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What documents do you need to prepare
for a solid job search?

To kickstart a successful search, it's crucial
to gather the right documents and ensure
you're prepared for each aspect of the
process, from search to acceptance.

Here’s a list of documents that will boost
your chances of landing your dream job.
Let's dive into what you'll need.

Identification and Employment Authorization

It’s vital that you have the correct identification and authorization documents to accept
a position. Employers must be able to confirm your identity and that you can legally
work. They gather documents for the Employment Eligibility Form (I-9).

Here’s how it works. There are three lists of documents, A, B, and C. Documents in list A
can stand alone to both prove your identity and employment authorization in the U.S.
For example, if you have a U.S. Passport or U.S. Passport Card, or another List A
document, you can prove both your identity and that you can work in the U.S.

If you do not have a List A document, then you need to provide a document from both
list B and list C. List B documents such as a driver’s license or ID card, establish identity.
List C documents establish your right to work in the U.S., such as a birth certificate or
social security card. Note that the birth certificate must be an original or certified copy
bearing an official seal.

If you are using your birth certificate or another document from list C and your name
has changed, you will also need to provide documentation such as a marriage license or
proof of legal name change.

Continued, page 2.


https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents

Employment History

An employment history document or sample application will help you organize your
work history along with dates and contact information for employers. Some of this
information will also be on your resume, but there is other information that you need
for an application, such as the exact dates you worked, who your supervisor was, their
contact information, and your reason for leaving. TransAct has a sample job application
that you can download and complete to use as a reference.

A resume is a document that shows a perspective employer your work history as well as
other things like skills, interests, and abilities. Check out Pacer’s Building a Resume: Tips
for Youth with Disabilities to get started. You can also find resume builders online such
as free high school resume templates from Adobe.

A portfolio, or visual resume, is also a document that demonstrates your work history,
skills, abilities, and interests. You may find a portfolio is a more comfortable and
effective way to share about yourself. A portfolio can include video demonstrations of
your work, pictures of final products, or letters of recommendation by school,
community, or work personnel—anything that helps a potential employer get to know
you and your skills and talents.

You may develop a resume or portfolio in high school—hang on to these documents as
they will be vitally important as you move into the adult world!

Education and Reference

Be sure and keep a copy of your diploma and high school transcript as some employers
will require these. Gathering letters of reference from people you know who you are not
related to is also a good idea, or at least the contact information for three people who
will give you a positive reference.

With these documents in hand (or in an electronic folder), you’ll be ready for both job
search and job offer!

Resources

e Form |-9 Acceptable Documents
e Building a Resume: Tips for Youth with Disabilities
e |ndiana Secondary Transition Resource Center Information on Portfolios

e Documents to Keep for Youth Transitioning to Adult Life

e Adulting Shorts: Passport to Adulting - Managing Your Paperwork
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https://app.eduportal.com/share/0bf2f7fc-3d9a-11e8-b33e-00155d645900
https://www.pacer.org/transition/resource-library/publications/NPC-23.pdf
https://www.pacer.org/transition/resource-library/publications/NPC-23.pdf
https://www.adobe.com/express/templates/resume/high-school
https://instrc.indiana.edu/doc/Transition%20Portfolio/visual-resume-example-sam-smith.pdf
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.pacer.org/transition/resource-library/publications/NPC-23.pdf
https://instrc.indiana.edu/resource-collections/portfolio-101.html
https://www.pacer.org/transition/resource-library/publications/NPC-33.pdf
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fclick.icptrack.com%2Ficp%2Frelay.php%3Fr%3D112145877%26msgid%3D944868%26act%3DXF88%26c%3D654309%26pid%3D8243488%26destination%3Dhttps%253A%252F%252Fwww.umassmed.edu%252FTransitionsACR%252Fpublication%252Fcomic%252F2023%252F09%252Fadulting-shorts-passport-to-adulting-managing-your-paperwork%252F%26cf%3D1190%26v%3D0ccf988d24c458be47143466ce375571baf54d18a2abde96b53d8cb4ab3204ae&data=05%7C01%7Ccepobuck%40iu.edu%7Cf758a633236142d85e3d08dbdaed74f3%7C1113be34aed14d00ab4bcdd02510be91%7C0%7C0%7C638344485670643575%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=SFfsfsMZXQaVBvKI5qN%2BRIq%2BBYrve%2BzmWd0iEzUbwSU%3D&reserved=0
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