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RCAB Transition Assistance: Career Counseling Sessions with Success Associates Career Services
Session One: In the first session, we will focus on helping the client assess their readiness, practically and
emotionally, to search for work. Each client will be helped to clarify their career direction. We will also look at any
emotional barriers to reemployment, i.e., issues of confidence, self-esteem, cognitive attitudes that can impede a
successful job search.
A resume preparation form will be provided to help clients create a resume. A Job Search Status Survey is available
to assess where a client will need help in their job search. Online career interest and skill assessments are also
available to those seeking to move into a different job function and/or industry. This initial session will also help a
client identify their “unique special advantage” and introduce them to PAR Statements, which help job applicants
demonstrate their value to an employer.
Readings and helpful exercises will also be provided from the Career Success Binder of materials and the book
Secrets and Strategies For Success In An Uncertain World, by Martin Yate. Goals will be set each week to
encourage accountability, and clients will be encouraged to integrate stress management and confidence building
activities into their job search routine.
Session Two: In this session, the client’s resume will be reviewed and suggestions made for improvement. Each
client will also be given instructions about how to prepare a Linkedin Profile, if appropriate. Teachers will be
provided with detailed information about the specifics of applying for teaching work in the state of Massachusetts.
Clients will also be instructed in how to compose Cover and Thank You letters to employers. Each session ends
with goal setting for the next meeting. Readings and helpful exercises will be provided around networking from the
Career Success Binder and textbook to help the client prepare for the third session.
Session Three: In this session clients will develop a working “value statement” or “Elevator Speech” to be used
when networking and interviewing, with practice time spent delivering their speech with the counselor. The
mechanics of networking will be explained and information about local networking groups and professional
societies provided. Clients will be encouraged to utilize state funded One-Stop Career Centers and to join job
search support groups. For those using LinkedIn, their profile will be reviewed and instructions provided on how
best to use social media to “be found” by employers and to research potential employers and networking contacts.
Goals will be set for the fourth session. Readings and helpful exercises around interviewing will also be provided
from the Career Success Binder and textbook to help the client prepare for the fourth session.
Session Four: This session will focus on developing each client’s interviewing and self-presentation skills. Typical
interview questions and answers will be discussed, practice time provided, and attention paid to how someone
answers a question as well as to what they say. Measures to bolster confidence and self-esteem will be discussed
with helpful activities assigned to reinforce job search resiliency. We will also discuss the roadblocks a person is
encountering and propose ways to overcome those obstacles. Clients will leave with a Job Search Action Plan
outlining the steps they need to take to land a job.
Each client will be asked to complete an evaluation form to provide feedback to Success Associates and the TAP
Plan Trustees about the effectiveness of our program and to suggest ways to improve delivery of services.
Clients will be encouraged to participate in upcoming Job Search Success Teams for those who may want
additional time and support for their job search.

