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About the Book

Whether you are looking for your first job, a new job, or a whole new career, you can’t afford to start your search without focused preparation and planning. To succeed in your search, you’ll need a firm grasp of how the job market works today – and an informed, professional approach.

Manage Your Career is a one-stop resource that gives you all the professional guidance and advice you need to win that job. It will boost your self-confidence and help you tackle your job-search with enthusiasm, optimism and commitment.
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‘One can’t believe impossible things,’ said Alice.

‘I daresay you haven’t had much practice,’ said the Queen.

‘When I was your age, I always did it for half-an-hour a day.

Why sometimes I’ve believed as many as six impossible

things before breakfast.’

Alice in Wonderland – Lewis Carroll
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Introduction

‘Distance doesn’t matter; it is only the first step that is difficult.’

Marquise du Deffand

You are probably reading this book because you’re actively looking for a job or perhaps thinking of doing so.

Job hunters come in different guises, their career moves a haphazard process often caused by negative events. On a positive note, you may feel dissatisfied with your current promotion prospects or maybe your employer hasn’t recognised your worth in terms of pay and benefits. You could be simply bored with the same routine or feel you’ve been in the wrong job for years and want to do something new. Perhaps your health has deteriorated and you need something less physically demanding. However, you may have no choice in the matter as change is being forced on you because of redundancy. You may be a school leaver or a graduate looking for your first job, or someone who is seeking their next job as part of a well laid out career plan.

Why do you need a book such as this to help you find a job? If your need for a career move has been brought about by one of the negative events mentioned above, then very often these can cloud the issue, making it difficult for your approach to be rational and decisive without professional support.

Successful job-hunting, like anything in life, can only be achieved if you are prepared to work at it. Job-hunting is often said to be a lonely experience, so to set out on your own, without the benefit of professional support and advice, is to risk encountering ongoing rejection and disappointment that may lead you to simply abandon your search before a job is found.

Looking for a new job or a change of career is full of pitfalls for the inexperienced. If you have not been in the job market for some time, your job search skills will have become blunted.

Of course this book won’t get you a job – only you can do that – but by taking onboard the advice it contains you stand a much better chance of succeeding.

As the author of this book, my own career takes in 25 years’ experience of recruitment and selection as part of a broad human resources background, together with outplacement, career counselling and consultancy. During this time, I have handled countless CVs, conducted thousands of interviews and given face-to-face career advice to a great many people.

This experience leads me to conclude that a large number of those in pursuit of their next career move have little or no understanding of the job market, or of what is required to secure a job offer. For these people their job search will be a hit-and-miss affair, often full of disappointment. But take heart – the purpose of this book is to provide you with the professional support you will need to succeed in the job market.

The first part of this book provides support for those who have found themselves in the job market because of redundancy by helping to put the feelings you may experience into perspective. However, Chapters 4 and 5 should be read by everyone, since they focus on the importance of self-assessment and the understanding of your skills and strengths as part of the job-search process. Part Two of this book features job search topics which are wide-ranging so that every possible method for securing a new job is explored and evaluated.

‘Nothing we ever imagined is beyond our powers, only beyond our present self-knowledge’

Theodore Roszak
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The Importance of Positive Thinking

‘Nothing great was ever achieved without enthusiasm’

Ralph Waldo Emerson

There is a great deal to be said for the power of positive thinking and nowhere is this more important than in the field of job search. Optimism can help you to be happier, healthier and more successful. Pessimism leads, by contrast, to hopelessness and failure and is linked to depression, loneliness and painful shyness. Your abilities do count, but the belief that you can succeed affects whether or not you will.

Optimism and taking a positive approach to your job search helps to keep you in control. If a pessimist fails to secure interviews he will say to himself ‘I’m not good enough’ or ‘I never seem to get anywhere’. Pessimism is all about blaming yourself when things go wrong, assuming fate has dealt you another blow. Negative thoughts spell gloom and doom, they sabotage confidence instead of offering support and encouragement, so you don’t seek advice because you assume nothing can be done. The optimist will look for other reasons and will bounce back with a fresh approach; is much more inclined to act quickly, look for solutions, form a plan for action and reach out for advice. When things do go right, the optimist will take credit while the pessimist sees success as a fluke.

Pessimism is a hard habit to break – but it can be done. Positive thinking leads to positive action – and reaction – so setting out to take full control when you’re looking for a job is essential.

It is equally important that you have confidence in your own personal worth. If you have a poor self-image you are much more likely to have negative attitudes, and therefore to encounter failure.

Constantly comparing yourself with someone else who may be better qualified or superior in skill can diminish your sense of self-worth. For example, telling yourself ‘I’m just a sales representative’ or ‘I’ve only got three O-levels’ will destroy your self-confidence.

As with positive thinking, you can change your self-perception. You are who you are, so set out to make the most of your individuality.

Begin by focusing on your strengths and not your weaknesses – in other words accentuating the positive. Give yourself credit for your achievements and the skills and experience you have acquired. This should boost your motivation and improve your self-confidence. Next, picture yourself full of confidence and succeeding. This is not as silly as it may sound. Constantly imprinting this picture on your subconscious will affect your attitude to life; you should begin to feel more confident with a strong desire and expectation to succeed.

Negative thoughts will hold you back, so why not change them? When things go wrong, write down your negative thoughts – this can help to bring things out into the open and often acts as an emotional safety valve. Tell yourself you can dispel these thoughts by reacting differently and focusing on positive action and reaction. Of course there are no guarantees, but by giving yourself a chance you have everything to gain.

There are obviously going to be times when a confident attitude is difficult to sustain. Recruitment is a very competitive business and the employer holds most of the cards. There are going to be times when you know you gave the best interview of your life but the employer sends you a short impersonal letter informing you that they have offered the post to a more suitable applicant; or a search and selection consultant contacts you to discuss a job you feel particularly well qualified for and you wait several weeks, only to be informed that the employer no longer wishes to fill the job.

To succeed, you must know how to handle rejection and bounce back. Of course it helps to know what may have let you down, and some employers and consultants are particularly helpful in providing invaluable feedback, but it is important not to dwell on this for too long. Think of it as a learning experience and tell yourself you won’t make the same mistake again. Remember to maintain the picture of yourself full of confidence and succeeding.

Before you can get to where you want to be in terms of your job search and career, you need to have goals or objectives. These enable you to focus your will to move in the right direction. Set goals by writing them down and then commit yourself to achieving them. Continually review your list of goals and if you decide one should be adjusted or replaced with a better one, make amendments. Remember, it is important to bring into the picture not only what you can do but also what you want to do. Think about what you like and dislike in your current work: your preferences in the type of work you do, how you work, and the context in which you work.

Finally, it is worth repeating that positive thinking leads to positive action – and reaction. What you expect from your efforts, the evidence suggests, is what you’re likely to get.

[image: image]
“I ALWAYS BORROW FROM YOU BECAUSE YOU’RE A PESSIMIST – YOU NEVER EXPECT IT BACK ANYWAY!”
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Redundancy – Facing Up To The Future

‘Man can be as big as he wants. No problem of human destiny is beyond human beings’

John F. Kennedy

What is Redundancy?

If you find yourself unemployed but with an extended period of notice, in receipt of a golden handshake or if you are dismissed with only a few hours’ notice, it may amount to the same thing – your employer has terminated your employment by reason of redundancy.

Sometimes the word redundant is used to cover the general state of being unemployed. However The Employment Protection (Consolidation) Act 1978 defines redundancy as arising where:


(a) the employer ceases to carry on the business in which the employee was engaged – or closes the place in which the employee was working;

(b) the business ceases to require people with the particular skills of the employee or needs fewer of them to carry out the work.



Remember, employers can apply quite a wide interpretation to this definition, since the reason why they require fewer employees does not affect the employee’s right to be considered as redundant.

The Feelings you Encounter

When the term ‘unemployment’ first appeared in the Encyclopaedia Britannica in 1911, it was described as ‘a condition of being unemployed amongst the working classes’. Clearly this is no longer the case, with unemployment increasingly affecting people whether they are at the top or the bottom of their chosen profession, in all types of businesses and organisations.

Whilst redundancy is much more common today amongst all kinds of workers, the stigma of redundancy is still difficult for many to bear. However, is it really a stigma any longer? My own view is that those in the business of selecting people for jobs no longer view redundancy as something to be ashamed of. They accept it for what it is; something that affects a large part of the working population – not just because of a downturn in the economy, but because of the rate of technological change and other factors.

If change is being forced on you through redundancy, then looking for a job can often be traumatic. It can be threatening, worrisome, and one of the testing times in life which ranks very highly as a personal stress experience. For many, redundancy is experienced as rejection, and rejection cuts into our sense of self-worth.

People do vary in temperament, but there are two views of redundancy which seem to predominate. The first is that redundancy is like bereavement; akin to the loss of a close member of the family. The second view reveals the value which society has made us place on our work. To lose one’s job is to lose one’s self-respect and to feel ashamed.

If you have lost your job because of redundancy, it is important for you to take responsibility for your situation and your feelings about it. When people recover from the initial shock of redundancy, they may feel optimistic about securing another job and have the situation under control. However, the most important point is to maintain a high degree of optimism throughout your job search and to face any unpleasant emotions head-on. It is worth recognising that there are already enough difficulties in carrying out your search for a job, without adding others because of an inability to face up to the reality of your emotions and feelings. Remember, unresolved feelings can seriously stand in the way of rational decision-making.

You may feel anger and resentment and believe that you have been treated badly – there’s nothing wrong with this as long as you allow these feelings to come to the surface. To survive, you must rise above these emotions and feelings. Look toward the future, not backward toward the past. Staying rooted in your anger will not only sap up a lot of energy that you need to utilise to face the future but may also wreck your life. One way out is to find a relative or close friend, someone you can rely on to be honest, who can offer you support together with constructive criticism.

Redundancy can also bring depression – constituted of feelings such as sadness, dejection, apathy or generally being at a low point, particularly when unemployment stretches on. Financial worries often contribute to these feelings of helplessness. To avoid depression it is important to follow the advice about maintaining a positive attitude in Chapter 2, and you will find several other strategies well worth considering later in this chapter.

Making the Best of a Difficult Situation

If you have only recently been given notice of redundancy, you may already be experiencing some of the unpleasant feelings mentioned above, particularly those of anger and resentment toward your employer. You may even be thinking of ‘burning your boats’, so to speak, and telling your boss exactly what you think of him and the company. However, despite the boost to your ego and the short-term feeling of satisfaction this may give you, you would be best advised to dismiss it entirely from your mind.

If you vent your anger on your employer, you will lose their goodwill. It is bound to affect their overall opinion of you and may lead to a less than beneficial comment being passed to any prospective employer seeking a reference. Instead, try to leave your employer with dignity, retaining their goodwill. This approach does have its benefits; for example, if you need time off from work to attend interviews or to carry out research, you will find your employer much more co-operative if you have kept your relationship on an even keel.

If your employer has not offered you the kind of help you think you might need, then don’t be afraid to put together a list of what you require and to ask for their assistance. Even if they don’t meet all your requirements, you may be pleasantly surprised with the help they do offer. Most employers would like to think they had given you some support in securing a new job. Even for those employers who find the subject of redundancy embarrassing, bringing it out into the open

Rights of Redundant Employees


Your Statutory Rights








How to calculate your redundancy payment












Employees nearing pensionable age


Calculating the number of weeks’ pay
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Notice





	Service with your employer
	Notice entitlement



	one month or more but less than two years:
	one week



	two years or more but less than 12 years:
	one week for each year of continuous employment



	12 years or more:
	not less than 12 weeks





Problems you might encounter in obtaining redundancy compensation



Redundancy pay, salary in lieu of notice and tax.








Time off to look for work or to arrange training


Taking Care of Yourself



Personal Finance

A Personal Balance Sheet




Mortgage


Pension arrangements


Investments


Income Tax



Private Health Insurance Schemes


State Benefits














	Freeline Social Security
	–
	0800 666 555


	Benefits Enquiry Line
	–
	0800 88 22 00
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