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Building Your Career Network 

WorkOne West Central Workshops 

Workshop Calendars 

Workshop Calendars Lafayette, Crawfordsville, Frankfort, 
Williamsport 

Kokomo, Logansport, Peru 

What Do You Communicate to Others as a Mature Job-Seeker 

Our mission at WorkOne is to give every customer who walks through 
our doors an opportunity to: 

 Know Your Skills 

 Improve Your Skills 

 Find the Best Job to Match Your Skills 

WorkOne youth-dedicated resources help navigate work issues: 

 Plan Now for the Career You Want 

 Job Search Tips 

 Education and Training 

WorkOne is committed to innovating and invigorating Indiana’s economic 
future by developing a strong entrepreneurial community: 

 Market Data Analysis @ www.hoosierdata.in.gov  

 Seminars 
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The importance of career networking shouldn't be discounted when 
you are in the midst of a job search.  In fact, career networking should 
become a part of your daily work and career-related endeavors.  Your 
career network should be in place for when you need it, both for job 
searching and for moving along the career ladder.  Since you never 
know when you might need it, it makes sense to have an active career 
network, even if you don't need it today.  
 
Career Networking Tips  
 
Who to Include in Your Career Network  
Your career network should include anyone who can assist you with a job search or career move.  It can include past 
and present co-workers, bosses, friends with similar interests, colleagues from business associations, alumni from 
your university, or acquaintances you have met via online networking services.  Your network can also include family, 
neighbors, and anyone who might have a connection that will help.  
 
What Your Career Network Can Do For You 
Over 80% of job seekers say that their network has helped with their job search.  Networking contacts can help with 
more than job leads.  They can provide referrals to or insider information about companies you might be interested in 
working for.  They can provide information on career fields you might want to explore or what the job market is like 
on the other side of the country.  Your network can give you advice on where to look for jobs or review your resume. 
The possibilities are endless.  
 
Keep in Touch - Work Your Network 
Don't just contact those who can help when you have just been laid-off from your job or decide you want to look for a 
new position.  Keep in touch with your network regularly - even if it's just a brief email to say hello and to ask how 
they are doing.  People are more willing to help when they know who you are.  
 
What You Can Do for Your Career Network 
Networking shouldn't be a one way street.  If you come across an interesting article or a relevant job listing, share it 
with your network.  The point of having a career network is to have resources who can help, but you should  
reciprocate whenever you can.  
 
Keep Track of Your Network 
Keep track of your personal career network somewhere.  Whether it's electronically or on paper, make sure you 
know who is who, where they work, and how to get in touch.  
 
Online Career Networking 
Online networking does work.  Sites like LinkedIn, Facebook, and a variety of other online networking websites can 
help you get in touch with other networkers at specific companies, with college affiliations or in a certain geographic 
area.  In addition, if you're a college graduate, your institute may have an alumni career network you can access. 
When networking with people you don't know, make sure that you know what you want.  Are you looking for  
company information?  Do you want to know about job opportunities?  Be specific in what you ask for.  
 
Networking Events 
Networking in person works too.  If you belong to a professional association, attend a meeting or a mixer.  You'll find 
that many of the participants have the same goals you do and will be glad to exchange business cards.  If your college 
alma mater holds alumni networking events (many schools hold them at locations across the country) be sure to  
attend.  

 Building Your Career Network 
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This workforce solution was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training 
administration. The solution was created by the grantee and does not necessarily reflect the official position of the U.S. 
Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or 
implied, with respect to such information on linked sites and including, but not limited to, accuracy of the information or 
its completeness, timeliness, usefulness, adequacy, continued availability, or ownership. This solution is copyrighted by 
the institution that created it. Internal use by an organization and/or personal use by an individual for non-commercial 
purposes is permissible. All other uses require the prior authorization of the copyright owner. 

What Do You Communicate to Others 
As A  Mature Job-Seeker ?  

 Stereotypes – both your own and others – can make your job search longer and more 

difficult.  Watering those “weeds” will only exacerbate the situation and can lead to       
self-fulfilling prophecies.  They affect the way you present yourself in your résumé, cover 
letter, and interviews.  Now is the time to dispel the myths you may have about mature 
workers, and to learn about the strengths you bring to the next phase of your career. 
Consider these practical tips for improving the image you send to others as you transition 
to your next career. 

1. Know the stereotype and confront it.  Stereotypes exist for workers of all 
ages. Be prepared to let others know you are creative, energetic, and 
comfortable with change etc.  This approach combats the typical 
thoughts associated with older workers. 

2. Don’t stereotype yourself.  If there is something you are not comfortable 
with, then get comfortable with it – even if it means asking your kids! 

3. Look after yourself/appearance matters.  Stay healthy, motivated and 
confident and portray yourself in that manner.  The best way to do this is 
to eat well, exercise and keep in touch with contacts and friends.  Present 
an up-to-date appearance during all employer interactions. 

4. Don’t let the process get to you.  Make no mistake about it, looking for 
a job (regardless of age) can be overwhelming.  Have a plan and work 
your plan daily.  Continue to build supports, network, submit resumes and      
interview.  

Searching for a new job at 55 or older presents  
a completely new set of challenges.  The Aging 
Worker Initiative offers supports specifically  
designed to enable the experienced worker to 
meet those challenges.  
 
Contact Aging Worker Specialists at WorkOne — 
Lisa Hollis at 765-337-7679 or Scott Warner at  
765-252-9459 for more information about our  
free services. 
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WORKSHOPS 

WorkOne is dedicated to helping Hoosiers keep pace with an ever changing world by increasing the skills 
of job seekers and preparing them for the workplace.  WorkOne workshops can give you the competitive 
advantage you need.  WorkOne Centers are open Monday through Friday, 8:00 a.m. to 4:30 p.m.  Access 
to many of the WorkOne services requires a picture I.D. and the verification of your social security     
number during your initial visit. 

ICC Resume / Focus on Skills 

This workshop walks you through the basic steps to 
complete a resume on IndianaCareerConnect.com 
with a focus on the importance of including job skills 
in the Employment History section in ICC.  

Job Skills Inventory 

During this workshop, you will identify job skills 
which clearly describe yourself to employers while 
networking and in resumes, cover letters, interviews.  

Interview Basics 

This is a quick overview of the basic steps to job    
interviews.   

How to Apply for Jobs Online 

This workshop will summarize the online application 
process and the typical information applicants are 
asked to provide when applying for jobs on the    
internet. 

How to Apply for Government Jobs 

This workshop presents basic information and      
resources for those individuals interested in the    
Federal Government job application process. 

Resume Basics and Cover Letters 

Resume Basics and Cover Letters workshop will give 
advice and resources for drafting a complete resume 
and cover letter using Microsoft Word, not ICC.  

Job Club / Networking  

If you’ve been applying for jobs online and not getting 
results, it’s possible that you are not utilizing the right 
contacts to help you in your job search.  This workshop 
will teach you how to create your elevator speech and 
other important aspects of networking. 

Job Club / STAR of the Interview   

Do you ever wonder if there are special secrets you need 
to know to have a successful interview?  There are...not 
so much secrets as specific techniques and things you 
need to know before you go in.  Attend the “S.T.A.R. of 
the Interview” workshop and learn about behavioral 
interviews and how to use the S.T.A.R. techniques to 
answer interview questions in preparation for your next 
job interview. 

Job Club / Resumes in Depth  

Resumes in Depth workshop will help you make your  
resume more presentable and open up more doors of   
opportunity.  It will help you use the right tools to polish 
and perfect your resume by working with wording,     
keywords, resume types and proofreading tips to     
increase your visibility with employers.  Professional-
looking resumes result in interviews , so make sure you 
have a resume that gets results! 

Job Search-Related   

SKILLS DEVELOPMENT IS                    
OUR BUSINESS. 
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Computer Skills 

Introduction to Computers 
Intro to Computers workshop will help you become familiar with computers and their use in the 
workplace. 

Keyboarding Basics 
This workshop will help you learn and practice proper fingering techniques for accurate and efficient use of a 
computer keyboard increasing your typing speed and accuracy.  It takes very little time to learn the basics of touch 
typing; allowing you to develop a skill that will help you for a lifetime!  

Microsoft Word I and II 
Come to these classes to learn how to create documents that look totally professional.  Work      
hands-on with flyers, reports, and other pieces to master text formatting, editing, shape and clip art 
insertion, sorting, and a wealth of other techniques.  This workshop will help you to create 
professional looking documents such as resumes and cover letters. 

Microsoft Excel I and II 
Here you will learn how to use the incredible power of Excel to create eye-catching spreadsheets that 
will allow you to effectively organize information and calculate values using functions.  You’ll work 
with a few different personal and business spreadsheets to learn and practice several key skills.  
Whether you are considering a career where organizing and displaying numerical information is 
important, or just wanting to work on your family budget, Excel 1 and 2 are must-attend classes! 

Microsoft PowerPoint I and II 
Anyone who has ever had to give a presentation to a group of people will appreciate having skills with 
Microsoft PowerPoint.  Learn how to create custom presentations that stand out with design themes, 
text boxes, clipart, pictures, and even sounds and animation.  Besides its business applications, 
PowerPoint is just plain FUN and can be used to show off digital pictures of family, friends, and events 
in your personal life! 

Up your SKILLS with a   

WorkOne Center Workshop!  

Open Facilitated Lab  
The Facilitated/Focus Lab allows individuals access to WorkOne computers with the assistance of a trained facilitator 
who can answer questions, provide job search and resume advice, and/or guidance for you to practice/improve    
various skills taught in the WorkOne workshops. 
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WorkOne—Kokomo 

709 Reed Road 

Kokomo, IN 46903 

(765) 459‐0571 ext. 3034 

WorkOne—Logansport 

1 Ivy Tech Way 

Logansport, IN 46947 

(765) 722‐6652 

WorkOne Express—Peru 

425 West Main  

Peru, IN 46970 

(765) 472‐3562 
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Workshops are available to any WORKONE registered client. 

Stop by your WORKONE  and see a representative or work‐
shop facilitator to register for a session. 

WorkOne—Lafayette 

820 Park East Blvd. 

Lafayette, IN  47905 

(765) 474‐5411 
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WorkOne—Crawfordsville 

201 E. Jefferson Street 

Crawfordsville, IN 47933 

(765) 362‐4096 

WorkOne—Frankfort 

1111 S. Jackson Street 

Frankfort, IN 46041 

(765) 654‐5400 

Warren County Learning Center 

28 East 2nd Street 

Williamsport, IN  47993 

(765)  764‐1880 
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WorkOne—Lafayette 

820 Park East Blvd. 

Lafayette, IN  47905 

(765) 474‐5411 

Stop by your WORKONE office to 
sign up for a session. 
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WorkOne—Crawfordsville 

201 E. Jefferson Street 

Crawfordsville, IN 47933 

(765) 362‐4096 

WorkOne—Frankfort 

1111 S. Jackson Street 

Frankfort, IN 46041 

(765) 654‐5400 

Warren County Learning Center 

28 East 2nd Street 

Williamsport, IN  47993 

(765)  764‐1880 



 

 

www.WorkOneWestCentral.org 
 

WorkOne Kokomo 

709 S. Reed Rd. 

Kokomo, IN  46903 

Phone  (765) 459-0571 

 

WorkOne Lafayette 

820 Park East Blvd. 

Lafayette, IN  47905 

Phone (765) 474-5411 

  

Peru WorkOne Express 

Ivy Tech Community College 

425 W. Main St. 

Peru, IN  46970 

Phone (765) 472-3562 

 

Covington WorkOne Express 

418 Washington Street 

Covington, IN 47932 

Phone  (765) 793-4881 

Monticello WorkOne Express 

1500 E. North Main St. 

Monticello, IN  47960 

Phone (574) 583-4128 

 

Crawfordsville WorkOne Express 

201 E. Jefferson St. 

Crawfordsville, IN  47933 

Phone (765) 362-4096 

 

Logansport WorkOne Express 

1 Ivy Tech Way, Suite B 

Logansport, IN  46947 

Phone (574) 722-6652 

 

Frankfort WorkOne Express 

1111 S. Jackson Street 

Frankfort, IN 46041 

Phone (765) 654-5400 

For employment and training needs, contact your local WorkOne Center 

All Centers are open  8a.m.– 4:30p.m.  -  Monday—Friday 

An initiative of the West Central Indiana Region 4 Workforce Board.  Funding for this project has been 
provided by Indiana Department of Workforce Development.  The WorkOne System is an equal opportunity 

employer and does not discriminate in the programs and services offered.  Auxiliary aids and services are 
available upon request to individuals with disabilities. 

Oversight provided by  
Region 4 Workforce Board—the “Alliance ‘4’ Advancement” 

through Tecumseh Area Partnership, Inc. 
www.WCA4A.org     -     www.TapIncUs.org 


