. Builder. Planning/Tract
Development. Exper. req'd.

Fax_resume: 909-988-5122

CONSTRUCTION

CIVIL CONSTRUWON
VISORS, FOREMA FDRM

SETTERS & FINISHERS CALL
310-212-6378. Fax: 212-53?9
CONSTRUCTION Adm Asst-
MS Word, Excel a MUST
Assist Constr Projec

on site. RestumSTﬂ 0114

*CONSTRUCTION
Exper Oniy- Steel Stud
ers with tools & transp. Call
661-286-3316. Web LA4BAB14
CONSTRUCTION

EQUIPMENT OPERATOR

for nmd!n% Contractor 933
Lawrence t. Haceﬂﬂa, CA

l:thSTnﬂc‘l‘ll:IN Job Site

Super (2) for General Con-
tractor. Exp. in hotel/motel
construction reqg'd. Travel
req'd. Fax res: 520-888-4300

CONSTRUCTION
% ROOFERS & WORKERS

NEEDED IMMEDIATELY!
Please call 323/864-1200

Formore Construction
jobs gutn:

info@selkostructures.com. |

Framers and Drywall Finish-

.hls

emulating quanmz
negotiator. Type | \.',
Engg bkad preferred. Pl
resume to 323-254-344¢
CONSTRUCTION: EXP
ENCED CONST. SCHEDU
for muitipte projects, ¢
ble of reading plans,
thorough knowledg
Primavara, Civil En g |
pref'd. Fax res 323

_—"‘”—"mwmm.amsma

X

Spec. in T.L offic
industrial. Benefits.
5+yrs, Fax 31 0-559~9‘.

*CONSTRUCTION Fuel
Tech with exp In tan!
rncwal Upgrades & reg
Great co. w/xint bnﬂ:
“call Chuck 714/434-999:
CONSTUCTION, Tear

935-1269, Monda)
day 6:30am-3:30pm

Consir, XCARPENTR)

Interlor Finish Wood 5
Instaliers, Must have i
714-638-8000

CONST. Asst Super forr
Family proj In Pasa
area. Syrs exp in fleid
GC. Full hnﬂ-s, Career D

Fax resume: 626-356-9(

LER; mid :
publlc co; oversee ac
t, mo. end closh

tion Interface with
auditor; help w/SEC
Ings; MRP exp, CPA £
Emai! resume: . wwh!
er

| . _CONTROLLER
| Apparel exp.w/strong
ledger & computer
reqd, Fax_ resume ﬂ
l 13]5‘1‘9




cal, envirohmental or civil
“or. consulting: firm in-Ver- ¥

fpr Structural Consulting
Dffi in. 2 Yrs

d:baser Gires |
‘ 1% throughout |
; [

progr
experience as thi
2 to-a-U

ent
lor's-degree LE:
-ab!s_é- combli ﬁgmji of
edutation, training, and
ri . _Position. Is
s

~ ENGINEERING.
_SOILTECHNCIAN ;
Irvinie’ OFfice of teighton &
ASSOC., @ Major playerin the
?lent_e_cnnicjal ‘engineering
eid, needs your skills tD
congict: field density &

moisture testing, soil sanT dig
ptin%'-i&, prepara reportsi | '
Fied | Gess

#Must be Caltrans- Certified
& have DWn Vel cle for Off:
ru?d_use;SmeR resume w.
Salary history to Ref #0536
‘e-mail 1o hr@leightongeo.com,

R Dept,’ 41715 _Enteirprise

ircle. North, Suite. 108, Te
Jcom_No. ph%.ﬁa EDE
MWDV A537455

ersin' westlake Villagé
eeks: Senior.SW Engineers.
jo. design new. Pprof ucts.
hequires C++ ekp i em-

ENGINEERING-
= MANUFACTURING.
. . ENGINEER & -
VALIDATION ENGINEER
© seeouradunder
- BIOTECH -
SkyéPharma, Inc.’
ENGINEER-ENVIRONMENTL.

entrydevel. Prefermechani-

L

Formore Engineerng
“tareerbuilder

Per |
2Tl

"t'ést:s’e AN
best . equipment §°
spriy- maintal gggﬂd

] Health-§

“TNGNEER-SOFTWARE |

Leading: fnfr-of video serve |

| Contrac

T-n. Several -F/T positions

dre available. Eng‘y'level &
v

6C0

ial

H
: e‘i'.am 506-1355 or e-mail al
| .ibv@mail.maricopa.gov.
GINEER . WebLA226178 |
ital Mixed Signal -

L ?r.' u
A¥ e ign ineer ; - .
. Cameron. Health, Inc.; &

“start-up med

ENGINEERING

experienced in
Ext.604 Fax: (213}

)]

§

ome- registered-wi
1 months. Must have con
gga_bl_e-“\mrxwied%e in insp:
ion. of dams; dal 1
an|

) , device C0..
San Clemente, CA is.creats
- [ing the next generation,
implantaple _defibrillator:
‘We are seeking an indiv. :
‘develop..the :ASICS for: an.
‘implantable defibrillatorby.
‘assisting with design; vers
“fication,.aualification and.
‘testing. Reqmis: MSEE:
. tal -& analog:CMOS |
. signal_ proz

'ACAD Operators nceded for |-
‘Leading - Fire & Life S )
tor in downtown. |}

Please call {213)745:6800

‘Req'd - One of the following:
(1) BSME, or (2} ASME &

yrs of related exp. Email |
‘owleri@spectrumtabsicom. -1

i ENGBIEERMG.‘PCB_ME?‘ME
|- €amarillo servo.-ampl fier.
_mfr. ‘have il 2 yrs exp.
> ‘w/PADS/POWER PCB. desion:
-+ | Must understand
AS: elec deg:a +. Rest-Attn
PGB Designer-: .. ... - -
" humanresources@: - -}
B-M-C.COMOr. . - s
T fax 805-383-1838 i
Web1LA154034 i

iduals.
745-6836.

ce (Tarzena).

- ':'Eitp'. Prefer. com|
| Faxresume to: 81

Mirn. 2 Y
guter exp.
-668-8596

tatimes com/careerbuider |




L“'”MIN%WWE

L85 2 unas:Dry: San: !
CA/COI 536285 907y miey

tnﬂnienw-.in-.\vq_g- - PWrPt

ADMIN. ASSISTANT /TRAINER |-

K N%Iingu_al.l—:ngﬂ‘iet‘namese_:
n; Profit Org. is looking

for an AA/Trainer for peo-
plel/disabilities. Computer
Ut Bnd Clerical Skills Reg'd.
Exmail resumes to Thadiyi@

lifestepsfoundation.org or INISTRATIVE

ix (310) 301-7004,
Administrative Assistont: /1 | ADMIN:
oY ministrative sup-~ s, Must
ort i Bndagk ‘SRl T | Need Ho0e comes

) : Community:, 2vr exp
of related; Resume: Wilshire
angoage. School @ 3200 [,

istiice BL, #1201, LA, CA 90010 |
ADMIN/PR Really grt posi-
tign.in Pac Palisades. Wilt
train; develop. and reward,

Xintyping skis a+, Call: 310- | Front desk appi
454- eb LASESsNY |- SKills, 'Ofc HR and BA pref.
e R - Faxresume: 310-207-6621

A
74 | Sta

" Email:

- ADMIN/EXEC ASST/SECTY:
Presentable,charming; |
Front d pear. Writing’

TRATI .I’ET
Asst: College Cou
.m#; Irving/Dlamon
‘offices. Exp. pref'd.:S
ling appts,, phone
iep @aokcom

ADMIN ASST/RECEPT PT |/
Phpnes &.computer: req. 2 |
yrs'exp. Coll. degree pref. |
Ehatsworth ph 818-407- |
4890 .x102 Web LASB1172

Fax: 310-455- 31% .Mra“w"."
ax: 31 or-em-
“ploymentmedra@aol.com .

\{DMINISTRATIVE ASST. DMK

TIVE:

: q : +4:Al
OADMINISTRATIVE ASST. |2

for fast ‘paced cornpany i

Chatsworth. Fax resume to:
... B18-998-0595

Proficient in MS Office &
ell organized: Const. of-
fite exp. a+, Fax resume 323-

* 254-3449, Attn: Design Dept.

A

struction- bacl

WE
dmin. Strong AP/AR &
computer skills-req'd. Con-
und a4 | F
Fax resume to: 818-222-7996 |

] !‘l :‘.-.
100’s AND 100’s

\\?DLnﬁMD"gngO.{ﬂNcgne
OF OPENINGS!!! [EEus
Fax resume (310)

Augm /OFFICE/PERSNLE ||
»  Luxury;-Exec.Ste: in:
Brentwd. endly -

paced, Some: exp rad..,
.Fax:310-312-4895.510-$12h

The Nation's ‘Largest Mortgage Co,

-Tieeds sharp candidates Jooking " to

¢ LOAN FUNDERS

| break into the mortgage/banking i
~industry. We will train! Positions pay jobs, goto:

- up to $16/hr. Various AM and PM shifts Soeagtis bt w2 3. N
available. Current openings: ﬂfeﬁbullder .

¢ LOAN AUDITORS

¢ LOAN PURCHASERS

¢+ CUSTOMER SERVICE

¢+ FUNDING ASSISTANTS

- College grad prefd, but.not required.
ntry level candidates encouraged to
apply. Positions located in ‘West Hills, §
Simi. Village &

Coord
rgs. Represent. |

recruitment & adrmis-
sion activities of graduate

| Stort 5530 i Ne ek |
Cdoa e eke nec.

o
& fast. | | talented;

‘Minimum 12+

" projects. Nu
illage design-ofier

oy | ARCH & ENG Eost Sie AE

dership i designing  the plac
DUr prominence a-
enthusiastic -archi

MEerous

s 5
B mun . skills.: Com;:
lete. compensation ang
nfis pkg, Fax: 310.396.6441
ARCHITECTURE: F
. ' DRAFTER
Arch Drafting on
v.2000 or higher.
owledge . &+. Fax
me (323) 254-3449, attn;
ignDept.- - .

/5. yis. .
:l-Auto CAD
-} .Const._kn

Firm seeki
| 5Yrs Exp.C
Exp..

raphit, Web Designer. -
Pacific Coast Construction

Fax323.660,4746 ,
ARCHIT_PRDJ EXEC. Health-
care. See ad- ay under

‘tod
: |: CONSTRUCTN%818-385-0097

s and buildings
itects 1o join us

PROJECT MANAGER

years

‘Minimum 8+ years experience in concrete or
L in mutti-family

experience .in_ high-rise concrete Of . WOO
redominate experience in rﬁuili-fmty?esiﬂemiaf. seniof living or mixed use
‘cominunication skills, a team ori i

Must be a leader and able to man,
* . JOB CAPTAIN

or single family res

dlls, 'a team orientation and an innovative portfolio. CADD experience required.
*  PROJECT DESIGNER
10+.years experience in the desi of multi-family high rise construction
|| be-able to work in a team sefting and have good communications
: :m_sbéﬁ_enoe required.
{2 . CONSTRUCTION PHASE
_Ml_rfn'mm--‘!_o-.- years experience in ¢

Architectirg - 7]
Exp; Auto CAD/Architect, -

ational and Imernational level. We zexmﬂn
assignments, ranging from urban Ezation: 10 i

challenging opportunities for several talented archit

orientation and an innovative por expected
age several projects at a time. CADD experience

wood construction with predominate
idential projects. Good communication

onstruction administration in concrete or wood
on, including reviewing shop drawings, respond

ng
» well organized with “communication skills and ‘team

subs, SIJ'P'PIIers;.a_ yrs: Mi
‘exp. Strong des: sensel -

" exp.
Sr. Int. D

b}

‘sketchg & AULOCAD:
travel.” Emall
Rzamt L

opening- for a Job Captai

in L.A. Resume with sala

history: 10980 Wilshire Bi,.
LA, CAS0024 Attn: Employ-
-ment ofc. . www.rbbinc.com
ARCHITECT. Dakland A/E
firm seeks Proj Architect &
Designer w/ Federal & indust

Dject exp. Send

RBB Architects.ing;: has
pai

- #400, Dakland, CAS4612. .- -

-kltigefﬂ'rcﬁtﬁcﬂ:co‘ .

-nnc;;gfgtgnm; JOB.
CAPT n.2yrs Autocad,
type. V,. {-‘igh end _custom
residential flrm in' Manhat-

i

ects;

use projects.
portfolio .

Sl cAbD

ing to AFls and

-. iﬁweq;«;pmse-.i
{'Keara 10/2

i - Drg.. skills,
‘Procurgm g:'t,_' nand

CAD pref.,
resumes. to: |-
r COMm Y

tan Beach. Fax: 310:318-9400 |

% irf“n_ Tare & high

Th
‘esslonal, we're

i
UTOMTIVE :
S_ayaﬁe'BMancaw
,qfég._s_le fastest g

Xint benefits includi
Fit-sharing.: Will:
:relocation

pr ndresome tos | o
TranSystemns 180 Grand -Ave |

: patasiore | .8
4 3 mﬂwzﬁﬁﬁw | shibseoks 6

ASECERTIFIED-

Experienced iecha

very busy shop. Top
great. benefits. Ca:
542-0900 Exi

310y
Fax resume. to (310) 7

P
benefits,

pald vac. Prior expe:
 Fax resume to:310-79
Or cail < 1310) .54

§ S0. BAY CHRYS-JEEP-

% SALES MANAGES
._Land Rover Mission
isgrowing againl Sale
ager position open. |
lent pay. Great efil
ury experience a piu:
Anthony for detai
1949) 365-8750
AUTOMOTIVE

* ASM %

Strong ASM Mz
New owner of Bever
;grmdtvl:ants tgglve as
the shot he's jooki
Call: Nell Okun- 310-27

__ AUTOMOTIVE
% SALES MANAGER
New owner of Beverl
Ford |s lmkin? for
plaver. Call: Nell Okui

A r 2 . 276-3673 The right p
oven experience in preparation of contract documents is a requirement. SAUTD MECHANIE/:
INTERN v location. Profeds
" i VI . P r

Professional or Masters Degree in Architecture with a minimum of 2 years experience in || XInt pay/work em
rete or wood construction in multi-fami ‘or single family construction proj Benefits. Brian 310-47¢
Miist be able to work in a team setting and have good: communication skills, . AUTD MECHANIE
i T juired. . Experience required.
s pay. Arcadia_area. |
ShibLAN R I

ign, wmmﬁ Architecture I?er —= —
i sites using 1 L e

skills, knowledge of codes, F |

Vit t ba' 1o work independently as wall as lead ! U{ﬂlﬂﬂ Aﬂtﬂmﬂh

bt - Jobs, go te:

h expanding &nd challenging gorﬁoﬂo of projects, ongoing e Bin .

ing programs, mentoring and ‘an emphasis on ever-evolving quality. - G
7 Firm Awwmmmm National Design R_gwarris in ﬁwhn“dl
snafifs. pabkagec::'fan energized work environment, times d
nallh%_ el ; ¥ :




ACCOUNTING
Southern California Wa-
ter Company has excel-
lent opportuinitiesin San
nnas; CA, SCWC is-a
“idiary of American
25 Water Company.
_frican States Water
smpany is an ipvestor-
Jmed water utility
publicly traded on the
ew York Stock Ex-
ange.

Hox Speciaistl

4 ]ﬁb(dl 1579

Bachelor's dégree in
Business, Accounting or
related discipline. Four
i ears of experience per-
'orming “corporate tax
and- accounting work,
in¢luding two_ years
demonstrating FAS 109
tax. accounting skills.
Knbwledge of business
tax compliance, with
focus on federal and
state corporate income
tax comepliance
(includingconsoiidation/
combination); proficien-
cy with tax-preparation
software, including im-
rort functions. Utility
experience preferred.
>roficiency in Microsoft
lications; advanced
skills preferred.

achelor's degree in
usiness, Accounting or
refated discipiine. Mas-
tee's degree in tax pre-
ferred, Six years of ex-
perience performing
gumplex corporate tax
nd accounting work,
ihcluding demonstrat-
ing strong FAS 109 tax
acCounting skills. Knowl-
edge- of business tax
compliance, including
sgiong background in
2 leral and multi-state
orporate income tax
‘pliance (including
solidation/
aination) that in-
485 preparation and
:view. Experience in
X controversy work,
tility experience pre-
ferred. Proficiency in
Microsoft applications;
ddvanced Excel skilis
preferred. Two years of
Supervisory experience
inTax.

1 FOR COMPLETE JOB
.~ DESCRIPTIONS,
!~ PLEASE VISIT

,

WWw.0s wailer.com.
Mail/Fax or email resu-
me. and salary history,
?rl%udlng job code toc
Human Resources Dept.,
PB.G. Box 9016, San Di-
mas, CA 91773, FAX (909)
305-2422. email:

hr @as woter.com

WEB 450300

X for a win-
ning package.

Sr. Executive Assistant

10522
mm/i:mn

/b
Receptionist 0 $12//hr

Call Today, EOE
Burbank,..818-753-2362
Glendale...818-550-0910

City of Industry
562-908-1828
LAX...310-643-4591

Beach

562-436-0527

DTLA.... 213-629-1589
Westwood

Torrance
310-768-5098
700 N. Central
Glendale, CA 91203
Apply@officeteam.com

Data Entry Technician
oppty with a growing,
profitable test develop-
ment co. Interfacing with
alt levels in_the co., in-
cumbent ‘will update &
maintain the primary
database as well as re-
search & verify candi-
date comments for all
testing prog. Incumbent
must have efficient &
accurate typing abilities,
good commun. skills, and
be capable of multi-task-
ging and contributing as
2 dependable team
member. This position,
based in Burbank, re-
quires command of Mi-
crosoft Word, Excel and
various database for-
mats. This position of-
fers a comp. sal, incen-
tive compensation, and
a very generpus bnfts
pkg. Pls send resume
with salary history to
gina@psionline.com
WEB LA5S51253

- The Autry National Center
seeks an assistant to pro-
vide administrative and
organizational support.
Must have a Bechelor's
degree with three yvears of
experience. Past nonprofit
Development/ Advance-
ment Department experi-
ence helpful. Computer
literacy and working knowl-
enge of MS Word, MS Excel,
and PowerPoint is neces-
sary. Strong verbal and
written communication
skills required. Must be
detail oriented and have
exceptional organizational
and customer service skills.
The ability to facilitate a
busy workload and manage
multiple tasks is a necessi-
ty; experience in budget and
Project management highly
desirable.

To apply, please mail or e-
mail your resume, letter of

to: Valerie Nelson, Human

Resources, Autry National

Center, 4700 Western Herj-

tage Way, Los Angeles, CA

20027-1462. E-mail:
vnelson@

autrynationaicenter.org

The Autry National Center

is an Equal

Opportunity Employer
Web LA484210

ADMINISTRATIVE

CITY OF BEVERLY HRLS
ADMIN, SECRETARY
CITY MANAGER'S OFFICE

$3554-54385/mo. + xint
benefit pachage
Performs highly responsible,
confidential and complex
secretarial and admin duties
for a dept head or a City
exec. Reqs a HS Diploma or
equiv supplemented by
specialized secretarial
courses and Ayrs of
increasingly responsible
secty and clerical exp inc)
1yr exp comparable to an
advanced clerical pos. A
tgoing certif, issued within
the last 12mos from an
employment agcy or adult
school (on-line typing tests
will not be accepted) and
\rerifging a min typing speed
of 50-60 wem (specifying a
net, adjusted or corrected

your City appl. Apply by:
DOpen Until Filled. Appls and
job bulletins are avail at
www.beverlvhills.org. Cit
of Beverly Hills, 455 N.
Rexford Dr. #210, Bev Hills,
CAS50210.310.285.1071. EDE

Administrative
Options State Preschool
se}zksz Enrollment Specialist
w/ 12 busi

ADMIN

A Burbank-based pre
media and printing com-
pany is seeking Billing
Administrator to create
pre-invoices and obtain
purchase orders from
customers. Candidates

secretarial
units or 6 ECE & 6 business/
secretarial units & 1 yr. exp.
working w/ children or
parents or 1 yr. office exp.
Must type 35 wepm. Good

tions skills & CLD w/ proof
of liability insurance reg'c.

-asst.

interest and salary history'

Project Planner for its Tor-
-rance office. Leads creative

“team to ensure production:
of mktg materials & promo

concepts gre completed oh
schedule & w/in, budget.
Req's strong initiative, xint
comm & proj mgmt. skills,
~attn to detail, 3-5 yrs relat-
ed exp, degree pref'd. Hith
pka, 401k/pension, gym,
vac/sk/hol/per, tuition

E. Resume to
hr@awestern.org or fax
310.381.2108.

\Western-Federal Credit|
‘|-Union seeks an Advertising

‘dntn_Sr A

In desirable Santa Clara
Valley: location in San
Fi cO Bay prea. Beau-
tiful 200-unit community.
Looking for a team, both
F/T, one wiTH strong apt

APTMGMT. FT Housekeeper/
Porter_needed for Central
Bldg, Heavy

AEROSPACE MFR.

Cast parts a foundry co.
currently has an immediate
upenmg for a Quality Engi-
neer. kxp'd. ASQ Certified
Quality Assurance Englneer
we are seeking must have
a min of 4 years experience
in an Engineering/QA envi-
ronment with a focus on
customer needs and re-
quirements and a thorough
knowledge of the following
areas: 1S0 9002, ANSI ¥14.5,
project management, quali-
Ly systems and practices,
internal/external audits,
continuous improvement
skills, statistical applica-
tions, product & process
control, measurement sys-
tems & quality planing.

Must be an exp’d individual
with a background super
alloys, stainless steel invest-
ment castings & welded
products. Exp. in aerospace
mfg. and/or repair of prod-
ucts a must. Please apply in

N areas
& vacant apts. Bnfts incl
health ins, Fax request for
appl 323-258-1126 EOE.

—_— e
APT. ON-SITE ASST, MGR./
ADMINISTRATIVE ASST. for
100+ unit complex in Holiy-
wood area. Must be experi-
enced in collection, leasing
& maintenance. Fax resume
to: B18-988-5636
APT MGR Motivated Mgmt
Team w/maint & admin
skills required for 89 unit
Senior Citizens apt. com-
plex. Hud exp a +. Xint
salary, Free rent & utilities.
Fax res B18.995.0880
APT. Mamt Qual. Maint Tech
& Site Mgr Maint s/h transp
& tools. Site Mar s/h exper
in Tax Credit. Fax res to 310-
282-7191 or emaik:
irmlaofc@yahoo.com
APT. MGMT TEAM w/exp. for
101U in Canyon Country,
Must speak Eng & Span. Gd
w/people. Fax resume to
818-222-8107 or call
818-222-2800 ext 213

Person or mail/FAX r
Pac-iIndustry, HR.

16800 Chestnut St..

City of Industry, CA 91748

Fax: (909) 86%—;3811 EQE

I
CAST PARTS
www.cfi.pac.com

Calibration/Mefrology
Technicion

Aerospace Co. is seek-
ing entry level person
for calibration of
measuring tools and lo-
gistics support to facili-
tate third party calibra-
tion in the LAX area.
Must have mechanical

speed) must be attached to |

written/oral communica--

aptitude, Aviation Exp. a
plus. Must be 2 legal re-
sident and have own
transportation. Send re-
sume to 901-547-2410 or
careers@memphisgrp.
com

WeblA17726

| Call Sor

AIR CONDITIONING TECHS
$10K SIGN-ON BONUS!

575K -$80K/yr. Xint bene,
401K, paid vac. Work in your
area. Apply In_person: 500
H Brend. Bl, #1210 Glendale,
91203 or Call: B00/897-9466

AR COND. ‘Web LA154028
Exp'd AC sve tech needed in
van Nuys. Clean Driving
record, own hand tools. Gd
pay and bnfts, 818-780-8288,

'AIR COND. / HVAC TEGH

Exp’d. for apt. maintenance.,
Pref. cert. & familiar w/heat
Pumps.Faxres.:B18-769-6119

For Prop. Mgmt., A/C, Appli.,
‘with Heating Experience.
Call 323-937-1050

omi Bilingual Spanish, Mandarin,
Soushiem Califomia should be outgoing, de-B | Cantonese & computer lit-
At Ak by e i tail-oriented, organized, B | eracy prefid. $2337/me. +
and assertive. Compen-Q | benefits. Send cvr Itr &
y EOE sation $14-16/hr. resume to 18455 E. Railroad
2 Street, City of Industry, CA
s Faxr & cover 91748 or fax (626) 854-3458,
T letter to: for app call (626) 854-3449,
bV o
. | E /F/V/H
~ACCOUNTANT /PUBLIC Web LA484193
wing Pasadena- ADMIN 7
baged CPA firm seeking - IN-CLERI
PTJFT professional. Min EXECUTIVE ASSISTANT Office
2 years public account- Corporate office for nat'l
ing exper. Strong com-f§ | o RECERE org. located in Century Ci

suﬁzr skills & construc-
ipn/mfr industry expo-

Calabasas has an immed.
opening for an exp’'d exec.
asst. for one of its officers.
Must be detail oriented and
able to multi-task, prof’l,
computer iiterate. Ability to

ind dently, muiti-

... CAMPAIGN JOBS
- _Fight Bush Agenda
TYPT - $1500-$2500/mo,
i rey: 310-441-1712
ISTRATIVE

- SERVICE ADMIN

:s5 leader seeks Service

ainistrator to assist
s@rvice manager run fast
paced service department.
Mu have experience in
maihtaining inventory,
stheduling and Invoicing.
Excellent customer service
a-MUST. Please fax resumes
£0,310- 559-2319 ur call 310-
555:9949 for Mr. Saunders,

Web LAg 76514

work ir t |

ple responsibilities daily.
Job description will vary
daily. Great work envir,,
hours & bnfts. Email resume
to painnetjanis@aol.com or
faxresume to 877-250-7246

Seasoned Administra-
tor to run.a private of-
fice and interface with
CEOQ- and staff. Excel-
lent communications,
organizational, book-
keepin? and computer
skills including Excel,
Word, Outlook, Great
Plains, Quicken.

Fax 310-277-0677

Web LA17763

Air Conditioning
Installers & Service Tech.
Comm'l/Resid'l,Exp'd
full benefits 40 hours+,
Call Roger 818-781-9780
AIRCRAFT

Avionics Installation Tech

Min. 3 yrs General Aviation
avionics installation exp.

Teq'd. Dynamic co loc in the

Pacific northwest. Competi-

| tive pay & full Dnﬂsﬂauail.

Forward resume:
hillsboroaviation.com ~
or fax to 503-726-3059, -

ADMINISTRATION

s EXECUTIVE ASSISTANT *

F/T. HS diploma or GED; Syrs
exp as support staff or exec
mamit; excint. comm. skills;
proficient in Microsoft
Suite; acts as a exec. asst
to the COO & CFO. Fax res:
310-202-4186 or email to:
melizlouy@

tencthealth.com

Admin Asst/Receptionist
Privately owned Country
Club in the SGV is seeking a
F/T Rcptnst/Admin Asst.
Must be a people prsn,
proficient in Microsoft Ofr
cacel, Word/able to handie
hvy phn volume. Knwldg of
Print Shap and Priority Club
Systemn Sottware a+.

E-mail res: evillanueva@san

gabrielcc.com or apply M-F
frn 10=m-<-3nom, at San

* Aircraft Technician *
Min. 3yrs General Aviation
exp, & A&P certificate req'd.
Dynamic co located in the
Pacific Northwest. Competi-
tive pay/full bnfts avail.
Forward resume riotz@

hillsboroaviation.com
or fax to 503-726-3059.

Aircraft Refueler
Van Nuys Alrport 6am-2pm
Comp. incentives & he“n efits
£x5.Bawd cor@skytrate com

-crostati

APT: Sea Castle seeks exp
porter for 178 u. apt com-
munity in Santa Monica.
email aturkalj@allresco.com
or fax 310-917-1178.

APTMANAGER - Prop. Mgmt.
co. looking for residential
MGR. for 100+ units in Inland
Empire. 2yrs exp. a Must.
fia 909-910-1636

APT MANAGER - Prop. Mgmt.
co. seeks residential MGR.
for 50-150+ units in Paim-
dale/Lancaster. 2yrs exp. a
Must. Call Lois 661-317-0349

APT MANAGEMENT TEAM

On site. 36U Brentwd. Apt +
sal. 2 yr mgmt + maint exp.
310-475-76837. Web LA4BA180
*APARTMENT MANAGER+
Lrg. Mobile hm. park. Req. 4
¥rs. expr. Near 605/60 fwy.
5al. + H5G. Fax resume
(714)}480-1133

APARTMENT Maintenance
Need expr. in gen. plumb,
elect & maint. SAL + HSG,
Prop. Near 605/60 fwy. Fax
resume (714)480-1133
«APT MAINT TECH 193U.
Immed Opening MUST have
exp. Must have own tools.
«PORTER- hardworker
Salary nego. = 909-986-7714
ARCH Web LA484188
*RACHLIN ARCHITECTS A
Growing Culver City firm
seeks Registered Architect
for Project Manager - Senior
Architect position. 10-15
years exp. in Educational &
Institutional projects. Re-
sponsibilities will include
client contact, management
of design and production
and managing multiple
projects simultaneously.
Must be proficient in Au-
toCad & able to communi-
cate effectively both ver-
bally and in written form,
and must possess the abili-
ty to work in a team envi-
ronment. Email resume to:

acatlin@
rachlinarchitects.com

Architectural Designer

Determine reqs. of struc-
tures, urban designs & site
plans. Prep, schematic &
final designs using 3-D
Studio, Form-Z & Quark
Express. Prep. scale draw-
ings using AutoCAD & Mi-
on. Req: Master's
in_Architecture, 40 hr/wk.
Job/Interview Site: LA, CA.
Fax resume to: Jennifer
Ryan, Arquitectonica Int'l
Corp. at 213-895-7808 or
emailto:
iryan@arguitectonica.com
ek d U L R L L

Exp. in ofc, industri-
al tilt-up &/or entertain-
ment projects preferred.
Offering competitive pay
& bnfts & a great work-

T
{formerly Anshen
+ LA)
is seeking architects for
work on prestigious Aca-
demic and Institutional
- projectsinthe
foliowing positions:

o §r. Construction

representation & work-
ging w/proj. & st.
teams. Candidates
|should possess relevant|
exper. in healthcare &
academic proj. types.
Min. 10 yrs. exp. req.

© Medical Planner/
Healthcare Architect

To support ongoing and
new healthcare projects.
Candidates should pos-
s@s5s relevant planning
exper. with large-scale
acute care facilities
(preferably in California).
Req. 6-8+ yrs exper.

© Intermediate fo Senior
Architects

Architects w/4 - 12 yrs|
exper. w/a generalist's
interest in the design
concept, project and
detailed design, and de-
sign development.

Resume: skelse)
coarchitects.con
faxto 323, 525.0¢
WEB LA577066

Marina del Rey
Cuningham Group Ar-
chitecture, P.A. seeks
Architectural CAD
drafters with 3 ta 10|
Years experience to

towards a
Bachelor degree in Ar-
chitecture from a col-
lege or university that
i5 accredited by thel
NCARE desired. Salary
commensurate with

Cuningham Group
Architecture, P.A.

Web LA17771

ARCHITECTURAL Newport
Beach design firm specializ-
ing in resort & custom
residential projects is solic-
iting resumes from enthusi-
astic self-starting individual
with xint comm/computer
AutoCAD) a min of
yrs of related work exp
with pref'd, but not req.
This is an extraordinary
oppty for a young profes-
sional looking for a chal-
lenge. Terms of employ-
ment are negotiable. initial
cantact is request to be in
the form of a mailed resume
to: Arthur Valdes Co, inc 15
Corporate Plaza #125, New-
port Beach, CA 92660 or
email: AvCdesign@msn.com

ARCH - Project M

Provide cost estimation,
budgeting/quality assur-
ance for projs. Prep struc-
ture specs. Review dsgn
docs. Consult w/ clients/
conduct constructability
reviews. Ensure compliance
w/ plans/specs. Prep scale
drawings. Req: Master's in
Arch/CA Arch lic. F/T. Job/
Interview site: Wilmington,
CA, Email: resumes@
pinnacleone.com. EODE.

Skilled in on-site field} :

Our 10 offices in Califor
nia & Nevada Includ
many creative am
talented people. But w
need more--more d

namic personalities iiz
you, whose stock i
trade is client-drive;
leadership, design excel
lence, unabashed atten
tion to detail, and pro
fessionalism. We strong
ly value a positive tear
Spirit & our people clear
Ty make the difference.

*Listen | Think | Work

I Create® exemplifies th
balance of our method
ology. You are a dedicat
ed 5r. PM, Sr. Const
Admin., PM, Proj. Leader

Pasadena, Sacramento

San Diego, Las Vegas, o

Reno. Join us and low

your job again!

- Inquire or Fax resume:

www.hmcarchitects.con
(909) 945-6823, EOE

e T ]
ARCHITECTURAL

[Prestigious downtowr
firm seeks qualifiec
professionals fo
domestic anit
international projects
Arch. degree required., EOI

#5R. PROJECT ARCHITECT!

Min. 7-10 yrs. exp. o
large Type | projects
May need to trave
overseas.

 PROJECT ARCHITECTS

Min. 5 to 7 yrs. exp. o1
large Type | projects.

 JOB CAPTAIN

Min. 3-5 yrs. local exp. i
production. Regquire:
ACAD 2002 exp. Revi
exp. preferable.

= INTERMEDIATE &
SENIOR CADD DRAFTERS

Min. 3-5 yrs. exp. a:
architectural drafter
Exp. w/AUTOCAD 200!
required,

5Send or fax resume to

1055 Wilshire Bl Ste 1500,
FAX 21374824654

ART/RETAIL

SR SALES CONSULTANT/
ASSISTANT DIRECTOR

Contemporary Art Galle
on Rodeo Dr. seeks motiva
ed enthusiastic, sales drivq
Asst. dir./Sales Pro to ac
to our team. Exciting care.
oppty w/hiincome potenti
& growth. Prior art/luxw:
goods exp @ must. Pls su
mit resume w/cover lett
to fax: 310-777-0367

* Art Sales *
Wholesale sales person fi
well-known publishing con
pany in Van Nuys area. Mu:
be exp'd. team playe
Please email resume t.
info@scalaeditions.com __
ATTORNEY /ASSOCIATE Al
vanced to partner. 5.
years. (FAMILY & CREMING
LAW) Bilingual a -+.Lor

harea. 562-595-959

1sual
.o

Lead Tedwiiun
FT/PT City of industry &
other lacations resume

to info@pro-av.com/
fax 909-392-7492
WeblA17788

AUTOMOTIVE

Prestigious auto dealershi
is seeking profession;
People for the followin
positions:

« Exper'd MBZ Techniciar

= Exper'd MBZ Advisor

= Cashier

= Car Wash Attendant

= P/T Cappuccina Bar

Attendant



Directions: Paste your selection below. Use your common abbreviations
list to decipher, and rewrite without abbreviations in the space provided.




Directions: Paste your selection below. Use your common abbreviations
list to decipher, and rewrite without abbreviations in the space provided.




Directions: Paste your selection below. Use your common abbreviations
list to decipher, and rewrite without abbreviations in the space provided.




Directions: Paste your selection below. Use your common abbreviations
list to decipher, and rewrite without abbreviations in the space provided.




Directions: Paste your selection below. Use your common abbreviations
list to decipher, and rewrite without abbreviations in the space provided.




Establishing an Email Account

Almost all of the employment search websites listed in your “Job Search
Resources” guide will require some form of registration to access their
services. As part of registration, they may require you to have an email
address. An email address will allow you to quickly receive applications,
interview information, and career bulletins.

Today you will establish an email account with Yahoo, although any free service
provider would be appropriate. The important thing to remember is that, in job
searching, an email address may be your first impression to a prospective
employer; therefore, email addresses such as “crazydude@yahoo.com” ain’t
gonna cut it! : To access the site:

1) Open your internet browser (ie. Internet Explorer)
2) Enter the following address in the ADDRESS bar
(not the search bar!) exactly as it’'s shown below:
. http://www.mail.yahoo.com
3) Click on the “New User” button and follow the instructions to register.
Please note that Yahoo, and many other free providers, will deactivate
your account if not accessed for 30 days.

4) Enter your username and password:

My username is:

My Password is:

5) If you have trouble accessing the site, contact Career Visions
at 661 259 0033 x 525

Have Fun!



Job Searching on the Internet

gettinghired.com

Careers & Community tor Talented People with Disabilities

Searching for a job using the Internet is a great way to reach prospective
employers. In addition to online application and resume posting, employment
websites allow you to quickly locate both part and full time employment in your
area,

Remember that most websites will allow you to view current listings, but willl
most likely require you to register and/or post your resume to apply online

1) Open your internet browser (ie. Internet Explorer)
2) Enter the following address in the ADDRESS bar
(not the search bar!) exactly as it's shown below:

http://www.gettinghired.com

3) Select the “Job Seekers” section, register as a new user and search
as shown below:

Job Search:

Keywords: (e.g., sales, Java, nurse, marketing)

Select Job Location: California - Los Angeles

4) One Job title of interest that | see is:

5) If you have trouble accessing the site, contact Career Visions
at 661 259 0033 x 525

Have Fun!



Job Searching on the Internet

Don't Drive Away From a Great Career ! 1-800-JOBSTORE (562-7867)

The Most Utilized Local Employment Resource serving....

San Fernando Valley, Santa Clarita Valley,
Conejo, Simi, Agoura Hills, Calabasas,
Glendale, Burbank and the Westside.

>3 No Monster Fees Here!

Searching for a job using the Internet is a great way to reach prospective
employers. In addition to online application and resume posting, employment
websites allow you to quickly locate both part and full time employment in your
area,

Remember that most websites will allow you to view current listings, but willl
most likely require you to register and/or post your resume to apply online

1) Open your internet browser (ie. Internet Explorer)
2) Enter the following address in the ADDRESS bar
(not the search bar!) exactly as it’'s shown below:

http://www.jobstore.com/

3) Click on an area of interest under the “Job Search” section as shown
below:

Search Jobs

Keywords:

4) One Job title of interest that | see is:

5) If you have trouble accessing the site, contact Career Visions
at 661 259 0033 x 525

Have Fun!



(N

EMPLOYMENT APPLICATION FORMS

Your job application form is a picture of you once you have left the interviewer's office.
That picture tells something about your work habits, your attitude about the 1ob and
your ability to read and follow directions.

Complete a sample job application and take it with you each time you plan to apply for
a job. You will need detailed information to complete their application.
THINGS TO REMEMBER:

1. ALWAYS READ THE FORM FIRST. Some companies put in directions to see if
you are thorough and follow directions.

ALWAYS PRINT uniess asked to handwrite. It is neater and easier to read.
USE INK, not a pencil. Use only blue or black ink.
MEMORIZE YOUR SOCIAL SECURITY NUMBER. All applications require it.

oM o

BE COMPLETE. Answer all questions or print “NA" (not applicable) or "DNA*"
(does not apply). You could also draw a line through the answer space to show
you did not miss the question but do not have an answer or it does not apply.

6. PHYSICAL DEFECTS. List only those ilinesses or physical defects that might
affect your ability to do the job.

7. EDUCATION. Always list your most recent education first. If you are in high
school and the application asks for a major, use one of the following:
College Prep. - Taking courses required for college admission
Vocational - Took 2 or more classes in Business, Industrial Arts, etc.

General - No speciality

8. POSITION DESIRED. Never say, "any job is ok." Call and find out openings and
job titles.

9. SALARY REQUIRED. Never put a question mark or write "open*. Show that you
know something about the salary range or ask someone when applying.

10. CONVICTED OF CRIME. Write *Will discuss during interview.”

. 11. WORK EXPERIENCE (NON-PAID, VOLUNTARY). Mention volunteer work or
other jobs which show you accepted responsibility ie. church activities.



12. WORK EXPERIENCE - REASONS LEFT JOB. Always give a positive reason,

Say *"looking for higher sala
from area", etc. If FIRED, say “released or dismissed": its not as harsh sounding.

ry*, “sought advancement opportunities®, *moved

13. MILITARY SERVICE. Both men and women should write N/A if they have not hag
service or are too young to have served. _ ) -

14. TEMPORARY/PERMANENT. Temporary jobs are for short periods of time such as
holidays or summer only. Pemmanent jobs last indefinitely.

15. FULL-TIME/PART-TIME. Full time jobs usually schedule you close to 40 hours,
Part-Time jobs are under 40 hours. Check which you prefer.

16. REFERENCES. References are people who know you and could recommend
you for a job. Be prepared to list at least 3 people, their addresses and phone.

17. SIGNATURE. A common error is to forget to sign the application.

18. PROOFREAD. Look for blank lines or missed questions.

TIPS:

* Keep a personal data sheet with names, addresses, dates, phone numbers,
and keep it in your wallet or purse. You will forget details and those details
"are usually what is required on job applications.

]

If you have a resume, ask if you can attach it to your application.

If you have letters of recommendation or samples of your work, ask if you can
attach them to your application.

Be prepared with the re
Asking to take the appl

quired information and have a pen with you.
ication home, shows you were unprepared.
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A Service Provided By Humboldt County Office of ROP Transition Services

Welcome to the Humboldt County Office of Educations’s Personal Data Wizard

This site allows you to access important transitional resources , while storing
your most valuable work related documents.

Some of these resources include the following:

Employment Application Builder
e The information that has been entered will automatically transfer to an Employment Application Template.
e The system will format the list of personal attributes with the student's personal information.
e Application can be printed and added to portfolio for easy reference.
e For additional editing capabilities the cover letter can be transferred to Microsoft Word.
Resume Builder
e The Data Wizard will produce a resume after entering personal information and choosing from several pull-
down menus addressing, skills, classes, activities and job objectives
. e The system has editing capabilities and can be printed.
Cover Letter Builder
e The information that has been entered will automatically transfer to the Cover Letter Builder.
e The system will format the list of cover letter sentences with the student's personal information.
e The three-paragraph cover letter is editable and can be printed.
o For additional editing capabilities the cover letter can be transferred to Microsoft Word.
Thank You Letter Builder
e Information will be automatically transferred to the Thank You Letter Builder
Budget Builder
B Students can enter estimated monthly wages and estimated costs of 25 items such as rent, groceries, utilities
savings, cash etc.
B The Data Wizard produces a spreadsheet showing monthly totals.
B Students can go back and edit expenses to balance their budget.
Other Available Resources
Files containing useful information are available to down load for transition students. Examples of files are:
Reference and Recommendation requests
Information about turning 18
Selective Service information
Information about buying a used car
Information about banking and credit
And more.



5§

Tramttian Services

' ° L L] L] a

A Sorvice Provided By Humboldt County Office of Education ROP

To access the site:
1) Open your internet browser (ie. Internet Explorer)
2) Enter the following address in the ADDRESS bar
(not the search bar!) exactly as it’s shown below:
http://www.hrop.org/wizard/

3) Find the group name : “William S Hart UHSD” using the drop down box
and select.

4) Enter your username and password:

My username is:

. My Password is:

5) If you have trouble accessing the site, contact Career Visions at (661)
259-0033 X 525

Have Fun!



APPLICATION FOR EMPLOYMENT

PERSONAL INFORMATION:
Applicants Name Date
Joe Student 05/21/2007

Present address (Street, City, State, Zip)
24113 Ranch Drive, Valencia, CA, 91355

Mailing address (Street, City, State, Zip) Are you over 18yrs
24113 Ranch Drive, Valencia, CA, 91355 Olyes Xno
jstudent@yahoo.com

EMPLOYMENT DESIRED:

Position applying for: When can you start:
Mental Rehabilitation Counselor June 30, 2007

Hours/Days Available: [Jfull time X part time [ temporary

(put "X" on days w/no restriction- "no" if not available)

Monday Tuesday Wednesday  Thursday Friday Saturday Sunday
5:00 pm to 9:00 5:00 pm to 9:00 5:00 pm to 9:00 X to 5:00 pm to 9:00 8:00 am to 9:00 8:00 am to 9:00
pm pm pm T pm pm pm

Are you currently employed? (name of business and phone) Can we contact your

Tilly's, (661) 259-4512 employer?

yes O | no
EDUCATION:
SCHOOL NAME AND LOCATION | GRADUATION | MAJOR SUBJECTS
Hart High School :

HIGH SCHOOL Santa Clarita, California Yes College Preparation

CONTINUING EDUCATION

COLLEGE

OTHER

OTHER INFORMATION:

SPECIAL TRAINING/COURSES:

ROP Automotive Technician, Auto shop, ROP Office Technology

|SPECIAL SKILLS FOR THIS EMPLOYMENT:

Adaptive, Problem solving, Hard worker, Good listener, Responsible, Flexible and accommodating, Goal-oriented




CURRENT AND FORMER EMPLOYERS:

(LIST MOST RECENT EMPLOYMENT FIRST)

DATES NAMBAUDRSSAND ' posmmioN REASON FOR LEAVING
PHONE
From:
%;::tober, 2006 222%52 50-4512 Salesperson Wanted to focus mre on school.
present
From:
%?rch, 1998 Petco Animal Caretaker |Seeking more opportunity for prefessional
October, 2006 (818) 896-1515 growth
REFERENCES:
NAME / OCCUPATION ADDRESS and PHONE #
John Jones, Teacher 1212 Anywhere Ave, Santa Clarita, CA (661) 478-7772
Skippy Butter 21515 Peanut Way, Stuck KS 41211 (710) 445-1212

. IN CASE OF EMERGENCY

K T Tungstall

goos e e o e T 2o RO MY 0 T T T Y ST e e

(661) 415-0205
NAME

e

ADDRESS PHONE

1

I authorize investigation of all statements contained in this application, I understand that misrepresentation
or omission of facts called for is cause for dismissal. Further, I understand and agree that my employment

is for no definite period and may, at the discretion of the employer, be terminated at any time without any
previous notice.

SIGNED:




(‘\s an equal opportunity employer, HOT .

__ 'IC does not discriminate in hiring or If hired, you must furnish, on your
" _rms and conditions of employment first day of work, the appropriate
2cause of an individual's race, creed, i

documents that validate that you
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APPLICATION

PERSONAL

You must include up to the last 10 years (use additional space on the back page if needed)

(PLEASE PRINT-COMPLETE IN INK)

TODAY'S DATE SOCIAL SECURITY NUMBER
NAME TELEPHONE ( )
{Last) (First) (Middle) NUMBER
PRESENT
ADDRESS How long? .
(No. & Street) (Apt#) (City & State) (Zip Code)
PREVIOUS
ADDRESS ) How long?
(No. & Street) \ (Apt#) {City & State) (Zip Code)
OquR's LICENSE # STATE EXPIRATION DATE
ARE YOU LEGALLY PERMITTED TO WORK IN THE USA? DYES DNO (Supporting documentation will be reguired prior to
commencement of employment)
AGE BRACKET [ Jover 18 [_Junoer 18 IF UNDER 18, STATE AGE:
HAVE YOU EVER BEEN KNOWN BY ANOTHER NAME? [ |vES [ Ino
If yes, please list name(s)
HAVE YOU EVER BEEN CONVICTED OF A FELONY CRIME?|  |YES [ Ino
If yes. please explain
HAVE YOU EVER BEEN EMPLOYED BY HOT TOPIC? [ Jves [ N0 iryes.tstiocation & dates
ARE YOU RELATED TO ANYONE N OUR EMPLOY? [Jves  [[Ino  wyes.istname & tocation
CAN YOU PERFORM THE ESSENTIAL FUNCTIONS OF THE POSITION FOR WHICH YOU'RE APPLYING WITH OR WiTHOUT REASONABLE
ACCOMMODATIONS? [ Jves [ Jno
EMPLOYMENT AVAILABILITY
SCHEDULE DESIRED
POSITION DESIRED [ Jruie mive [ JearT Tme

[ Joars [ Jevenmes[ |weexenos

AVAILABLE DAYS FROM

_ARY EXPECTATION

AND TIMES TO
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PERSONAL

You must include up to the last 10 years (use additional space on the back page if needed)

TODAY'S DATE

(PLEASE PRINT-COMPLETE IN INK)

SOCIAL SECURITY NUMBER

If yes, please list name(s)

ACCOMMODATIONS?

NAME TELEPHONE ()
{Last) {First) (Middle) NUMBER

PRESENT

ADDRESS How long? .
(No. & Street) (Apt#) . (City & State) (Zip Code)

PREVIOUS

ADDRESS How long?
(No. & Street) (Apt#) (City & State) (Zip Code)

O‘NER‘S LICENSE # STATE EXPIRATION DATE
ARE YOU LEGALLY PERMITTED TO WORK IN THE UsA? [ |vEs [ Jno (Supporting documentation will be reguired prior to
commencement of employment)
AGE BRACKET [ Jover1s [ Junoer 18 IF UNDER 18, STATE AGE:

-

HAVE YOU EVER BEEN KNOWN BY ANOTHER NAME? [ _|YES [ Ino

HAVE YOU EVER BEEN CONVICTED OF A FELONY CRIME?[ | vES [Ino

If yes, please explain
HAVE YOU EVER BEEN EMPLOYED BY HOT TOPIC? [Jves  [[No  wyes.tstiocation & ates
ARE YOU RELATED TO ANYONE IN OUR EMPLOY? [Jves [no  iyes.tistname 8 tocation

CAN YOU PERFORM THE ESSENTIAL FUNCTIONS OF THE POSITION FOR WHICH YOU'RE APPLYING WITH OR WIiTHOUT REASONABLE

[(Jves  [no
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18305 E. San Jose Avenue

; . City of Industry, CA 91748
Office: 626-839-4681
'th Fax: 626-839-4686

everything abOUt e mysSic Email: hottopic.com

AUTHORIZATION TO RELEASE INFORMATION FOR EMPLOYMENT

DISCLOSURE: A CONSUMER REPORT MAY BE PROCURED FOR EMPLOYMENT PURPOSES.
In accordance with the Fair Credit Reporting Act, a consumer report or nvestigative consumer report including information about
your credit, general reputation, character, or personal characteristics may be obtained. Upon written request, you will be provided

with information containing the nature and scope of the report, should it include information about your general reputation, character
or personal characteristics, and a summary of your rights.

I authorize the release of any and all information to The Amherst Group, Inc., agent acting on behalf of HOT TOPIC, relating to the

following: '

[

|
Criminal Conviction History — Up to the last 3 residing counties |
Further, I release any and all persons, institutions, corporation, governmental agencies; The Ambherst Group, Inc., its officers, ':
executives and employees, individually and in their corporate capacities; and HOT TOPIC from any and all liabilities that may arise

from researching my background and making employment decisions based on information that may be discovered.

You are advised that HOT TOPIC and the Amherst Group, Inc. have no duty to investigate the correctness of information contained ir
such reports concerning any applicant, and that HOT TOPIC and The Amherst Group, Inc. may rely on and base their decisions
solely upon information contained in such reports. You are further advised that the employment-related actions may be based upon
information obtained in compliance with the Fair Credit Reporting Act contained in §1618, et seq. of Title 15 of the United States
“ode, Title 28 Privacy Act (Public Act 93-579) 5USCS 52(a) and Freedom of Information furnished with the name and address of the
orting agency. You may then inspect and receive a copy of the credit report by contacting the agency directly. If you are denied

’mpt‘oyment because of information contained in the credit report, you will so be advised and the name and address of the agency wil
be supplied. You understand that if offered employment with Hot Topic, your employment may be terminated (or offer rescinded) if
Hot Topic is not satisfied with the results of your references and/or background investigation.

Please Print - TO BE COMPLETED BY THE CANDIDATE FOR EMPLOYMENT:

Full Name:

Last First MI
Complete Address:

Street City State  Zip
Social Security #: _ Date of Birth:
Driver’s License: State Date of Expiration:
Signature of Applicant: Date:

Please Print - TO BE COMPLETED BY HOT TOPIC MANAGEMENT:

Please fax this authorization to the Amherst Group at (909)785-5888. Hot Topic Human Resources will have results in 2 to 5 business
days. Please note: Amherst will not process the background if any of the requested information is missing.

Submitted by Name: Position Store/Dist./Dept#

Pasition applied for by candidate Storet# Districtf

.)epartrnent:

529- 11700



SUPPLEMENTARY INFORMATION

WHY WOULD YOU CONSIDER LEAVING YOUR CURRENT EMPLOYER? — e
¢ CHOOSE HOT TOPIC? T ———

WHAT SKILLSTEXPERIENTE DO YOU BRING TO ROT TOPICT —

ARE THERE ANY ACCOMPLISHMENTS OF WHICH YOU'RE ESPECIALLY PROUD? T R

ADDITIONAL SPACE

PRE-EMPLOYMENT STATEMENT

I hearby affirm that the information given by me on this application for employment is complete and accurate.
I understand that any omission or falsification of information will be immediate grounds for dismissal.

YOUR SIGNATURE DATE
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EMPLOYMENT APPLICATION FOR STUDENT WORKERS

It is our policy to comply with all applicable state and federal laws prohibiting discrimination in employment based on race, age, sex, color, religion,

" onal Information

National origin, disability, or other protected classification.

.ne (Last, First, Middle)

for each conviction.)

Street Address Social Security Number
City State Zip Home Phone
Are you under the age of 18? Yes No How were you referred?
Newspaper Friend Referral
If yes, state your age Other
If hired, can you furnish proof of identity and authorization to work in the United States? Yes No
Have you ever worked for William S Hart UHSD? Yes No
If yes, when?
Position: Can you work:
Choice #2 Anytime Days Evenings Weekends
Choice #3 Are there any times or days that you cannot work?
Have you been convicted of a crime (other than a minor traffic violation)? Yes No

(If yes, explain number of convictions, nature of offense(s) was/were committed, sentence(s) for each conviction, and type of rehabilitation

A conviction record is not an automatic bar to employment

Education
Type of School | Name of School Location of School Area of Study| Years Completed | Graduated? Degree Received
High School I 2 3 4 |Yes/No
College 1 2 3 4 |Yes/No
Graduate 1 2 3 4 | Yes/No
Other 1 2 3 4 |Yes/No

Employment History (Beginning with the most recent)

Name of Present or Last Employer Job Title/Responsibilities From (Mo. & Yr.) To (Mo. & Y1)
Address Reason for leaving: Supvr. Name
City, State, Zip Resigned / Discharged / Laid Off Starting Salary $
Phone Number () Explain: Last Salary §
Name of Previous Employer Job Title/Responsibilities From (Mo. & Yr) To (Mo. & Yr.)
Address Reason for leaving;: Supvr. Name
City, State, Zip Resigned / Discharged / Laid Off Starting Salary $
Phone Number () Explain: Last Salary $
e of Previous Employer Job Title/Responsibilities From (Mo. & Yr) To (Mo. & Yr.)
Address Reason for leaving: Supvr. Name
City, State, Zip Resigned / Discharged / Laid Off Starting Salary $
Phone Number () Explain: Last Salary $




References
List names of three persons (other than relatives) we may contact who have knowledge of your job related abilities, i.c., Supervisor, Manager or Co-worker.

Name Telephone Contact Address / City / State Occupation

General Information

Why would you like to work here?

Please list any special skills and or abilities:

Please briefly describe what hobbies you enjoy during your free time.

I certify that all my answers in the Employment Application are true and complete to the best of my knowledge.

;ate Applicant’s Signature




¥ e,\'V
Q
3 ¥

The ADA: Your Reponsibilities as an Employer
Who Is Protected?

Title I of the ADA protects qualified individuals with disabilities from employment discrimination. Under the
ADA, a person has a disability if he has a physical or mental impairment that substantially limits a major life
activity. The ADA also protects individuals who have a record of a substantially limiting impairment, and people
who are regarded as having a substantially limiting impairment.
To be protected under the ADA, an individual must have, have a record of, or be regarded as having a
substantial, as opposed to a minor, impairment. A substantial impairment is one that significantly limits or
restricts a major life activity such as hearing, seeing, speaking, breathing, performing manual tasks, walking,
caring for oneself, learning or working.
An individual with a disability must also be qualified to perform the essential functions of the job with or
without reasonable accommodation, in order to be protected by the ADA. This means that the applicant or
employee must:

e satisfy your job requirements for educational background, employment experience, skills, licenses, and

any other qualification standards that are job related; and

e be able to perform those tasks that are essential to the job, with or without reasonable accommodation.
The ADA does not interfere with your right to hire the best qualified applicant. Nor does the ADA impose any
affirmative action obligations. The ADA simply prohibits you from discriminating against a qualified applicant
or employee because of her disability.

Once you have hired an applicant, you cannot require a medical examination or ask an employee questions about
disability unless you can show that these requirements are job related and necessary for the conduct of your
business. You may conduct voluntary medical examinations that are part of an employee health program.

The results of all medical examinations or information from inquiries about a disability must be kept
confidential, and maintained in separate medical files. You may provide medical information required by State
workers' compensation laws to the agencies that administer such laws.

Do Individuals Who Use Drugs Illegally Have Rights Under the ADA?

Anyone who is currently using drugs illegally is not protected by the ADA and may be denied employment or
fired on the basis of such use. The ADA does not prevent employers from testing applicants or employees for
current illegal drug use, or from making employment decisions based on verifiable results. A test for the illegal
use of drugs is not considered a medical examination under the ADA; therefore, it is not a prohibited pre-
employment medical examination and you will not have to show that the administration of the test is job related
and consistent with business necessity. The ADA does not encourage, authorize or prohibit drug tests.

Can I Require Medical Examinations or Ask Questions About an
Individual's Disability?

It is unlawful to:

e ask an applicant whether she is disabled or about the nature or severity of a disability, or

e to require the applicant to take a medical examination before making a job offer.
You can ask an applicant questions about ability to perform job-related functions, as long as the questions are
not phrased in terms of a disability. You can also ask an applicant to describe or to demonstrate how, with or
without reasonable accommodation, the applicant will perform job-related functions.
After a job offer is made and prior to the commencement of employment duties, you may require that an

applicant take a medical examination if everyone who will be working in the job category must also take the
examination. You may condition the job offer on the results of the medical examination.



The ADA: Your Reponsibilities as an Employer

How Are Essential Functions Determined?

Essential functions are the basic job duties that an employee must be able to perform, with or without
reasonable accommodation. You should carefully examine each job to determine which functions or tasks are
essential to performance. (This is particularly important before taking an employment action such as
recruiting, advertising, hiring, promoting or firing).
Factors to consider in determining if a function is essential include:
o whether the reason the position exists is to perform that function,
e the number of other employees available to perform the function or among whom the performance of
the function can be distributed, and
o the degree of expertise or skill required to perform the function.
Your judgment as to which functions are essential, and a written job description prepared before advertising or
interviewing for a job will be considered by EEOC as evidence of essential functions. Other kinds of evidence
that EEOC will consider include:
o the actual work experience of present or past employees in the job,
o the time spent performing a function,
e the consequences of not requiring that an employee perform a function, and the terms of a collective
bargaining agreement.

What Are My Obligations to Provide Reasonable Accommodations?

Reasonable accommodation is any change or adjustment to a job or work environment that permits a qualified
applicant or employee with a disability to participate in the job application process, to perform the essential
functions of a job, or to enjoy benefits and privileges of employment equal to those enjoyed by employees
without disabilities. For example, reasonable accommodation may include:
acquiring or modifying equipment or devices,
job restructuring,
part-time or modified work schedules,
reassignment to a vacant position,
adjusting or modifying examinations, training materials or policies,
providing readers and interpreters, and

¢ making the workplace readily accessible to and usable by people with disabilities.
Reasonable accommodation also must be made to enable an individual with a disability to participate in the
application process, and to enjoy benefits and privileges of employment equal to those available to other
employees.
It is a violation of the ADA to fail to provide reasonable accommodation to the known physical or mental
limitations of a qualified individual with a disability, unless to do so would impose an undue hardship on the
operation of your business. Undue hardship means that the accommodation would require significant
difficulty or expense.



The ADA: Your Reponsibilities as an Employer

What is the Best Way to Identify a Reasonable Accommodation?

Frequently, when a qualified individual with a disability requests a reasonable accommodation, the appropriate
accommodation is obvious. The individual may suggest a reasonable accommodation based upon her own life
or work experience. However, when the appropriate accommodation is not readily apparent, you must make a
reasonable effort to identify one. The best way to do this is to consult informally with the applicant or employee
about potential accommodations that would enable the individual to participate in the application process or
perform the essential functions of the job. If this consultation does not identify an appropriate accommodation,
you may contact the EEOC, State or local vocational rehabilitation agencies, or State or local organizations
representing or providing services to individuals with disabilities. Another resource is the Job Accommodation
Network (JAN). JAN is a free consultant service that helps employers make individualized accommodations.
The telephone number is 1-800-526-7234.

When Does a Reasonable Accommodation Become An Undue
Hardship?

It is not necessary to provide a reasonable accommodation if doing so would cause an undue hardship. Undue
hardship means that an accommodation would be unduly costly, extensive, substantial or disruptive, or would
fundamentally alter the nature or operation of the business. Among the factors to be considered in determining
whether an accommodation is an undue hardship are the cost of the accommodation, the employer's size,
.inancial resources and the nature and structure of its operation.
If a particular accommodation would be an undue hardship, you must try to identify another accommodation
that will not pose such a hardship. If cost causes the undue hardship, you must also consider whether funding
for an accommodation is available from an outside source, such as a vocational rehabilitation agency, and if the
cost of providing the accommodation can be offset by state or federal tax credits or deductions. You must also
give the applicant or employee with a disability the opportunity to provide the accommodation or pay for the
portion of the accommodation that constitutes an undue hardship.



Additional Questions and Answers on the

Americans with Disabilities Act

Q. What is the relationship between the ADA and the Rehabilitation Act of 1973?

A. The Rehabilitation Act of 1973 prohibits discrimination on the basis of handicap by the federal government,
federal contractors and by recipients of federal financial assistance. If you were covered by the Rehabilitation
Act prior to the passage of the ADA, the ADA will not affect that coverage. Many of the provisions contained
in the ADA are based on Section 504 of the Rehabilitation Act and its implementing regulations. If you are
receiving federal financial assistance and are in compliance with Section 504, you are probably in compliance
with the ADA requirements affecting employment except in those areas where the ADA contains additional
requirements. Your nondiscrimination requirements as a federal contractor under Section 503 of the
Rehabilitation Act will be essentially the same as those under the ADA; however, you will continue to have
additional affirmative action requirements under Section 503 that do not exist under the ADA.

Q. If I have several qualified applicants for a job, does the ADA require that I hire the applicant with a
disability?

A. No. You may hire the most qualified applicant. The ADA only makes it unlawful for you to discriminate
against a qualified individual with a disability on the basis of disability.

Q. One of my employees is a diabetic, but takes insulin daily to control his diabetes. As a result, the

diabetes has no significant impact on his employment. Is he protected by the ADA?

A. Yes. The determination as to whether a person has a disability under the ADA is made without regard to

mitigating measures, such as medications, auxiliary aids and reasonable accommodations. If an individual has

an impairment that substantially limits a major life activity, she is protected under the ADA, regardless of the
.fact that the disease or condition or its effects may be corrected or controlled.

Q. One of my employees has a broken arm that will heal but is temporarily unable to perform the
essential functions of his job as a mechanic. Is this employee protected by the ADA?

A. No. Although this employee does have an impairment, it does not substantially limit a major life activity if
it is of limited duration and will have no long term effect.

with disabilities?

A. No. The ADA only requires that you provide an employee with a disability equal access to whatever health
insurance coverage you provide to other employees. For example, if your health insurance coverage for certain
treatments is limited to a specified number per year, and an employee, because of a disability, needs more than
the specified number, the ADA does not require that you provide additional coverage to meet that employee's
health insurance needs. The ADA also does not require changes in insurance plans that exclude or limit
coverage for pre-existing conditions.

Q. Does the ADA require that I post a notice explaining its requirements?

A. The ADA requires that you post a notice in an accessible format to applicants, employees and members of
labor organizations, describing the provisions of the Act. EEOC will provide employers with a poster
summarizing these and other Federal legal requirements for nondiscrimination. EEOC will also provide
guidance on making this information available in accessible formats for people with disabilities.

Q. Am I obligated to provide a reasonable accommodation for an individual if I am unaware of her

physical or mental impairment?

A. No. An employer's obligation to provide reasonable accommodation applies only to known physical or
.mental limitations. However, this does not mean that an applicant or employee must always inform you of a

disability. If a disability is obvious, e.g., the applicant uses a wheelchair, the employer "knows" of the

disability even if the applicant never mentions it.



Q. How do I determine whether a reasonable accommodation is appropriate and the type of
accommodation that should be made available?

A. The requirement generally will be triggered by a request from an individual with a disability, who frequently
can suggest an appropriate accommodation. Accommodations must be made on a case-by-case basis, because
the nature and extent of a disabling condition and the requirements of the job will vary. The principal test in
selecting a particular type of accommodation is that of effectiveness, i.e., whether the accommodation will
enable the person with a disability to perform the essential functions of the job. It need not be the best
accommodation or the accommodation the individual with a disability would prefer, although primary
consideration should be given to the preference of the individual involved. However, as the employer, you have
the final discretion to choose between effective accommodations, and you may select one that is least
expensive or easier to provide.

Q. When must I consider reassigning an employee with a disability to another job as a reasonable
accommodation?

A. When an employee with a disability is unable to perform her present job even with the provision of a
reasonable accommodation, you must consider reassigning the employee to an existing position that she can
perform with or without a reasonable accommodation. The requirement to consider reassignment applies only
to employees and not to applicants. You are not required to create a position or to bump another employee in
order to create a vacancy. Nor are you required to promote an employee with a disability to a higher level
position.

Q. What if an applicant or employee refuses to accept an accommodation that I offer?

A. The ADA provides that an employer cannot require a qualified individual with a disability to accept an
~ accommodation that is neither requested nor needed by the individual. However, if a necessary reasonable

accommodation is refused, the individual may be considered not qualified.

.Q. If our business has a health spa in the building, must it be accessible to employees with disabilities?

A. Yes. Under the ADA , workers with disabilities must have equal access to all benefits and privileges of
employment that are available to similarly situated employees without disabilities. The duty to provide
reasonable accommodation applies to all non-work facilities provided or maintained by you for your
employees. This includes cafeterias, lounges, auditoriums, company-provided transportation and counseling
services. If making an existing facility accessible would be an undue hardship, you must provide a comparable
facility that will enable a person with a disability to enjoy benefits and privileges of employment similar to
those enjoyed by other employees, unless this would be an undue hardship.

Q. If I contract for a consulting firm to develop a training course for my employees, and the firm
arranges for the course to be held at a hotel that is inaccessible to one of my employees, am I liable under
the ADA?

A. Yes. An employer may not do through a contractual or other relationship what it is prohibited from doing
directly. You would be required to provide a location that is readily accessible to, and usable by your employee
with a disability unless to do so would create an undue hardship.

Q. What are my responsibilities as an employer for making my facilities accessible?
A. As an employer, you are responsible under Title I of the ADA for making facilities accessible to qualified
applicants and employees with disabilities as a reasonable accommodation, unless this would cause undue
hardship. Accessibility must be provided to enable a qualified applicant to participate in the application
process, to enable a qualified individual to perform essential job functions and to enable an employee with a
disability to enjoy benefits and privileges available to other employees. However, if your business is a place of
public accommodation (such as a restaurant, retail store or bank) you have different obligations to provide
.accessibility to the general public, under Title III of the ADA. Title III also will require places of public
accommodation and commercial facilities (such as office buildings, factories and warehouses) to provide
accessibility in new construction or when making alterations to existing structures. Further information on
these requirements may be obtained from the U.S. Department of Justice, which enforces Title III. (See page
22).



Q. Under the ADA, can an employer refuse to hire an individual or fire a current employee who uses drugs
illegally?
A. Yes. Individuals who currently use drugs illegally are specifically excluded from the ADA's protections.
Towever, the ADA does not exclude:
e persons who have successfully completed or are currently in a rehabilitation program and are no longer
illegally using drugs, and
» persons erroneously regarded as engaging in the illegal use of drugs.

Q. Does the ADA cover people with AIDS?
A. Yes. The legislative history indicates that Congress intended the ADA to protect persons with AIDS and HIV
disease from discrimination.

Q. Can I consider health and safety in deciding whether to hire an applicant or retain an employee with a
disability?

A. The ADA permits an employer to require that an individual not pose a direct threat to the health and safety of
the individual or others in the work-place. A direct threat means a significant risk of substantial harm. You cannot
refuse to hire or fire an individual because of a slightly increased risk of harm to himself or others. Nor can you
do so based on a speculative or remote risk. The determination that an individual poses a direct threat must be
based on objective, factual evidence regarding the individual's present ability to perform essential job functions. If
an applicant or employee with a disability poses a direct threat to the health or safety of himself or others, you
must consider whether the risk can be eliminated or reduced to an acceptable level with a reasonable
accommodation.

Q. Am I required to provide additional insurance for employees?

A. No. The ADA only requires that you provide an employee with a disability equal access to whatever health
insurance coverage you provide to other employees. For example, if your health insurance coverage for certain
Qeatments is limited to a specified number per year, and an employee, because of a disability, needs more than the
pecified number, the ADA does not require that you provide additional coverage to meet that employee's health
insurance needs. The ADA also does not require changes in insurance plans that exclude or limit coverage for

pre-existing conditions.

Q. Does the ADA require that I post a notice explaining its requirements?

A. The ADA requires that you post a notice in an accessible format to applicants, employees and members of
labor organizations, describing the provisions of the Act. EEOC will provide employers with a poster
summarizing these and other Federal legal requirements for nondiscrimination. EEOC will also provide guidance




3 types of records

Sealing Juvenile Records

not public record
court records
cannot be sealed

government agencies have access
delinquency records cannot be sealed

archived 7 years from offense

public record

local records can be sealed

request made at clerks office
where offense took place



Your

Employment
Resume

® A resume provides 3 prospective
employer with your personal contact
information, employment objective,
educational achievement, and work
experience. Using HROP’s Personal
Data Wizard, format your resume
e 3and include in your portfolio in
preparation for job interviews.




Resume Writing 101

So what the heck is a resume anyway ???

e A resume is a formal record of your work experience
e A resume can be an outward expression of your professionalism.

When should you submit a resume ???
¢ A resume should e submitted with a job application, however most employers will not
take a resume in place of an application. They must be submitted together, in
conjunction with letters of recommendation, and a cover letter where appropriate.
How often should you update your resume ??
* You should update your resume every time you get a new job. This is because your
resume is reflection of your most recent work experience and references.
So what should my resume include ?7?
e A resume has six basic parts:
Header :
This section includes your most current name, address and telephone
number (you may include a pager number and/or message phone, but be

sure to specify).

Objective:

This section states your overall personal or career goal ( it is usually one
sentence or statement).

Experience:

This section lists your most recent employment (usually the last three
employers; and includes job description, contact person, length of time
that you were employed, and mailing address of all employers).



Education:

This section states your highest level of academic achievement.

Interests:

This section includes the things you like to do. (hobbies, sports, clubs, and
things you like to do in your spare time are all appropriate).

References:

This section is reserved for personal or job references not listed in the
work experience section (usually recorded as “Available upon request” ,
but make sure that you update your personal references from time to time
so that your can have them ready if a perspective employer requests this
information).

e Above all else, a resume is an outward representation of you as professional.
It should be clean, neat, and well organized !!! Take pride in the appearance
of your resume, and it may just be worth its weight in gold !!!!
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s A Servica Provided By Humboldt County Office of Education ROP Transition Service:

Welcome to the Humboldt County Office of Educations’s Personal Data Wizard

This site allows you to access important transitional resources , while storing
your most valuable work related documents.

Some of these resources include the following:

Resume Builder
® The Data Wizard will produce a resume after entering personal information and choosing from several pull-
down menus addressing, skills, classes, activities and job objectives
e _The system has editing capabilities and can be printed.
Cover Letter Builder
® The information that has been entered will automatically transfer to the Cover Letter Builder.
 The system will format the list of cover letter sentences with the student's personal information.
»  The three-paragraph cover letter is editable and can be printed.
q e For additional editing capabilities the cover letter can be transferred to Microsoft Word.
hank You Letter Builder
o Information will be automatically transferred to the Thank You Letter Builder
Budget Builder
B Students can enter estimated monthly wages and estimated costs of 25 items such as rent, groceries, utilities,
savings, cash etc.
B The Data Wizard produces a spreadsheet showing monthly totals.
B Students can go back and edit expenses to balance their budget.
Other Available Resources
Files containing useful information are available to down load for transition students. Examples of files are:
Reference and Recommendation requests
Information about turning 18
Selective Service information
Information about buying a used car
Information about banking and credit
And more.
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" A Service Provided By Humbokdt County Office of Education ROP Transition Services

To access the site:

1) Open your internet browser (ie. Internet Explorer)

2) Enter the following address in the ADDRESS bar
(not the search bar!) exactly as it’s shown below:

http:/Iwww.hrop.org/wizard/

3) Find the group name : “William S Hart UHSD” using the drop down box
and select.

4) Enter your username and password:

My username is:

. My Password is:

5) If you have trouble accessing the site, contact Career Visions at (661)
259-0033 X 525

Have Fun!
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a " A Sarvice Provided By Humboldt County Office of Transition Service:

Welcome to the Humboldt County Office of Educations’s Personal Data Wizard

This site allows you to access important transitional resources , while storing
your most valuable work related documents.

Some of these resources include the following:

Resume Builder
® The Data Wizard will produce a resume after entering personal information and choosing from several pull-
down menus addressing, skills, classes, activities and job objectives
e The system has editing capabilities and can be printed.
Cover Letter Builder
e The information that has been entered will automatically transfer to the Cover Letter Builder,
o The system will format the list of cover letter sentences with the student's personal information.
» The three-paragraph cover letter is editable and can be printed.
e__For additional editing capabilities the cover letter can be transferred to Microsoft Word.
hank You Letter Builder
e Information will be automatically transferred to the Thank You Letter Builder
Budget Builder
W Students can enter estimated monthly wages and estimated costs of 25 items such as rent, groceries, utilities,
savings, cash etc.
® The Data Wizard produces a spreadsheet showing monthly totals.
B Students can go back and edit expenses to balance their budget.
Other Available Resources
Files containing useful information are available to down load for transition students. Examples of files are:
Reference and Recommendation requests
Information about turning 18
Selective Service information
Information about buying a used car
Information about banking and credit
And more.




Cover Letter Writing 101

A cover letter is an introduction, a sales pitch, and a proposal for
further action all in one. It gives the reader a taste of what's to come—
not by simply summarizing the resume, but by highlighting the aspects
of your background that will be most relevant to the reader. A cover
letter also demonstrates that you can organize your thoughts and
express yourself clearly and appropriately; in other words, it reflects
your communication skills and, to some extent, your personality.

Cover letters, typically in one-page format, begin with an introduction
where you state who you are and why you are writing. The middle is
taken up by the sales pitch, where you attempt to advertise yourself in
the most successful way. The letter concludes with your proposal for
further action, where you highlight steps you would like to take and see
the employer take. Before you write, begin by asking yourself questions
about your role with the employer and your plans for the future. What
does the employer need? What do you hope to accomplish? What are
some qualities you will bring to this job? Why do you want to work for
this employer? When you come up with good, solid answers to these,
you’re ready to start writing.



\ Crash Course in Interview Preparation
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© Yaheo! HetJobs Exclusive
By Christopher Jones

Everyone loves to get this phone call: "This is Jane Doe. I'm calling to see if you would like to
come in for a job interview."

Your pulse races: A job interview!

It isn't until the night before the interview that your stomach drops, a feeling of slight dread sets in
and you ask yourself, "What am | gonna wear?" "What am | gonna say?"

You've got a case of the pre-interview jitters: A good sign that you haven't spent enough time
preparing.

Getting ready for an interview should begin at least three days before the interview is scheduled to
take place. This week, we'll run down the top things you should do before the big day arrives.

. ne Clothes Make the Job Seeker
Make sure your interview clothes are clean and pressed a few days beforehand.

The last thing you want to worry about the night before an interview is pleading with your
drycleaner or getting burned by a hot iron.

Also, make sure you have a neutral colored umbrella on-hand in case of rain.

Don't Forget Your Resumes!

Make good-quality copies of your resume on a nice grade of paper. Take more copies than you
will possibly need - just in case. Store the copies in a folder where they will stay clean and

unwrinkled.

Organize your portfolio, tear sheets, professional reference lists or any other papers you think your
prospective employer would like to see.

Make sure your purse or briefcase is stocked with everything else you'll need: A working pen (no
pencils!), a notebook, breath mints, a comb, the umbrella | mentioned and some tissues.



Practice Makes Perfect
Like most things, people get better at interviewing with a little practice.

Dedicate one night prior to the interview to a mock QandA. You can set this up with a friend or
conduct the interview yourself with a list of frequently-asked interview questions and a mirror.

Don't panic if, during the actual interview, you are not asked any of the questions you practiced.
The point of practicing is to "warm up" to the process of answering questions on the fly.

Do Your Homework

Spend at least two days before the interview researching the company. Take notes. Memorize
important facts.

A little preparation goes a long way. A couple of hours researching the company and practicing
answers to interview questions can give you that extra bit of confidence you need to ace the
interview.

Chris Jones is the HotJobs Vice President for Community and Content.




How to Answer the Four Most Common
Interview Questions

O Yaheo! HetJehs Exclusive

By Todd Anten

There are some questions that tend to pop up during almost every job interview.
The bad news: These questions can be quite difficult to answer.

The good news: Because they are so common, you can prepare for them well in advance
and give a perfect answer without breaking a sweat.

So allow me to present four of the most common -- yet most perplexing -- interview
questions and how you can best answer them.

1. "Tell Me a Little About Yourself"

Sometimes the most general question can be the hardest. How can you sum up your
entire life story in just a couple of minutes?

You don't.

This oldest of questions is not an invitation to talk about your difficult childhood, your
favorite grandmother or how you won the state swim competition in high school. Instead,
it's a request for you to describe what you can offer the company.

In his excellent book 107 Great Answers to the Toughest Interview Questions, author Ron
Fry suggests focusing on:

« Your key accomplishments at previous jobs.
« The strengths demonstrated by those accomplishments.
« How these relate to the job for which you're applying.

The goal is not to summarize your resume -- the interviewer already has a copy of that.
Rather, tell how you came to be interested in this particular company and job, and weave
examples of past accomplishments throughout to demonstrate why you are the perfect
candidate.



2. "Why Did You Leave Your Last Job?"

Did you resign? Get laid off? Get fired? Storm out of the office in a huff, never to return?
Chances are, you'll have to explain it in an interview.

The most important point to remember when answering this question: STAY POSITIVE.

The biggest sign of a troublemaker is when someone trashes his or her former boss or
company during an interview. It doesn't matter if your boss was a jerk or if you hated your
coworkers -- an interview is not the place to vent past frustrations.

Rather, the best way to answer this question is to stay positive and talk about your desire
for growth opportunities. This will paint you as a proactive employee who enjoys
responsibility and challenges.

Here are some quick pointers for answering this question, depending on your
circumstances:

» IF YOU WERE FIRED: Be honest, but quick about explaining it. Don't get into the
political details; rather, explain what you learned from the experience and how it
makes you an even stronger employee today. It's not a good idea to lie about your
termination. When the interviewer calls your references, he or she will most likely
find out you were fired anyway. So be honest, and explain what you learned.

« IF YOU WERE LAID OFF: This is not nearly as taboo as it was even five years
ago, so don't apologize or act defeated. If a company goes bankrupt or had
massive layoffs, simply explain, "Because of the economy, the company decided to
eliminate six departments, including mine."

« IF YOU QUIT: Again, be honest and stay positive. State that the work being offered
wasn't challenging enough, that you are seeking higher levels of responsibility or

simply that you are ready to make the next step on your career ladder -- and that
the job for which you are interviewing is the ideal next step.

The secret is to stay positive and discuss your desire for growth. Hiring managers love
applicants who actively seek responsibility.

3. "What's Your Biggest Weakness?"
What are you supposed to do -- tell them why they SHOULDN'T hire you?

The "weakness" question is popular with interviewers not because they want to torture
you, but because they're interested in hearing how you tackle challenges.

The most important thing to remember is that after you name your weakness, you MUST



discuss what you have done to overcome it.

Pick a weakness that is real but understandable or relatively harmless. Whatever
weakness you pick, be sure that it is work-related ("I have a tendency to overfeed my dog"
is NOT an appropriate weakness) and that you present the strategies for how you
overcame it.

Here are a few examples:

» "l used to have a tendency to procrastinate. So now | am always sure to set a strict
schedule for all of my projects well in advance and | set personal deadlines. This
organization has really helped."

e "Once in a while, | focus too much on the details of a project. So now, when I'm
working on a project, | always make sure at the end of the day to sit back and take
a few minutes to think about the general scope of my work. It forces me to keep
priorities straight and helps me keep the right mindset.”

» "l used to have some problems with organization. So now | carry a schedule book
around throughout the day and | also use this Palm Pilot to keep me on track. It's
worked out great!"

You don't want to pick a weakness that will torpedo your chances -- even your weakness
should speak strongly toward your skills. The examples above all address honest
weaknesses; here are a few other "safe" weaknesses that are easy to discuss:

» |tend to be a perfectionist.
« | sometimes work too hard, leading to unnecessary stress.

4. "Do You Have Any Questions for Me?"
Yes, you do.

You should always try to ask a thoughtful question or two at the end of an interview. It
shows that you've been listening and that you've done your research on the company.

What should you ask? In his book 101 Great Answers to the Toughest Interview
Questions, Ron Frey suggests some of the following queries:

» Does this job usually lead to other positions at the company? What kind of
positions?

» What do you like best about this company? Why?

DO NOT ask about salary, vacation days, benefits or anything else that would make it
look like you're more interested in the compensation package than the company. Also,



don't ask too many questions; just a couple will be fine.
And the most important question of all: Don't forget to ask for the job!

« I'm very interested in this job. It's exactly the kind of job that I'm looking for. What is
the next step in the interview process?

If you would like more information on how to answer interview questions, check out these
books:

101 Great Answers to the Toughest Interview Questions:
http://www.amazon.com/exec/obidos/ASIN/1564 14464 X/qid%3D 1022257 306/sr%3D8-
1/ref%3Dsr%5F8%5F 1/104-6499676-2381560

Interviewing and Salary Negotiation:
http://www.amazon.com/exec/obidos/ASIN/1564144348/qid%3D1022262266/sr%3D2-
1/ref%3Dsr%5F2%5F 1/104-6499676-2381560

Sweaty Palms: The Neglected Art of Being Interviewed:

hitp://www.amazon.com/exec/obidos/ASIN/0898154030/qid%3D1022262216/sr%3D1-
1/ref%3Dsr%5F 1%5F1/104-6499676-2381560

Todd Anten is a HotJobs writer.



INTERVIEW PREPARATION

COMMON INTERVIEW QUESTIONS

These are some of the most commonly asked questions.

Put some thought into your answers and practice them prior to your interview!
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What are the responsibilities of your current or previous position?
‘What do you know about this industry?

‘What do you know about our company?

How long will it take for you to make a significant contribution?
What is your most significant accomplishment?

Why did you leave your last job?

Why do you think you would like to work for our company?

If it were your first day, what would you say to the associates you will be working
with?

What have you done to overcome major obstacles in your life?

Are you willing to relocate?

How would you describe your work style?

Tell me about yourself?

Why do you think we should hire you for this job?

How do you define success?

What was the last book you read?

What area of this job would you find most difficult?

What leadership/supervisory roles have your held?

What is your weakness?

What is your strength?

What accomplishments are you most proud of?

What has been your greatest crisis, how did you solve it?

What person has had the greatest influence on you, why?

What do you like best about your job/school..what do you like least?
How has college prepared you for this career?

Describe your ideal job.

Why did you choose this particular field of work?

What have you done that shows initiative?

In what areas of the job would you expect to be most successful....least?
What do you see yourself doing in 5 or 10 years?

What are your salary requirements?

What frustrates you?

Describe a situation with an irate customer and how you handled it?
What aspect of this job do you consider most crucial ?

What are your long range career objectives and how do you plan to achieve them?
How do think a friend would describe you?

What motivates you?

How many hours a week do you need to work to get the job done?



How do you work under pressure?

What two or three things are most important to you in your job?

Tell me about other jobs you've had. In hindsight, how could you have improved
your performance?

What makes a good supervisor?

What skills do you want to improve?
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15:

16.

17.

PRACTICE INTERVIEW QUESTIONS

Won’t you tell me a little about yourself?

What are your future vocational plans?

What is the position for which you are applying?

In what activities have you participated? Why? Which did you enjoy the most?
How do you spend your spare time? What are your hobbies?

Why do you think you would like this particular type of job?

Do you prefer working with others or by yourself?

Can you take instruction without feeling upset?

Do you have any health problems?

Have you ever had any serious illness or injury?

What job or experiences have you enjoyed the most? The least? Why?
What experience do you have that relates to the job you want?

Why have you held so many jobs?

Why should I hire you?

How do you know you can do this job?

What are your strengths and weaknesses?

What are your special skills or abilities?

11/12 D - 44
LAUSD Secondary Transition Learn to Eam



Guide to Thank You Letters

After a job interview there are several ways you can keep the potential
employer's attention on YOU as the likely person to hire:

1. Immediately write a Thank You Letter to the interviewer. Write it right after the interview,
and get it in the mail the same evening so it arrives in the next day or two. Below is a Guideline
and a Sample Thank You Letter.

2. Send a Follow Up Letter soon after that, if you do not hear from the interviewer within, say, a
week.

In the first paragraph, thank the interviewer (or express your appreciation) for the chance to
meet with them to discuss the job and see the premises (use the term "meeting" rather than
"interview" if it seems appropriate). Make some reference to your positive impressions of the

company.

In the second paragraph, offer some new information or additional reason for the employer to
be interested in you for that job-perhaps a "goodie" that you didn't mention in the interview.
(You might even link this new information to a problem or opportunity the company is
experiencing.) Repeat the job title you are applying for, and show continued interest in it.

In the last paragraph, let the employer know (graciously) that you expect to hear from them
again and "plant" the idea in her mind of a phone call to you. Make it clear you're willing to
come in and discuss the job further, if necessary.

r— e A L —— 4

Thank You Letter Example

Martina Bosserio

Manager, Product Development Dept.
Widget Corporation

1520 Widget Drive

Metropolis, NY 10021

Dear Ms. Bosserio,

I enjoyed the opportunity to meet with you and have a brief tour of Widget Corporation. The
high level of creative energy among your staff, as well as their personal pride in the company's
products, was obvious and very gratifying to see.

In addition to the information I shared with you in our meeting, I thought of another project I
worked on that reflects the kind of contribution I could make as a member of Widget's product
development team. The details of that project (the proposal and the final report, both of which I
authored) are enclosed for your review.

As soon as you're through interviewing the other candidates, I'd appreciate hearing from you, and
of course I'd be pleased to meet with you again, if necessary, on fairly short notice. I can be
reached at home in the evening as well as at my office during the day.

Sincerely yours,
Geraldine JobHunter

(987) 654-3210 (h)
(987) 543-2106 (w)
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Welcome to the Humboldt County Office of Educations’s Personal Data Wizard

This site allows you to access important transitional resources , while storing
your most valuable work related documents.

Some of these resources include the following:

Resume Builder

¢ The Data Wizard will produce a resume after entering personal information and choosing from several pull-
down menus addressing, skills, classes, activities and job objectives

o The system has editing capabilities and can be printed.

Cover Letter Builder
e The information that has been entered will automatically transfer to the Cover Letter Builder.
e The system will format the list of cover letter sentences with the student's personal information.
v The three-paragraph cover letter is editable and can be printed.

' o For additional editing capabilities the cover letter can be transferred to Microsoft Word.
"Thank You Letter Builde

. .

| Budget ider

e Information will b

B Students can enter estimated monthly wages and estimated costs of 25 items such as rent, groceries, utilities,
savings, cash etc.
B The Data Wizard produces a spreadsheet showing monthly totals.
B Students can go back and edit expenses to balance their budget.
Other Available Resources
Files containing useful information are available to down load for transition students. Examples of files are:
Reference and Recommendation requests
Information about turning 18
Selective Service information
Information about buying a used car
Information about banking and credit
And more.



Your
OJT Contract

Your work training contract
outlines specific expectations that
you should be aware of before
beginning your Career Visions’
work experience.

Now is the time to get all of your
questions answered by your
Career Transition Advisor
before you sign!




WILLIAM S. HART UNION HIGH SCHOOL DISTRICT

Career
Visions

"...working toward a productive future!”

Career Visions On-The-Job Training Contract

The purpose of this contract is to provide the student-client with on-the-job work-related training

Revised 06/10

|. Student Responsibilities

As a student-client in the OJT program, | agree to:

A. Follow the program rules and regulations established by
the school and the employer.

B. As needed, arrange for my own transportation and
accept liability if incurred. The school will not authorize
or be held responsible for the mode of transportation
that is used.

C. (If 18 years of age or older) Provide self with ample
insurance coverage while traveling to and from school,
as well as, to and from the training site.

D. Maintain regular attendance and punctuality in school
and at on-the-job training, or | will not be allowed to
participate in OJT. I will not participate in OJT, on
days that | am absent from school. If | have above
average absences on non-workdays, my participation in
OJT may be limited.

E. Notify my Career Transition Advisor within one day if |
am released from my training.

F. Notify my work-training site and Career Transition
Advisor before | am due at work if an illness or an
emergency prevents me from working.

G. Consult with my Career Transition Advisor if | should
find it necessary to terminate my on-the-job training
before the agreed upon date.

H. If receiving a pay-incentive, obtain a social security card,
any other required identification (and a work permit, if
under 18 years of age).

I. Participate in a minimum eight (8) week PAES evaluation
in order to assess workforce readiness. This assessment
will be completed before being considered for community
based training.

. Business/Training Site Responsibilities

As a training site resource in the OJT program, | agree to:

A. Not use the student-client to replace a paid employee
position.

B. Inform the student-client and job coaching staff of rules,
regulations, and duties expected of the student-client
trainee.

C. Supervise the student-client trainee, assist in improving
the on-the-job training performance of the student-
client, and assign the student-client to more responsible
duties or positions if openings occur for which the
student is qualified.

D. Plan an appropriate variety of on-the-job training
tasks/responsibilities.

E. Abide by state and federal laws/regulations pertaining to
employment and/or students on training/job sites.

F. Confer with the school job coaching/staff regarding the
student-client's training progress and/or need for
additional help.

G. Evaluate the training performance of the student-client
with the school job coaching/staff through written
evaluation every eight (8) weeks.

H. Consider student- client for part time employment if
economically feasible, after completion of fifty (50)
subsidized work hours, and satisfactory eight (8) week
worksite performance evaluation.

I. Inform the school job coaching/staff when planning to
terminate a student-client’s training.



I11.  School District Responsibilities

The William S. Hart Union High School District, agrees

to:
A

Monitor progress of the student-client while the
student-client is participating in the OJT program.

Act as employer of record for the student-client while
the student-client is participating in the OJT
program, and is receiving a pay-incentive.

Abide by state and federal laws/regulations
pertaining to employment/training, and/or students.

If the student-client is receiving a pay-incentive, pay
the student-client /hr.

Provide State Worker's Compensation Insurance
coverage under the School District's policy for
student-clients while they are at the work site.

Enroll the student-client only in an approved OJT
site as defined by the local School District and
supported by a plan of operation approved by the
California State Department of Education.

Inform the student-client (and the parent/guardian if
the student-client is under 18 years of age or
conserved), of program rules and regulations.

Monitor the student-client’s training site and
activities, and consult with the employer regarding
the on-the-job training performance of the student-
client.

Assist in the resolution of the student-client’s school
or work training site-related problems that are
affecting on-the-job training performance and the
student-client.

Communicate with the student-client
regarding on-the-job training performance via
written performance evaluation every eight (8)
weeks.

Provide the employer with the objectives of the
student-client's OJT experience.

Indemnity (“Hold Harmless”) Statement

The William S. Hart Union High School District
(Hart District) shall indemnify, defend (including
reasonable attorney’s fees), and save harmless

(On-the-Job Training [0.J.T.] Site), its trustees,
employees and agents from and against any physical
damage to tangible property, bodily injury, sickness,
death or other claims caused by the negligent acts,
omissions or willful misconduct of Hart District
agents, employees or students arising out of this
Agreement; provided, however, that nothing
contained herein shall require the Hart District

(©.J.T. Site) for physical damage to tangible
property of a party, or bodily injury, sickness, or
death to a party arising out of the negligent acts,
omissions, or willful misconduct of

(O.J.T. Site), its agents or employees.

1V. Parent/Guardian Responsibilities (If student-client is
under 18 years of age or conserved)

As a parent/guardian of a student-client in the OJT program, |
agree to:

A. Encourage the student-client to effectively carry out the
duties and responsibilities of the program at school and at
the training site.

B. Arrange transportation for non-school hours for the
student-client and accept liability if incurred. The school
will not authorize or be held responsible for the mode of
transportation that is used.

C. Provide the student-client with ample insurance coverage while
traveling to and from school, as well as, to and from the training
site.

Student-Client’s Printed Name

Student-Client’s Signature

Date

Parent/Guardian’s Printed Name

Parent/Guardian’s Signature
(If student is under 18 years of age or conserved)

Date

Business/Training Site Name

Business/Training Site Address

Business/Training Site Representative’s Printed Name

Business/Training Site Representative’s Signature

Date

School District Representative’s Printed Name

School District Representative’s Signature

Date

The Governing Board prohibits unlawful discrimination against and/or harassment of district employees and job applicants on the basis of actual or perceived

race, color, national origin, ancestry, religion, age, marital status, pregnancy, physical or mental disability, medical condition, veteran status, gender or sexual
orientation at any district site and/or activity.
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Required Documentation for I-9 Form

ﬂ’ I-9 Form Requirements

When hired for a new job, employees are required to prove that they are legally entitled to work in
the United States. Employers are required to verify the identity and eligibility to work for all new

employees. An Employment Eligibility Verification form (-9 Form) must be completed and kept on

file by the employer.

In addition, employees must present original documents, not photocopies. The only exception is an
employee may present a certified copy of a birth certificate. On the form, the employer must verify the
employment eligibility and identity documents presented by the employee and record the document
information on the 1-9 form.

Acceptable 1-9 Documents

Employees are required to present either one of the documents from List A or one of the following
documents from List B and one of the documents from List C.

List A (Documents that establish both identity and employment eligibility)

United States Passport

Permanent Resident Card or Alien Registration Receipt Card (I-551)

Temporary Resident Card (1-688)

Employment Authorization Document (1-766, 1-688B, or I-688A)

Foreign Passport with temporary I-551 stamp

For aliens authorized to work only for a specific employer, foreign passport with Form 1-94
authorizing employment with this employer

. List B (Documents that establish identity only)

Driver's license issued by a state or outlying possession

ID card issued by a state or outlying possession

Native American tribal document

Canadian driver's license or ID card with a photograph (for Canadian aliens authorized to work only
for a specific employer)

School ID card with a photography

Voter's registration card

U.S. Military card or draft record

Miltary dependent's ID Card

List C (Documents that establish employment eligibility only)

e Social Security account number card without employment restrictions

Original or certified copy of a birth certificate with an official seal issued by a state or local
government agency

Certification of Birth Abroad

US Citizen ID Card

Native American tribal document

Form |-94 authorizing employment with this employer (for aliens authorized to work only for a
specific employer)

No I-9 Documentation?

An employee who fails to produce the required document, or a receipt for a replacement document (in the
case of lost, stolen or destroyed documents), within three business days of the date employment begins,
can be terminated. An employee who shows a receipt has ninety days to present the oringinal documents.

So, before you start your job search, make sure you have ail your paperwork in order!



Department of Homeland Security
U.S. Citizenship and Immigration Services

OMB No. 1615-0047; Expires 03/31/07

Employment Eligibility Verification

INSTRUCTIONS
PLEASE READ ALL INSTRUCTIONS CAREFULLY BEFORE COMPLETING THIS FORM.

Anti-Discrimination Notice. It is illegal to discriminate against any individual (other than an alien not authorized to work in the U.S)in
hiring, discharging, or recruiting or referring for a fee because of that individual's national origin or citizenship status. It is illegal to
discriminate against work eligible individuals. Employers CANNOT specify which document(s) they will accept from an employee. The
refusal to hire an individual because of a future expiration date may also constitute illegal discrimination.

Section 1- Employee. Al employees, citizens and
nongcitizens, hired after November 6, 1986, must complete Section 1
of this form at the time of hire, which is the actual beginning of
employment. The employer is responsible for ensuring that
Section 1 is timely and properly completed.

Preparer/Translator Certification. The Preparer/Translator
Certification must be completed if Section 1 is prepared by a person
other than the employee. A preparer/transiator may be used only
when the employee is unable to complete Section 1 on his/her own.
However, the employee must still sign Section 1 personally.

Section 2 - Employer. For the purpose of completing this
form, the term "employer” includes those recruiters and referrers for a
fee who are agricultural associations, agricultural employers or farm
labor contractors.

Employers must complete Section 2 by examining evidence of
identity and employment eligibility within three (3) business days of
the date employment begins. If employees are authorized to work,
but are unable to present the required document(s) within three
business days, they must present a receipt for the application of the
document(s) within three business days and the actual document(s)
within ninety (90) days. However, if employers hire individuals for a
duration of less than three business days, Section 2 must be
completed at the time employment begins. Employers must record:
1) document title; 2) issuing authority; 3) document number, 4)
expiration date, if any; and §) the date employment begins.
Employers must sign and date the certification. Employees must
present original documents. Employers may, but are not required to,
photocopy the document(s) presented. These photocopies may only
be used for the verification process and must be retained with the 1-9.
However, employers are still responsible for completing the I-9.

Section 3 - Updating and Reverification. Employers
must complete Section 3 when updating and/or reverifying the 1-9.
Employers must reverify employment eligibility of their employees on
or before the expiration date recorded in Section 1. Employers
CANNOT specify which document(s) they will accept from an
employee.

*  [fan employee's name has changed at the time this form is
being updated/reverified, complete Block A.

* If an employee is rehired within three (3) years of the date
this form was originally completed and the employee is still
eligible to be employed on the same basis as previously
indicated on this form (updating), complete Block B and the
signature block.

= If an employee is rehired within three (3) years of the date
this form was originally completed and the employee's work
authorization has expired or if a current employee's work
authorization is about to expire (reverification), complete
Block B and:

= examine any document that reflects that the employee
is authorized to work in the U.S. (see List A or C),

— record the document title, document number and
expiration date (if any) in Block C, and

= complete the signature block.

Photocopying and Retaining Form I-9. A blank I-9 may be
reproduced, provided both sides are copied. The Instructions must
be available to all employees completing this form. Employers must
retain completed I-9s for three (3) years after the date of hire or one
(1) year after the date employment ends, whichever is later.

For more detailed information, you may refer to the Department
of Homeland Security (DHS) Handbook for Employers, (Form
M-274). You may obtain the handbook at your local U.S.
Citizenship and Immigration Services (USCIS) office.

Privacy Act Notice. The authority for collecting this information is
the Immigration Reform and Control Act of 1986, Pub. L. 99-603 (8
USC 1324a).

This information is for employers to verify the eligibility of individuals
for employment to preclude the unlawful hiring, or recruiting or
referring for a fee, of aliens who are not authorized to work in the
United States.

This information will be used by employers as a record of their basis
for determining eligibility of an employee to work in the United
States. The form will be kept by the employer and made available
for inspection by officials of the U.S. Immigration and Customs
Enforcement, Department of Labor and Office of Special Counsel for
Immigration Related Unfair Employment Practices.

Submission of the information required in this form is voluntary.
However, an individual may not begin employment unless this form
is completed, since employers are subject to civil or criminal
penailties if they do not comply with the Immigration Reform and
Control Act of 1986.

Reporting Burden. We try to create forms and instructions that are
accurate, can be easily understood and which impose the least
possible burden on you to provide us with information. Often this is
difficult because some immigration laws are very complex.
Accordingly, the reporting burden for this collection of information is
computed as follows: 1) leaming about this form, 5 minutes; 2)
completing the form, 5 minutes; and 3) assembling and filing
(recordkeeping) the form, 5 minutes, for an average of 15 minutes
per response. If you have comments regarding the accuracy of this
burden estimate, or suggestions for making this form simpler, you
can write to U.S. Citizenship and Immigration Services, Regulatory
Management Division, 111 Massachuetts Avenue, N.W.,
Washington, DC 20529. OMB No. 1615-0047.

NOTE: This is the 1991 edition of the Form 1-9 that has been
rebranded with a current printing date to refiect the recent transition
from the INS to DHS and its components.

EMPLOYERS MUST RETAIN COMPLETED FORM I-9

Form I-9 (Rev. 05/31/05)Y

PLEASE DO NOT MAIL COMPLETED FORM I-9 TO ICE OR USCIS



Department of Homeland Security Olle.No.. 1?15-004?; E:Epires USI‘.:, 1/07
U_S. Citizenship and Immigration Services Employment Eligibility Verification

Please read instructions carefully before com pleting this form. The instructions must be available during completion
of this form. ANTI-DISCRIMINATION NOTICE: Itis illegal to discriminate against work eligible individuals. Employers
CANNOT specify which document(s) they will accept from an employee. The refusal to hire an individual because of

a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification. To be completed and signed by employee at the time employment begins.

Print Name: Last First Middle Initial Maiden Name
Address (Street Name and Number) Apt. # Date of Birth (month/day/year)
City State Zip Code Social Security #

i ) f perjury, ing):
| am aware that federal law provides for | attest, under penalty of perjury, that | am (check one of the following)

[] Acitizen or national of the United States
E, A Lawful Permanent Resident (Alien #) A
[ An alien authorized to work until

(Alien # or Admission #)

Employee's Signature Date (month/day/year) -

imprisonment and/or fines for false statements or
use of false documents in connection with the
completion of this form.

NPT — ety
Preparer and/or Translator Certification. (To be completed and signed if Section 1 is prepared by a person
other than the employee.) | attest, under penalty of perjury, that | have assisted in the completion of this form and that to the best
of my knowledge the information is true and correct.

Preparer's/Translator's Signature : Print Name

Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)

Section 2. Employer Review and Verification. To be completed and signed by employer. Examine one document from List A OR
examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number and expiration dats, if
any, of the document(s).

List A OR List B AND ListC

Document title:

Issuing authority:

Document #:

Expiration Date (if any):

Document #:

Expiration Date (if any):

CERTIFICATION - lattest, under penalty of péﬁury, that | have examined the document(s) presented by the above-named
employee, that the above-listed document(s) appear to be genuine and to relate to the employee named, that the

employee began employment-on (month/day/year) and that to the best of my knowledge the employee
is eligible to work in the United States. (State employment agencies may omit the date the employee began employment.)

Signature of Employer or Authorized Representative Print Name Title

Business or Organization Name Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)

Section 3. Updating and Reverification. To be completed and signed by employer.
A. New Name (if applicable) B. Date of Rehire (month/day/year) (if applicable)

C. If employee's previous grant of work authorization has expired, provide the information below for the document that establishes current employment

eliglblity. 1) cument Title: Document #: Expiration Date (if any):

| attest, under penalty of perjury, that to the best of my knowledge, this ﬁloyae is eligible to work in the United States, and if the employee
presented document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative Date (month/day/year)

NOTE: This is the 1991 edition of the Farm |- that has been rebranded with a Form I-9 (Rev. 05/31/05)Y Page 2
current printing date to reflect the recent transition from the INS to DHS and its
components.
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LISTA

Documents that Establish Both
Identity and Employment
Eligibility

1. U.S. Passport (unexpired or
expired)

2. Certificate of U.S. Citizenship
(Form N-560 or N-561)

3. Certificate of Naturalization
(Form N-550 or N-570)

4. Unexpired foreign passport,
with /-551 stamp or attached
Form [-94 indicating unexpired
employment authorization

5. Permanent Resident Card or
Alien Registration Receipt Card
with photograph
(Form [-151 or I-551)

6. Unexpired Temporary Resident
Card (Form /-688)

7. Unexpired Employment
Authorization Card
(Form 1-688A)

8. Unexpired Reentry Permit
(Form 1-327)

8. Unexpired Refugee Travel
Document (Form 1-571)

10. Unexpired Employment
Authorization Document issued by
DHS that contains a photograph
(Form |-688B)

LISTB

Documents that Establish
Identity

1. Driver's license or ID card issued

by a state or outlying possession of

the United States provided it
contains a photograph or
information such as name, date of

birth, gender, height, eye color and

address

2. ID card issued by federal, state or
local government agencies or
entities, provided it contains a
photograph or information such as

name, date of birth, gender, height,

eye color and address

3. School ID card with a
photograph

o

Voter's registration card
5. U.S. Military card or draft record

6. Military dependent's ID card

7. U.S. Coast Guard Merchant
Mariner Card

8. Native American fribal document

9. Driver's license issued by a
Canadian government authority

For persons under age 18 who
are unable to present a
document listed above:

10. School record or report card
11. Clinic, doctor or hospital record

12. Day-care or nursery school
record

LISTS OF ACCEPTABLE DOCUMENTS

AND
1.

LISTC

Documents that Establish
Employment Eligibility

U.S. social security card issued by
the Social Security Administration
(other than a card stating it is not
valid for employment)

Certification of Birth Abroad issued
by the Department of State (Form
FS-545 or Form DS-1350)

Original or certified copy of a
birth certificate issued by a state,
county, municipal authority or
outlying possession of the United
States bearing an official seal

Native American tribal document

U.S. Citizen ID Card (Form I-197)

ID Card for use of Resident
Citizen in the United States
(Form [-179)

Unexpired employment
authorization document issued by
DHS (other than those listed
under List A)

lllustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)

Form I-9 (Rev. 05/31/05)Y Page 3



Workplace
Harassment

Know your Rights!



What is Harassment in the Workplace?

b Below are some frequently asked questions about workplace harassment as
addressed by the US Equal Employmemt Opportunity Comission (EEOC)

What are some examples of workplace harassment?

Workplace harassment involves unwelcome and offensive conduct that is based on race, color, national origin, sex
(including pregnancy), religion, disability, or age (age 40 or older). Examples of harassment include offensive or
derogatory jokes, racial or ethnic slurs, pressure for dates or sexual favors, unwelcome comments about a person's
religion or religious garments, or offensive graffiti, cartoons or pictures.

Is it illegal to be harassed because I complain about job discrimination
or talk to the EEOC?

Yes. The laws enforced by EEOC protect you from being harassed because you report discrimination, file a job
crimination complaint with the EEOC, or help someone else report job discrimination, even if it turns out the
.onduct was not illegal.

What should I do if I am harassed by a manager, co-worker, or other
person in my workplace?

If you are being harassed at work, you have a responsibility to tell your employer. If you feel comfortable, you also
should tell the harasser that you find his or her behavior unwelcome. You also can talk to your parents, another
adult, or the EEOC.

Find out if your company has a policy on harassment. The policy should tell you who in your company is
responsible for handling harassment issues. If you are uncomfortable talking to the designated person, you should
talk to your manager or another manager in your company. Once your employer knows that you are being
harassed, it has a responsibility to correct the situation and protect you from further harassment. If you do not
promptly report workplace harassment, it may affect your rights.

What can I do if I witness workplace harassment?

If you witness workplace harassment, you should tell your employer. You also can tell the harasser that his or her
behavior is not funny and must stop. Finally, don't laugh at the conduct or give the harasser an audience - that will
only encourage further harassment. You also can talk to your parents, another adult, or the EEOC.

Q nay be if you make clear to the person you used to date and your company that you are no longer interested in a
elationship. If the person persists in seeking to continue the relationship or in making sexual advances or
comments to you, you may have a potential claim for sexual harassment.



What will my employer do if I report harassment?

Once your employer knows that you are being harassed, it has a responsibility to correct the situation and protect you
from further harassment. Your employer should promptly and thoroughly investigate your claim. This may mean that
your employer will interview you, the harasser, and any other witnesses. If your employer determines that you were
harassed, it should take steps to stop the behavior from continuing, such as transferring the harasser to another
location. Your employer also must make sure that you are not punished, treated differently, or harassed for reporting
harassment.

What can happen to me if I harass others at work?

Your employer has a responsibility to protect employees from harassment. If your employer determines that you
have been harassing others at work, you may face one or more of the following consequences: (1) verbal or written
warning; (2) counseling; (3) transfer to another location or job; (4) suspension; or (5) termination. These are just
examples of the types of actions an employer can take against you. The best thing to do is not harass others at work -
it's not worth it!

Is all workplace harassment illegal?

not all workplace harassment is illegal. The laws enforced by EEOC do not prohibit simple teasing, offhand
mments, or isolated incidents that are not very serious. For workplace harassment to be illegal, the conduct must
either be severe (meaning very serious) or pervasive (meaning that it occurred frequently). One instance of harassing
conduct is generally not sufficient, unless the conduct is very serious, such as a physical assault. If you believe you
are being harassed at work, you should report the conduct to your supervisor or another manager, even if it happens
only once or does not seem very serious.

Does harassment have to occur at work for it to be illegal?

No. Federal law protects you from job discrimination and harassment, whether it occurs on or off the work site. For
example, you may have a potential claim for sexual harassment if your manager pressures you for dates while at a
work-related conference.

Is it illegal for someone to harass another person who is the same sex,
race, color, national origin, or religion or who has the same disability?

Yes. It is illegal for people to harass others of their own sex, religion, race, color, national origin, or religion. It also
is illegal for a person with a disability to harass other individuals with the same disability or other disabilities.

Is it illegal for someone to discriminate against or harass certain people,
O.‘t not others?

Yes. It is illegal for someone to harass a sub-set of a protected group. For example, a manager may not treat Black
females differently than Black males based on a sexual stereotype.



Is it illegal to be harassed because of two prohibited reasons, like your
sex and race?

Yes. It is illegal to discriminate because of the combination of two protected categories, like your national origin or
religion. For example, it is illegal for a clothing store to harass Muslim women, even if they do not harass other
women or Muslim men.

Am I protected from workplace harassment if the harasser is not my
supervisor?

The laws enforced by EEOC protect you from being harassed by anyone in your workplace. The harasser can be
your manger, a manager in another area, a co-worker, or others in your workplace, such as clients or customers.

What if I am harassed at work because I am male or female, but the

conduct is not sexual in nature?

Gender-based harassment, i.e. conduct that is not sexual in nature, but is based on the gender of the individual
ployee, is also unlawful. For example, if a2 manager tells female employees "they belong at home," the manager
O.as engaged in harassment based on sex.

Are men protected from sex harassment?

Yes. Both men and women are protected from workplace harassment on the basis of sex.

Is it sexual harassment if someone I used to date won't leave me alone

at work?

It may be if you make clear to the person you used to date and your company that you are no longer interested in a
relationship. If the person persists in seeking to continue the relationship or in making sexual advances or
comments to you, you may have a potential claim for sexual harassment.

Am I protected if I am discriminated against or harassed because of my

sexual orientation?

While federal law does not prohibit discrimination or harassment based on sexual orientation, it does prohibit

same sex harassment. For example, if a gay male employee is being harassed at work by other males because he

acts too feminine, he may have a claim for sex discrimination which can be filed with the EEOC. In addition, some
. ‘e and local laws prohibit discrimination on the basis of sexual orientation.



For more information contact the EEOC at :

EEOC's customer service representatives are available to assist you
in more than 150 languages between 8:00 a.m. and 8:00 p.m.
Eastern Time. An automated system with answers to frequently
asked questions is available on a 24-hour basis. You can reach
EEOC:

By phone:
. 1-800-669-4000



Teen Labor Laws -

and
Safety in the Workplace

The following information contains
ccips about workplace safety and labor
laws that apply specifically to teens.

Contact the Career Visions Office
at
661.259.0033
® if you need assistance!
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Are You 4 Wor":inﬁ Teeh?

Protect Your Health! Know Your Righta!

Could | Get Hurt or Sick on the Job?

= ]8-year-old Sylvia caught her hand in an electric
cabbage shredder at a fast food restaurant. Her
hand is permanently disfigured and she'll never
have full use of it again.

m ] 7-year-old Joe lost his life while working as a
construction helper. An electric shock killed him
when he climbed a metal ladder to hand an
electric drill to another worker.

== ]6-year-old Donna was assaulted and
robbed at gunpoint at a sandwich shop.
She was working alone after 11 p.m.

Every year nearly 70 teens under 18 die from
work injuries in the United States. Another 84,000
get hurt badly enough that they go to a hospital
emergency room.

Why do injuries like these occur? Teens are often
injured on the job due to unsafe equipment,
stressful conditions, and speed-up. Also they may
not receive adequate safety training and
supervision.

Teens are much more likely to be injured when they
work on jobs they are not allowed to do by law.

What Hazards Should | Watch Qut For?

Janitor/Clean-up .

Food Service .
Retail/Sales .
Office/Clerical .

Type of Work Examples of Hazarde

Toxic chemicals in cleaning products
Blood on discarded needles

Slippery floors
Hot cooking equipment
Sharp objects

Violent crimes
Heavy lifting

Stress
Harassment
Poor computer work station design




What Are My Rights on the Job?

By law, your employer must provide:
= A safe and healthful workplace.

= Training about health and safety, including
information on chemicals that could be
harmful to your health.

= Protective clothing and equipment.

= At least the California minimum wage, $6.75
an hour. (City minimum wages may be higher.)
In some cases, employers can pay less than
minimum wage during your first 160 hours
of work, if you have no previous similar

experience. For more information, contact your

local Labor Standards Enforcement office.
www.dir.ca.gov/DLSE/.

== Workers’ compensation benefits if you are
hurt on the job. These include:

* Medical care for your injury, whether
or not you miss time from work.

* Payments if you lose wages for more
than 3 days or if you are hospitalized
overnight.

* Other benefits if you become
permanently disabled.

You algo have a right to:

= Report safety problems to Cal/OSHA.
= Work without racial or sexual harassment.

= Refuse to work if the job is immediately
dangerous to your life or health.

® Join or organize a union.

Is It OK to Do Any Kind of Work?

NO! There are laws that protect teens

from doing dangerous work.

In California no worker under 18 may:

Drive a motor vehicle on public streets as
a main part of the job

Drive a forklift

Use powered equipment like a circular
saw, box crusher, meat slicer, or bakery machine

Work in wrecking, demolition, excavation,
or roofing

Work in logging or a sawmill
Handle, serve, or sell alcoholic beverages

Work where there is exposure to radiation

Also, no one 14 or 15 years old may:

Do any baking activities

Cook (except with electric or gas grills that do
not involve cooking over an open flame and
with deep fat fryers that automatically lower and
raise the baskets)

Work in dry cleaning or a commercial

laundry

Do building, construction, or
manufacturing work

Load or unload a truck, railroad car, or
conveyor

Work on a ladder or scaffold




)

Are There Other Things | Can’t Do?

YES! There are many other restrictions
regarding the type of work you can and
cannot do.

If you are under 14, there are even stricter
laws to protect your health and safety.

Check with your school counselor or job

placement coordinator to make sure the job
you are doing is allowed.

Do | Need a Work Permit?

YES! It you are under 18 and plan to work, you
must get a work permit from your school
or school district office
(unless you have
graduated).

What Are My Safety
Responsibilities on the Job?

To work safely you should:
= Follow all safety rules and instructions

== Use safety equipment and protective
clothing when needed

= ] ook out for co-workers
m Keep work areas clean and neat
™ Know what to do in an emergency

= Report any health and safety hazard to
your Ssupervisor

Should | Be Working This Late or
This Long?

California child labor laws protect teens from
working too long, too late, or too early.

This table shows the hours teens may work.

(Some school districts may have more restrictive
regulations. Also, there are some exceptions for
teens in Work Experience Education programs.)

Work Hours for Teens

Work
Hours

Maximum
Hours
When
School
Isin
Session

Maximum
Hours
When
School

Is not

in Session

Ages 14 and 15

* 7 am-7 pm, from

Labor Day—June 1

* Not during school

hours

* 7 am-9 pm, from

June 1-Labor Day

18 hours a week,
but not over:

* 3 hours a day on

school days

« 8 hours a day

Saturday-Sunday
and holidays

* 40 hours a week

= 8 hours a day

Ages 16 and 17

* 5 am-10 pm when

there is school the
next day

* S5am-12:30am

when there is no
school the next

day

48 hours a week,
but not over:

* 4 hours a day

Monday-Thursday

= 8 hours a day

Friday-Sunday
and holidays

* 48 hours a week

» 8 hours a day




What If | Get Hurt on the Job?

= Tell your supervisor right away. If you're
under 18, tell your parents or guardians too.

= Get emergency medical treatment if needed.

™=  Your employer must give you a claim form.
Fill it out and return it to your employer.
This helps ensure that you receive workers’
compensation benefits.

Workers’ Compensation: Did You

Know?

= You can receive benefits:
* Evenif you are under 18.

* Evenifyou are a temporary or part-time
worker (in most cases).

B  You receive benefits no matter who was at
fault for your job injury.

= You don’t have to be a legal resident of the

U.S. toreceive workers’ compensation
benefits.

™= You can’t sue your employer for a job injury
(in most cases).

™ You can see your own doctor if you give
your employer the doctor’s name and
address before you are injured.

You have a right to speak up!

Itis illegal for your employer to
fire or punish you for reporting a
workplace problem or injury, or for
claiming workers’ compensation.

What If | Need Help With a Safety
Problem?

Talk to your supervisor about the problem.
Talk to your parents or teachers.

Talk to your job training representative.
Talk to your union representative (if any).

For health and safety information and advice,
call the California Resource Network for
Young Worker Health and Safety. Many
materials are available in Spanish.

T (888) 933-TEEN www.youngworkers.org

If necessary contact one of these California
government agencies (a local phone number
can be found in the State Government pages).

* Cal/OSHA (under Industrial Relations
Dept., Occupational Safety and Health) for
information about making a health or safety
complaint.

T (800) 963-9424 www.dir.ca.gov/DOSH

* Labor Standards Enforcement (under
Industrial Relations Dept.) to make a
complaint about wages or work hours.
Check this website for your local office.
www.dir.ca.gov/DLSE

* Fair Employment and Housing to make
a complaint about sexual harassment
or discrimination.

T (800) 884-1684 www.dfeh.ca.gov

* Workers’ Compensation — Information
and Assistance (under Industrial Relations
Dept.) to get information about benefits for
injured workers.

T (800) 736-7401 www.dir.ca.gow/DWC

Labor Occupational Health Program, UC Berkeley, 2004
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TV GAME QUESTIONS
Workers’ Rights | Job Hazards Teens and Taking Action
the Law
Who must pay for True or False? Name two ways to
$100| your medical care Define the term Everyone under 18 avoid getting
if you get hurt on “job hazard” needs a work permit injured on the
the job? to get a job. job.
Ti 3
Yo::,eeg: pfg;g: i Name three hazards | If you are 14 or 15, Name two steps
' that a worker at a how many hours you should take
$200| required by law to .
give you health fast food restaurant | can you work on a | when you discover
i ?
and safety training. might face. school day? a haZEjl(r; on the
? ?
How much is the Give one reason Thie;cx Faloe: e or Eal;;e.
| . Teens under 18 are | |f you get injured
$300 minimum wage why teens should 5 :
. allowed to drive on the job, you
now, and can you learn about job ;
be paid less? a6, motor vehlcles on can sue your
the job. employer.
True or False?
Your employer is True or False? You
required by law to Name one way to | If you are 16 or 17, should tell your
1$400 give you any protect workers from | how late can you supervisor about
protective clothing slippery floors. work ona school a hazard b_efore
and equipment you night? you complain to a
need. government agency.
True or False? Name one job Whom can you What agency
You can’t join a hazard that doesn’t contact if your enforces state
1$500] union to protect affect your health | employer doesn't | health and safety
your rights if your | right away, but may | pay minimum wage, laws and takes
boss won't let you. | have effects later. or assigns you complaints from
illegal hours? workers?
Page 26—General Unit

Workplace Health & Safety




Conflict Resolution
in the Workplace
. and
Tips for Keeping Your Job!



Conflict Resolution in the Workplace

Introduction

Friction in the workplace can be stressful and counterproductive for everyone involved. Learn to approach the
person with whom you are struggling and resolve the situation.

Steps you can take:

Step One

Decide whether you want to confront the person who is bothering you. It is usually better to air grievances in
the open than to let them fester.

Step Two

Speak to the other person calmly, politely and rationally. Focus on the situation and facts, avoiding gossip
and personal attacks.

Step Three

Be assertive without being aggressive. Be careful not to express hostility in your posture, facial expression
or tone.

Step Four

Listen to the other person carefully: What is she trying to say? Be sure you understand her position.

Step Five

Express interest in what the other person is saying. You can acknowledge her ideas without necessarily
agreeing or submitting. Saying, "I understand that you feel this way. Here's how I feel..." acknowledges both
positions.

Step Six

Communicate clearly what you want, offering positive suggestions and recommendations. Be willing to be
flexible.

Step Seven

Speak to your supervisor if a problem with a difficult co-worker seriously threatens your work, but aveid
whining.

Tips & Warnings

e Deal with problematic personalities by trying to understand what motivates their behavior, then
tailoring your actions to work with that personality type. Once you grasp why people behave as they do,
you will be able to interact with them more effectively.

» For example, be firm with bullies at work ' don't allow them to pressure you into doing anything
unwanted. Be forceful in your opinions, but act with a bit of caution.

¢ Around complainers, avoid acting too sympathetic if you feel their complaints are ill-founded; instead,
ask what sorts of actions they plan to take to change the situation. Squarely ask them what they want.
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Leaving A Job

Your Resignation Letter

There’s a right and a wrong way to

¢ leave 3 job.
A resignation letter gives an employer
formal notice of your intent to quit;

allowing time to find your replacement and
preserve 3 positive recommendation!

@ Using the Data Wizard, format a sample
resighation letter for future reference



1 Quit! How to Kesign trom Your Job
From Alison Doyle

Resignation Advice

lurning in your resignation isn't always easy. Even if you hate your job, hate your boss and can't wait to start that
new job; even if you are about to be fired, it can be difficult to resign tactfully. First of all, be sure that you really do
want to quit. Then, handle your resignation as carefully as you would handle any other business endeavor. It's
always wise to not burn bridges. You never know when you will need your past employers for a reference.

Resignation Pros and Cons

Before you make the decision to quit, be absolutely sure that this is the right decision. An employee once called me
the day after she started her new job. She hated it, regretted resigning and wanted to come back. By the time we
heard from her, we had already filled the position and she was out of luck.

If you're not sure about the position you are considering taking, ask if you can spend a day in the office "shadowing"
the staff. It may reinforce your decision to take the position or help you decide you don't want it.

Weigh the Options

Do you have another job offer? If so, weigh the pros and cons of the new position versus your current position.

Consider the work environment, flexibility, salary and benefits in addition to the job responsibilities. How about

opportunities to advance? If the new job comes up ahead on all counts and you feel sure that this is the right change

to make, don't hesitate.

No new job on the horizon? Before you quit, consider the basics. It will take about three to six months, sometimes

longer, to find a new job. Unless you quit for good cause, you may not be eligible for unemployment benefits. Do

you have enough savings or other income to manage on? Even if your employment situation isn't the best, you

might want to consider hanging on to the job you have, as well your paycheck, and starting your job search before
Drou resign. That old saying that "it's easier to find a job, when you have a job" does hold true.

Give Notice
If you have an employment contract that states how much notice you should give, abide by it. Otherwise, it's
appropriate to offer at least two weeks notice.

No Obligation

If your employer asks you stay longer than two weeks (or the time period in your contract) you have no obligation to
stay. Your new employer will be expecting you to start as scheduled, and in a timely manner. What you could do, is
offer to help your previous employer, if necessary, after hours, via email or on the phone.

What to Say

Don't say much more than you are leaving. Emphasize the positive and talk about how the company has benefited
you, but, mention that it's time to move on. Offer to help during the transition and afterwards. Don't be negative.
There's no point - you're leaving and you want to leave on good terms.

Write a Resignation Letter

Even if you resign verbally, write a resignation letter. A resignation letter can help you maintain positive
relationship with your old employer, while paving the way for you to move on. You never know when you might
need that old employer to give you a reference, so it makes sense to take the time to write a polished and
professional resignation letter.

‘sk for a Reference

Before you leave, ask for a letter of recommendation from your manager. As time passes and people move on, it's
easy to lose track of previous employers. With a letter in hand, you'll have written documentation of your credentials
to give to prospective employers.



Welcome to the Humboldt County Office of Educations’s Personal Data Wizard

This site allows you to access important transitional resources , while storing
your most valuable work related documents.

Some of these resources include the following:

Employment Application Builder
¢ The information that has been entered will automatically transfer to an Employment Application Template.
e The system will format the list of personal attributes with the student's personal information.
e Application can be printed and added to portfolio for easy reference.
e For additional editing capabilities the cover letter can be transferred to Microsoft Word.
Resume Builder
e The Data Wizard will produce a resume after entering personal information and choosing from several pull-
down menus addressing, skills, classes, activities and job objectives
3 e The system has editing capabilities and can be printed.
Cover Letter Builder
e The information that has been entered will automatically transfer to the Cover Letter Builder.
e The system will format the list of cover letter sentences with the student's personal information.
e The three-paragraph cover letter is editable and can be printed.
o For additional editing capabilities the cover letter can be transferred to Microsoft Word.
Thank You Letter Builder
e Information will be automatically transferred to the Thank You Letter Builder
Resignation Letter Builder
e Information will be automatically transferred to the Resignation Letter Builder
Budget Builder
W Students can enter estimated monthly wages and estimated costs of 25 items such as rent, groceries, utilities,
savings, cash etc.
B The Data Wizard produces a spreadsheet showing monthly totals.
@ Students can go back and edit expenses to balance their budget.
Other Available Resources
Files containing useful information are available to down load for transition students. Examples of files are:
Reference and Recommendation requests
Information about turning 18
Selective Service information
Information about buying a used car
Information about banking and credit
And more.



To access the site:

1) Open your internet browser (ie. Internet Explorer)
2) Enter the following address in the ADDRESS bar
(not the search bar!) exactly as it’s shown below:
http://www.hrop.org/wizard/

3) Find the group name : “William S Hart UHSD” using the drop down box
and select.

4) Enter your username and password:

My username is:

' My Password is:

5) If you have trouble accessing the site, contact Career Visions at (661)
259-0033 X 525

Have Fun!



Your

Work References
.



References Are Important!

Before offering you a position most employers will ask you for
references. References are people not related to you who will
vouch for you. Carefully choose your references and let them
know that you would like to use them. You want adults who can
talk about your strengths and who have a good impression of
you.

When starting out in the world of work you may use teachers,
guidance counselors, or adult neighbors for your references. But
as you gain work experience you will use previous employers,
managers or co-workers. References should never be family
members. The employer is looking for an impartial opinion of
you and family members are never impartial.

Remember leaving a job on good terms will ensure that you
will get a positive reference for your next job! Keep a list of
people you might be able to use for a reference and update it
as needed.




Job Reference Worksheet

Reference 1
Name:

Address:

Telephone Number:

Reference 2
Name:

Address:

Telephone Number:

Reference 3
Name:

Address:

Telephone Number:




Reference Request
Date:
Dear:

I am developing my personal career portfolio. Based on your familiarity
with me, would you feel comfortable with me using you as a personal
reference on various job applications?

YES

Your:
Name:

Address

Phone #

Not at this time

Thank you for your time and consideration.

Sincerely,

My address and phone number is:

———
e e———
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