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AT LIFE SKILLS EDUCATION, by Aztec Software we believe 
that good information at the right time can make a big 
difference —  it can help someone get a job, create a 
healthier home life, or quit a destructive habit.

Yet, for the population you serve, the right amount matters, 
too. Every booklet you’ll find in this catalog is 16 pages — long enough 
to provide practical advice that speaks to the specific needs of ex-
offenders but not so long your clients will be overwhelmed with facts and 
suggestions. Just as important, our booklets offer that advice in a voice 
that’s compassionate and easy to follow.

Whether you help your clients find good jobs, make positive behavioral 
changes, create better relationships, or confront addictions, we have 
booklets on relevant topics — each created with direct, evidence-based 
input from experts in your field and written with your clients in mind.

Browse this catalog to select titles that will fit your program’s needs and 
call us if you’d like more information. 

*All titles in the ‘9100’ series are written
for a reentry population and are available
with female cover versions at no additional
charge. All other titles are suitable for
reentry and general populations.
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Without a job, an  
ex-offender is likely to 
become a re-offender. 

But how to get one when 
you have a record? Life 

Skills Education booklets 
teach your clients, step 

by step, how to present 
themselves to employers 

so their pasts aren’t 
barriers to their futures.

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.

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.
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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.
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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.

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.

When it comes to learning 
those all-important  

job-search skills, repetition 
is key — which is why many 

corrections instructors use 
our concise, accessible 

booklets as part of their 
curriculums.
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“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



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.

9044
Talking to Employers ...  
When Your Past Is Less than Perfect
What can ex-offenders 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. 

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.

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. 

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. 
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Jobs don’t do much good 
for those who can’t keep 

them. We help you educate 
clients who want to work 

but who struggle to meet 
the daily demands of the 

workaday world.

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. 

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. 
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“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



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.

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.
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“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

“We love your pamphlets! They’re 

perfect for the workshops and training 

we do in our Job Center. Clients really 

like them.” 

Career Center Program Manager



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. 

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. 

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. 

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. 

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. 
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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.

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.

Our booklets show 
your clients how to take 
positive steps toward a 

new life — whether that 
means setting budgets, 

finding housing, arranging 
for transportation, or 

obtaining more education.
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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.

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. 

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. 

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. 

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, 
quantify where they want it to go, and 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. Discusses the mindset that favors successful coping; 
provides tips on managing everything from food to debt when money is 
scarce.

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. PR

A
C

TI
C

A
L 

RE
A

LI
TI

ES

11



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 wholesome relationships. 

For 35 years,  
Life Skills Education has 
published booklets that 

teach readers to think 
constructively about how 

their relationships affect 
their personal health 

and overall well-being.
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.RE
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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. 

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. 

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.

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.

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 
or the workplace, and in daily life. It also offers practical 
techniques for improving communication and negotiation 
in difficult relationships. 

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. 
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“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



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. 

As you know, it’s not easy for 
the men and women you 

serve to break the patterns 
of behavior that landed 

them in prison. We meet 
ex-offenders where they 
are, giving them proven 

strategies they can apply to 
their own situations.

LI
FE

 C
H

A
LL

EN
G

ES

14

“I love these booklets! 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



3106
Finding Help: Helping Yourself Feel Better
Deciding to seek counseling and find appropriate help is 
a difficult, but rewarding, process for many people. This 
booklet reassures and encourages readers to explore 
their options and get the help they need.

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.

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.  

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.
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“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



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. 
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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!

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.

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.

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.



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.

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. 

Known for our personal 
yet practical approach, 

we let your clients know 
that while the road ahead 

may not be easy,  
help is available —  

that others have beaten 
addiction and they  

can, too.
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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. 

1115
Drinking Myths
This booklet offers scientific replies to widely held beliefs and half-
truths about alcohol. It challenges readers to re-examine myths 
that get in the way of informed action.

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

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.

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. 
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“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



If so, you should know that all of our reentry titles  
(the 9100 series) are available with female cover photos 
— at no extra charge! Call us for details: 800-273-0033

Does your reentry program 
      work with female participants? 

19



Personalized Booklets Add Value

Free on qualifying orders!
See page 21 for details

Use booklet covers as a cost-effective 
way to:

 Promote your program’s message and
mission with every booklet that goes
out the door.

 Enhance your clients’ chances of success
by listing community resources.

 Brand your organization using a full-
color, professional design.

20



Volume Discount Price Table 
To figure your price break, combine 
all titles in your order, then multiply 

by the appropriate unit price

Domestic shipping included in pricing.
 Overseas shipping, add 10%.

Agencies and units of government are invited to use 
purchase orders and government credit cards. Net 30 
days.

SHIPPING
To ensure prompt delivery, please provide a street 
address. Orders within the continental U.S. are shipped 
via UPS. Alaska, Hawaii, and APO orders are shipped USPS 
Priority Mail; add 10%, $39.95 minimum.
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Our booklets help youou
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



“We love the booklets. They’re written at a level 
that’s easy to read and helpful for the population 
we serve. We use them in the lobby so anyone can 
access them: defendants, family members, even the 
attorneys will pick them up to give to clients.”

 Probation Office

“Your booklets are very good.. We use them in an 
array of different ways: employment groups, the 
reception area, even as staff handouts.”

U.S. Probation Office

“I use your booklets in my workshops because they’re 
laid out very well and the information is excellent. 
We serve a lot of prisoners in our re-entry program 
who don’t know how to get back on track. It’s nice 
because they can take a booklet home for review and 
when they come back, they tell me it really helped.” 

State Reentry Program 

Work with a female population?

If so, you should know that all of our reentry titles  
(the 9100 series) are available with female cover photos 
— at no extra charge! Call us for details: 800-273-0033

These evidence-based booklets save you time 
creating or strengthening your reentry program. 

51 Commerce St.
Springfield, NJ 07081 
www.lifeskillsed.com

lifeskillsed@aztecsoftware.com 
(800) 273-0033
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