If you're 14 through 21"and need help finding
a job, or planmng your education or career, we_
can help. Call us today at 719.667. 3860 to
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The Youth Zone prov1des free services to help
- you get ahead, including: i P

Career exploration '

GED prep T ;

Financial help for education :

Job fairs, and job search workshops

Work and life prep, including interview ;

practice, resume writing, applications, T = l
‘i
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training, budgeting and life skills
Referrals to schools and organizations
Internship opportunities

Youth Zo

Learn - Work - Earn

Pikes Peak Workforce Center &
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Hey, it’s your life, so it’s your call!
Just make sure it’s to us at one of
our convenient locations:

Main Office:

Pikes Peak Workforce Center
Citizens Service Center

1675 Garden of the Gods, Suite 1107
Colorado Springs, CO 80907

719 667 3860

Teller County

Woodland Park Library
218 East Midland Avenue
Woodland Park, CO 80863
719.687.9281

Call for open hours.

Aspen Mine Center

166 East Bennett Avenue
Cripple Creek, CO 80813
719.689.3584

Call for open hours.

Visit us online at www.ppwfc.org,
click on the Youth Zone!

Follow us at
www.twitter.com/ppwfc_youthzone

Like us on Facebook: The Pikes Peak
Workforce Center Youth Zone

The Youth Zone at the
Pikes Peak Workforce
Center is part of Colorado’s
network contributing

to economic vitality by
providing business and

employment solutions. The
Youth Zone helps prepare Y/ ou t h Z/

Learn - Wor
the future workforce. Pikes Peak Wor kflo<rc eECaer:"e xS




Know a Young Adult with
Big Plans but not Enough SSS?

The Workforce Investment Act (WIA) Youth
Program helps low-income youth, 17 — 21, with:

» College tuition and books
GED prep and tests

Paid internships
Transporiation and childcare
And so much more!

? Contact Cathy at (719) 667-3801

Youth Zone
——enieoaOF €cathycimino@elpasoco.com
719.667.3860




June, July, August 2012

,Learn - Work - Earn 1675 Garden of the Gods Road, Suite 1107

14—21years old Colorado Springs, CO 80907

Job Club: It's All in Your ‘Tude! Customer service, please!
Wednesday June 6, 200120 00 ..........ooiiiniaesivisbibiistotat sosvsiennsss 3:30-5p.m.
Wednesday, JURe 6, 201 2................cousacscosasnsosrasssnssasasnnnssasanasasnsss 5:30-7 p.m.

Every fime you are in contact with another person is an opportunity to provide

great customer service. In this interactive workshop, you will learn what makes

great customer service, what makes a bad customer service experience, and

how YOU can always be at your best. As the great Jedi Master, Yoda, says “Do
or do not... there is no try”.

Job Club: Get That Job and Keep It: Making a great first impression

and keeping your job
Wednesday, June 20 2012................cctusmisncsmmassmmmabssssisssss svssansunss 3:30-5p.m.
Wednesday, June 20, 2012...........oeoriiiiiiiiriiiieiiiiiiieniennnnsssssssssssnss 5:30-7 p.m.

Did you know that when you meet someone you only have eight seconds to
make a lasting, great first impression¢ Did you know you have a lot of control
when it comes to keeping your job?2 Learn some quick and easy tips for really
impressing an inferviewer and staying on the boss’s list of can-do performers. Be
the “shining star”!

Job Club: Taming the Connecting Colorado Beast: You've
registered, now what? |
Wednesday, JUly 1T 2012 ...........ccccciiiiiiiiiinnssssesassasssmnossssssssssians 3:30-5p.m.
Wednesday, July 11, 20012 ..........cocoiiiniiboiidamasnsh s s sonsssevsns 5:30 -7 p.m.

Connecting Colorado, the state job search database, is more than fulfilling a
requirement to register at a workforce center; it is your ficket to all kinds of
career and job information that can help you with future decisions. You have to
know how to work the system--tame that Beast! Join us and learn the tricks and
how to get the info you need from the Connecting Colorado Beast!
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Job Club: Which Way Do | Go? | really have no clue about what |

want to do when | grow up
Wednesday, JUIVAIB 2002 ............ccotsamisesssssies isnsmsnsisssssssssssssssasss 3:30-5p.m.
Wednesday, July 18, 20T12..........cccceevecreeecrmrnrircesssuneceessssneseecssnns 5:30-7 p.m.

How many times have you been asked about your future plans2 How often do
you say “l really don’'t know. I'll do any kind of work™e What if there was a way
you could get the scoop on different career options, such as: “what kind of
training do | need to do thise How much could it cost2 Will there be jobs
available once | have finished fraining?” Well, the Pikes Peak Workforce Center
can show you the way! Join us for some exciting career exploration research
tips, videos, and much more. Get in the know!

Job Club: Who Are You? Who? Who? Discover your special code

Wednesday, August 1, 20T2........ceeeeeemrmeeeeeeeeeeeeneneneeeennnennnssnnnennnnns 3:30-5 p.m.
Wednesday, August 1, 2012......cceeuiiiiiiiiirrennninrcieeeeeenennmnnssseeeeenes 5:30-7 p.m.

Ever wonder why you get all jumpy, sweaty, and just generally icky when you
are supposed to speak in front of a room full of people? Do you have a friend
who is always the life of the party while you sit back, hold up the wall, and
wonder, why can’t | do that2 How does your personality type affect everything
you do2 Come to this fun, fast, and interactive workshop to discover the special
code to your personality and how you can use this code o help guide career
decisions and personal choices.

Job Club: Takin’ Care of Business Means Takin’ Care of You! Being

good to you is not as easy as it seems
Wednesday, August 15 2012..........ceeiriiiiiiiiiiiiriircciieeereeeeeeeeeeeeeeens 3:30-5p.m.
Wednesday, August 15, 2012.........eeeeeeiieiieeieiiinnneneeeeeeeeeneensscsnnnnne 5:30-7 p.m.

If you can’t take of you, how can you take care of anyone or anything else?
Sometimes we can get so caught up in the everyday stuff, we forget some of
the most important people and things in our lives. Join us for this informative and
inspirational workshop on self-discovery and learn how taking care of yourself
can help you make good decisions for your future plans.

Sign up online at www.ppwfc.org and click on Youth Zone. You can also visit or
call the Youth Zone Resource Room at (719) 667-3860.
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1675 WEST GARDEN OF THE GODS, SUITE 1107
COLORADO SPRINGS, CO 80907

PIKES PEAK SIGN UP AT WWW.PPWFC.ORG
WOFPKI'“ ORCE CENTER € OR
Building a Better Workforce for a Brighter Future! CALL 667-3777 FOR ASSISTANCE

WORKSHOPS & LABS FOR JUNE, 2012

To register for the following workshops go to: www.ppwfc.org

Veterans and other covered persons are entitled to priority of service in all U.S. DOL funded employment
and training programs in accordance with Public Law 107-288

| NEED TO WORK ON MY RESUME? HOW CAN | GET SOME HELP?

STEP ONE - BUILDING A BAsIC RESUME

Provides beginner to intermediate instruction and guidance

The best place to start if you have never done a resume or it has been quite
some time since you updated a resume. This workshop is a hands-on
opportunity to build a resume. Bringing a list of previous employers,
education, and a flash drive, is recommended.

Thursdays, June 14 & 28 e 10 am - 12:00 Noon e Must Register
Online e Computer/Internet skills required (see page 5)

STEP TWO - CREATING A BETTER RESUME

Prerequisite: must have current resume or attended the Building a Basic
Resume workshop. Provides intermediate to advanced resume guidance.
So you have a resume, is it a report or an advertisement? Having trouble
getting calls off of your resume? This workshop provides ideas and
suggestions on how to spruce up your resume.

Wednesdays, June 6 & 20 e 10 am - 12 Noon e

Thursdays, June 14 & 28 e 2 - 4 pm e Must Register Online ¢ Computer/Internet skills

required (see page 5)

STEP THREE - ONE-ON-ONE RESUME REVIEW

Sit down with someone 1-on-1 for individual feedback on your resume.

Prerequisite: must attend Building a Basic Resume and/or Creating a Better Resume workshop.
By Appointment only - visit the Information Desk or call 667-3777

| HAVEN’T INTERVIEWED IN A LONG TIME, HOW DO | GET READY?

STEP ONE - PREPARING FOR THE INTERVIEW

Interviewing begins with research and practice. Learn how to prepare for an
interview, as well as present yourself in the best way possible!

Tuesdays, June 5 & 19 ¢ 10 am - 12 noon e Must Register Online

WORKSHOP AND LABS SCHEDULE FOR JUNE, 2012 PAGE 1 OF 6



STEP TWO - MoCK INTERVIEW COACHING: PRACTICE MAKES PERFECT!
Prerequisite: must attend Preparing for the Interview workshop

Practice your interview and reduce anxiety in a live, one-on-one, mock interview.

By appointment only -- visit the Information Desk or call 667-3777

| DON’T KNOW HOW TO EVEN LOOK FOR A JOB, WHAT DO | DO?

STEP ONE - ONLINE JOB SEARCH

email address for this workshop.

page 5).
STEP TWO - NETWORKING: PAY IT FORWARD

" Learn about some of the resources available to you through Connecting
Colorado, as well as other online resources. Participants need to have an active

Thursdays, June 7 & 21 @ 9:30 - 11:30 am e Must Register Online
Computer/Internet skills / established e-mail address required (see

In a tough economy with a highly competitive job market it is not just about who
you know. Networking is not about trading business cards; it is about helping,
assisting, sharing, supporting, and building relationships with others.

Tuesdays, June 12 & 26 ¢ 10 am - 12 Noon e Must Register Online

STEP THREE - SOCIAL MEDIA: EXPAND YOUR NETWORKING CONNECTIONS
LinkedIn is now a way of life, and if you are not using it inyour job search you

are missing opportunities. Come learn some of the ins and outs of using LinkedIn and improving your

job search. Must have an active email account for this workshop

Mondays, June 11 & 25 e 2 - 4 PM e Must Register Online e Computer/ Internet skills

required (see page 5).

STEP FOUR - JOB NETWORKING-GROUPS
For ongoing job search and support on trends and leads

Job Seeker Network Group e Monday’s ¢ 10 am - 12 noon e No registration needed
50+ Network Group e Thursday’s ¢ 10 am - 12 noon e No registration needed

| WANT TO CHANGE CAREERS, BUT HOW DO | DECIDE WHAT
CAREER?

STEP ONE - CSI: CAREER SCENE INVESTIGATION

Computerized exploration tools to survey interests, occupations, required
training, wages, and labor market information for your career plan.
Wednesdays, June 6 & 20 e 1:30 - 3:30 pm e Must Register Online e
Computer/ Internet skills required (see page 5).

STEP TWO - PERSONALITY AND CAREER: MYERS-BRIGGS TYPE INVENTORY
Matching personality type and work is a fundamental part of career planning.
This tool provides insights into your preferences and a more satisfying, fulfilling
job.

Fridays, June 8 & 22 ¢ 10 am - 12 noon e Must Register Online

—
=
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STEP THREE - SELF-EMPLOYMENT: THE DRIVER’S SEAT

Want to be your own boss? Do | have an entrepreneurial personality? Explore a range of business
start-up resources on enterprise zones, marketing regulations, and more.

Thursday, June 21 ¢ 9 - 10 am e Must Register Online

STEP FOUR - ASK A CAREER CONSULTANT

Have you attended PPWFC’s workshops for help with career planning, job search, resume writing,
and interviewing skills but still not met with success? Career Consultants are available to answer
your questions and offer suggestions.

Monday, 8:30 - 11:30 am e Tuesday, 1:30 - 4:30 pm e
Wednesday, 1:30 - 4:30 pm

No appointment necessary.
First come first served, so there may be a wait.
Veterans are given priority.

| NEED TO LEARN COMPUTER SKILLS. HOW CAN | GET SOME HELP?

STEP ONE - TYPING OR KEYBOARDING
The first step in mastering the computer is learning how to keyboard or type. To
complete online applications, cover letters, and resumes you must learn basic typing
skills. Come to the Open Lab or use your computer at home to learn keyboarding
skills using free online tutorials.

www. goodtyping.com e www.sense-lang.org/typing

An instructor is available to assist you in the Open Lab.

Open Lab hours
Monday, 3 - 5 p.m. e Tuesday, 9 am - 12 noon e
Wednesday, 3 - 5 pm e Thursday, 9 am - 12 noon e Friday, 9 am - 2 pm

STEP TWO — BEGINNING COMPUTER SKILLS-INSTRUCTOR-LED WORKSHOPS
Note: These sessions are for job seekers with little or no computer ability. Sign up is available online
or at the information desk in the Resource Center.

BAsiC COMPUTER SKILLS — PART 1

Thursday, June 7 from 1 - 4 p.m.

Covers use of mouse and Windows, task bar, and minimizing/maximizing

Prerequisite: must have basic knowledge of how to use a mouse and ability to type a minimum 10
words per minute on the keyboard.

MICROSOFT WORD SKILLS — PART 2

Thursday, June 21 from 1 - 4 p.m.

Covers word processing, cut/paste, and font changes

Prerequisite: Must have attended Basic Computer Skills - Part 1 workshop or must have basic
knowledge of how to use a mouse, Windows, and ability to type a minimum 10 words per minute
on the keyboard

(If you are unable to attend the workshops you may complete beginning level tutorials during
open lab. These tutorials include: The Mouse, Computer Basics, The Internet and Beginning
Word. It is recommended you attend the workshops if possible because they include hands on
activities.)
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STEP THREE — COMPUTER SKILLS CERTIFICATE

Microsoft Office 2007: Beginning and Intermediate Word, Excel, and PowerPoint

This is a self-paced training program based on computer tutorials and hands on exercises. This course
requires participants to attend training a minimum of six hours per week. The average time to
complete the training is 40-50 hours. A certificate is awarded at completion. Register online. You will
be contacted when there is an opening. It may be a couple of weeks before you are contacted.
Prerequisite: must have basic computer skills and type at least 10-20 words per minute.

CAREERREADY COLORADO CERTIFICATE
Job skills credential e Three 1-hour tests

Other computer workshops at Pikes Peak Library District website - www.ppld.org
OR

Learn on your own at www.gcflearnfree.org and www.goodtyping.com

To update your profile or access job database go to www.connectingcolorado.com

TRACK THE WORKSHOPS FOR WHICH YOu HAVE SIGNED UP

To help you keep track of the workshops for which you have signed up use the chart below to write
down the day and time of the workshops for which you have signed up.

For Example:

Workshop Date Day Time
Create a Better Resume Thursday March 15 2-4PM
Workshop Date Day Time

The secret of getting ahead is getting started.
The secret of getting started is breaking your complex overwhelming
tasks into small manageable tasks,
and then starting on the first one. — Mark Twain
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FREQUENTLY ASKED QUESTIONS

Question:

Answer:

Question:

Answer:

Questions:

Answer:

Question:

Answer:

Question:

Answer:

Question:

Answer:

Question:

Answer:

Question:

Answer:

Question:

Answer:

Question:

Answer:

How do | prepare for an effective job search?
Job Seeker Networking Groups, Networking: Pay It Forward, Social Media:
Expand Your Networking Connections

| need fast and personal help with my resume!
Building a Basic Resume, Create a Better Resume, One-on-One Resume Review

How do | plan a career change?
C.S.1.: Career Scene Investigation, Personality & Careers

How do | apply for Federal jobs?
The Federal Jobs Application

How can | practice for job interviews?
Preparing for the Interview, Mock Interview Coaching

| need basic computer skills!
Visit the Computer Café for classes.

Should | start my own business?
Self-Employment: The Driver’s Seat

Where do | connect to other job seekers and hiring trends?
Job Seeker Network groups for professionals, 50+ agers, and military veterans

How do | assess and develop my interpersonal skills?
The Success Profiler

What does Computer / Internet skills required mean?
This means in order to attend that workshop you must be able to perform the
following computer tasks:

Open a new document Use bullets/numbering
Enter type/text in document Indent paragraphs

Save a document Edit/change text

Create document in Microsoft Word Find a saved document
Change font size/style Print a document
Set/change margins Use HELP feature in Word

Use spelling/grammar check

In today’s job market and economy, NOT having basic computer skills, is frequently a barrier
to employment. If you need assistance in learning how to use the computer please see the
training sessions: Basic Computer Skills - Part 1 and Microsoft Word Skills - Part 2

The price of success is hard work, dedication to the job at han

and the determination that whether we win or lose,

we have applied the best of ourselves to the task at hand.
Vince Lombardi
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PIKES PEAK WORKFORCE CENTER WORKSHOPS AND COMPUTER LAB SCHEDULE

Change is inevitable.
Change for the better is a full-time job.
Adlai E. Stevenson
3 4 5 6 7 8 9
8:30-11:30 am: |10 am - 12 noon: |10 am - 12 noon {9:30-11:30 am: {10 am - 12 noon:
AACC Preparing for the |Create A Better  [Online Job Search |Personality and
T e— Interview Resume 415 B~ 1 Hoon? Careers
JS Ntwrk Grp 1:30 - 4:30 pm: |1:30 - 4:30 pm: {50+ Ntwrk Grp
AACC AACC
10 11 12 13 14 15 16
8:30-11:30 am: |10 am - 12 noon: 9:30 - 11:30 am:
AACC Networking: Pay It Build A Basic
. |Forward Resume
10 am - 12 noon:
JS Ntwrk Grp 1:30 - 4:30 pm: 1:30 - 4:30 pm: 10 am - 12 noon:
. AACC AACC 50+ Ntwrk Grp
2 -4pm:
Social Media 2-4pm
Create A Better
Resume
17 18 19 20 21 22 23
8:30-11:30am: |10 am-12noon: {10 am-12noon {9-10am 10 am - 12 noon:
AACC Preparing for the |Create A Better [Self Employment |Personality and
10 am - 12 noon: NSRRI B 9:30 - 11:30 am: FalrERtE
JS Ntwrk Grp 1:30 - 4:30 pm:  |1:30 - 4:30 pm:  |Online Job Search
AACC AACC
10 am - 12 noon:
50+ Ntwrk Grp
24 25 26 27 28 29 30
8:30-11:30 am: |10 am - 12 noon: 9:30 - 11:30 am:
AACC Networking: Pay It Build A Basic
Forward Resume
10 am - 12 noon:
JS Ntwrk Grp 1:30 - 4:30 pm:  {1:30 - 4:30 pm: 10 am - 12 noon:
. AACC AACC 50+ Ntwrk Grp
2 -4 pm:
Social Media 2 -4pm
Create A Better
Resume
Calendar Abbreviations Key:
e 50+ Ntwrk Grp - 50+ Network Group
e AACC - Ask A Career Consultant
e JS Ntwrk Grp - Job Seekers Network Group
e Self-Employment - Self-Employment: The Driver’s Seat
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