Invita Training Center
Job Search Skills
Searching for a job can be in mida ng. How do you know what job you’re best suited for? How do you
build a winning resume and cover le er? Where can you ﬁnd job leads? How do you network without feeling
nervous? What happens when you land an interview? And most importantly, where do you ﬁnd help when
you need it? The Job Search Skills workshop will give you the answers to all these ques ons, plus a plan to
get you to a new job within a month. A er comple ng this program, you’ll be more than ready to start your
search for your perfect job. Iden fying the purpose for working and the assessment of skills can help determine the types of jobs your par cipants should apply for.

Course Outline


Ready, Set, Go!



Building Your Resume



Polishing Your Resume



Wri ng a Cover Le er



Crea ng a Por olio



Networking Skills



Learning outcomes

Upon the comple on of this Course, the learner will be
able to:


Deﬁne objec ves and purpose in search for employment.



Help establish SMART goals in the job-hun ng process.



Assist in developing a ﬁrst month plan of ac on for job
search.

Skills for Success



Cra an eﬀec ve resume.



Where to Look?



Form an a rac ve cover le er.



Understanding the Interview



Develop and present a por olio of the prior work.



Interview Skills



Learn networking skills in ﬁnding leads for jobs.



Eﬃciently get interviews and thrive in the interview
process.

Prerequisites

The candidate must have completed or be in the
process of comple ng a high school or secondary
school diploma or similar educa onal standards.

Training methods


Interac ve facilitator lead learning



Class ac vi es



Group discussions and case studies



Prac cal sessions



Ques on and answer sessions



E-learning



Role-plays



Self-assessment tools

Course Dura on

The standard dura on of this course is 12 contact
hours.

Approvals & Accredita on


Ministry of Labour, Kingdom of Bahrain



HABC



ILM

Who Should A end

Suitable to all posi ons.

For more informa on please feel free to contact:
Invita Training Center | P.O. Box 1197 | Manama | Kingdom of Bahrain
Tel: +973 17 506000 | Fax: +973 15 500202 | info@invita.com.bh
International Approved Centre

