Objective 1:

To increase my skills/confidence in writing resumes

Activities/Resources:
1. Practice writing resumes on my own and with clients

2. Ask for help from my Site Coordinators when encountering questions and road blocks

3. Using LIFT’s knowledge exchange or the internet to find answers to resume questions

Evaluation/Verification:
1. Observably reduce time necessary for me to complete a resume

2. Decrease my percentage of corrections made by Site Coordinators during resume review
Throughout my semester at LIFT I have worked on dozens of resumes with clients; I’ve learned so much about resumes and the dynamic individuals who write them.  As a member of LIFT's staff, I have become very familiar with the ASR format for resume bullets.  This format creates a well functioning bullets by including in each an action, subject, and reaction.  Every bullet must start with a verb: the action, go on to detail the content of the bullet: the subject, and finish by describing the outcome of the action: reaction.  

An example of this would be a bullet like this: Train 30-40 new employees year round to ensure all employees can effectively and efficiently work at every station in our establishment
In this example, “Train” would be the verb, everything that follows "to ensure" would be the reaction, and everything in-between would be the subject of the bullet.  Making bullets like this helps to lengthen short bullets and to show an employer the positive outcomes you create within your working environment.
I also earned the difference between, and proper uses of, chronological and functional resumes.  A chronological resume is used when an individual has good experience in the field for which they are applying, and when they have no large gaps in employment.  This type of resume is the more frequently seen type on the job market, and my own resume is an example of this, located on the last page of my website.  A functional resume focuses on your personal skill set that you have gained through experience, and less on your actual job positions.  In this type of resume, your skill set is at the top and takes up the majority of the space in the resume, and your experience is listed below without any job-specific bullets underneath.  This resume is helpful for individuals who may not have a lot of experience in the field for which they are applying or who do not have a lot of professional experience overall.  This type of resume shows an employer all your desirable skills, while downplaying the fact that they were not obtained in the field of work for which you are applying, or the fact that you have been out of work for an extended period of time.

My work with clients on resumes has helped me better understand how resumes are made, how they are made well, and how to spot large errors within a resume.  I have edited many resumes as well as created many with clients.  It now takes me considerably less time to make a resume that contains fewer errors when given to my site supervisor.  Even though I have shortened the time it takes me to complete a resume, I have learned that it is not the time taken to create a resume that I need to worry about.  It does not matter if it took two meetings or ten meetings to make a client a resume, what really mattered in the end was that we had a good solid product with which our client could confidently use to apply for, and hopefully obtain, jobs.  In the beginning of my time at LIFT I was self conscious about how much time it took me to help a client create a bullet. I now feel much more comfortable taking the necessary time to make a resume into a true and positive representation of an individual's experience.  I have had nothing but positive client feedback when making resumes, and it has built up my confidence greatly in my ability to work well with and for clients.  I hope that in the future I will be able to use this skill with other clients or individuals who need help making resumes, but even if I do not make resumes with clients again, I will most definitely use the confidence I have gained in positive client interaction through making resumes with every client I interact with in the future.

Objective 2:

To increase my knowledge of PA’s Public Benefits and to be able to register clients for benefits using the Benefit Bank

Activities/Resources:
1. Use resources given to me by my Site Coordinators specifically to help me obtain this objective

2. Use LIFT’s knowledge exchange whenever I run into questions about benefits

3. Use government websites to attain information when encountering specific client benefit questions

4. Practice using the Benefit Bank at home/with clients

Evaluation/Verification:
1. Be able to answer all basic benefits questions

2. Be able to confidently register clients for benefits without assistance

In my time at LIFT I have learned a lot about public benefits.  The most important things I have learned about the public benefit system is that it is convoluted, hard to navigate, and ever changing.  Something that I was a little disappointed about with my time at LIFT was that I never actually got a chance to screen or register a client for public benefits using the Benefit Bank.  First semester interns, like me, are trained to use the benefit bank for public benefits, while only second semester interns are trained to use it to complete a client’s taxes.  We had tax appointments for clients several times a day, but I did not see one student advocate register a client for benefits.  Although I did not get to physically register a client for benefits, I met many clients who already received benefits, and my interaction with them is where I learned the most about our state’s public benefit system.  

I met with several clients who received SNAP and TANF benefits.  I heard a lot about these benefits while noting a client’s income for an initial intake session, or just in discussion with them in a normal appointment.  Many clients received food stamps; a lot of individuals living alone received $200 monthly for themselves, or those with larger families received more.  I am sad to say that even for families who received food stamps, I was often asked in a meeting for a referral to a local food bank.  Many clients told me stories about the difficulty of obtaining nutritious food even with the supplemental SNAP income.  This was troubling to me.  In my opinion, no individual should go without good and nutritious food, as well as having all their other basic needs met.  

Meeting an individual who received TANF, Unemployment, or other forms of public benefits was more rare, although I did meet with individuals who received them.  Talking about benefits with individuals has really opened my eyes to the struggles of those living in poverty.  I worked with several people who had lost or were in danger of losing benefits they were receiving, but who were  almost completely convinced that they would never get a job, at least not one that paid enough to make ends meet.  The amount of Philadelphia residents who came into our office who were underpaid, exhausted, or overwhelmed by our government's systems was outrageous to me.  

Although I did not personally register a client using the benefit bank, I am trained to, and confident that I could use it to benefit others.  I hope to have another opportunity in the future to work with individuals receiving or trying to receive benefits, in which I can use the things I have learned to hopefully help elevate some stress in individual's lives.
Objective 3:

To acquire the ability to think positively about myself and my clients at the end of every meeting

Activities/Resources:
1. Beginning every meeting with a confident and positive outlook

2. Using power poses and positive outlook techniques before and after every meeting to boost my confidence and morale

3. Reminding myself frequently that every person has their own individual set of hardships and difficulties that I know nothing about, and that 9 times out of 10 when I client is mad or frustrated during a meeting, it is due to their own frustrations and not my incompetency’s

4. Talking to a Site Coordinator anytime that I am feeling discouraged during/after a client meeting

Evaluation/Verification:
1. Being able to confidently say at the end of the semester that I have achieved this positive outlook at least 90% of the time

2. Actively being able to carry a positive mindset into other work environments after LIFT

Keeping a positive outlook and mindset within client meetings was very hard for me at the beginning of the semester.  I started out in client meetings while I was still a bit uncomfortable with our Unicentric system and not totally sure what to expect within meetings.  This is normal of course, and changed once I started getting used to LIFT and meeting with clients there, but even as the semester went on I felt that it was difficult to keep a positive outlook while at the office with each and every client.  

After I made these objectives, I started actively trying to change my mindset while in the office. At the beginning of every day going into the office I would prepare myself while I walked to work.  I would think to myself about how thankful I was for the opportunity I was about to receive to be a part of someone's life, and how I am so honored to be given a chance to work with individual's on their goals.  I would prepare by getting into a positive mindset; not thinking, but instead DECIDING that today was going to be a good day, and that today I would enter and leave the office happy that I came.

I learned a lot about myself this semester while attempting to achieve this goal.  I learned that the more conversations I had, and the more positive and happy I was within them, the better those conversations went and the happier I was at the end of the day.  I felt this way about interactions with fellow LIFT Student Advocates, and also with clients; after all, what is client service but a one long hour-long conversation?  I found that, the more positive of a mindset I went into conversations with, the more positive the outcome of that conversation would be, and after a positive conversation I would be happier and have a better and more positive mindset with which to enter the next conversation!  My time at LIFT became a self-sustaining cycle of positive attitudes and behaviors, which in turn fueled my motivation to work and to work hard.  I absolutely loved my time at LIFT, and I am so happy that I have learned how to motivate myself within a workspace like this.

One hard thing about being positive in the workplace was staying motivated after a not-so-positive interaction.  There were not many, but every once in a while I would have a meeting where the client was dissatisfied with me or the work I produced, or I would have a conversation with a LIFT student advocate or someone in the office that would get me down.  In these circumstances, I would take the necessary few minutes that I needed to go and become re-motivated.  I would go into the break room and eat a cookie while engaging in positive self talk, or I would take a bathroom break and do some power-poses in front of the mirror.  Power-poses, which I learned about in a TED talk, are poses that prompt your body to release testosterone and lower your body's level of cortisol, which in turn promotes confidence while reducing stress.  Power-poses are large, open poses that physically prepare your body with a confident and positive mindset.  Poses like this are ones in which your arms are outstretched, your head is up, and your body is made large and open, such as the jumping jack position, or when individuals throws their arms into the air and jump up and down after winning a race.  You can also attain a pose like this while sitting at a desk by putting your hands behind your head, stretching out your legs, leaning back and breathing deeply.  The inverse, sitting in a cramped and small space with your head down and your arms drawn into your body, actually releases cortisol into your body and raises your level of stress and fatigue.  When I started practicing these techniques in the office I noticed a definite change for the better in my mood and my personal readiness to jump into another client meeting.

As well as helping myself to stay positive within client interactions, LIFT also had a policy made for helping to lift clients personal self-motivation.  LIFT uses a Strengths Based Approach to client service, in which we seek to learn and use a client’s person strengths and skill set to help them become more self-sustainable.  We were encouraged to ask clients about their own strengths, and to help clients use these strengths to support themselves in and out of meetings.  By noticing and commenting on a client’s personal strengths and accomplishments within a meeting, it helped to build them up as an individual and prepare them to move forward.  Sometimes a client would want to spend the majority of a meeting talking about difficulties they are currently having or problems at home, and in those situations we were to seek to be a listening ear (but be careful not to give advice, because we are not qualified to do so) and a personal motivator for clients.  Working to downplay weaknesses and focus on strengths in client meetings worked wonders to motivate and achieve a better mindset for clients.

Another thing that really helped my mindset and positivity while working at LIFT was the environment my supervisors created for us.  Instead of it being a very strict, closed environment in which one completes tasks alone and correctly the first time, they made it into an environment friendly toward questions and conversation between clients, LIFT student advocates, and the supervisors themselves.  Although we got a lot of important work done, I was never worried that I was asking too many questions or taking too long to complete a task; the work environment was very open and everyone in the office was ready and willing to support you in any way you needed.  This working environment was very beneficial to me, and I hope to carry what I've learned at LIFT on to every job I have in the future.

