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FCPS ACE ESOL

Career Navigation for Adult ESOL Learners

The Fairfax County Public Schools (FCPS) Adult and Community Education (ACE) English for 
Speakers of Other Languages (ESOL) Program offers resources and tools to helps adult 
immigrants learning English explore career paths and find jobs. This presentation provides an 
overview of the basic components of the job search in the United States and information on 
additional resources. (ESOL Level: Low or High Advanced)

After reviewing all components of this lesson, learners will be able to:

Describe the key parts of finding and getting a job. 

Create a simple resume and cover letter.

Name multiple ways to search for job opportunities.

Display confidence in their job search ability.

Follow best practices for job applications, resumes, and interviewing.

Access additional tools and resources for career planning.



Job Search
• Search online:

• Employment websites (such as Indeed.com)
• Company websites (such as FCPS.edu/careers)
• Social media (such as LinkedIn.com). 
• Use search terms to help you find the best job for you. 

Examples: part-time or full-time; bilingual (Korean, Spanish, etc.); 
job type key words such as ‘administrative,’ ‘accounting’, or 
‘teacher’

• Ask friends, family, and classmates if they know of any opportunities 
where they work.

• Look for signs in front of stores/businesses.
• Attend virtual and in-person career fairs. 

• View tips and ideas for attending a career fair here.

Reflection:
Make a list of 
search terms that 
will help you 
search for a job 
online. How will 
those change as 
your English skills 
increase?

https://esolcareer.blogspot.com/2020/10/getting-ready-for-job-fair.html


Job Applications

Reflection:
“You never have a 
second chance at 
a first 
impression.” 
What does this 
quote mean to 
you? How does it 
relate to job 
applications?

Tips for Submitting Job Applications:

• View a presentation on vocabulary for job applications here. 
• If you drop off an application in person, make sure you are 

dressed professionally and ready to speak to a manager.
• Always follow the directions. Whether on paper or online, read 

the instructions first.
• Review your application before you submit it to make sure 

grammar and spelling looks good, it’s easily readable, and 
everything is accurate.

• Remember, everything on your application should be true!

Online Practice Job 
Application

file:///C:/Users/rsb10/OneDrive/Desktop/ILO-RBuczynski/Job Application Vocabulary.pptx#1. JOB APPLICATION  VOCABULARY
https://careerwise.minnstate.edu/jobs/practice-online-job-application.html


Resumes (CVs)
A resume  (or CV) is a summary of your education, work experience, 
and skills. The goal of your resume is to make employers want to invite 
you in for an interview.

Tips for Creating a Resume
• Don’t include a photo on resumes in the U.S.
• Keep the resume simple with only 1-2 colors and fonts.
• Resumes should be 1-2 pages.
• You can change your resume each time you apply for a job. For 

example, you can include only the experience that is relevant to 
the job, or you can re-order so education or experience is first.

• Click here to view a blog post with more information.

Download Resume 
Template

Reflection:
How are U.S. 
resumes different 
from resumes (or 
CVs) in your 
country of origin?

https://esolcareer.blogspot.com/2021/05/writing-resume.html
file:///C:/Users/rsb10/OneDrive/Desktop/ILO-RBuczynski/Resume-Template-Word.docx


Cover Letters
A cover letter is a short letter that you send with your resume. It tells 
the employer more about you and your experience in a narrative 
form.

Tips for Writing a Cover Letter
• Use 3-5 paragraphs: an introduction, body paragraph(s), and a 

conclusion.
• Address the letter to the hiring manager if you know their name. If 

not, use “To Whom It May Concern.”
• Make sure to state the name of the position you are applying to, 

and where you found it. For example: I am applying for the 
position of Accountant that I found on your website.

• View more tips and a sample letter here.

Download Cover Letter 
Template

Reflection:
How is a cover 
letter different 
than a resume?

https://www.thoughtco.com/cover-letter-example-1212371
file:///C:/Users/rsb10/OneDrive/Desktop/ILO-RBuczynski/Cover Letter-Template-Word.docx


Interviewing
• Click here for a list of common interview questions and sample 

answers.

• Take time to research the company you’re applying to. 

• Remember to speak slowly and clearly – it is more important to be 
accurate than to speak quickly.

• Practice makes perfect! Ask a friend, classmate, or the FCPS Career 
Navigator to help you practice before your interview.

Good Interview Example Bad Interview Example

Reflection:
Make a list of the 
best practices 
from the ‘good 
interview’ video, 
and the things to 
avoid from the 
‘bad interview’ 
video.

https://www.thoughtco.com/example-interview-questions-1210229


Career Planning

You might be starting at one of your first jobs. You might have a college 
degree in your native language and want to continue in that field once 
you’ve completed your English language classes. Either way, you can 
use the following tools to help you decide on your long-term career 
path.

Reflection:
What is your 
“dream job?” Use 
the Occupational 
Outlook 
Handbook to 
research the 
experience and 
education 
needed for that 
job.

• O-net Interest Profiler from the US Department of Labor: This online 
quiz can help you determine what kind of career would be a good fit 
for your skills and interests. 

• US Bureau of Labor Statistics Occupational Outlook Handbook: 
Search for any career or career field to learn more about the number 
of jobs available, different career paths, and average salaries.

https://www.mynextmove.org/explore/ip
https://www.bls.gov/ooh/


Diplomas and Degrees

Sometimes jobs or universities will ask to have your diploma/education 
credentials evaluated. That means they want to know that your education 
was the same level as the equivalent (the same type) in the United States. 
So, they want to know that your high school education from your country 
is about the same as a U.S. high school education.

• The U.S. Department of Education recommends two organizations for 
accrediting foreign diplomas. (You have to pay for this service.)

• National Association of Credential Evaluation Services (NACES) 

• Association of International Credentials Evaluators (AICE) 

• If you apply for a job and they ask you for a copy of your transcript or 
proof of your education, you can ask if they can take an international 
diploma.

Reflection:
Do you think you 
learned more 
from 
school/classes, or 
from your hands-
on experiences?

https://www.naces.org/
https://aice-eval.org/


Gaining Experience

There are many ways to gain career experience, get paid training, and 
practice English:

• Apprenticeships: 

• Paid, on-the-job training in a trade; similar to an internship.

• Examples:

• Alexandria Renew Apprenticeship Program

• FCPS ACE Apprenticeships

• Volunteering

• Have you ever volunteered - at your children's school, in a 
neighborhood cleanup, with your church or temple? Volunteering 
is a great way to gain experience and make connections.

• Click here for information on finding volunteer opportunities.

Reflection:
What kind of 
volunteer activity 
would help you 
gain experience 
for the job you 
want?

https://alexrenew.com/apprenticeship-program
https://www.fcps.edu/academics/adult-education-academics/apprenticeship-trade-industrial
https://esolcareer.blogspot.com/2021/07/volunteer-for-english-practice-and.html


Local Resources

Reflection: 
Does the 
government in 
your country of 
origin offer job 
search assistance 
or training?

Cities and counties offer workforce development resources, computer 
access, and job listings. View the website for your city/county service 
below to find out more.

• Virginia Career Works: Northern Region
• Serves Fairfax County
• Access to computers, phones, and internet.
• Resume writing and interview preparation workshops.
• Job lead assistance, and more!

• City of Alexandria Workforce Development
• Arlington County’s Job Board
• Montgomery County (MD) Job Board
• Prince George’s County (MD) Job Board
• DC Department of Employment Services (DC)

https://vcwnorthern.com/jobseekers/
https://www.alexandriava.gov/WorkforceDevelopment
https://jobboard.arlingtonva.us/
https://worksourcemontgomery.com/
https://www.employpg.org/
https://does.dc.gov/


Contact
Rachel Buczynski
FCPS ACE ESOL Career Navigator
rsbuczynski@fcps.edu

How I can help:
• Job applications
• Resumes
• Practice for interviews
• Look for jobs
• Refer to additional resources
• Answer questions

You can ask questions by email or schedule an 
appointment for a Zoom or in-person meeting.

This is a FREE service from FCPS Adult ESOL.

I’m looking forward to meeting you!

mailto:rsbuczynski@fcps.edu

