Sample Survey Cover Letter

[Date]

Dear [Recipient Name],

We are conducting an important survey of our workforce training and career development services! Please take 5-10 minutes today to help [Name of Community College] better understand what training and employment services for adults age 50 plus are needed in your community and how we can help meet those needs. 

This survey is confidential and your individual responses will not be shared with anyone.

Please return the completed survey in the enclosed envelope by [Survey Closing Date]. 

Your participation is greatly appreciated! If you have any questions about the survey, please contact [Name] at [Email Address] or [Phone Number].

Sincerely,

[Name]

[Title]

[Name of Community College]

Would you like to see more resources available in the community to support those 50 and older who are looking to jump-start their careers? Are you 50 or older? If so, then this survey is for you.
The results will help [name of college] understand what the training and employment services needs in the community are, and how programming for plus 50 students can help meet those needs. Take 5-10 minutes to make your needs, interests, and career objectives known! (NOTE: Your answers will be held confidential.)
1. Please tell us a little bit about yourself!
	a. What is your gender?
	· Male
	· Female
	

	b. How old are you?

	· 49 and under
	( You are done with the survey! Please follow the instructions for returning the survey to [College Name].

	· 50-64
	· 65-74
	· 75+
	

	c. What is your zip code?
	_____________

	d. Approximately what is your household income? (Check one.)

	· Less than $10,000
	· $25,000 to $29,999
	· $45,000 to $49,999
	· $100,000 to $124,999

	· $10,000 to $14,999
	· $30,000 to $34,999
	· $50,000 to $59,999
	· $125,000 to $149,999

	· $15,000 to $19,999
	· $35,000 to $39,999
	· $60,000 to $74,999
	· $150,000 to $199,999

	· $20,000 to $24,999
	· $40,000 to $44,999
	· $75,000 to $99,999
	· $200,000 or more


2. Which of the following are you interested in? (Check one.)
· Taking courses that can help me find employment, or change or advance my career
· Career services (career counseling, job fair, etc.)

· Both courses and services
· Neither ( You are done with the survey! Please follow the instructions for returning the survey to [College Name].
3. In which of the following fields do you have an interest? (Check all that apply.)
	· Accounting
	· Automotive repair
	· Child care

	· Construction
	· Cosmetology
	· Culinary

	· Electrician
	· Financial services 
	· General contracting 

	· General office work
	· Gerontology
	· Green building

	· Healthcare
	· Home healthcare
	· Hotel management

	· Information technology
	· Landscaping 
	· Marketing 

	· Physical therapy
	· Plumbing 
	· Property management 

	· Real estate
	· Retail sales 
	· Social services

	· Supply chain management
	· Teaching
	· Truck driving

	· Web design
	· Wellness
	· None of the above


4. Which of the following would you like to pursue? (Check all that apply.)
· A basic or refresh/review computer training course
· A few targeted courses to upgrade a skill or acquire new skills (not including computer skills)
· A license, professional credential, or certificate
· None of the above: I have the training and skills I need, but I am interested in career services ( You may skip to the section on career services, question 9. 
5. Which of the following do you believe might be obstacles to your taking courses at [name of community college]? (Check all that apply.)
	· Classes are at times that do not fit my schedule
	· Classrooms are not physically very accessible (up stairs, desks uncomfortable, etc.)

	· I need help choosing classes, and advising might be geared to young adults
	· To register, I might need to find my high school transcript

	· The professors might be gearing their teaching style to young adults
	· Concern about returning to a school environment after many years out of school

	· Limited knowledge of how to use computers
	· I need to brush up on writing skills

	· Courses are too expensive
	· I need to brush up on math skills

	· No access to easy transportation to campus
	· I need to brush up on my study skills

	
	· None of the above


6. What time of day or week would you like to take classes? (Check all that apply.)
	· Daytime
	· Evening
	· Weekday
	· Weekend


7. How much time per week would you be able to attend classes? (Check one.)
	· 2-4 hours
	· 4-6 hours
	· 6-8 hours
	· 8-10 hours
	· 11+ hours


8. What delivery mode of classes would interest you? (Check all that apply.)
	· Classroom instruction
	· Web-based   
	· Distance learning
	· Online and classroom


9. Please tell us about your current career goals. (Check all that apply.)
	· I am unemployed and want to find a job
	· I want to stay in the same field

	· I want to change jobs
	· I want to pursue a career in a new field

	· I want to upgrade my skills to advance my career
	· I have to go back to work

	· I want to start or grow my own business
	· None of the above

	
	· Other


10. Here is a list of services that can be tailored specifically to the needs and interests of those 50 and older. Which of the following would you use? (Check all that apply.)
	· One-stop-shop career resources center
	· One-one-one career counseling

	· Job fairs
	· Career workshops

	· Database listing of available jobs
	· Services for entrepreneurs

	· Networking events
	· Brushing up on computer skills


	11. What are you interested in learning about?
	Not very interested
	Interested
	Extremely interested

	Career assessment
	(
	(
	(

	Locating jobs I can apply for
	(
	(
	(

	How to conduct a successful job search
	(
	(
	(

	How to use the internet in a job search
	(
	(
	(

	How to start or grow my own business
	(
	(
	(

	Resume writing
	(
	(
	(

	Writing a cover letter
	(
	(
	(

	Interviewing skills
	(
	(
	(

	Networking skills 
	(
	(
	(

	Building  a resume with volunteer jobs
	(
	(
	(


	12. Career services can be tailored to those 50 and older in a variety of ways. What are the ways that are personally important to you?
	Not very important
	Important
	Extremely important

	At least some of the staff there are 50 or older
	(
	(
	(

	Career counselors have been trained specifically to understand the specific assets and challenges of a 50+ job seeker
	(
	(
	(

	Job fairs include only, or mostly, employers that are “plus 50 friendly”
	(
	(
	(

	The paper and electronic resources available focus on the job search and career issues specific to those who are 50+
	(
	(
	(

	There are “brush-up” classes for adults getting ready to return to the classroom or workforce, helping them to refresh skills they have but have not used recently 
	(
	(
	(


Would you like to participate in a focus group with your peers about these issues? If so, please provide your contact info here, and someone from the college will contact you.
	Name: 
	Phone:
	Email:
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