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New Beginnings 

Preparing for Employment, Overcoming a Criminal Record 

 

Congratulations on starting a new beginning in your life after prison.  Finding work is one of the 

best things you can do to get back on your feet.  Now is not the time to be picky about the job 

you choose  - now is the time to build a solid work history, starting with your next job. 

The purpose of this guide is to help you find a job.  It is divided into five sections:  1) What do 

employers want? 2) How do I prepare for a job? 3) How do I find a job? 4) How do I interview? 

and, 5) What about the job offer?  All sections are important to read.   A resume worksheet, 

resume sample, and a Community Resource Guide are included at the end of the guide.   

This guide can also be used by job seekers that do not have criminal records. It is meant to be 

used by people in Greenville, South Carolina. 

 

I.  WHAT DO EMPLOYERS WANT? 

When employers hire people, they look for workers with these skills: 

1.  Good Attitude!  Employers hire people with good attitudes that want to work.  A positive 

attitude will be a big help. Good things come to people that do not give up and look at life with 

a "can do" mind-set.  Most people (including employers) try to stay away from others with bad 

attitudes.  At the same time, most people like to be around others who give out positive 

energy.  Your positive attitude is your most important skill. 

2. Willingness to Learn.  In your job search and new job, you will learn many new things.  Be 

open to learning.  Listen.  Read instructions.  Follow directions carefully.  Pay attention to 

details and try to learn from them.  Employers invest in workers that try to learn at all times. 

3. Dependability.  Employers need to know you will be there to do the work.  They depend on 

their workers to get the job done and to be ready to do more.  This is why they pay you for your 

effort.  If you are scheduled to work, you must be there.  Arrive at work 15 minutes early every 

single day.  Arriving early shows you care about your job and that you are prepared.  You can 

lower stress by arriving early. 

Transportation.  Find a dependable way to get to work and back.  Know how long it takes to 

get to work and add extra time in case of problems.  Always have a back-up plan. 

No/Few Absences.  Avoid missing work. If you are unable to come to work for an emergency, 

tell your employer as early as you can.  Know how to contact your employer before you have an 

absence.    
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HOW TO EXPLAIN YOUR RECORD - AN 

EXAMPLE:  " I was in a bar fight that 

got way out of hand. I was convicted of 

aggravated assault and served two 

years at Perry Correctional. I felt 

terrible about what I did. I learned that 

I can't solve problems by fighting or 

hurting people; this only makes things 

worse. In prison, I promised myself I 

would turn my life around. I earned my 

GED while I was there, and am out early 

on parole because of good behavior.  

Now, I have the chance to make my life 

better.  All I want is to get a good job 

where I can do great work, learn new 

things, and hopefully move up in the 

company.  I want my family and friends 

to be proud of me." 

4. Honesty & Trust.  Employers want to hire people that are honest and that they can trust.  

They need workers to help, grow, and protect the company - not to steal or hurt the company 

or its reputation. 

Often people believe that a person with a criminal record is not honest or trustworthy.  You 

must take steps to show that you can be trusted.  You can tell employers about the steps you 

are taking to start a new beginning and a new life. 

It takes time to build trust.  Do not expect others to trust you right away.  You must earn it. 

The most important way to show honesty is to take responsibility.  Practice explaining your 

criminal record in a few sentences.  Take responsibility for your actions.  Admit that you made 

mistakes.  Do not blame other people.  Do not tell long stories with lots of details.  Explain what 

you learned from your mistakes and how you want to close that part of your past and start an 

honest new beginning.  Tell what you want your new life to look like.  Practice saying this out 

loud. 

To review: 

 Know what is on your criminal record.  

 Take responsibility for your actions.  Do not blame 

others. 

 Explain what you learned from your mistake. 

 Say how you have changed and what your new life will 

be like. 

 Keep your explanation short (about 30 seconds).   

Ways to show honesty and dependability to an employer: 

 If you earned good time for good behavior, education, 

or working while in prison, ask your parole or probation 

officer for a statement or record that lists this 

information and/or shows you were released early. 

 If you completed a re-entry program, ask for a 

certificate that shows you completed the program. 

 Look for opportunities to volunteer your time to help 

others. Ask neighbors, churches, and local businesses 

how you can help them. 

 Your good intentions and good behaviors will help you to build trust over time. 

NOT READY TO TRUST YOURSELF? 

Get professional help from your probation or parole officer, from a re-entry program, or from a community 

agency to help you stop addictions and/or hurtful behaviors.  See the Community Resource Guide. 
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II.  HOW DO I PREPARE FOR A JOB?   

There are many useful things you can do to prepare for a job. 

1. Personal Identification.  You will need to prove your identity with documents, such as your 

prison ID, your state-issued ID (a driver's license or ID card), your social security card, and your 

birth certificate.  See the Community Resource Guide at the end of this handout to find help 

with gathering documents. 

2. Email & Phone.  You will need your own email account for job searching. Try: 

www.google.com or www.outlook.com. Avoid funny or flashy email account names.  For 

example, "flyhigh@gmail.com" would not be a good choice.  A better choice might be your 

name, like "josephthomas40@gmail.com." 

You will need a reliable phone number with a polite voice mail 

box. If you do not have a phone you can use, you can set up a 

Google phone number. Get someone to help you set this up. 

3. Learn About Careers.  Developing a career happens over time.  

Be prepared to work in a job that is not your "ideal" job but will 

help you earn trust, money, and a good work history so that you 

can pay off debts, earn income, and build skills. Be patient and 

willing to learn. 

4.  Know what is on your criminal record.  Printed reports of 

criminal records can be hard to read and understand.  

Sometimes, charges are changed or taken off of your record.  

Sometimes, criminal records list the wrong information.  It is 

important to know what is showing on your criminal record so 

that you can talk about it with employers without giving too 

much or too little information.  

You can order a copy of your criminal record report from the SC 

Law Enforcement Division (SLED) (www.SLED.sc.gov).  The cost is 

$25.  Or, you can go to a community service agency for help 

getting your SLED report at a lower cost (see the Community 

Resource Guide).  If you find errors on your criminal record report, contact SLED or talk to a 

community agency to get the record corrected.  

Sometimes people can have part or all of their criminal records sealed or removed so that no 

one can see the conviction(s) on a criminal record report.   Two ways to do this are by pardon 

or by expungement. Only some convictions are allowed to be expunged or pardoned, and there 

is often a waiting period and a processing fee.  Talk to your Solicitor's Office or a community 

service agency for help (see the Community Resource Guide).  Do not wait for an expungement 

or pardon before searching for a job.  You can get a job without a pardon or expungement. 

SOME CAREERS ARE NOT OPEN 

TO PEOPLE WITH CERTAIN TYPES 

OF CRIMINAL BACKGROUNDS. 

If you have a conviction for theft, 

you may not be able to get a job in 

retail sales or in a bank.  If you 

were convicted for drug sale 

and/or possession, you may not 

be able to work in a drug store or 

a doctor's office.   

Think about your conviction(s) and 

which types of companies would 

be more likely to accept you with 

your background.  Ask for ideas or 

suggestions from people you trust, 

from your parole or probation 

officer, and from a community 

service agency listed on the 

Community Resource Guide. 

 

http://www.google.com/
http://www.outlook.com/
http://www.sled.sc.gov/
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5. Job Application.  Practice filling out a job application.  Go to Goodwill, SC Works, or another 

community service agency to ask for a practice (paper) job application.  Ask the staff to help 

when you have questions.  There are also practice applications available on the Internet that 

you can print and use for practice.  You can also go to a restaurant or store to ask for a real job 

application (to use as practice).  

Online job applications. Some companies do not use paper job applications.  Instead, they 

ask job applicants to use the Internet to find the company website and to apply online.  This 

is called an online application.  It is similar to a paper application, except that you will use 

the computer to answer the application questions.  It is smart to have a practice (paper) job 

application with you when you complete an online job application. You can look at it to help 

you remember what to type. 

Questions about convictions.  Many job applications ask applicants if they have a criminal 

conviction.  You must be honest and answer "yes." Remember - honesty is very important. 

Some employers will consider you even with a criminal record if you are honest.  It is very 

likely that the employer will run a background report and find out your record.  When you 

lie on your application, you waste your time and the employers' time. Do not lie. You can be 

fired if your employer finds out you lied on your application, even after you have been 

working. 

Some applications ask you to explain the conviction(s).  It is best to give a short explanation 

or to write, "Will discuss in interview." Note that if your conviction is old (7 years or more), 

you can include the year to show that it happened a long time ago. 

Some applications will not include questions about criminal convictions.  You may still be 

asked about any convictions during an interview or at the time of a job offer.  Most 

employers will run a background check.  In any case, be prepared to explain your 

conviction in writing or in person. 

6. Resume.  A resume is like a job application.  It lists important information about you and 

your job skills.  Sometimes companies ask for resumes instead of job applications.  Resumes are 

created on a computer, but you can start by filling out the attached Resume Worksheet with a 

pencil. Then, you can use a computer to type your resume and print copies.  Bring copies of 

your resume when you apply for a job and when you interview for a job. 

7. Computer Skills.  Much of today's work is done using computers, in many different types of 

jobs.  It  is important to learn to use a computer.  The Greenville Library, Greenville Works, 

Goodwill Industries, or Greenville Lifelong Learning can help you learn.  You must tell the 

person at the front desk that you need help to learn how to use a computer.  They will not 

know what you need unless you tell them. There are also free basic computer classes at 

www.gcflearnfree.org and other Internet websites. 

8. Positive Activity.  It is important that you show your commitment to being  a good citizen 

and worker.  You can do this by participating in a community service re-entry program and/or 

http://www.gcflearnfree.org/
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WHAT IF THERE ARE NO HELP 

WANTED SIGNS? 

It is helpful to job seekers when a 

business puts a "Help Wanted" sign in 

their window or an advertisement 

online.  But, most jobs are never 

posted anywhere. 

Most people get jobs through face-

to-face contact.  Tell everyone you 

know that you are looking for a job.  

Walk in to businesses and ask if they 

are hiring or need any help.  You can 

even volunteer to work for free for a 

month; if the employer likes you,  they 

may hire you or become a reference 

for another job.  And, you earned new 

work skills to put on your applications 

and resume! 

by volunteering your time and effort to help others through a church, neighborhood, local 

business, or other organization. 

9. Education & Training. You may be able to take classes to learn a new skill for a job. 

Greenville Technical College offers QuickJobs training (www.gvltec.edu/quick-jobs), and other 

schools in the area offer educational programs too.  A high school diploma or GED is helpful.  In 

addition, you can earn a WorkKeys certificate by taking a WorkKeys assessment (test).  Share 

your WorkKeys certificate with employers to show you have important work skills.  Do not go 

into debt to take classes.  Find low cost ways to gain job skills.  See the Community Resource 

Guide for WorkKeys, GED, and training help. 

 

III.  HOW DO I FIND A JOB?   

Employers hire good job seekers.  Good job seekers spend time focused on their job search. 

They apply for many jobs.  They follow up to ask about the status of their applications.  They 

keep track of their job applications by writing down where and when they applied for jobs.  

They show employers that they are interested and that they want the job.  They are polite and 

try hard to get a job but do not harass employers.  In other words, good job seekers treat the 

job search like a real job.   

You can become a good job seeker! Be open about the kind of work you can do.  Your first job 

after release is a chance to build trust and a work history.  

1. Map it. Get a map from the Internet, your phone, or from the bus station or city, or draw 

your own map of your area. Depending on the kind of 

transportation you will use, look for companies that are 1 

mile, 2 miles, etc. from the place where you sleep.  If you 

plan to walk to work, start by finding companies within a 

mile or two of your sleeping location. Draw a circle on your 

map around your sleeping location to remind you to look 

in every direction. 

2. Use Your Network.  If you are around people that are 

helpful, ask for ideas on where you should find work.  

Many people know others that are hiring.  Your job search 

should not be a secret.  Tell everyone that you need a job 

and want their ideas.  Practice telling people out loud - it 

will get easier each time. Follow up on ideas that people 

give you to show that you are interested and dependable. 

3. Start Walking / Riding / Driving. Go to the employers 

near your sleeping location and work your way out in 

distance. Walk in to companies such as restaurants, stores, 

http://www.gvltec.edu/quick-jobs
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factories, warehouses, shops, etc. Politely ask for a job application and ask if the company is 

hiring new workers.  Bring your practice job application and/or resume with you.  Bring a 

notepad with important numbers written down ( your social security number,  your driver's 

license number or ID card number, your address and phone number, your email address, and 

blank paper to write things down.  Do not lose this information! 

Remember to have a neat and clean appearance.  Wear a clean shirt that is tucked in to 

your clean pants. Wear a belt if your pants are loose.  Cover tattoos and body jewelry (or 

remove) if possible.  Make sure your face, hands, hair (and beard) is neat, clean, and that 

you smell fresh.  Do not wear a lot of cologne.  See the Community Resource Guide if you 

need help with clothing or a place to wash up. 

First Impressions.  Employers want workers with good attitudes. You show your attitude in 

your walk, talk, and behavior.  It only takes a few seconds to make a good or bad first 

impression.  To make a good first impression, be polite, give good eye contact, and practice 

a firm (but not too firm) handshake.  You may have gotten used to "no eyeballing" in prison, 

but it will not help you on the outside.  Practice! 

 

4. Online Job Search Websites. There are many online job search websites that list job 

openings.  Start by visiting popular search sites such as www.SCWorks.org, 

www.careerbuilder.com, www.nationjob.com, and www.indeed.com.  Many sites let you 

When you ask for a job application, the company may do one of these things: 

 Tell you they are not hiring at this time.  Thank them for their time and tell them you will 

come back in a few weeks in case they start hiring again.  

 Hand you a paper job application.  Thank them for the application.  Fill out the 

application or take it with you, fill it out somewhere else, and bring it back.  It is best to 

bring the completed application back within a day or two.  Fill in as much as possible.  

Write neatly so that the employer can read it. 

 Direct you to an job application kiosk.  Thank them for the help.  A kiosk is a computer-

based job application in the store. Many grocery and large retail stores use kiosks.  Walk 

over to the kiosk, read the directions carefully, and complete the job application using the 

kiosk. 

 Tell you to apply online. Thank them for the information and ask for their web site 

address.  Write it down on paper.  When you get to a computer, look up the company 

website. Many company websites have a "Careers" or "Employment" page. Find the 

webpage and follow the instructions. 

 Avoid schools, hotels, banks, and health care companies for now.  These businesses are 

not very likely to hire people that were just released from prison.  

http://www.scworks.org/
http://www.careerbuilder.com/
http://www.nationjob.com/
http://www.indeed.com/
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create a free account so that you can store information about your job skills and about the jobs 

you like.  Some sites, like www.SCWorks.org, will gather jobs from other websites too, which 

saves time.  You can type in key words like "restaurant", "construction", "maintenance", 

"sales", or "assembly" to find job openings in those areas.  Do not spend more than 25% of 

your search time looking for jobs on websites listings.  The best way to get a job is in-person. 

5. Check your email and phone regularly. Employers will email or call you if they want to hire 

you. Make sure you check your email account and phone voice mail every day.  If the employer 

leaves you a message, email or call back right away.  If you do not hear from an employer, you 

can politely contact them about once a week to check the status of your application unless they 

say, "Do not contact us." 

6. Keep a Job Search Journal.  Keep track of your job applications.  Write down the date, the 

name of the company, if you completed a paper or online job application, if you delivered a 

resume, and any details about the job. Write down your 

plan to follow up (Will you call in a few days to check on 

the status?  Will you stop by in person? Will you check 

your email account?). Make a goal to apply for and/or 

follow up on a certain number of jobs each day of your 

search.  

7. Supporting Documents.  Supporting documents are 

paper records showing positive things you have done.  

These help the employer see you as more than a person 

who was in prison.  These documents help employers to 

know that you are learning and working to make a better 

life.  Make copies  and attach them to your job 

applications or resumes.  Never hand out original 

documents! 

Make copies of records that show good time, good 

behavior, completion of education, training, or work 

while in or out of prison.  Include your WorkKeys scores 

or certificate (See the Community Resource Guide for 

WorkKeys information).   Include your high school 

diploma or GED if you have one.  If you volunteer, ask 

the supervisor for a record that shows the time you have 

spent volunteering.  If you are a veteran with an 

honorable discharge, make a copy of your Report of 

Separation (DD214).  Take pictures of work-related 

hobbies - for example, if you work on cars, include a 

picture of the most recent car you fixed.  If you have a 

clean driving record, get a copy of your driving record 

REFERENCES AND RECOMMENDATIONS 

Ask people that know you (volunteer 

supervisors, church leaders, probation / 

parole officers, former bosses, teachers, 

etc.) to be a reference AND to write you 

a letter of recommendation. Attach 

these to your job applications and 

resumes. Bring to interviews. 

References. People that agree to be a 

reference for you are agreeing that you 

can list their names, phone numbers, 

and email addresses on your job 

applications.  The employer may call 

them to ask their opinion of you and 

your skills.  You should always ask 

people for their permission before listing 

them as a reference. 

Letters of Recommendation.  A letter of 

recommendation tells the employer how 

the writer knows you and why they feel 

you should be hired. You can have 

several letters from different people that 

know you. Your letter writers should 

write true, positive things about you. 

They can say they know you served time. 

The purpose of letters of 

recommendation are to help an 

employer feel better about hiring you.   
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from DMV.  Think of other paper records that show you are a working toward a better future 

and that you have good skills. 

8.  Start Your Own Business.  Sometimes people are able to make money doing odd jobs, 

cleaning cars, mowing yards, or taking care of pets.  Maybe you had or would like to start a 

hobby that could turn into a job.  Some examples are fixing small engines, painting walls, 

woodworking, or making crafts.  Some people get jobs by first volunteering to do these hobbies 

for free, and eventually earning money or starting a business.  

9. Get Feedback.  Tell someone that you trust about your job search.  Explain the steps you 

have taken to find a job.  Show the person your practice job application and supporting 

documents.  Practice your eye contact and handshake.  Ask the person for their honest 

feedback.  Do not get upset if they tell you something you do not want to hear.  Use it as a 

chance to learn something new.  Although it can be hard to hear feedback, use the tips to help 

you improve your job search. 

10.  Stress Relief.  Job searching is hard.  There may be a lot of rejection.  Job searches require 

patience.  Do not give up!   

Get exercise.  Go for a walk, run, dance, or play a sport.  Sing or listen to music.  Spend time 

outside.  Eat healthy foods.  Get 8 to 9 hours of rest at night.  Tell yourself that you will succeed.  

Call on helpful people around you when you need a friendly word.  Avoid people that bring you 

down.  Go to a church, support group, or other group for positive energy.   

 

IV. HOW DO I INTERVIEW?   

You will get an interview with an employer sooner or later, especially if you practice the tips in 

this guide and work with a community service agency listed in the Community Resource Guide.  

1. Arrive Early to the Location. Know where your interview will take place.  Know who to ask 

for once you arrive.  Practice traveling there a day before the interview to learn how long it 

takes to get there.  On interview day, set out early in case there is a traffic problem.  Arrive 15 

minutes before the interview (not more than 15 minutes). 

2. Dress.  Dress neatly.  Clean your shoes.  Cover tattoos and cover or remove body jewelry if 

possible.  Wash up and smell fresh but do not wear cologne. Perfumes / cologne can bother 

some people.  

3. Go Alone. Do not bring other people to the interview.  No one should wait for you in to the 

employer's lobby.  Do not bring children, parents, friends, girlfriends or boyfriends.  If someone 

drives you to the interview, ask that person to wait for you in the car or come back to pick you 

up later. 

4. No Phone. Turn off your cell phone once you arrive at the interview location.  Do not answer 

calls during the interview unless there is a real emergency that is more important than the job. 
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5. Resume.  Bring two copies of your resume.  Hand one to the employer and keep one for 

yourself. Bring a notepad.  Write down the names of people you meet or important information 

about the job. 

6. First Impressions.  Be nice to everyone in the company.  Give good eye contact and give a 

firm (but not too firm) handshake. Be the best you. 

7. The Interview.  During the interview, the employer will ask questions about you, your job 

skills, and your interest in the job.  The employer is trying to find out if you will be a good 

worker.  Answer the questions with honesty and a positive attitude. 

Questions about your criminal background.  You may be to talk about your criminal record.  

Be honest!  Listen carefully to the question and answer clearly, with eye contact.  To review: 

 Know what is on your criminal record.  Only talk about convictions on your record. 

 Take responsibility for your actions.  You made mistakes.  Do not blame others. 

 Show that you are truly sorry for the victim(s) of the crime(s). 

 Explain what you learned from your mistakes. 

 Explain how you have changed and have a new life. Briefly tell your goals for the future. 

 Keep your explanation short (about 30 seconds).  Do not tell more than is necessary. 

Ask questions during the interview.  Ask the employer about the company, their products 

or service, or their customers.  Your questions show that 

you care about doing a good job.  For example, if the 

company is a fast food restaurant, you could ask, "How 

many people work here? What are the most popular 

foods?  Do you have more customers at lunch or in the 

evening?  What do you like about working here?  What 

advice can you give me about working here?" 

8. Tour. The employer may show you around the building and/or introduce you to employees.  

Show a positive attitude, willingness to learn, and make a good first impression with everyone 

you meet. 

9. Follow Up.  Before you leave the interview, find out what the next step will be in the hiring 

process.  If they say they will call or email soon, wait a few days.   If the employer does not call 

or email, he or she may just be busy.  Follow up by calling and/or emailing the employer.  Stop 

by to ask if it feels right. 

10. Thank You Note. It is smart to send a thank you note if you have the email or mailing 

address of the employer. Keep your thank you note short, write clearly, and spell correctly.  In 

your note, thank the employer for the interview, state the reason you are the best person for 

the job, and state that you are looking forward to hearing from the employer.  

 

GREAT TIP:  Read about the 

company on their website 

before you interview.  This 

can help you think of good 

questions to ask during the 

interview! 
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V.   WHAT ABOUT THE JOB OFFER? 

If you are offered a job either by phone, email, or in person, you need to decide if you are 

willing to take the job.  Many times you will be required to take a drug test and complete a 

background check before an official offer is made.  You may be asked to stop by to fill out 

paperwork.  Follow their instructions. 

1. Criminal Background Check.  If you have not talked about your criminal background with the 

employer, it may come up after the criminal background check.  Follow the advice in Section I 

and IV. of this guide.  The employer may ask questions about your record.  Answer truthfully.  

Do not give long drawn out stories or blame others.  Tell the employer that you are very 

interested in the job.  Tell the employer that your criminal record is in your past and will not 

affect your work.  Explain that you will be a great worker and you will be grateful for the chance 

to work. 

2. Drug Test.  The surest way to lose a good job offer is to fail the drug test.  The surest way to 

lose a job you already have is to fail the drug test.  If you need help with drug addiction, get it 

now.  See the Community Resource Guide. 

3. If You Receive an Offer.  Congratulate yourself on a 

successful job search!   Remember "Section I. What 

Employers Want."  Use this chance to build a strong 

work history and start a new beginning. 

4. If You Do Not Receive a Job Offer.  Congratulate 

yourself on getting this far.  Some employers will not be 

able to hire you due to your criminal background or 

some other reason.  Some may have selected another 

job seeker. Sometimes business changes fast and new 

workers are no longer needed.  

5. Keep At It!  Whatever the reason, do not give up on 

your job search.  Look for ways to improve.  Keep talking to people about your need for a job, 

and keep turning in job applications.  Keep following up.  Think creatively.  With the right job 

and the right employer, you will succeed! 

 

 

Bogardus, L. & Davis, C. (2015). 

Special recognition to C. Davis for work on, "New Beginnings and Second Chances: Preparing For 

Employment Opportunities." 2014. 

© The content in this guide is copyrighted and shall not be altered without express permission of the 

authors.  The guide may be used by non-profit community service agencies in Greenville County, SC.  

Commercial use of its contents without express permission of the authors is prohibited. 

YOUR PAYCHECK:  You may need to 

set up a bank account so that the 

employer can put your paycheck 

money into your account.   

One great option is the  local 

CommunityWorks Federal Credit 

Union, 115 West Antrim Drive, 

Greenville, SC.  The phone number is 

864-438-2421 and website is 

communityworksfcu.org. 

http://communityworksfcu.org/
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RESUME WORKSHEET 
Your resume "tells" employers about your skills and what you can do to add to their business. 

You can use this worksheet to help you write a resume on a computer. 

 
   Full Name       
   Street Address       
   City, State, Zip Code      
   Phone Number      
   Email Address       
 

You must create an email upon release. Email is the primary method for communications. 

 
SUMMARY OF SKILLS AND QULIFICATIONS 
Hard skills- Knowledge of: math, machines, maintenance, tools, safety, quality, computer, tools, certifications 
Soft skills – Oral communications, problem-solving, personal qualities, work ethic, interpersonal skills 
Any training you received in prison, certifications, education, WorkKeys... 
 
               
 
               
 
               

 
WORK EXPERIENCE List most recent job first and work back. Don’t forget the duties or jobs you may have 
done while incarcerated. List 7-10 years’ experience.  Use another copy if you need more space. 

 
Name of Business    Job Title    Dates Employed 
               
Duties: 
               
 
               

 
 
Name of Business    Job Title    Dates Employed 
               
Duties: 
               
 
               

 
EDUCATION (School attended, year of completion, major of education 
Example:  Harding High School, 1990, Graduate 
Example:  Greenville Technical College, 1992, Certified Welder 
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Sample Resume 

First Name, Last Name 
Street Address 

Greenville, SC 29609 

864-271-0759 

myemail@gmail.com (put your own email address here) 
 

 

Skills/Abilities 
Experience in maintenance, painting, and cleaning. 

Veteran with honorable discharge. 

Dependable - have own transportation. 

Supervisory experience.  Also work well in a team environment. 

Have class B commercial license, can operate fork-lift 

Traffic-control experience. 

 

Employment History 
 

Custodian 11/2012 - 02/2014 City of Amory School Systems Amory, MS 

Cleaned and maintained properties owned by the City of Amory.  Prepped, painted, and touched 

up paint jobs.  Replaced ceiling tiles, climbed ladders to replace lights, and performed general 

repairs.  Took care of grounds (mowing, weed-wacking, watering, treating bare spots, etc.). 

Washed outdoor areas and took out trash.  This job was performed on a work-release program 

for non-violent offenders with good behavior and good work ethic. 

 

Painter 03/2004 - 11/2009 Morgan Construction  Greenwood, MS 

Painted residential and commercial buildings for large and small projects. Used brushes, rollers, 

and spray guns. Completed all painting prep-work and clean-up. Worked in a team. 

 

Shipping Supervisor  06/1996 - 02/2004 Stanley Works  Tupelo, MS 

Supervised shipping and receiving of large scale medical equipment. Supervised 10 people. 

 

Military Police 12/1992 - 05/1996 US Army Tupelo, MS 

Patrolled assigned area to enforce military laws and ordinances. Regulated traffic and controlled 

crowds.  Work with my squad to prevent crime and arrest violators.  Honorably discharged. 

 

Education and Training 
 

Silver WorkKeys Certificate, 2014 SC Works Greenville, SC 

Applied Math, Reading for Information, Locating Information 

 

High School Diploma, 1990  Tupelo High School Tupelo, MS 

 

References Available Upon Request 
 

http://gmail.com/

