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1 -- The New Economy
At the end of 2009 the official unemployment rate in the United States reached 10 percent. This is a nice round number but it does not come close to describing the real jobs situation in the U.S.
Government figures show that 15.3 million people were out of work as of December 2009. Left out of the official totals, however, are other groups of would-be workers.
According to the Bureau of Labor Statistics, we also had 2.5 million people who were marginally attached to the labor force. These are individuals who were not in the labor force, wanted work, were available for work and had looked for jobs sometime during the past 12 months. They were not counted as unemployed because they had not searched for work in the four weeks before the survey.
Among the marginally attached were 929,000 discouraged workers. Discouraged workers, says the Bureau of Labor Statistics, are defined as people "not currently looking for work because they believe no jobs are available for them."
If we add the officially unemployed with the marginally discouraged we come up with 17.8 million people -- that's 12 percent of the civilian labor force.
The bottom line: There are huge numbers of people out of work, including almost a million who have largely given up.
But you don't have to be out of work and you don't have to be discouraged. It's rough out there, but it's not impossible. If it's true that 12 percent of the workforce is unemployed, it's also true that 88 percent have jobs. In a huge, vibrant and shifting economy there ARE job openings -- the trick is know where to find them and how to get them.
2 -- How To Beat The No Job Blues
When it comes to jobs and employment these are lousy times for many people. The big question is this: How do you defend your interests?
10,000 Lawyers
I meet a lot of people who tell me they’re waiting for the right job or the right dollars. Good luck. In most fields those days are gone. Think about the 10,000 people who -- according to the New York Times -- have been laid off from law firms. If attorney’s can’t work then times are really hard. (See: A Study in Why Major Law Firms Are Shrinking, June 5, 2009)
Get Work Strategies
Stop looking and start acting. No job is going to come to you in today’s environment. You have to get out there every day to check the classifieds, the online sites and the notices in local shopping centers. Speak with friends and family, folks in your field, people you know through clubs, religious congregations, schools, etc.
Make Getting A Job Your Business. If you had a job you would work 9-to-5, or whatever hours are appropriate in your field. Apply the same standard to your job hunt. Make getting a job your business.
Work For Free -- At Least At First. Someone we know worked for weeks on end without pay in various kitchens in New York until he found the place that would work best for him. In the restaurant world it’s called trailing and it’s a good way for would-be employees to see workplaces as they actually function -- and for employers to see if someone has the skills and personality to fit. Three years later he manages a large restaurant and has an office, a staff and frequent offers to go elsewhere. Look also for internships, externships, and OJT -- on-the-job training.
Go Where The Jobs Are. Go to conferences, lectures and meetings where you can mingle with people in your field. Remember that a lot of jobs get filled on the basis of personal recommendations and knowing that a spot is open.
Go Where Others Won't. If you can’t find a job in your field, look elsewhere. Be willing to work at night and on weekends. Be willing to commute. Be willing to do the dirty work. Such jobs may not be what you want but they offer two valuable benefits: They bring in dollars today and they may open unexpected opportunities.
What about happiness? Isn’t that important. You bet. Unfortunately the economy has eroded to the point where eating on a regular basis and living indoors are concepts which need to come first. Not happy thoughts, but part of the new reality.
Lastly, regardless of your job situation always remember that you have value and worth as a person. Most people have gone through tough times at some point in their lives. It’s okay. Today may be hard but tomorrow is another day. Don’t give up, don't drop out and don't quit. Start somewhere, even if the job you get now is not what you want.
3 -- How To Get The Best Jobs Online
The Internet is awash with job sites, many claiming to have millions of jobs, or the "best" local jobs or the jobs you really want in a given field or profession.
There's some truth to these claims. The Internet has made the process of finding a job very much faster and easier than in the past if only because so many options are available. That said, going online to find a job is not a sure thing; as a job seeker you have to do your part.
Setting The Right Criteria
The first step toward successful online job hunting is to figure out what you really want to do. What is the right job description? What are the buzz words that an employer would use to find someone like you? Make lists of the right words and terms because you'll need to use them as keywords when you search for a job.
Next, what about a job title? What do we call people who do what you do? This is important because we pay people differing amounts depending on their titles, even though their actual job skills and responsibilities may not be much different or different at all. The classic example concerns people who want to be freelance writers, technical writers and consultants. These are terms without any standard definition, but it’s likely that the freelance writer is paid least.
Is there a company that’s especially attractive to you because of the work it does, the location, folks who work there, the pay scale, benefits, etc? If you have a particular company in mind you might want to check their website to see if they have an online job application.
Location is a key issue. Long commutes are tiring and can be expensive in terms of gasoline, fares and tolls. There’s a real value in “living above the store” -- or as close to it as possible.
If you can telecommute then location becomes an issue in a different sense: If you can work at home then by all means work where you want -- the city, the country, the mountains, by the sea, whatever.
Pay, of course, is crucial. You want what you’re worth. Notice that what you “need” does not concern employers. What’s important to them is to get the best possible person for the least number of dollars -- which in some cases may mean paying more to land the right person.
In addition, you want benefits. The most-important is health insurance because a quick trip to the hospital can cost thousands of dollars. If health coverage includes dental and optical, so much the better. Other major benefits include vacation time, life insurance, severance pay, sick leave, disability leave, personal leave and retirement contributions. If you can get all of these you’re in luck -- employers have been cutting back on such benefits for the past decade, but you can still find such packages, especially in government positions.
Keywords
If you look at print newspaper classifieds you can see that they're static, arranged in a set order. If you don’t see a listing because it's filed in some obscure location or you missed the paper that day, you lose. Online the deal is different, job sites have a search function which allows you to search by keyword and location.
Try different searches using different combinations of keywords and see what results come up. As you do this write out on paper the keywords in the ads which seem most attractive, then search using the revised or expanded list of terms.
Examples:
Wisconsin, computer, technician, full-time, part-time, nights, weekends
secretary, full-time, Englewood, administrative, assistant, administration
machine, machinist, Tampa, tool, die, fixture, mold
editor, full-time, part-time, technical, writer, journalist, telecommute
mechanic, garage, dealer, used, new, car, truck, Dallas
dental, Miami
The more keywords you use the smaller your likely list of responses. This may be good in the sense of narrowing your search to a few hits, however you may also be missing good opportunities which do not include all of your keywords. To overcome this problem conduct a variety of searches, some with a few keywords and some with a longer list. Play with online systems to get the best results.
4 -- How To Write Your First Resume
No resume is easier to write than the first one -- and no resume is harder to write than that first specimen.
A first resume is easy to write because there’s very little to note. You don’t yet have a work history, or much of a work history.
On the other hand, a resume can be enormously difficult to write because when you start out you don't have a lengthy list of job titles and credentials. But no matter, we all started somewhere.
A properly-written and packaged resume is a chance to break new ground, to stand out, to get ahead. Here’s how to do it.
Step 1: The absolute #1 goal of any resume is to have employers get back in touch. For that reason the top of the resume should include your contact information in clear and concise language.
Step 2: You could, if you want, include your age, marital status and the number of children you have, if any. However, it's against federal law to base employment decisions on such issues as age, gender, race, religion, national origin, marital status, pregnancy, possible military deployment or disability. There are also various anti-discrimination standards at the state, county and city levels.
The view here is that you should not include information on a resume which may open employers to claims of discrimination.
Step 3: What is your work experience to date? This may seem strange given that this is your first resume, but it’s possible that you have experience on a part-time basis, during summers or with internships.
Important: Never lie on a resume. Factual misstatements can be grounds for instant and immediate dismissal, not just today but years from now. Never claim to have a degree if it’s not true. Never claim veteran’s status if that's not true. Never claim that you have a certificate. award, honor or accomplishment if it’s not true. Always expect employers to verify all claims -- and be prepared to document each and every one.
Step 4: What is your educational status? As this is your first resume it makes sense to list high school, college and technical training. Future resumes will gradually drop off the older and less important references.
Step 5: What are your honors and accomplishments? Everything counts, from becoming an Eagle Scout to being in the high school band or on the football team.
Step 6: Include your references. Important: Before using references, first contact those who can vouch for you and ask permission to use their names so they won’t be surprised when someone asks about you.
Good reference sources include local doctors, friends of the family, military advisers, teachers, government officials, and college professors -- in essence, anyone with credibility who can speak well of you.
Alternatively, for reasons of privacy and because not every resume will be accepted, you may wish to simply state that References Are Available Upon Request. In this case, have references prepared and ready to respond to employer inquiries.
Step 7: Design your resume so that it’s easy to read. Use a spell checker repeatedly. Read your resume out loud to find typos and poor wording. Have someone else read your resume out loud. Be sure it’s easy to read and fully understandable.
When you print your resume use a paper with a heavy stock. Stationery stores sell such paper and envelopes in small quantities and at little cost. Plain white paper is fine, though an ivory color is also acceptable. Pink, yellow, blue, dark gray, puce, etc., are out.
No doubt people still send resumes through the postal system, but in today’s world of email and websites the odds are that many jobs will require you to send a resume electronically.
So, no problem, no fuss, no cost. Here’s how:
Go to OpenOffice.org.
Download the latest edition of Open Office. It’s free, it’s powerful and it includes programs for word processing, spreadsheets, databases, etc.
Open Office has a series of resume templates which can generally be used without cost. See if you want to use any of the templates to organize your work. Be sure to see if there's a cost or restriction. Press here to go to the resume collection.
Write your resume.
Save it in a “doc” format using the Microsoft Word 97/2000/XP setting. (When you press “save as” a box will come up -- look at the “save as type” options.)
Once the resume is saved, look at the top of the screen. Just below “View” and “Insert” you will see a little icon with a touch of red. Press the icon and your resume will be saved as a PDF document.
To submit electronically you typically must attach your resume to email or upload it to an employer’s job page.
Why send documents in a PDF format? The formatting will be preserved and everyone can open PDF documents, so there are no software or program issues. Of course, if an employer specifies that they want resumes in a “doc” format that’s fine -- you also have the resume in that format as well.
Be certain as you update your resume that you also save it again as a PDF file with each revision.
5 -- A Sample Resume
Below is an example of a sample resume. Notice that it includes nothing fancy or formal, nothing strange or distracting.
Peter G. Miller
15 JobToe.com Drive
Hyde Park, NY 12500
240-555-5555 (Cell)
Peter@JobToe.com
December 10, 2015
WORK EXPERIENCE
Sales intern, marketing department, Blatchford, Inc.
Admissions office, part-time September 2008 through June 2010.
Clerk, part-time, Waggoner's Produce, September 2009 through June 2009.
Radio technician, WDAK, September 2008 through June 2009.
EDUCATION
Dawkins University, Glompus, NY. BA degree in business administration with a minor in economics, June 2010.
John F Kennedy High School, Glompus, NY, graduated June 2006.
HONORS, AWARDS & ACTIVITIES
President, Economics Club, Dawkins University, 2010.
Tennis Team, Dawkins University, 2009, 2010.
Freshman Council Representative, Dawkins University, 2006-2007.
Employee of the month, Waggoner's Produce, June 2009 and June 2010.
President, Drama Club, John F. Kennedy High School, 2006.
Tennis Team, John F. Kennedy High School, 2003-2006.
REFERENCES
Dr. Molly Pitcher
2020 Heathcoat Lane
Glompus, NY 125006
502-555-5500
LTC Gary Jones
U.S. Air Force
5937 Blebbin Court
Cedar Falls, NY 12004
502-555-5533
Prof. Wally F. Binster
Chairman
School of Business
Dawkins University
3992 Campus Lane
Glompus, NY 125001
502-555-5522
6 -- How To Write Your First Cover Letter
A resume without a cover letter is like a plane without wings, it just won’t fly.
The purpose of a resume is to provide a brief, accurate and dull accounting of dates, accomplishments and references, a checklist of who you are and what you’ve been doing.
That’s fine and appropriate, and it’s also necessary because resumes are important to employers. Resumes provide a way to quickly sort through job candidates, to narrow the field.
You want to be part of that smaller group of candidates -- but you also want to shine.
A resume is incomplete. It tells us something about you in a historical sense, but it doesn’t say much about interests, values, motivations or perspectives. It doesn’t say why you want the job or why you’re better than the next person.
In a tough, competitive world you have to stand out. As adults we keep score and there are penalties for not competing. Going for a job is not the time to be shy, embarrassed, uncertain or unsure. While a resume documents your details, a cover letter let’s you shine.
Step 1: Find the right person to contact. The right person may be someone in human resources, a company official or the supervisor looking for a new employee. No matter. You have to get the right name with the right spelling. You need the right address including the correct ZIP code.
If you know the person to contact, so much the better. You can often check names and spelling online. With big companies, the company operator (dial “0″ if there’s a phone tree) can often be helpful.
In other cases you can call the company and simply ask for the name of the person who heads human resources and ask for the individual’s mailing address -- remember, it may be different than the company’s main office or work site.
Be aware that in some cases companies do not want to give out specific names. The reasons usually concerns privacy and security. This is a problem in the sense that you do not want to send a letter to a blind address if it can be avoided. The solution is to call the human resources office and ask if you can address your letter to a specific individual -- sometimes staff members will be helpful.
Step 2: Educate yourself. Find out about the company with an online search. What are their latest products and services? Where do they have offices and facilities? What does their web site say about them and their self-perceptions? Do they have interests in charities? Local community events? A unique tradition? Big losses? Layoffs?
Visit: http://www.smashwords.com/books/view/10393 to purchase this book to continue reading. Show the author you appreciate their work!