
Job Readiness Training

Job readiness training is an interactive process 
in which the client, employment services staff, 
and caseworkers discuss the client’s questions 
and concerns about the job search process, 
and increase the client’s job readiness skills. Job 
readiness training enhances both foundational 
skills related to finding and retaining work (e.g., job 
search skills, resume creation) and soft skills (e.g., 
professional communication, workplace values). Job 
readiness is one of the most important components 
of economic empowerment programming, as it 
helps clients prepare for and integrate into the 
local workforce. The ideal outcomes of this process 
are job placement, job retention and, to the extent 
possible, job upgrading and upward mobility for the 
client. These services can be provided in a number 
of ways, as well as by a variety of people, including 
staff, volunteers or a combination of the two. Many 
programs offer weekly or bi-weekly group trainings; 
other offices rely on one-to-one services.  

Topics
The following topics should be included 
in a comprehensive job readiness 
training program:

• Introduction to workplace culture - cultural 
norms, dress code, workplace etiquette*

• Typical entry level jobs*

• Common expectations and overcoming fears 
or barriers to employment*

• Identifying skills and resume/CV creation*

• How to search for and apply for jobs*

• Networking* 

• Interview Skills*

• Documentation needed for employment

• Completing paperwork for hiring and on-
boarding

• Workers’ rights, pay and benefits

• Succeeding in the workplace and changing 
jobs

• Financial literacy
*EURITA Job Readiness Training presentation covers the topics in italics



OVERVIEW PRESENTATION 
To assist you in the delivery of job readiness training, we have developed a 

basic Job Readiness Training overview presentation that can be adapted for 

use in your local context. The presentation covers the topics in italics in the 

previous list. Download the presentation at https://www.ritaresources.org/

wp-content/uploads/2019/01/Job-Readiness-Training_21-feb.pptx.

HANDBOOK
To complement this presentation, there is also a Job Readiness Handbook 

that can be distributed to clients participating in job readiness training. The 

handbook is a guide to assist clients in finding their first job and contains 

checklists and a glossary of employment-related terms. This handbook can 

be adapted for use in your local context. Visit https://www.ritaresources.

org/wp-content/uploads/2019/12/Job-Readiness-Handbook.pdf.

CURRICULUM
If you already have a Job Readiness Training Curriculum and would like to 

strengthen it, we suggest reviewing the Higher job readiness resources 

available on the website at https://www.ritaresources.org/resources/library/

economic-empowerment.

IRC European Resettlement and Integration Technical Assistance 
(EURITA) This EURITA resource was developed by the International 
Rescue Committee and adapted for EURITA under an agreement 
financed by the United States Department of State and does not 
assume endorsement by the U.S. Federal Government.

www.eurita.org
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