
Life Skills Education  l  51 Commerce St  l  Springfield, NJ 07081  l  Phone: (800) 273-0033  l  FAX: (973) 255-1655  l  www.lifeskillsed.com

Publishers of printed & digital booklets 

Helping You Help Others

REENTRY

Finding a Job
Building 
Strong

Families

Sexual Assault
D O M E S T I C  V I O L E N C E

Work Readiness
SOFT SKILLS

Managing 
Money

Wellness



TABLE OF CONTENTS

Planning Your Future 3

Exploring Job Options 4

1st Time Job Search 4

Job Search with Experience 5

Resumes & Cover Letters 6

Interviewing 7

Soft Skills 8

Improving Job Performance 9

Work-Life/Special Challenges 10

Dislocated Workers 11

Corrections/Reentry 12

Military Life 16

Money Management 17

Parenting 18-19

Youth Issues 19

Self & Relationships 20

Health & Wellness 21

Substance Use & Abuse 22

Family Violence/Sexual Assault 23 

Personalized Booklets 15

Welcome to our catalog! The publications described here 
will move your clients closer to their goals — and save you 
time and money with:

• up-to-date content that speaks in clear language
your clients understand

• versatile handouts that can be used multiple ways

• the most comprehensive catalogue of human
services topics – all in one place

• additional discounts when you combine titles for
multiple programs

• friendly and responsive customer service so you’re
guaranteed satisfaction

We’re pleased to be a trusted partner to so many 
worthwhile organizations. Thank you for giving us the 
opportunity to support the work you do!

 Affordable handouts for case managers. Ready material for self-directed use. Time-saving materials for workshops. 

Note: This catalog groups our two popular employment series 
together: ‘Getting Work’ – the 9000 series for readers with little or no 
work experience and ‘Career Skills’ – the 7000 series for readers with 
more experience. All titles are grouped by topic so you can see at-a-
glance what version will work best for your clients.
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Challenge? 
Job seekers — especially those with little experience 
— need help assessing skills, interests, and 
opportunities. Do they need more education? Which 
field is a good fit? What do they do next?  It can be a 
time-consuming process to help each individual.

Solution! 
Short concise handouts that help job hunters assess 
skills, evaluate career options, find resources, and get 
to the next stage of their job search. 

“There’s a wealth of knowledge that’s been 

collected in LSE booklets. They’re just the 

right length for many people today who want 

something that’s quick and gets right to the 

point. It’s powerful practical information that 

saves them the time of searching online. And the 

personalized covers are great for branding our 

organization and acting as a recruitment tool.” 

– Workforce Development Manager

Questions? Call Customer Service (800) 273-0033 or send an inquiry to lifeskillsed@aztecsoftware.com 3

7002
How to Choose a Technical School
Choosing the right school can result in a person getting the right job. This booklet helps your clients 
decide what they want to do, assess their abilities, and determine what financial and academic 
obligations they can take on. 

7003
How to Choose a College
This booklet helps individuals considering college discover why they want to go and what they expect to 
get from the experience. It also shows them how to find schools that meet those wants and needs. 

7022
Working with Employment Agencies: Who They Work For, What They Do
Employment agencies (including temp agencies), executive recruiters, and search firms are a small but 
useful part of a thorough job search. This booklet gives the lowdown on what to expect, how to best 
take advantage of these services, and what such agencies can and can’t offer.

9002
You and Your Job: Making Your Future Work for You
This booklet provides a description of each field (nature of work, its usual hours, expected pay, 
personality characteristics required, the skills and/or training needed, future prospects, etc.). It stresses 
that the job your clients want tomorrow often starts with the jobs they take today.    

9015 
You Can Do It! How to Make Your Goals  a Reality
This booklet gives the reader practical tips and down-to-earth techniques for developing that all-
important healthy self-image and can-do attitude. It also explores the values, habits, and attitudes 
needed to succeed in a job search — and on the job.

9042
It’s Not Too Late to Learn: Now’s the Time to Get Your Diploma or GED
What’s involved in getting a high school diploma or GED? This booklet provides a step-by-step plan on 
how to get started. 

7001
How to Choose a Career:  
A Guide to Self-Assessment
To make a good career choice, job seekers 
need to know their values, interests, 
personality, and skills. This booklet coaches 
readers through exercises that help them 
sort out what’s important to them, what 
they do best, what they can offer, and 
what they might hope to offer employers 
in the future. 
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7025
Getting a Start on Your Career: 
Choosing What to Do 
After High School
The walk-through exercises in this booklet 
help readers decide what their job interests 
and values are, coaching them on how 
to find out about the careers that might 
suit them. 

7019
The Informational Interview
This booklet teaches job seekers how to 
initiate interviews that can help clarify 
their career objectives, explore career 
fields and specific companies, expand their 
networks, and develop promising job leads. 

9001
Assessing Your Job Skills:  
Where Do You Stand?
This booklet serves as a skills inventory self-
assessment tool for the person preparing 
to enter the workforce for the first-time, 
or after some time away from the job 
market. Using questionnaires, it helps the 
job hunter take a personal inventory of 
aptitudes, skills, and preferences. 



Challenge? 
Working with a mix of 
clients — seasoned 
workers changing careers, 
retired seniors looking 
for part-time work, high 
school grads looking 
for their first job — and 
helping them figure out 
the kinds of jobs that 
meet their needs.

Solution! 
Quick reference guides 
that can answer the 
common questions  and 
explain the basic job 
types so they can make 
the choice that’s right for 
them.

Challenge? 
Preparing for a job search 
when you have little or no 
job experience.

Solution! 
Step-by-step outlines that 
make it easy to organize 
a search, find tools that 
help, and execute a plan 
that gets job seekers 
where they want to go.

9003
Job Leads:  Who Can Help You Find a Job?
This booklet empowers readers to connect with the resources that 
can help them prepare for and find employment. Included are both 
public and private resources: Job Corps, One-Stop Centers, state labor 
departments, placement agencies, and employer sponsored programs. 

9004
Ways to Go, People to See:   
Getting Organized to Get a Good Job
Before your clients can get a job, they need to find employers who have 
job openings. This booklet helps readers organize a successful job hunt, 
and shows how to use a variety of techniques to plan their job search. 

9013
Getting to Work:  Taking the First Steps
Entering the workforce, especially for those who have been 
unemployed for a long time, presents many challenges. This booklet 
provides useful advice and practical help, including a motivational/
attitudinal assessment, and guidance in locating and using social 
services.

9031
How to Pass the Test  … and Get the Job!
A majority of large businesses require some sort of testing as a 
condition of hire. This booklet previews likely tests and screenings,  
provides sample tests, and details how to “pass” pre-employment tests, 
from drug-screening to skills assessments. 

9036
No Resume? No Problem!  
What to Do When You Don’t Have a Resume
This booklet offers practical advice for job seekers who, for reasons such 
as a problematic personal history or a lack of formal job experience, 
have no resume. It offers alternative strategies that show such people 
how they can still lead successful job searches.
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7012
The Summer Job Book
This booklet teaches job-seekers to ask, “How can I make an 
employer want to hire me?” It also offers practical tips on finding 
and developing summer employment. 

7013
The Part-Time Job Book
What’s the best way to find part-time work? This booklet offers 
proven advice both for those returning to the workforce as well as 
for first-time job seekers.

7045
Green Jobs: Careers with a Future
The era of green jobs has begun and it promises careers that 
reach far into the future. This booklet provides an overview of the 
types of jobs to look for, where those jobs can be found, and the 
qualifications needed to land them.

9032
Temporary Jobs: A First Step in a  Permanent Career
Many good entry-level jobs are found in staffing services. This 
booklet explains the advantages and disadvantages, how the 
temporary job market works, how to get into it, and how to make 
the most of it.

9038
Self- Employment: Should You Be Your Own Boss?
For many people in the labor market, self-employment is the most 
promising option. This booklet looks at the challenges, the personal 
traits required for success, and step-by-step advice on getting 
started.
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7015
Jobs with a Future
Not all sectors of our economy 
are struggling. This booklet 
alerts readers to where the 
new jobs are being created.

7023
Changing Careers:  
Selling Yourself  
by Selling Your Skills
How do you know if it’s time to 
change careers? And how do 
you write a resume and cover 
letter that shows you can do 
the job in a new career? This 
booklet shows readers how to 
successfully change directions. 

9007 
Applying for a Job:  
What to Expect
The application process can be 
intimidating to a newcomer in 
the work world. This booklet 
explores what to expect during 
the application  process and 
tells readers how to prepare 
for it. 

9009 
Making Contacts: 
Networking to Get 
Working
Since as many as 7 out of 
10 jobs are found “through 
the grapevine,” an effective 
personal network is a key 
element in a successful job 
search. Who you know can 
be as important as what you 
know. This booklet teaches 
readers to build, use, and 
strengthen a network that will 
help them reach their goals. 



Challenge? 
Experienced job seekers know that the work world 
— and the job seeking world — change all the time. 
They need to know what’s happened since the last 
time they looked for work.

Solution!  
Easy to use handouts can be tucked away for 
reference later. Each shows- job seekers how to be at 
the top of their game as they look for work. 

7005
The Application: Your Foot In the Door
For many job hunters, filling out an application is the first contact they have with potential employers. 
This booklet shows your clients how to make a positive first impression. It also includes job-winning 
sample and practice applications. 

7009
How to Develop Job Resources
This booklet offers job-seekers a variety of proven methods to develop job leads: Internet job banks, 
networking, social media, help wanted ads, news stories, and more. 

7011
The Contact Network
Knowing other people is a key to a successful job search. This booklet helps job-hunters use business, 
social, and family relationships to find employment. 

7028 
Untangling the Internet to Find a Job! 
With this booklet as a guide, readers learn how best to use the Internet in their job search. Whether 
graduating from high school or changing careers, the Internet can be an information pipeline that 
makes job seekers more aware of opportunities and possibilities. 

7029 
The Computerized Job Search
This booklet teaches your clients how to use a computer to apply for and get the job that’s right for 
them. It’s a user’s guide to the electronic application, cover letter, and resume that explains how 
electronic versions must differ from traditional hard copy versions.

7016
Targeting Your Next Employer
When your clients know something about 
the company and the industry in which 
they wish to work, they have a better 
chance of gaining employment in it. This 
booklet offers readers concrete suggestions 
on what they need to learn and where that 
information can be obtained. 

7031
Working a Job Fair:  
Preparing for It,  
Getting the Most Out of It
Many job seekers visit job fairs without 
any preparation whatsoever, and then 
complain that “it wasn’t worth it.” This 
booklet coaches job candidates on how to 
prepare for these gatherings and what to 
do once they get there. It also details steps 
to take in follow-up.

7046
Using Social Media To ‘Net’ a Job
“Linking up,” “connecting,” “friending,” 
“tweets,” “following” ... There’s a new 
vocabulary in job searches today and it’s 
being driven by something called social 
media. This booklet provides the basics 
job seekers need to use their social and 
computer network to the greatest possible 
advantage.

7008
Planning Your Job Search
This booklet teaches time-management 
skills for developing a job-search plan. 
It emphasizes that it’s not how long or 
how often one looks — but rather how 
effectively.

7047
Linking Up Online: 
Finding Employers, 
Helping Them Find You
Internet networks not only help job seekers 
find employers but also help employers 
find job seekers — if those job seekers put 
themselves where they can be found. This 
booklet serves as a guide to the popular 
job-seeking web-based tool LinkedIn.

“They’re very popular in our resource room, 

with colorful covers that attract people and get 

picked up. Wish I could order even more!”

– Workforce Development Manager
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“We’ve tried other resources but 

everyone keeps coming back to the 

LSE booklets, I think because they’re 

so user-friendly. The other materials 

are too much to read and can’t be 

taken home. Your materials explain 

exactly what our clients need and  

are really helpful.”  

– State Department of Labor

7006
The Resume
This booklet shows readers how to project 
personality and qualifications so that 
employers want to interview them. It 
includes sections on what to do and what 
to avoid and also provides useful examples 
to review.

9005
Letters for Job Seekers:  
The ‘Write’ Way to a Job!
Cover letters, thank you letters, and 
referral letters all play important roles in a 
successful job search. This booklet explains 
what these letters are, why they’re helpful, 
and how to write them.  

Challenge? 
Job seekers have a wide range of backgrounds. Resumes and cover letters should not be one-
size-fits-all. As crucial pieces of a successful job search, you need to provide reliable advice and 
guidelines to match their varying situations.

Solution!  
We’ve combed through reams of information on the subject so your clients don’t have to.  
LSE booklets give readers the tools to convert their experience into winning presentations.

7020
The Tailored Resume
Taking cues offered by an employer should 
allow a job-seeker to present those parts 
of their employment background of most 
interest to that employer. Through the use 
of examples, this booklet demonstrates 
how to highlight skills and abilities most 
likely to bring a job interview — and a 
job offer. 

9006
Three Steps to a Great Resume
What is a resume? And why do employers 
expect you to have one? This booklet 
answers those questions, explaining how 
companies use resumes to select job 
candidates they would like to talk to. It also 
teaches readers how to write a resume that 
gets an employer’s interest — even those 
who haven’t worked in a while. 

7007
The Cover Letter: A Resume Should Never Stand Alone
A good cover letter captures an employer’s interest and makes it more likely that the resume will be read 
with attention. This booklet offers a clear explanation of proven techniques as well as useful sample 
letters. 

7010
The Follow-up Letter
Writing an employer after an interview greatly improves the chances a person will get the job. Through 
use of examples, this booklet demonstrates how to write effective follow-ups.  

7018 
The Mature Resume: The Resume with Experience
Someone who’s been working 10 years or more should have a resume that looks very different from that 
of a person looking for his or her first job. This booklet provides guidelines and examples of how to focus 
that experience and make it attractive to employers.  

7026
Your First Resume
What goes in a resume for those who haven’t had many jobs? This booklet helps your clients create 
their first resumes and includes must-do tips on the things they can do to be competitive in today’s job 
marketplace. 

6 Ready to order? Pricing and Order Information on pages 13 & 14
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7004
The Interview
This booklets helps job-seekers prepare for, 
then evaluate, their performance. It also 
suggests questions applicants should be 
prepared to answer — and to ask. 

9008
Your First Interview:  
Making the Right Impression
This booklet helps the person with little or 
no work experience know what to expect 
during this first, critical meeting with an 
employer. It also explains what information 
the employer is after (and why), as well 
as how the job seeker can better present 
themselves so as to make a favorable 
impression.  

7027
Preparing for a Video  
or Phone Interview
This booklet explores what a job seeker 
should expect when called by an employer 
to do an interview and details ways in 
which a job seeker can prepare for this type 
of interview. It also gives tips and sample 
answers to key questions. 

7044
Winning an Employer Over:  
How You Can Stand Out in the Crowd
Research with employers shows that 
they want to hire employees who make 
the workplace more productive and 
improve the bottom line. This booklet 
provides guidance to readers on how to 
talk about themselves so that an employer 
sees the benefits they would bring to the 
company.

7024
“Overqualified:” A Guide to Handling Employer Concerns
“You’ve got an impressive application but I’m afraid you’re overqualified.” How does a job seeker figure 
out what an employer really means? This booklet shows your clients how to successfully overcome this 
common objection. 

7030
The Follow-Up Interview: Making the Most of Your Second Interview 
The second and subsequent interviews are different from first interviews. This booklet coaches candidates 
on how best to prepare for this opportunity, reinforce the employer’s favorable impression, and improve 
their chances of getting the job.  

7032
Evaluating Your Interview: Making the Next One Better
Now that the hoped-for interview is over, how did it go? This booklet helps job seekers evaluate their 
interview performance so that subsequent interviews will be that much more effective.

9044
Talking to Employers … When Your Past Is Less than Perfect
What can job-seekers do about information from their past that makes them look bad and could, if not 
presented properly, keep them from getting the job they want? This book answers that question and 
provides specific ways to handle the application and the job interview. 

Challenge?  
The most critical step in any job search is the interview — mess that up and you won’t get the job no matter 
how good your qualifications! Given the variety of backgrounds, personalities, and experiences job seekers 
have,  when an interview comes, how can you insure clients are refreshed on the do’s and don’ts, and have 
thought through and prepared for the tough questions?

Solution! 
Up-to-date information, easy to reference, in a handy carry along size, these booklets save your job-seekers’ 
time and give you assurance they’ll be prepared to stand out in the crowd. 

“I just read your booklet ‘Mature Resume’ and wanted 

to call you to tell you that it’s outstanding. I am an 

unemployed professional and it’s taken me almost a 

year to learn what I just read in your booklet. There are 

all kinds of ‘networking groups’ and ‘job clubs’ that I’ve 

attended but they very rarely have the practical kinds of 

suggestions that your booklet did. Really helpful stuff! 

I also read ‘Job Leads’ and ‘Changing Careers’.  I can 

tell you that there are free seminars and professional 

organizations out there that charge a lot of money for 

information that’s not that different from the tips and 

exercises in your booklets!”  

– Unexpected call from an Illinois Job-Seeker
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9010
Look Sharp: Making Your 
Appearance Work for You at Work
For the newly employed, this booklet 
presents the facts on grooming. It explains 
how to dress for success in any job — and 
why doing so is important.

9020
Attitude:  Make It Good!
The right attitude is essential for workplace 
success, affecting not only the individual, 
but everyone else in the workplace. 
This booklet explores the elements that 
contribute to a good attitude, and offers 
practical tips for self-assessment and self-
improvement.  

Challenge? 
Job seekers and employees with a ‘poor attitude’ or ‘work deficiencies’ generally don’t think they’ve got a 
problem — it’s always someone else who causes them trouble or keeps them from getting or keeping a job.

Solution!  
To move past a problem, you have to recognize you have one and learn what to do about it. Each of these 
LSE booklets teaches skills that improve workers prospects of retaining employment.

9025
Teamwork!  
Solving Problems Together
Today’s efficiency-conscious, down-sized 
workplace requires teamwork. The ability 
to work cooperatively in achieving goals 
and solving problems is important for 
getting and keeping a job. Here’s the 
specific information and encouragement 
that new hires need to be part of an 
effective team.

7036
Listen Up!  
The Key to Good Communication
Active listening is an essential skill for 
success both on and off the job. This 
booklet offers clear information and 
effective practical tips on how to form 
listening habits that work. 

9016
Workplace Diversity: Getting Along in Today’s Workplace
Workers need to know more than how to do their job. They need to be able to work well with 
people who come from a wide variety of backgrounds, because that’s the multi-ethnic workplace of 
today. This booklet provides pointers on how to make that happen.  

9021
Whatever Your Job, You’re in Customer Service
Successful companies — and successful individuals within them — know that everyone is in 
customer service. This booklet teaches the basics on how to provide both internal and external 
customers with the kind of service that keeps them coming back. 

9022 
The Work World … An Orientation
Whether an employee works in a shop or an office, the work site has rules, expectations, and 
customs. This booklet helps employees identify and learn the behaviors that project a good 
company image and help create a pleasant and efficient work environment.

9023 
It’s About Time! Making Time Work for You on the Job
In the world of work, time is money. A business-like attitude towards time and good time-
management practices are key elements of workplace success. This booklet gives workers practical, 
proven tips for developing these two essentials. 

9024
Telephone Skills: Getting and Giving the Right Message
The telephone is the single most common business tool and its proper use is an essential skill in 
many jobs. This booklet explains how correct use can either help or hurt business, discusses proper 
use, courtesies, and message taking, and offers ways to practice these new skills.

7021
Making It at Work: How to Succeed in Your First Real Job
This booklet helps new employees understand employer expectations and the importance of on-
the-job learning. It covers the basics of office etiquette and explains how to deal appropriately with 
everyday workplace concerns. 
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Challenge?  
After winning the job, clients may still struggle with 
fitting in, staying on track, and improving performance.  

Solution! 
Great tips and retention skills to carry them through that 
first job, helping them improve and move up.

9037
First Step Up: Making the Most  
of Your Entry-Level Job
Too many new workers just give up on 
their entry-level employment. This frank 
discussion of the problems and possibilities 
of  “starter” jobs explains the positive side 
of hanging on to a job you really don’t 
enjoy, but still using it as a bridge to a 
brighter future. 

9026
Good Work:  Six Steps to Job Success
Employers expect their employees to 
work within established norms — 
especially when it comes to attitude, 
timeliness, performance, dependability, 
professionalism, and consistency. This 
booklet provides strategies for developing 
such principles and includes self-
assessments to chart progress. 

Challenge?  
Providing employees with the guidance they need so they 
can move ahead.

Solution! 
Unique titles that fit their situation, and show the ins and 
outs of developing a career as opposed to just having a job.

9017
How to Get Along with Your Boss …  
Any Boss
Some managers make it easy to cooperate 
and meet expectations and some don’t. 
Tension between a worker and a difficult 
boss could drive the employee out of a 
good job! This booklet helps the reader 
learn how to work with different styles 
of management and boost their career in 
the process.

9039
Time to Move On?  
Leaving Your Job the Right Way
Entry-level workers often quit their 
jobs before completing their first year 
of employment. This booklet helps new 
employees examine the consequences 
of this decision and gives step-by-step 
direction on how to leave in a manner 
beneficial to both employers and them.

9

9035
Oops! I Made a Mistake: What to Do   
When You’ve Done It Wrong
Success at work requires knowing how to handle 
mistakes. This booklet details specific steps for 
recognizing, reporting, and managing mistakes on the 
job. It also helps readers identify situations in which 
mistakes are most likely to occur and how they can be 
prevented.

9030
How to Do Your Job Better
Employees new to the work force usually want to do 
well, but don’t always know how to organize their 
activities so they can do that. This booklet explores 
how a development plan can improve on-the-job 
performance by helping your client define goals and 
take the steps necessary to reach them. 

9011
Fitting In: Finding Your Place on the Job
This booklet has practical, specific advice on getting 
off to a good start, including tips on understanding 
corporate culture and building good relationships with 
co-workers and supervisors. 

7035
Getting the Job Done:  
How to be Productive on the Job
Productivity — as both a concept and a practice — is 
a path to job success, job security, and self-respect. This 
booklet addresses the “do’s and don’ts” on getting up to 
speed at work.

9040
You’re in Charge! What Do You Do Now?
Within a few months of beginning new jobs, employees 
may be asked to manage other, even newer, hires. 
This booklet explains the role of the manager and lists 
specific ways for coping with the most likely challenges.

7033
Finding a Mentor for Job Success
A good mentor can make the difference between 
success and failure. But a mentoring partnership 
requires energy, time, and commitment. This booklet 
helps the new hire find someone who can help them 
become successful on the job. The self-assessment tools 
provided help mentoring candidates make the most of 
this opportunity. 

7034
Being a Workplace Mentor
Successful mentoring is rewarding for both sides of 
the partnership. But it requires energy, time, and 
commitment. This booklet, a companion to “Finding 
a Mentor for Job Success,” helps mentors understand, 
plan, and implement this enriching relationship. 

9029
Your Career:  
Aiming for a Work Life You Can Love
This booklet introduces the concept that having a career 
is different from having a job, explains how to plan for 
a satisfying work life, and includes self-assessments for 
career planning. 

7039
Keeping Your Skills Sharp
Many workers worry about losing their jobs. They 
need to know that there are things they can do that to 
make it more likely they’ll keep their jobs — and, if 
necessary, quickly find new ones.

7040
Back to School: Continuing Your Education  
for Job Success 
Getting more education would help most employees in 
their current jobs — and it could help them land their 
next one. This booklet gets readers thinking about the 
benefits and shows them how to overcome common 
barriers to getting more education.
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Challenge? 
Anger in the workplace, 
equal access to jobs, 
and harassment can all 
sabotage job success.

Solution! 
Perfect for a workshop or 
break-room, these niche 
titles gives readers the 
tools to address concerns 
before they become 
problems.

Challenge? 
Balancing a job with 
family life has upset many 
a new employee’s career. 
Preparing practical advice 
for real life scenarios is 
time-consuming when 
there are lots of other 
things that need to be 
done.

Solution! 
LSE booklets fill in the 
blanks on the background 
issues that can derail a 
client’s success, providing 
actionable suggestions on 
how to handle them in a 
business-like manner.

9014    
Stick To It!  Making Your Plans for Success
The ability to stick to it is one of the most important ingredients in 
achieving success. This booklet helps readers recognize, develop, and 
use this valuable trait to reach their goals in the workplace and in other 
areas of life. 

9019
You’re Important: On the Job and at Home!
This booklet answers the question: “If I don’t show up for work, would 
anyone notice?” in the affirmative. It emphasizes that employees 
do make a difference at home and at work and reinforces the 
reader’s sense of self-worth by underscoring the importance of their 
contribution to the employer’s enterprise. 

9028
Managing Stress:  At Work and at Home
Having a job and maintaining a home are both necessary tasks for 
many of us. This booklet teaches readers how to understand the 
personal response to stress, learn ways to cope with it, and create a 
personal stress-management plan.

7038
Preventing Workplace Violence: How to Stay Safe on 
the Job 
To avoid a problem, an employee needs to be able to identify the 
situations at work in which violence is most likely to occur. This 
booklets prepares readers so they can defuse a potentially violent 
encounter and improve the safety of their workplace. 

7043
Sexual Harassment: It’s Not Part of the Job!
This booklet takes an objective, factual look at harassment in the 
workplace: why it happens; how it hurts victims, harassers, and 
fellow co-workers; what can be done to combat it.

9012 
Coping at Work: How to Make the Best of a Difficult 
Situation
Holding down a job isn’t always easy. It can be made even more 
difficult if work duties aren’t clear or co-workers aren’t easy to get 
along with. This booklet explores coping strategies and provides tips 
on how to improve the situation.

9034
On the Job with a Disability: It’s Just the Beginning!
Finding a job is only the first step for people with disabilities 
transitioning into the work world; next comes the task of making 
that job a success. This candid discussion presents the likely 
problems and realistic solutions to the difficulties that can be 
expected both inside and outside of work. 

7037
Keeping Your Cool at Work
This booklet helps readers 
think about the negative 
effects of anger in the 
workplace — and shows them 
how to use it instead for their 
benefit. 

9033
Disability and Job-
Finding: The Right Job is 
Accessible!
As they enter the workforce, 
people with disabilities 
face many challenges. This 
booklet spells out their legal 
protections and provides useful 
tips on job-hunting and job-
choosing. A self-assessment for 
job readiness is also included.

9018 
Making Ends Meet: 
The Basics of Family 
Budgeting
Entry-level employees often 
have trouble stretching income 
to cover their needs and some 
of their wants. This booklet 
helps readers to make and 
follow a practical money 
management plan.

9027
Finding Your Balance:  
Juggling Work and Family
One of the biggest challenges 
for working parents is meeting 
the competing demands of 
both the workplace and the 
home. This booklet offers 
practical information about 
how working parents can go 
about finding this challenging, 
but necessary, balance. 



“Everyone loves the personalized 

workbooks. They’re very popular 

with our case managers.”

– Workforce Development Center
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Help for Clients Faced With  
Unexpected Unemployment

n 48 pages of useful exercises,
checklists, and samples

n Personal help for each step
of the process — from coping
strategies to managing money
to launching a new job search

n User-friendly, 8 ½” by 11” format

n Great for self-directed use or as
part of a classroom curriculum

n Free customized covers for
orders of 1,000 or more

7014
Coping with Unemployment
This booklet offers a variety of goal-setting 
strategies, successful coping techniques, 
and realistic job-hunting tips.

7017 
What Now?  
Steps to Take After a Layoff
Whether a layoff took your clients 
completely by surprise or was one they 
“saw coming,” there’s a lot of work that 
needs to get done. This booklet helps them 
clarify their thinking so that they can get 
about the business of finding their next job.

Challenge? 
Losing a job throws everyone off course! There’s a lot to think about, a lot to worry about, and you don’t want 
to overlook anything that can cause more headaches.

Solution!  
Ready-to-go, practical information that helps them emotionally and financially so they can get on with life.

7041
Facing a Layoff:  
Closing Up, Moving On 
A layoff is hard, but it’s not fatal — and 
with some thoughtful action, your clients 
can make the transition to their next job 
a smooth one. This booklet leads readers 
step-by-step through the process they’ll 
need to follow as soon as a layoff has been 
announced. 

7042
When Your Partner Loses a Job: 
How You Can Help After a Layoff  
There’s no doubt about it, a job loss hits 
home — and in more ways than just the 
pocketbook. This booklet gives a clear and 
helpful perspective on a partner’s job loss. 
It also provides guidance and worksheets 
to help readers decide how best to both 
help and, in the process, strengthen their 
relationship.

Need something in a single title that covers all the bases? Try our 48-page workbook.
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Questions? Call Customer Service (800) 273-0033 or send an inquiry to lifeskillsed@aztecsoftware.com 

Also available, two (2) workbooks 
focused on reentry efforts:

• Planning For Reentry

• Finding a Job After Reentry



Challenge?  
Without a job and some support from family or community, an ex-offender is likely to become a re-offender.  

Solution! 
Our evidence-based booklets help you reach clients who want to turn their lives around and begin moving 
in a different direction.

“I use your booklets at the job fairs we do and they always 

go fast. They’re great — even the other agencies try to take 

them! We provide titles on anger and managing money as 

well as employment titles. The writing really speaks to them 

— they love them!”
– Reentry Program Manager

12 Ready to order? Pricing and Order Information on pages 13 & 14

9101 
Getting Out, Staying Out and Starting Over
Most everyone getting out of prison thinks they’re not going back; fewer than 
half of them are right. Ex-offenders’ odds are better if they stay clean and 
sober, develop a healthy self-esteem, and follow through on the goals they 
set for themselves. By directly addressing those issues, this booklet shows 
readers where to start in order to make that hope a reality.

9102
Rebuilding Your Relationships: 
Renewing the Good Ones, Letting the Bad Ones Go
Someone newly-released from prison reenters a world where his past relationships may be broken, useless, 
dangerous, or all three. This booklet helps the reader sort out his relationships; offers guidance on how to 
rebuild the ones worth saving; and gives tips on finding and developing new and healthy relationships. 

9103
Out On Your Own: Tools for Rebuilding Your Life
Third in a series on getting started after release, this booklet gives step-by-step instructions on the basics 
of setting up a life on the outside: identity papers, managing money, finding a home, and using reliable 
transportation. It helps readers confront these challenges head-on.

9105
Before You Go: Preparing for an Interview When You Have a Record
For ex-offenders, the excitement of learning about a job interview usually leads to questions without 
obvious answers: What will it be like? What do I wear? What do I bring? How should I sit? Stand? Shake 
hands? This booklet addresses what ex-offenders can do to sell themselves as capable and dependable 
employees.

9106
Your Turn to Talk: Interviewing When You Have a Record
Job interviews are nerve-racking for most people — and especially for those 
with a criminal record. But it is possible to talk about the mistakes of the past 
in a positive manner. This booklet, which includes a mock interview based on 
the advice of experts, shows how to answer the most common and difficult 
questions ex-offenders are asked.

9107
Writing a Resume  … When You Have a Record
Writing a resume isn’t easy for anyone — and it can be especially difficult for 
ex-offenders. This booklet explains the various sections of a typical resume, provides examples ex-offenders 
can use as they write their own, discusses how and whether to mention their records, and offers tips to help 
them avoid the most common mistakes.

9109
Sample Resumes & Cover Letters  … When You Have a Record
The all-important task of writing a cover letter and resume presents unique challenges for inmates and 
former offenders. What can really help is having some appropriate models to look at. In this booklet, we 
profile five ex-offender job seekers, providing the cover letters and resumes they used to get jobs — 
samples that give your clients practical ideas for how to present themselves in the best possible light.

9110
Finding a Job … When You Have a Record
For the formerly incarcerated, there’s no more important task than finding a job. It’s crucial to write effective 
cover letters and resumes and practice for tough questions that will come during interviews. But where to 
send those letters/resumes? How to get those interviews? This booklet shows your clients where and how to 
look for jobs as it talks about the three keys to their job search: attitude, action, and assistance.

We customize booklet covers 
to fit the population you serve!

Call us for details: 800-783-6743

Do you serve 
female offenders? 
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9104
Getting Back to Work:  
When You Have a Record
It’s stating the obvious that people with 
a record have a hard time finding work. 
But there are things ex-offenders can do 
to improve their prospects. This booklet 
focuses their attention so they get started 
on things that really matter, such as 
sobriety, honesty, making a plan, job leads, 
identification papers, and referral letters.

9108
Writing a Cover Letter  …  
When You Have a Record
Ex-offenders often struggle to write cover 
letters that are error-free, easy to read, 
and sincere. This booklet walks them 
through the process, offering practical tips 
so they can avoid mistakes and make an 
impression more likely to result in a job 
interview.
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7000 Career Skills
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7004 The Interview

7005 The Application 
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7007 The Cover Letter

7008 Planning Your Job Search 

7009 How to Develop Job Resources

7010 The Follow-up Letter

7011 The Contact Network

7012 The Summer Job Book

7013 The Part-Time Job Book 

7014 Coping With Unemployment

7015 Jobs with a Future

7016 Targeting Your Next Employer

7017 What Now? Steps After Layoff

7018 The Mature Resume 

7019 The Informational Interview 

7020 The Tailored Resume

7021 Making It at Work

7022 Employment Agencies 

7023 Changing Careers

7024 Overqualified

7025 Your First Career 

7026 Your First Resume 

7027 The Phone Interview

7028 Untangling the Internet 

7029 Computerized Job Search 

7030 The Follow-up Interview 

7031 Working a Job Fair 

7032 Evaluating Your Interview 

7033 Finding a Mentor

7034 Being a Mentor

7035 Getting the Job Done 

7036 Listen Up! 

7037 Keeping Your Cool at Work

7038 Preventing Workplace  Violence

7039 Keeping Your Skills Sharp 

7040 Back To School  

7041 Facing A Layoff  

7042 When Your Partner Loses a Job

7043 Sexual Harassment

7044 Winning an Employer Over

7045 Green Jobs

7046 Using Social Media 

7047 Linking Up Online 

8000 Military Life

8001 Service Families 

8002  You’re Entitled! Benefits

8004 Civilian Again 

8005 Called to Duty

8006 Service Brings Separation

8007 Adjustments Ahead

8008 Making Marriage Stronger

8009 Making More of Military Pay

8010 Leaving Service, Next Career
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8012 Returning Home

8013 Together Again  

8014 Guess Who’s Coming Home  

8015 Adjusting to Life Back Home  

8016 Caring for Children
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9000 Getting Work/Keeping a Job

9001 Assessing Your Job Skills 

9002 You and Your Job 

9003 Job Leads

9004 Ways to Go,  People to See 

9005 Letters for Job Seekers

9006 Steps to Great Resume

9007 Applying for a Job

9008 Your First Interview

9009 Making Contacts

9010 Look Sharp

9011 Fitting In
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WORKBOOK: 48 page 8½” by 11” 
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We can customize booklet covers to fit the population you serve!

Visit our website to review the many titles.
Call us for pricing & details 800-273-0033

 Do you serve a Specific Population? “We love the customized cover 

photos on our booklet order. They 

were a big hit at the Health Fair and 

conference. People kept picking 

them up — it really helped!”

– Indian Health Services

“Having Native Americans on the booklet 

covers has been awesome. Our display 

stand is constantly being re-filled.”

– Native American High School, AZ 

“The ability to personalize a page gives 

us an opportunity to send a positive 

message along with educating the 

inmate population that I didn’t want 

to waste. The personalized cover is an 

extension of what we believe and want 

them to achieve.” 

– Federal Correctional Facility

Questions? Call Customer Service (800) 273-0033 or send an inquiry to lifeskillsed@aztecsoftware.com 

n  Use the bottom quarter of the front cover and most of the back cover to promote
your program

n We professionally design a full color layout to promote your services

n Free on qualifying orders

n Need more room to tell people
about what you’re doing? Call about centerfolds, custom handbooks, & more!
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Personalize your booklets!
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Challenge? 
Helping service members and families with a range 
of unique issues — everything from deployment to 
the transition back to home life or civilian life.  

Solution! 
Concise advice on what to expect and how to 
handle it successfully.  

Ready to order? Pricing and Order Information on pages 13 & 14
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8009
Making More of Your Military Pay 
Being in the service doesn’t protect a person from bills, the need to save, or financial emergencies. 
This booklet teaches your clients how to keep more of their money, build good credit, save for those 
goals, and take advantage of the particular perks available to them.

2010
Relocating: Making the Right Move
Moving doesn’t have to be chaotic and upsetting. This booklet serves as a guide to a safe and secure 
move, from making the decision to settling in at the new home. 

2210
New Kid on the Block: A Teen’s Guide to Moving
Relocating involves major adjustments for everyone in the family. This booklet guides teens in the 
personal and practical decisions that make a successful move.

8001
Service Families: Caring for Your Own While Serving Your Country’s
Whether newlyweds or already raising a family, life in the military has many benefits — and many 
challenges. This booklet offers an overview of the support services and lifestyle patterns that can 
foster a rewarding and successful family life in the Armed Forces. 

8002
You’re Entitled! A Guide to Service-Related Benefits
This booklet provides a summary of the extensive system of benefits for veterans and their families 
— what they are and how to claim them. It also discusses the importance of meeting specific 
requirements and offers practical advice on critical documents and record-keeping. 

8004
Civilian Again
The transition from military to civilian life requires a number of economic, social, and family 
adjustments. This booklet provides a helpful overview and starting points for those in need of 
direction and support.

8017
New Vet, New Mission: Finding Your Civilian Career
How do new vets “translate” what they did in the military for private 
sector employers? This booklet provides new vets with a step-by-step 
plan, helping them present themselves to employers so they can make 
a successful transition into civilian careers.

8010
Leaving the Service … and Beginning Your Next Career
This booklet offers practical advice on career decisions and job-
hunting, specifically researched and written for men and women 
leaving the Armed Forces. It helps to sort out a complex process, making it easier to evaluate options 
and priorities.

8011
Military to Civilian: Your Resume and Job Hunt
This booklet helps those leaving military service re-work and re-word their 
experiences so that civilian employers have a better understanding and 
appreciation of the skills they have to offer. 

8005 
Called to Duty: A Practical Guide for Families
When members of the Reserves and National Guard are called to active 
duty, their families have to make major adjustments and take on new 
responsibilities. This booklet includes helpful information about what to 
do and who to contact in order to keep personal, financial, and legal affairs running smoothly when the 
call-up comes. 

8007
Adjustments Ahead! Serving Your Country  …  in Someone Else’s Country
While the services provide details about foreign postings, personnel also need a general framework for 
understanding and accepting cultural differences. This booklet presents the new situations likely to be 
encountered and promotes an attitude of optimism and acceptance of the foreign culture.

8006
When Service Brings Separation: Helping Your Family Cope with Deployment
Knowing that deployment is a fact of life doesn’t make it easy. This booklet discusses the difficulties and 
pitfalls of family separation and tells how couples and families can deal positively with this major life 
change. 

8016 
Caring for Children During Deployment
This booklet gives adults the tools to help kids cope successfully with the 
absence of a parent. It reviews the needs of children at different ages, 
discusses how the child picks up cues from adult caregivers, addresses the 
importance of routine, and highlights the value of collaboration and mutual 
support with other adults.

8018  
Resilience: How to Get It, How to Keep It 
Military personnel on their way to combat are going to face enormous changes as well as danger and 
sudden demands on their training and emotional stability. The key is resilience. This booklet provides clear 
advice on developing and maintaining adaptability and flexibility in the most challenging circumstances.

8012
Returning Home: Making Your Reunion a Good One
This booklet is written for service personnel whose separation from spouse and family is coming to 
an end. It provides suggestions that can bring the reuniting couple closer and make their relationship 
stronger.

8013
Together Again: Planning for a Happy Reunion
This booklet, written for the spouse “left behind” to carry the household responsibilities alone while 
their service partner was away, helps that person prepare for the adjustments that lead to a happy 
homecoming.

8014
Guess Who’s Coming Home 
A happy reunion ... it’s what kids have been waiting for and dreaming about! 
The time has come and the entire family is probably feeling excited — and 
nervous. This booklet helps parents help their kids — and each other — so 
they can be “one, big, happy family” again.

8015 
Adjusting to Life Back Home
Post-deployment stress is experienced by most returning service members. 
This booklet discusses the common but disorienting challenges that are waiting at home and suggests 
strategies for coping until home feels like “home” again.

3124
Post-Traumatic Stress Disorder: Recovering from the Pain of Personal Disaster
Natural disasters, combat, and other terrible events can deeply impact the mind, body, and spirit. What’s 
normal? What’s not? Are some people more at risk than others? This booklet explains post-traumatic stress 
disorder and takes readers through the first steps to recovery.

3125
Finding the Strength: How to Get Past Thoughts of Suicide
When people face life’s toughest times, some think seriously of ending it all. This booklet explores the 
thought processes that lead to this precipice while respecting the depth of the reader’s distress. It leads 
the reader through reasons to get help and offers tips and options for getting that help. 

8008
Making Your Marriage Stronger 
When you’re married to someone who is 
serving in the Armed Forces, it’s almost as 
though you’re in the service, too. Military 
marriage brings special stresses and special 
rewards; both can make your marriage 
closer and stronger. This booklet is a guide 
to the ups and downs, do’s and don’ts of 
making a military marriage the best it 
can be. 
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“The staff really like your booklets, 

as well as the clients. I hear such 

great feedback on titles like “Your 

Credit Report.” Our clients take them 

without us having to shove the 

handouts at them. And they keep 

them!” 

–Military Family Services Center

*Recommended resource by National Endowment for Financial Education

2075
Money Smarts: Making Your Money 
Go Where You Want It to Go
For many of us, being on a budget sounds 
about as attractive as going on a diet. This 
booklet helps readers find out where their 
money is going and decide where they 
want it to go. It also suggests how to trim 
the excess fat so that their financial figures 
look more attractive.

2083  
Making Do: Life on a Shoestring
For the person facing hard times, the ability 
to change and adjust to a new reality is 
crucial. This booklet discusses the mindset 
that favors successful coping and provides 
tips on managing everything from food to 
debt when money is scarce.

2076 
Deals on Wheels:  Getting the Best Buy
Which make and model? New or used? Buy or lease? Cash or loan? Dealer-financed or bank loan? What 
about insurance? This booklet helps first-time — as well as experienced — auto buyers examine their 
options. 

2077 
Taking Charge: An Introduction to Using Credit (Wisely)
This booklet provides essential information on building and maintaining creditworthiness, choosing 
bank cards, and borrowing wisely. Plus, it offers practical advice for dealing with minor credit problems 
before they become big ones.

2079
Buying Your First Home
The most expensive and complicated purchase most of us will make is of our home. This booklet includes 
discussion of buying versus renting, determining affordability, financing, and the role of agents. 

2080
Too Good to Be True: Protecting Yourself from Consumer Fraud
People of all ages, incomes and backgrounds get caught off guard by schemes, scams, and rip-offs — 
which is why the scams persist. This booklet explains the different types and how to avoid them.

2084  
Payday Loans: Quick Cash, Big Rip-off, Bad Idea (and What You Can Do Instead)
Payday loans can put a person in a financial hole that’s difficult to get out of. This booklet helps readers 
understand why almost any other course of action is preferable to taking a payday, or similar short-
term, loan — and what they can do when faced with an immediate, even desperate, need for cash.

2081
Choosing a Credit Card: A Basic Guide for Smart Shoppers
Many people don’t know the basic “facts of life” when it comes to using credit or choosing bank cards. 
This practical booklet shows your clients how to get credit and use it wisely — and how to avoid the 
common pitfalls that can turn this useful tool into a painful trap.

2082 
Identity Theft: Stealing More Than Your Good Name
If they are to prevent the theft of their identities, their money, and their credit ratings, your clients need 
to practice good spending habits. This booklet tells how identity theft happens, how to prevent it, and 
what to do if it occurs.

9018 
Making Ends Meet: 
The Basics of Family Budgeting
Entry-level employees often have trouble stretching income to cover their needs and some of their 
wants. This booklet helps readers to make and follow a practical money management plan.

Challenge? 
Help clients understand the why and how of saving and managing money — whether you’ve got a lot or a 
little, no simple task.

Solution!  
Easy-to-read content* with tips, worksheets, & real life examples for better decision-making.
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2078
Your Credit Report: 
Checking the Record and Keeping 
It Straight
Most Americans don’t realize their credit 
biographies exists — much less know 
what’s in them. This booklet explains how 
your clients can obtain and review their 
credit files and how to correct errors that 
can determine whether, and on what 
terms, they can get credit.
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2129
Single Parenting
Half of all American parents will spend at 
least part of their child-raising years going 
it alone. This booklet offers information, 
advice, and resources on the concerns of 
single parents. 

2113
Coping with Family Stress: 
Resolving Conflicts When Parents  
& Kids Disagree
Conflict in families is inevitable, but 
some of its more dire results are not. This 
booklet teaches win-win conflict resolution 
as a way of avoiding fights, violence, 
estrangement, and tension, and provides 
examples of positive conflict resolution.

Challenge? 
Busy parents trying to raise kids in a fast-paced world that’s changing every day.

Solution!  
Tips, checklists, and manageable amounts of information on everything from bullying and resilience to step-
parenting and choosing childcare.

2110
Growing Self-Esteem
Addictions, violence, delinquency, and 
school failure are some of the problems laid 
at the door of children’s poor self-esteem. 
This booklet shows parents how to help 
their kids feel good about themselves and 
their world.

2106
Childhood Stress:  
A Guide for Caring Adults
Stress isn’t just a fact of adult life; kids 
get stressed, too. This booklet provides a 
checklist of common causes and symptoms 
and offers constructive advice on helping 
children deal with their feelings.

2105
Talking with Children: Guidelines for Effective Communication
“You’re not listening!” Kids are better listeners when they’re taught to be better talkers. This booklet offers 
practical advice that demonstrates how parents who listen to children have children who listen to their parents.

2107
Choosing Good Childcare: Making the Best Match for You and Your Child
This booklet offers practical information on the available options for daycare, including how to locate, evaluate, 
and choose the right program for both parent and child.

2128
Parenting Your Grandchild
One in ten grandparents provides a home for a grandchild in the absence of the child’s parent. This booklet looks 
at the conflicts and challenges of becoming a “parent” again, provides tips from others who are coping well, and 
offers sources of help in providing a home that’s good for grandchild and grandparent alike.

“The booklets are really well-received 

and are a hit! We love having them 

out on the displays and they are 

picked up all the time.” 

– Family Services Center

Ready to order? Pricing and Order Information on pages 13 & 14
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2207
Youth and Suicide
Only accidents and murder kill more young people than suicide. This 
booklet helps readers identify attitudes and actions that may signal 
suicidal thinking and offers practical guidance in helping young people 
who are at risk.

2201
Handling Peer Pressure
There’s pressure from others to conform and self-imposed pressure to “fit in.” This booklet helps young 
people examine their definition of friendship, expectations of others, and themselves. 

2202
When Your Parents Divorce: Growing Together While Living Apart
This booklet helps adolescents deal with the many changes that follow divorce, explaining that divorce 
is a process that can, despite the initial frustration and confusion, make life better, not worse. 

2203
Playing Your Part: How Kids Can Cope With Family Stress
Teens have to cope with the same stresses at home that adults do. This booklet teaches specific 
strategies and skills for resolving conflict, recognizing signs of trouble, and handling unavoidable family 
stress.

2213
How to Say No: And Do What You Think Is Best
“Just say no” doesn’t work for all young people. This booklet identifies the 
difficulties of peer pressure and offers strategies for saying no — and 
making it stick. 

2104
Parents & Divorce: Helping Your Children Cope
Divorcing parents end a marriage; their children may see it as ending their way of life. This booklet helps 
parents help their kids live with, and grow from, divorce. 

2112
Your Child’s Behavior and You: The Challenge of Successful Discipline
Parents say the most difficult part of parenting is discipline. This booklet offers a summary of the 
common approaches to discipline — what works, what doesn’t, and what’s most likely to help parents 
reach their goal of raising good, responsible kids.

2115
Living with Your Teenager: 
A Parent’s Guide to Adolescence
“You just don’t understand!” Adolescence 
is a confusing time — for kids and 
their parents. This booklet describes the 
physical and emotional changes young 
teens experience, provides tips for parents 
on how best to support their child, and 
offers insights on how to promote better 
understanding and communication. 

2109
Step-Parenting: Starting Over, Family Style
The high failure rate of second marriages with children reflects the challenges such families face. This 
booklet provides guidance to adults contemplating or beginning the process of creating a blended 
family.

2212
Getting Along: 
Solving Conflicts Without Fighting
This booklet serves as a young person’s 
guide to conflict resolution. It teaches 
youth how to develop mediation and 
communication skills that achieve “win-
win” solutions to conflicts in school as well 
as the other areas of life. 

2124
Special Needs Child
Parenting a child with special needs can be a complicated and exhausting process. This booklet discusses 
ways in which parents can care for themselves and each other, so that they can better care for their 
child.

2102
Your Kids and Substance Abuse: The Time to Talk is Now!
This booklet explores why kids experiment with various drugs, including alcohol. It also provides 
strategies for parents to improve communication and talk to kids who “know it all.”

2120
Teaching Values: What Today’s Kids Need from Their Parents
This booklet helps parents tackle the goal of raising kids to have positive values. Specifically, it discusses 
how values are learned as well as how parents can help their children resist negative influences as they 
strengthen their own character and values system. 

2121
Money Matters:  Teaching Kids to Manage Money
Is an allowance a paycheck for chores completed or simply a gift? Who pays for the new bike? The 
expensive brand of basketball shoes? This booklet helps parents assess their own values about money 
and how best to put that into practice.

2122
Success in School: How to Motivate Your Child to Succeed in School
Few issues arouse as much anxiety as concerns over school success. When problems arise, parents often 
blame themselves, their children, or the teachers. This booklet helps parents sympathize with the 
stresses of adolescence, identify possible causes of school difficulties, and positively motivate their kids.

2130
Teaching Resilience: Helping Your Child Overcome Adversity
We all need the ability to go through tough experiences and then regain a sense of balance and 
optimism — in other words, resilience. As the roots of resilience lie in childhood, this booklet offers 
advice and specific tips on how a caring adult can build resilience in a child.

2131
Bullying: How a Parent Can Help
The anger, frustration, and humiliation caused by bullying can have long-lasting effects. A child with an 
informed and caring adult on his or her side has a much better chance of managing the situation. This 
booklet addresses physical, verbal, emotional, and cyber bullying and explains the steps parents and 
kids can take to stop the bullying for good.

Challenge? 
Navigating adolescence is rarely easy. There’s a lot 
going on and a lot to figure out for yourself.

Solution!  
Honest information that doesn’t tell teens what to 
think, but helps them understand an issue and make 
decisions in their own self-interest.   
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Challenge? 
Poor social skills, a low self-image, lack of planning 
— each of these can cause problems and prevent 
people from reaching goals. 

Solution!  
Convenient and confidential handouts are a quick 
read that offer long-term insight on improving 
yourself and your relationships.

2007
Positively!  
Making Optimism Work for You
Optimism offers many benefits, including 
better health. This booklet teaches readers 
how to build a positive outlook and use it 
in daily life. It also offers a self-assessment 
quiz as well as techniques for more 
effective attitudes and actions. 

3104
Codependency: When Caring for Others Becomes Self-Destructive
Codependents reinforce addictive behavior in others and, unintentionally, get caught up in the addict’s 
problems. This booklet serves as a guide to understanding and improving the situation. 

2012
Staying Together and Making Your Relationship Work
After the first rush of excitement, relationships require work, commitment, 
and specific skills such as interpersonal communication and self-care. This 
booklet gives a head start on finding out what ails a relationship and how a 
couple can go about addressing the problem areas in their relationship.

2013
Breaking Up: Getting Over a Broken Relationship
Losing a love is one of the greatest stressors in life, and this is especially true 
for teens and young adults. This booklet discusses common reactions during 
break-ups and outlines healthful ways of handling feelings of grief, loss, sadness, and anger.

2024
Is This The One? Building a Healthy Relationship that Lasts 
Finding a life partner is a goal for most of us. How well we make that choice has a lot to do with how 
happy we will be in our lives. It’s a big decision. This booklet offers some practical guidance on finding — 
and being — the right partner in the right relationship.  

2017
Making the Grade: Tips on Test-Taking
Whether you’re an adult returning to school or a teenager struggling to 
improve your grades, successful test-taking is a skill that can be learned. 
This booklet teaches effective study skills, shows readers how to effectively 
manage their time, and offers valuable test-taking strategies. 

2020
You & Your Values: What Do You Stand For?
There’s good reason for all the talk about values — but finding one’s own, 
not trying to live someone else’s, is not easy. This booklet helps readers examine and prioritize their own 
values, and shows them how to strengthen those beliefs by comparing their words with their actions.

3105 
Worrying: How Not to Be a Worrywart
Some people worry well and others are worried sick. This booklet explains why and how we worry and 
what happens when worrying gets out of control. It offers practical advice on managing worry and where 
to turn when anxiety gets the upper hand. 

2001
You & Your Self-Image: Taking a Closer Look
A positive self-image is a key to success no matter how one defines success. This booklet guides readers 
through a useful self-assessment and offers tips on improving self-image.

2002
Feeling Lonely: What You Can Do About It
This booklet helps young adults accept that feelings of loneliness are a normal part of maturing — and, 
perhaps surprisingly, very common among people their age. It helps readers understand the causes of 
loneliness and offers constructive ways to cope. 

2014
Coping with Divorce: Finding the Path Forward
When divorce turns the world upside down, it can lead to decisions people 
come to regret. This booklet is for persons going through a divorce (whether 
they initiated it or not), serving as a guide to the first steps that will lead 
to wholeness. It provides practical information as well as the important 
insights readers may have trouble seeing on their own. Points out sources of 
support and cites pathways to legal and emotional help.

2018
Person to Person: Working with the ‘Difficult’ People in Your Life
This booklet helps readers understand and interact effectively with problem people in the family, at 
school, the workplace, and in the rest of daily life. It also offers practical techniques for improving 
communication and negotiation in difficult relationships. 

2025
Preparing for Emergencies: What to Do, When to Do It
This booklet provides an overview of the emergencies that may occur in any community, including what 
individuals can do to protect themselves and their families. It details the practical steps that can be taken 
now and shows how to make a plan that will put those steps into action when needed.

2009
Volunteer!
“Lending a hand” is a good thing to do for others. It’s also one of the best things we can do for ourselves.  
This booklet offers the how, why, and where to be an effective volunteer.

2021
Assertiveness:  
Standing Up for Yourself Without 
Putting Others Down
This booklet shows readers how they can 
be taken more seriously by standing up for 
themselves. It identifies what causes a lack 
of assertiveness and provides suggestions 
on how to address the problem. 

2022
Effective Goal Setting: How to Reach 
the Goals You Set for Yourself
“I can’t get this done  …”  “If only I had 
more time  …” This booklet explores 
self-defeating attitudes and offers practical 
advice and tips on how to establish goals 
and organize time in order to get things 
done! 

20



3101
Depression
We all feel down now and then. But there’s 
a difference between a bout of “the blues” 
and depression, a life-disrupting illness 
that requires medical treatment. This 
booklet offers practical suggestions so your 
clients get the help they need.

3102
Anger: Managing 
What Makes You Mad
Everyone knows what anger feels like, but 
many of us don’t know how to deal with it. 
This booklet explains the physical process 
of anger, its consequences, and how to 
channel it into productive energy.

3107
Understanding Suicide
This booklet teaches your clients how 
to recognize when someone they know 
is considering suicide — and provides 
proven intervention strategies. 

3006
Mental Illness: What Is It?
Mental illness is as real as diabetes or 
TB — and as treatable. This booklet 
outlines behaviors that indicate a need for 
treatment, surveys types of treatments, 
and sources for help.

3103 
An Introduction to Stress 
Stress isn’t unique in our get-it-done-today world. This booklet explains what stress is and how to 
channel it in positive ways. It also offers user-friendly tools to handle the stress created by the demands 
of family, school, or work. 

3105 
Worrying: How Not to Be a Worrywart
Some people worry well, and others are worried sick. Explains why and how we worry, what happens 
when worrying gets out of control. Practical advice on managing worry and where to turn when anxiety 

gets the upper hand. 

3106
Finding Help: Helping Yourself Feel Better
Finding the right help at the right time can be a difficult, but rewarding, process for many people. This 
booklet reassures and encourages readers to explore their options and get the help they need.

3108
Death & Grieving
Both children and adults need guidance for how to grieve death and why it’s an essential part of living. 
This booklet outlines the grieving process, explains common reactions, and addresses specific issues 
related to funerals.

Challenge? 
Unhealthy habits, traumatic events, or loss can create pain and unhappiness that makes life difficult for 
oneself and one’s family.

Solution!  
Supportive handouts that speak in the voice of a trusted friend to help those in turmoil or crisis.

2127
The Grieving Child: Helping Children Cope with Loss
Death is a natural and inevitable part of life. Yet too often people with good intentions try to “protect” 
children from it, thus denying them the chance to work through and get beyond their grief. This booklet 
provides insights and practical information on helping children come to terms with loss. 

3124
Post-Traumatic Stress Disorder: Recovering from the Pain of Personal Disaster
Natural disasters, combat, and other terrible events can deeply impact the mind, body, and spirit. What’s 
normal? What’s not? Are some people more at risk than others? This booklet explains post-traumatic 
stress disorder and takes readers through the first steps to recovery.

3125
Finding the Strength: How to Get Past Thoughts of Suicide
When people face life’s toughest times, some think seriously of ending it all. This booklet explores the 
thought processes that lead to this precipice while respecting the depth of the reader’s distress. It leads 
the reader through reasons to get help and offers tips and options for getting that help.

3004
Fit for Life: Getting Fit and Staying There
Too many people look at the bodies of athletes or actors and give up. This booklet, which includes sound 
advice on building a lifelong program, shows how fitness is within everyone’s reach.
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Challenge?  
Youth experimenting with drugs; adults self-
medicating to feel better; misinformation or lack of 
information about common risks. 

Solution! 
Straight talk – not sugar-coated facts – that shows 
how to recognize and understand problem behavior 
so they can learn to make healthier decisions.

1001 
Straight Talk about Drugs
Kids may be ignorant about drugs, but they don’t want to be told so. This booklet provides facts, not 
sermons, about drug use and offers reasons — and effective ways — to say no. 

1018 
What Is Addiction? 
Substance addictions have increased dramatically in our society. Who is most 
vulnerable? How does it happen? What are the warning signs? This booklet 
provides answers to those questions.

1022
Methamphetamine
Methamphetamine is a particularly troubling drug, as it can be made at 
home, it’s devastating to the human body, and it’s terribly addictive. This 
booklet serves as an introduction to the hard facts about meth and the 
realities of  “dabbling” with this drug.

1011
Narcotics: Drugs of Addiction
Addiction is not only a personal tragedy, it’s also a factor in more than half of the crimes committed in the 
U.S. This booklet describes the nature and effects of both addiction and withdrawal, and spells out specific 
treatment challenges.

1003
Marijuana & Your Health 
This booklet offers straightforward information about the drug’s long-term effects. It’s written with 
younger users in mind. 

1101
Alcohol & Driving
This booklet details how alcohol impairs driving skills and endangers 
not only drinking drivers but also those around them. It also includes 
suggestions for hosts about responsible party-giving. 

1102
Alcohol & Your Body
People who drink, including “social” drinkers, should understand that 
alcohol is a powerful chemical that causes physical as well as behavioral 
changes. This booklet contains important facts every drinker should know.

1103
Alcoholism & the Family
This booklet explores how culture, family, and heredity shape an individual’s use and abuse of alcohol — 
and underscores the important role family therapy plays in overcoming alcoholism.

1106
Teens and Alcohol: 
Understanding Your Choices
Many adolescents below legal drinking age experiment with alcohol. This booklet helps teens understand 
why they may be more at risk from its use than older drinkers.

1109
How to Assess Your Drinking … and Stay in Control
This booklet outlines why people have drinking problems and offers a 
detailed list of danger signals. It shows readers ways to evaluate their 
personal drinking patterns and, if needed, how to change them. 

1110
Problem Drinking: What’s the Problem?
Some 1 in 4 families has a problem drinker — a person who usually denies 
it. This booklet explains the differences among “social,” “problem,” and 
“alcoholic” drinking patterns.

1116
Alcohol at Work
Alcohol impairs productivity and harms co-workers. This booklet provides a checklist of indicators as well 
as constructive suggestions so both employers and co-workers can take action. It also stresses that early 
treatment is cost effective and works.

1118
Adult Children of Alcoholics
Growing up with an alcoholic creates problems that stick with a person long after he or she has left home 
— distorted self-image, difficulty with intimacy, impulsiveness, and procrastination among them. This 
booklet helps readers identify and modify destructive thoughts and behaviors.

1019
Ending Addiction: 
How Do People Quit?
This booklet discusses the attitudes, 
decisions, and methods that make recovery 
from addiction possible. it stresses that 
addiction is a pattern of behavior — and 
so is ending it.

1119
An Alcoholic In Your Life: 
What You Can Do
The person who loves an alcoholic 
(whether the drinker is a sibling, relative, 
or friend) wants to help, but the effort is 
full of risk. This booklet provides experts’ 
advice on what works and what doesn’t.

1120
Fetal Alcohol Syndrome
Drinking during pregnancy can cause 
permanent disabilities in babies. This 
booklet explains the problem, tells readers 
how to avoid it, and outlines treatment 
options for FAS babies.  
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5016
Time to Change: Building 
Relationships That Don’t Hurt
This booklet is for the abuser who is 
making a serious effort to change. It 
includes discussion of why abuse happens 
and offers step-by-step advice on how 
to avoid abuse when conflict arises. 
Information is derived from evidence-
based practice of recovery groups for 
abusers.

5008
Dating Violence:  
Hurting the Ones We Love
This booklet provides a clear discussion of 
how the violence starts, why it continues, 
and how it can be prevented. It’s intended 
for both females and males.

5001
Child Abuse:  Recognizing and Healing the Hidden Hurt
More than 3 million reports of child neglect and abuse are filed annually. This booklet outlines physical, 
psychological, and behavioral indicators of abuse. It raises awareness so that the hurt can be healed. 

5002
Sexual Abuse of Children: Some Secrets Hurt
Up to one million children are abused each year — many of whom would be identified and helped if, 
as a society, we were more forthright in discussing the problem. This booklet deals honestly with this 
complex subject so that victims can get the love and care they need and deserve. 

Challenge? 
Identify and face the pain and trauma of family violence and sexual assault.

Solution!  
Accessible evidence-based writing that leads to understanding the problem, making changes needed to 
build a healthier way of life, and providing encouragement to get the help and support the family needs.

5003
Parents, Families & Child Abuse 
Violence is often learned at home, as 8 in 10 abusive parents were abused as children themselves. 
Understanding the facts and behaviors outlined in this booklet can help break the cycle. 

5004
Incest: A Family’s Secret
Why does it happen? Why are victims silent? This booklet focuses on fathers and daughters, the 
most commonly reported pattern. It also explores adult responsibility, the mother’s role, and sibling 
relationships. 

5005
Domestic Abuse: Violence between Couples
Millions of women are raped or physically abused by their partners each 
year. This booklet dispels common myths about domestic abuse and helps 
readers understand the problem so they can take effective action. 

5006
Rape: A Crime of Sexual Assault
Who commits rape? And who are its victims? Can it be prevented? This 
booklet recommends steps victims should take after an assault, urges 
finding stable support, and discusses options for counseling.

5007
Acquaintance Rape: The Danger Is Not From a Stranger
Over their lifetimes, about 1 in 4 American women will be raped; 3 in 4 will know their attacker. This 
booklet looks at factors that increase the chances of rape and advises how to avoid being a victim. 

5010
When You’re in a Violent Relationship
Why do people put up with violence in their own homes? This booklet both answers that question and 
provides the understanding and encouragement needed for victims to come to terms with what has 
happened. 

5011
Elder Abuse and Neglect: Caring for Others While Caring for Ourselves
Up to 2 million elders are mistreated each year. This booklet describes the problem, offering guidelines 
for intervention and prevention.

5012
Looking Back, Moving Forward: An Introduction to Recovering from Child Abuse
Abused children face predictable difficulties as adults. This booklet describes the challenges and points 
the way to recovery.

5013
Witness to Violence: Learning to Live with the Past
Written for the adult who witnessed family violence as a child, this booklet explores children’s reactions 
to domestic upheaval and how those reactions shape subsequent adult personality and happiness. It 
also suggests ways of overcoming those residual negative effects. 

5014
Child Neglect: You Don’t Have to Hit a Child to Hurt a Child
Neglect, while seemingly more benign than physical abuse, can be just as 
destructive to a child’s health and potential. This booklet explains exactly 
what shapes neglectful parenting takes, how to recognize it, and how 
to help. 

5015
Abusive Women: The Other Side of Domestic Violence
Much domestic violence involves battering by both partners, and in some 
cases the emotional and physical abuse comes from the woman alone. This booklet offers a balanced 
discussion of this under-reported problem and how both partners can foster healthier interactions.

5017
Toward a Happier Family: Parenting That Doesn’t Hurt
The audience for this booklet is the parent who wants to stop physically or emotionally abusing their 
child. It helps the parent recognize why he or she went down the path to abuse, what triggers lead to 
loss of control, and how to use better interventions for raising a happy and healthy child.

5009
The Way Out for Abused Women: 
How to Safely Leave a Dangerous 
Relationship
Abused women are told to leave their 
abusers, but leaving can increase the 
danger. This booklet summarizes the advice 
of experts on how to safely escape and 
start a new life.
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Life Skills Education   n  www.lifeskillsed.com   n  (800) 273-0033

Thanks, we couldn’t say it better …

Our booklets help you  
save money,  

serve more people,  
and support your mission 

 Ready-to-go curriculum that suits the populations you serve

 Clear, concise information that is perfect for self-directed use

 Affordable take-home handouts for your sessions and workshops

“Very useful booklets. Written at a level people can 
understand but not so basic as to insult them. They 
help make sense out of  complex topics and meet 
people where they’re at.

Very well-done graphically, reflecting diversity of  
race, gender, age so everybody can connect with 
them.

More meaty than some other resources with solid 
information.

They not only present information on the topic, 
but they include tips and pointers that help remind 
people of  what they can do.

They are the right size for taking along so everyone 
gets some value from them.”

Federal EAP Manager

“I love these booklets – especially ‘Depression’ and 
‘Finding the Strength: How to Get Past Thoughts 
of  Suicide’! We give them to patients in our mental 
health and outpatient areas, and use them at outreach 
events. They come in very handy. No matter the 
education level, they explain things so that people 
understand more.” 

Social Work Case Manager

“These are perfect! They save me the time and 
effort of  creating in-house materials. Plus we like 
the branding and the uniform look they give our 
centers.” 

Job & Family Services Coordinator

“I use your booklets at the job fairs we do and 
they always go fast. They’re great – even the other 
agencies try to take them! We provide titles on anger 
and managing money as well as employment titles. 
The writing really speaks to them – they love them!”

Career Development Program Manager

“I use other materials but the inmates really like your 
booklets. The covers are attractive so the booklets 
get picked up and the guys tell me they’re also an 
easy read. We like the range of  topics you have.” 

 Correctional Education Center

“Your booklets are such a great addition to our 
activities. They are a quick read and very helpful. 
“Informational Interview” is one of  the best I’ve 
ever seen. Your booklets really work! Many people 
ask for your titles and I swear by them.” 

Career Development Program Manager
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