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BCTYII

JlaHi MeTOau4HI BKa3IBKM pPO3PAaXOBaHI Ha CTYACHTIB, $KI BUBYAIOTh
AHIJIIACbKY MOBY 3 METOI0 BHUKOPUCTaHHS ii B mpodeciiHiil MisUIbHOCTI, B
MpaKTUYHIN poOOTI 3a KOPJIOHOM ab0 B Mexax KpaiHu, Jis poOOTH 3 1HO3EMHUMU
KJIIEHTaMH.

Mera pgaHuX METOJMYHUX BKa31BOK — O3HAWOMUTH CTYJAEHTIB 3
O0COOJIMBOCTSIMU TMHCEMHOI Ta yCHO1 Oi3Hec-KOMYHIKalii (I1JI0Be JIMCTYBaHHS,
BJIAIITYBaHHS Ha pPOOOTY, MIATOTOBKA PE3IOME, CYIPOBOKYBAJIHHOTO JIMCTA),
BUKJIACTH 1 3aKpIMUTH OCHOBHY TEPMIHOJIOTIIO, HEOOXITHY g OhOpPMIICHHS
OCHOBHOI [IJIOBOi JIOKYMEHTAIlii, TOMOMOI'TH iM B PO3BUTKY HABUYOK CIUIKYBaHHS
B PEIbHHX CUTYaIlisX 013HEC-KOMYHIKallii, pO3MIMPUTH iX CIIOBHHUKOBUH 3ariac.

TemaTuka, JEKCUYHUN MIHIMYM, CUCTEMa MPAKTUYHUX BIPAB CIPSIMOBAHI Ha
JOCSITHEHHSI TOJIOBHOT METH.

Y 1aHMX METOJMYHUX BKa3iBKax II0JJaHa TEPMIHOJIOTISI Ta BHpPa3H,
CUTyaTHBHO OOyMOBIIeHI (pa3u 1 pekoMeHmaiii, HeoOXimHi I MiATOTOBKU
JOKYMEHTIB [UIsl TpaleBIaIITyBaHHA Y 3aKOpIOHHY (ipMy UM MIKHAPOAHY
opraHizalliio, CKJIAaJaHHS [IJIOBUX JIMCTIB 1 TMOBIAOMJIEHb, IO BIJMOBIIAIOTH
CydyaCHUM peanisiMm Oi3Hec-KOMYHIKallii, XapakTepHuM s BenukoOputanii 1
CIIA.

MetoauyHi BKa31BKU CKJIAJAIOThCS 3 HACTYIHUX PO3JUIIB, SIKI OXOILUTIOIOTH
OCHOBHI BUJIM TUCEMHOI Ta YCHO1 O13HEC-KOMYHIKAIlli aHTJI1HCHKOI0 MOBOIO:

Poznin 1 [Tomryku pobotu
Poznin 2 OcHOBHI A1IOB1 IOKYMEHTH
Poznin 3 biznec-man

Poznin 4 Konrtpakr

KoxeH 3 po3auniB MICTUTh TEOPETUYHUM, JIEKCHUYHUNA MaTepiall 1 MpaKTU4HI
3aBIaHHA, IO HEOOXIAHI ISl MOAANBIIONO PO3BUTKY ONAHOBAHUX MOBHHX
HaBu4yoK. Cucrema 3aBaaHb MOOyJOBaHA Ha IUIbOBIM JIEKCULI JaHUX PO3JAUIIB 1
crpsiMOBaHa Ha €(peKTUBHE 3aCBOEHHS BUKJIAJICHOI'O MaTepiaiy.

MeTonnyH1 BKa3iBKM CHOPUSITUMYTh (POPMYBAHHIO y CTYJIEHTIB 3arajJlbHUX Ta
npodeciiHO-OPIEHTOBAHUX KOMYHIKATUBHUX MOBJICHHEBUX KOMIETEHIIM Ta €
JOJATKOBUM CIIOHYKQJIbHUM MOTHBOM JI0 YJOCKOHAQJIEHHS HAaBUYOK YCHOI'O Ta
MIMCEMHOTO MOBJIEHHS B TIpodeciiiHiii cdepi.



MODULE 1  Job Search Process
Unit 1 Steps of Job Search Process

Applying for a Job
job search

want ad

to answer a want ad
firm, company
employment
employment office
vacancy, job opening
to apply for a position
job applicant

job title

post, position
administrative job
high level job

top position

clerical position
managerial job

to resign

to fill a position

(job) application form

g

Vocabulary

BaamryBaHnHs Ha podoTy
HOIITYK poOOTH

OTOJIOIICHHS TIPO HAalM Ha poOOTy
MO/I3BOHUTH TIO OTOJIOMIEHHIO
KOMITaHis

npareBiIallTyBaHHs

areHTCTBO M0 MPAIEBIAIITYBAHHIO
BaKaHCIs

MO/IaTH 3asIBY MPO MPHUIOM Ha pOOOTY
KaHJIUJAT Ha TIocay
HaliMeHyBaHHs(Ha3Ba) MOCaIU
nocana

JIMIHICTpAaTUBHA MTOcaaa

BHCOKa Mocaja

IpOBiJIHA TOcaa

KaHIIeJsIpChKa 1mocaia
yIpaBiIiHChKa Mocaaa
BIJIMOBHUTHCS B1J HOCAIH
BCTYIIUTH Ha MOCAy

aHKeTa MpH BCTYyI1 HA PoOOTYy

to fill out/to complete a job application 3alIOBHIOBATU aHKETY

occupation
diploma

3aHSATTS
JTUTIOM

copy of a higher school diploma  kormist guIIIOMa BUIIIOTO YYOOBOTO 3aKIaay
job interview criBOecizia 3 MPUBOY MpalleBIAIITYBaHHS
qualification background KBasTi(ikaris



to research

seniority, length of service
duties

job duties description
manufacturing experience
professional experience
employer

employee

boss

probationary period
contract

personnel department/office
letter of invitation

letter of introduction
cover letter

to take a test

test scores

working conditions
benefits

Earnings
wage

salary

fee
to be paid by the job

to be paid by the hour/salary
based on hourly rate

paid sick leave

fee for services

pay statement

pay check

paid holidays

paid vocation

raise

bonus

profit

cash award //bonus, premium

profit sharing
overtime pay
gross pay
pay

3aiiMaTUCs TOCITHULIBKOIO JIISUTHHICTIO
CTaX poOOTH

000B'sI3KH1

CITy>K00B1 00OB'A3KH
BUPOOHUYUHN JTOCBI]T
npodeciiftHui JOCBI
nparie/1aBelb

pOOITHUK

HaYaJIbHUK
BUNIPOOYBaTBLHUN TEPMIH
JIOTOBIP

BIJIJIUT KaIpiB
JUCT-3aIPOIIECHHS
pPEKOMEHAAIIMHUM JTUCT
CYNPOBITHUH JIHUCT
IIPOMTH TECTYBaHHA
pe3yJIbTaTH TECTYBaHHS
YMOBH pOOOTH

MU

3apo0iTku

3apo0iTHa TUIaTa (poOimHUKA), SIKY BUILIAYYIOTh
IOZICHHO a00 IIOTH>KHEBO

3apo0iTHA TaTa (Cc1yacOosys), Ky BUILIAYYIOTh
HIOMICSYHO

rOHOpap, Miara 3a Mociayry (0OHopazoea oniama)

OTpUMYBaTH OIUIaTy 3a YacTUHy poOOTH
(6i0psi0Ho)

MOTOAMHHA OTlIaTa

OIuIauyBaHa BIJIyCTKA MO XBOPOOi
riara 3a nociayru

IUIATI)KHA KBUTAHIISA

TUIATHKHUN YeK

OIUIauyBaHi CBATKOBI JHI
oIUlayyBaHa BiJITyCTKa
T1IBUIIICHHS 3apIUIaTH

npemis

npuOyTOK

IpOIIOBA MPEMIs

y4acTb y IpuOyTKax

miaTa 3a MoHaypo4Hy (MOHAAHOPMOBY ) MPAITIO
3arajbHa Cyma 3apIuiaTu

IJIaTIXk; 3apo0iTHA IJ1aTa



deduction

minimum wage/salary
regular pay

net salary//take home pay

Work, Job
extracurricular activities
short-term job

part-time job

job in one's special field

overtime job / to work overtime

well-paid job
full-time job

to hire //to employ
work permit

ability to do a job

to job smb. into a post
shift

to go on the night shift
work hours

office hours

long hours

overtime
dole / relief

to be on the dole /relief
to go on the dole

local tax

Income tax

social security tax
Income tax return

Discharge

layoff

to lay off //to fire

to be laid off // to be fired
to sack

to retire (on pension)
retirement plan

to resign

Communicating at Work
colleague //co-worker
specialist

BHUpaxyBaHHs
MiHIMaJIbHa 3apIuiaTta

OCHOBHA 3apIuiaTa

YucTa 3apIuiata (3a BUpaxyBaHHSIM MOJIaTKIB).

PoGora

no3aayuTopHa poboTa

TUMYacoBa poboTa

po6oTa 3 4aCTKOBOIO 3aMHSATICTIO

poOoTa 3a daxom

MOHATHOPMOBA poOOTa

rapHO oIUlayyBaHa poOoTa

mTaTHa poboTa

HaiimaTu (OpaTu) Ha pobOTYy

JI03B1J1 HAa POOOTY

3JIaTHICTh BUKOHATH pOOOTY

BJIAIITYBAaTH KOro-HEOYb Ha poOOTY

3MmiHa (poboua)

MpaIloBaTy B HIYHY 3MIHY

pobounii yac, poOoYi TOIUHU

TOJIMHYU pOOOTH (B YCTaHOBI, 0ici)

MOJOBKEHUN poOOUHNil IeHb

MOHAypOYHa Mparis

nomomora 3 6e3politts (y BemukxoOpuranii
/CHIA)

OTPUMYBATHU JOMIOMOTY 3 0e3p00iITTs

OTPUMYBaTH IIOTHXHEBY JOmOMOry  (CTaTh
0e3p00ITHUM)

MICIIEBUI MMOJJATOK

npuOYyTKOBH MOAATOK

noAaToK y oH/ CoIialbHOTO 3a0€3eUeHHs

MI0JIATKOBA JICKJIapaIlisl.

3BlIbHEHHS 3 po0OTH

CKOPOYCHHS

3BUIHHSTH

OyTH 3BUTBHEHUM

3BUTHHSTH

BUWTH Ha MEHCIIO (IITH y BIACTaBKY)
NOPSJIOK BUXOAY Ha MEHCI0

BIJIMOBJISITUCS Bl HOCA/H, TIITH Y B1ICTaBKY

CuninkyBaHHs HAa po0OOTi
CHiBpOOITHHK, KOJIETa
daxiBelb



membership YJIEHCTBO

standing penyTais

status CcTaTycC

promotion M1JBULLIEHHS 0 CIIykO01
compensatory time BIATY

work experience JIOCBIJT poOOTH

skill kBasi(ikallis, MaiCTEpHICTh
performance review OIlIHKA pe3yJIbTATIB Ipalli, aTecTarlis
break for lunch/dinner nepepBa Ha 001

sick leave BIJIITYCTKA MO XBOPOO1

to share an idea MOJIUTUTHUCS 1]IC€I0

employees' lounge KiMHATa BIATIOYMHKY POOITHHKIB
tiring day CTOMJIUBHM, BUCHAKIIUBUN ICHb

to be an idler OyTHu HepoOoIo, leapeM

to be out of practice HE MaTH MPaKTUKU

to work by fits and starts NpalOBaTH YPUBKAMHU

to have a big staff MaTH BEJIMKUM 1ITAT

to be a job jumper Oytu "7iTyHOM "(4acTO MIHSTH POOOTY)
to be not equal to the task HE CIIPaBIIATHCS 3 pOOOTOIO

to shirk work YXWISATUCSA Bl poOOTH

to have pressing business MaTH HEBIJKIIAJIHY CIIPaBY

to face a busy day Matu 0araTo mojii

to be up to the elbows (ears, collar) in work OyTH MOTTIMHEHUM POOOTOIO

1. The recruitment process
Put the following stages of the recruitment process in the logical order.
The recruitment process

The company offered the job.

The company interviewed.

But he/she left the company after two years.
The company invited people for interview.
He/She joined the company.

The company advertised.

He/She was promoted to head of department.
The applicant completed the form.

9. The person accepted the job.

10. The company drew a shortlist of good interviewees and rejected unsuitable applicants.
11. There was a second interview.

12. The company sent an application form.

13. A person applied for a job.

A Al e

Discuss each step with your group.
Learn the highlighted words by heart.



2 Job Search Process

A. Answer the following questions.

What is the job search process?

How much time will the job search take?
What do you need to know before you start?
What are the steps of the job search process?
What are transferrable skill?

What job search techniques work?

Should you keep a record of your search?

Nk e=

B Now read the following information and check your answers.

What is the Job Search Process?
Your job search process begins the moment you start thinking about your future job
and continues until you have accepted a job offer. Over your lifespan you are likely
to find yourself going through the process several times (on the average, you can
expect to have between three and five career changes during your lifetime).

How Much Time Will the Job Search Take?

In general, job finding success is directly proportional to the amount of time you are
willing to spend in your search and the number of strategies you use to identify
potential openings. Sources suggest that you:

1. Be prepared for a long job hunt — 8-23 weeks.

2. Spend at least 20 hours per week on your job hunt.

3. Have an alternative plan.
Your persistence will eventually pay off. Make sure you have a support system of
family or friends to help you when you are feeling discouraged.

What Do You Need to Know Before You Start?
There is no magic way to find a job. It is hard work, takes time and at times may be
boring and frustrating. It will take all your skills in planning and follow through but
when done faithfully also pays the ultimate reward: A satisfying job for you! Some
rejection will be a normal part of job-hunting and a new experience for you. Rather
than letting rejections discourage you, let each one teach you a new way to improve
your skills for your next opportunity.

What Are the Steps of the Job Search Process?
A list of job search steps follows. The order may vary depending on your specific
needs and goals.

Step 1. Self Assessment

The job search process begins with an identification of your values, interests, skills,
accomplishments, experience, and goals. How can you seek a position if you don't
know what you want from a job and what you have to offer prospective employers?
Self-assessment, though a time-consuming process, provides invaluable information



to facilitate career decisions and to prepare you to market your background
effectively.

1) Values

An awareness of what you value (qualities that are important and desirable) in a career
will aid you in exploring career goals and attaining greater satisfaction in your work.
Review the following list of values and check those most important to you. Then rank
your top five values in order of priority.

« Job security o Pleasant surroundings

« Working as part of a team o Challenging, stimulating co-workers

« Working independently with little « Different tasks to accomplish daily
supervision « Financial rewards

« Making a contribution o Creating something

« Professional status « Ability to advance

« Mental challenge

2) Interests

Interests (areas that arouse your attention or enthusiasm) are closely related to values
and frequently trigger skill development. You can identify interests by looking at
enduring themes in your life-activities that persist over time, consistent choices,
recurring dreams, or the way you spend your time.

3) Skills
A skill refers to something you do well, including handling problems or tasks. The
key to your successful job search is recognizing these skills and communicating their
usefulness verbally and in writing to a prospective employer. Use accomplishment
statements to do so. They should:

« Describe your skills in concise, unambiguous terms.

« Refer to actual experiences to demonstrate your skill level.

« Connect your skills concisely to the needs of a prospective employer.
Some of the most marketable skills are those which are useful in a wide variety of
work environments. These are known as transferable skills. For example, the ability
to write effectively, communicate verbally, and use word processing or database
software are valued skills in the private as well as public sectors.

Types of transferable skills These can include technical skills such as driving,
languages or IT, or they can be limited to softer interpersonal skills. The following
list is not exhaustive, but it gives guidance about the type of skills employers are
seeking that you might have:

a) IT literacy— there are fewer and fewer jobs that can be done without some IT
skills. Make a list of all the packages and software programs you have used. Consider
desktop publishing, Internet research skills, CAD, statistical analysis programs, field-
related databases, systems operations, programming, and technical support skills.
You might be surprised by how much you know.



What computer skills to put on a resume? To start with, one must be very well-
trained in MS Office. Other computer skills to put on a resume vary with your
qualifications and the job profile. For a database management job, you need to have
relevant experience or knowledge of softwares like MS Access, etc. For a design job,
you need to be acquainted with Adobe Photoshop. Hence the computer skills to put
on a resume vary with the nature of job that you are applying to.

Below is a list of computer hardware and software to help you think of your own
computer-related skills. If your computer knowledge is extensive, you might list it in
sections as illustrated:

COMPUTER SKILLS
Operating Systems:

Windows XP, Windows NT, Windows ME, Windows 2000, Mac 0SX, Mac OS 8.6,
Mac 0S9, Solaris, UNIX, AIX, Linux, Sun OS, OS/2, FreeBSD, DOS, Novell 2.15,
Novell 3.5, Novell 4.0, Novell 4.1, Novell 5.0, Novell 5.5, Exchange 5.5

Software / Applications:

Microsoft Office XP, Microsoft Office 2000, Microsoft Office 1997, MS Word, MS
Access, MS Excel, MS FrontPage, MS Project, MS Visio, MS SiteServer, Internet
Explorer, Outlook, Outlook Express, PowerPoint, Adobe Photoshop, Adobe
[lustrator, Corel Draw Pro, Corel Coffee Cup, Quark Xpress, Homesite, ColdFusion,
Studio, DreamWeaver, Inspiration, Claris, FileMaker Pro, SQL Server, MySQL, SQL
6.5 & 7.0, EZ-SQL, Enterprise Manager, IIS, LinkBot, Astra Site Manager,
NetObjects Fusion, BroadVision, Vignette, Pandesic, WebSphere, Eshare,
LivePerson, Borland Sidekick (PIM), Coldfusion Server, Interwoven, Open Market,
Crystal Reports, Enterprise Manager, Query Analyzer, MAS 90, MAS 200, Baan,
Business Works, Symbiator, Peachtree, Lotus 1-2-3, Bluebird, Pro-System Fx,
Creative Solutions, Lacerte, Scheduler, Publisher, Turbo Tax, Quicken, QuickBooks,
QuickBooksPro, World Ship, Suretrak Project Planner, AutoCAD, Oracle

Languages and Scripts:

C, C++, Visual Basic, Visual C++, PL/SQL, Java, JavaScript, HTML, DHTML,
HTTP/1, HTTP/1.1, Pop Server, TCP/IP, SQL, Oracle PL/SQL, PERL, J2EE,
ODBC/IDBC, Python, PHP, mySQL, PostScript, EJB, XML, KSH, ANT, AWK,
SED, Cascading Style Sheets (CSS), Coldfusion, Active Server Pages (ASP)

Hardware:

Macintosh, Sun Servers, Compagq, Intel Servers, IBM PC-XT, AT, PS-2, PC clones,
Dell, Gateway, 3Com Superstack 3 Switch 2200 with Gigabit Module, 3Com
Superstack 3 Remote Access System 1500 Base Unit, Addtron Hubs, Intel Network
Adapters, Intel Express 9100 Router, Adtran DSU / CSU (TI ESF CSU ACE),
TCP/IP, IPX, Routers, Switches / Hubs, Raid / Mirror, TI / DSL / ISDN / Frame
Relay, HP Printers (4000, 4050, 4500, 5si, 8000, P1000, 750c plotter, 1120 and 1000,
IBM PC-XT, AT, PS-2; PC clones: Acer, Dell, Gateway, HP9000, IBM
36/38/AAS400




If you want to state the level of your proficiency in computer knowledge, you
may write: Advanced user of Microsoft Word, Excel, PowerPoint, Internet, Outlook
OR Extensive knowledge of Microsoft PowerPoint, FrontPage, Google Docs OR
working knowledge of Corel Draw Pro.

b) Organization, Management & Leadership — being able to motivate and coach
others is crucial for anyone with management ambitions. But employers also look for
these skills in the wider workforce. Over a period of time, the same employees can be
promoted into managerial positions rather than having to go through an expensive
recruiting drive all over again. Hence one of the most relevant skills to put on a
resume is leadership skills. You should also include some instances where you have
displayed your leadership skills to back up your claim.

o Set goals and determine courses of o Promote change
action o Influence others
o Co-ordinate tasks o Manage conflict
o Prioritise tasks o Supervise others
o Handle details o Motivate/inspire others to
o Manage groups achieve common goals
o Delegate responsibility and review o Initiate new ideas
performance o Create innovative solutions to
Teach others complex problems
Coach others o Run meetings
Counsel o Take risks

¢) Research skills— the ability to gather accurate information and compare and
contrast your sources is invaluable in most jobs. You should be able to demonstrate
this if you have recently completed a period of study.

o Identify appropriate information Set goals
sources Define needs
Gather information Prioritise
Extract important information Analyse

Create ideas

Express ideas

Identify problems

Solve problems

Develop evaluation strategies

Utilize electronic search methods
Compile numerical and statistical data
Classify and sort information into
categories

o Identify resources

O O O O o
O 0O 0O O 0O 0O 0o o o

d) Foreign languages— the expansion of the European Union and the globalisation of
trade are putting a premium on language skills. But your prospective employer might
want Polish or Chinese, not French and German. Never list your language level
higher than you actually are. You never know who will be interviewing you — they
just might start speaking to you in that language and if you can’t respond you’ve lost
the job. include basic or working knowledge, reading/speaking/writing only (as



apply), "proficient in," "fluent in," bilingual, and native speaker. For example, fluent
in  Russian; working knowledge of FEnglish OR native Ukrainian;
(adequate/competent/proficient) in (written / spoken) English and French OR
Ukrainian — native, Russian - Proficient, English — basic.

e) Presentation skills— these could relate to verbal or written presentations, or both.
You might have formal experience pitching to clients or, perhaps, you regularly
present your ideas on a work issue to colleagues.

o Listen attentively o Provide effective feedback
o Speak effectively o Persuade others

o Write concisely o Report information

o Express ideas o Describe feelings

o Facilitate group discussion o Interview

o Negotiate o Edit

f) Organisational skills — these concern self-discipline and the ability to meet
deadlines. Think of the times you have had to balance several activities at once. It
could have been at work, home or a mix of the two.

o Be highly organised o Set and meet deadlines

o Can work confidently under pressure o Be capable of recognising and
o Be able to work unsupervised meeting new challenges

o Manage time o Be punctual

o Meet goals o Be accurate

o Diligent with detail o Be flexible

o Accept responsibility o Be a fast learner

g) Ability to Self-Manage and be Self-Motivated — A self-motivated employee or
an employee having internal volition, reduces the work of the management to
motivate him. A self-motivated employee also creates a positive attitude in people
around him, and hence helps motivate others too.

Be able to work unsupervised

Be able to strive and achieve goals

Use initiative

Make decisions

Implement decisions

O O O O O

h) Problem-solving — employers want people who can think issues through logically,
determine what the issues are and come up with possible solutions. All employers
like people who are logically sound, and can take care of their own problems. An
analytically inclined employee reduces the work of others and hence improves the
overall organizational efficiency.

o Identify problems

o Solve problems



i) Team Orientation — these days people are realizing the importance of teams in a
workplace. Working in teams makes it simpler to organize the company and helps
improve the efficiency of those working together, due to the synergy effect.

o Be able and willing to work with a professional team

o Be team player

o Co-operate with others

j) Work Ethic — A prerequisite for a good employee is to have a professional work
ethic. This is a very basic requirement, but mentioning this gives the employers some
confidence regarding the professionalism of the employee.

o Bereliable o Be tolerant
o Be responsible o Be tactful
o Be honest

k) Driving— don't assume that everyone drives, or underestimate how useful this can
be to an employer.

The competencies or transferable skills that are particularly popular with graduate
recruiters include:
e communication — ability to communicate orally, in writing, or via electronic
means, in a manner appropriate to the audience;
e teamwork — being a constructive team member, contributing practically to the
success of the team;
¢ leadership — being able to motivate and encourage others, whilst taking the lead;
e initiative — ability to see opportunities and to set and achieve goals;
e problem solving — thinking things through in a logical way in order to determine
key issues, often also including creative thinking;
o flexibility/adaptability — ability to handle change and adapt to new situations;
o self-awareness — knowing your strengths and skills and having the confidence to
put these across;
e commitment/motivation — having energy and enthusiasm in pursuing projects;
o interpersonal skills — ability to relate well to others and to establish good

working relationships;
e numeracy — competence and understanding of numerical data, statistics and
graphs.

Additionally, private sector employers like to see that applicants have some
commercial awareness — an insight into how firms operate, what is happening in the
business world and the impact this could have on their organisation.



Task 1. Identifying your transferable skills.

Draw the given table in your notebooks and fill it in as in the examples given below.

My transferrable skills and how I can use them

Example of a transferrable

How | use this skill

What | can do for the

skill employer
“I' can work confidently | “l always hand my [“If | can work under
under pressure.” assignments in on time, | pressure and still make

even though | have a part-
time job.”

deadlines, | will be able to
take on new challenges
with confidence.”

“I like to achieve my goals.”

“I have been a member of
my university's basketball
team for two years. We won
the National Student’s
Championship both years.”

“| always set and achieve
goals, so | am sure | will
rise to the challenge of
settling into my new role
quickly and successfully

meet any demands of
me.”
“I' am able to motivate | “I had overall responsibility | “If I can pull off the Faculty
others.” for this year's Faculty Day, | Day, | know | can

making sure that everything

contribute to your team.”

went smoothly.”

Step 2 Employment Objective

Having a clear idea of who you are, what you can do, what you want to do, and in
what environment you want to do it, will enable you to better develop a concrete
career objective — one that accurately reflects what you are seeking. A typical self-
serving objective can be formulated as follows: Career objective: To obtain a
meaningful and challenging position that enables me to learn the accounting field and
allows for advancement. If you answer a job advertisement, then in your Résumé you
should write the name of the position you’re applying for.

Step 3. Résumé (CV) and Cover Letter
These are the two most basic marketing tools for your job search. Developing an
effective Résumé (CV) and a good targeted Cover Letter is essential.

Step 4. Research and Explore Career Options
The next step in the job search process is to explore the "matches" between your
identified skills, interests, and values and the demands of career fields and organizations.

Step 5. Choose a Career Field, then Target Employers

After thoroughly researching possible careers/jobs, several field options will emerge
as most realistic and attractive. These options should become your career or job
search goals. It is probable that no single career will have the potential to utilize all



your skills, allow you to develop all your interests, and incorporate a value system
completely compatible with yours. Therefore, try to target a career field that will
satisfy some of your high-priority needs. Other needs of less importance can perhaps
be satisfied in your leisure time activities.

Step 6. Plan and Conduct Job Search Campaign

1) Pursue Advertised Vacancies

The most commonly used job search technique is to respond to advertised vacancies,
both in print and electronically.

Sources of vacancies include:

e Newsletters from trade or professional associations.

e Newspaper classified ads (most major cities are on-line).

e Employment services and agencies run by government and for-profit
businesses.

To increase the odds of your success in responding to advertised vacancies, by
telephone or letter, keep these tips in mind:

¢ Do not waste time responding to long shots.

e Use your Cover Letter to answer every requirement in the advertisement.

e Personalize your response as much as possible. Direct your materials to specific
individuals, not "To Whom It May Concern," or "Dear Sir/Madam," unless the
advertisements are blind newspaper ads (name of organization withheld). A quick
phone call can provide appropriate names. In a blind ad, address your letter to a
specific position title, (e.g., Dear "Marketing Manager").

e Try to contact or write to the manager who will make the final hiring decision
as well as the personnel representative named in the advertisements.

2) Develop a Contact Network
Experience has shown that informal networking is a very rich source of job leads

and information about unpublished job opportunities. Successful networking requires
that you have as many contacts as possible hear your story, so they realize you are in
the job market.
Y our network can consist of

e family members
relatives
friends
fellow-students
professors/teachers
former employers
members of professional associations

e Human Resource directors, public relations officials or public information specialists
Once you have targeted a career or specific position, you should acquaint yourself
with professionals in that field or organization. These professionals offer you an
insider's view and can constitute your contact network, which can open doors that
might otherwise remain closed.



3) Contact Employers Directly

Send a letter of application and your Résumé to the Human Resources
department or specific managers. This direct contact method is most successful
for candidates in high-demand fields (e.g., engineering and computer science).
The success of this method is greatly increased when letters are followed up by
phone calls, which may result in an invitation to visit the employer.

Contact managers in organizations by phone or letter to request an appointment
to discuss the information you have obtained by reading annual reports, trade
literature, etc. For example: "I understand XYZ is planning to expand its
foreign market. I am completing an international business degree and am very
interested in this expansion. It seems a very progressive move. May I have 20
minutes of your time to discuss it?" Indicate your desire to meet with them
even if they have no positions currently available in their department.

During your appointments with department managers, emphasize your
knowledge and interest in their organizations.

Always follow up all interviews with thank-you letters, phone calls, and, when
appropriate, Résumés that have been revised based on information and
suggestions provided by managers.

Even if managers have no positions available, once they have had a personal
interaction with you, they may think of you the next time they have, or hear of,
an appropriate opening. It is critical to stay in touch with these managers, at
least on a bi-monthly basis.

Many job seekers have used informational interviewing to create new positions
by identifying organizational needs (through the interview, research, etc.) and
proposing these needs be filled with their own skills.

Tips for contacting employers

A. By Phone

When
1.
2.
3.

calling to schedule an appointment, three points should be covered:
Offer a personal introduction.

Identify your purpose for seeking an appointment.

Arrange a mutually convenient time.

REMEMBER

Write an outline or script of what you are going to say on the phone. This will
decrease your anxiety and ensure that you will obtain all the necessary
information. Additionally, you will be perceived as organized and professional.
If you are having problems getting " past the secretary," call before 9:00 a.m.
or after 6:00 p.m. Chances are, the individual you are trying to reach may be
answering his/her own telephone.

If you are calling as the result of a referral, state that person's name early in
the conversation.

Indicate you need only 20 to 30 minutes of the person's time. (Make sure you
adhere to this timetable.)

Express the need for a personal interview as opposed to a telephone conversation.




B. By Letter

As with phoning for an interview, a letter requesting an appointment should include:
1. Personal introduction.
2. Purpose for seeking appointment.

REMEMBER

e Type all letters in business format and double check for good grammar and
spelling.

e Always indicate in the concluding paragraph that you will be calling on a
specific date (usually one week after you mail the letter) to arrange for a
convenient appointment time. (Make sure you adhere to this timetable.)

e Maintain an organized file of all letters.

Step 7. Interview

Getting the interview is the goal of your tools — the Résumé and Cover Letter, and the
outcome of a successful plan of action. It is easy, however, to be so intent on getting
interviews that you neglect to prepare for them. Have you researched the
organization? Are you prepared to communicate what you can contribute? Have you
studied the kinds of questions often asked?

Step 8. Job Offer

"You've got the job!" are the four words job
hunters most want to hear. But what then? Are
you prepared to evaluate the offer to see if it
matches your interests and more importantly
your prioritized work values? Could you turn
down a job offer you felt was wrong for you?
How will you make your decision? Have you
determined what your basic monthly expenses
are so you can see if the offered salary will
cover them and allow you to begin at least a
modest savings plan?

Factors to Consider in Evaluating a Job Offer
Many career professionals suggest that after the interview you review what you
learned about the position and the company.

The Position
o Why is it available?
« How long has it been open?
« What happened to the previous employee?
« What would your specific responsibilities be?
« Are the goals set for the position realistic and attainable?
o Can you successfully perform the responsibilities of the position?
« What is your growth potential in this position?



« Can this position provide bridges to future opportunities?

The Company
o Is the company growing or downsizing?
o Is the company a result of an acquisition or a planned expansion?
« Has this growth affected its profitability? How will it affect you and your position?
o What is the growth potential of the company's products and/or markets?
o What is the company's market share?
o Who are its competitors?
o What is the tenure of its management?
« Does the management team consist of new hires or people promoted from within?
o Does the company have a high retention rate of employees, or do they have a
problem with attrition?

Your Potential Supervisor
« How long has he/she been in this position?
o To whom does he/she report?
o What is his/her growth potential?
« Do you think you can work well with this person?

The Career Centre suggests you also evaluate the following:
« How does the position fit into your long- and short-term career goals?
« Do the daily work activities appeal to you?
o Are your salary and benefit requirements satisfied?
o Is there opportunity for advancement?
« Will you be developing new skills and expanding your experience?
o Are the demands of the job compatible with your lifestyle?
« Can you manage the stress associated with changing jobs/relocating?
 Are the values of the organization compatible with your own?
o Is this employment opportunity a mutually beneficial relationship?

What Job Search Techniques Work?
Your plan of action will include a variety of job search techniques. You should find
those you believe will best help you get the job you want.

1) Networking — Let people know you are looking! Talk to family, faculty, and
friends. Remember - everyone is a potential contact.

2) Cold Calls — This is the old ‘knocking on doors’ technique where you call
companies or go in person to personnel offices to inquire about possible
openings. Using this technique, however, requires careful preparation as you
will leave an impression with every person you meet in the process. You need
to be prepared to interview on the spot.

3) Field Specific Listings — These are job announcements found in professional jour-
nals and newsletters. They are more career specific than those found in daily news-
papers. An increasing number of field specific listings can be found in the Internet.



4) Mass Mailing — Sending out a large number of Cover Letter s and Résumé s is
a common but passive strategy. It is important that you know the odds — for
every 80 letters you mail out you can expect 2 — 4 positive replies. You need to
consider how much time and money you want to spend for this kind of return.

5) Want Ads — This is probably still the most widely used job search technique.
Like mass mailing, want ads don’t always yield a high positive return although
some fields use them more regularly than others. A better use of newspapers is
often for the information you can gain about an area through its news.
Subscribing to a paper in a city or state where you hope to work in can be a
useful strategy if you plan to relocate.

6) Career Fairs — Come and meet employers to network and position yourself for
a later application.

7) Experiential Learning — These include opportunities such as internships,
volunteer work and even student employment in your field of interest. More and
more employers are looking for people who already have experience or related
experience in their field and some have begun to hire only from their intern pool.

8) Luck and Chance — Don't underestimate the power of fortuitous circumstances!
Lucky people, however, are frequently those who know how to maximize their
good fortune by actively researching their field of interest to learn ways they
might position themselves to be in the right place at the right time.

Should You Keep A Record of Your Search?
Absolutely! Develop a file system, keep a notebook! Keep track of the names, addresses,
and phone numbers of your prospects. Record the dates of every contact you make. This

will help you stay organized and create a history your search that may later prove
helpful.

SUMMARY
Your ultimate goal is your new job. Following are the basic steps in the job search
process:
« Establish your career objective
o Self-assessment
= Personality
= Aptitude / Interests
= Values
Identify personal skills and abilities
o Career exploration
» Researching career types
= Researching industries
= Researching geographic locations
= Understanding the career requirements
o Career preparation
= Academic — major, classes, projects



= Extracurricular — activities, clubs, leadership, sports
» Experience — work, internships, volunteering
Prepare job search tools
o Résumé
o Cover Letter
o References, letters of recommendation
Find hiring companies
= Building and activating a career network
= Utilizing employer research materials
= Job fairs /Want ads, etc
Secure the interview
o Make contact
o Request and confirm interview
Interview
o Prepare for the interview
o Phone interviewing / Company-site interviewing
Offer
o Post-interview follow-up (thank-you letters, phone calls, etc)
o Job offer negotiation
o Accept and begin new job!
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