The Jobseeker
The Impact of Unemployment
When you first become unemployed, it is bound to be a shock.  You may well even feel a sense of relief, even euphoria, that you are free, perhaps for the first time for years, from the daily routine.  At this stage many people feel that a new job will soon turn up.  But unless you make a proper plan, the new job is not very likely to emerge.  Optimism can then gradually turn into aimlessness and depression.

Even with the discipline of a serious job hunting plan, you will probably feel some depression at times, especially to begin with.  Recognising that this is likely may help you cope, to acknowledge your situation and adapt realistically to it.

What to do when you become Unemployed

Make sure your employer gives you your Income Tax form P45.  Take this with you when you visit your nearest Unemployment Benefit Office.


Go to the Unemployment Benefit Office on the first possible day to claim benefit.  You could lose money if you delay.  You will find the address in the telephone directory under 'Employment Department' or 'Unemployment Benefit Office'.  Even if you do not qualify for benefit you may be entitled to have National Insurance Contributions credited to you while you remain unemployed and available for work.  The Benefit Office will, in most cases, also be able to check your tax position.  If you have paid too much tax they will send you a refund with your final payment of benefit or after the end of the tax year, whichever comes first.


The Department of Work & Pensions will also advise you if you have any queries about your entitlement to redundancy payment.


See your Bank Manager. Explain what has happened and ask for advice about investing any lump sum you may have received.


If you have a mortgage on your house, go and see your Building Society to talk about rescheduling your payments.  They will usually be sympathetic if you are totally frank with them, but don't wait until you have fallen into arrears.  The same applies if you are buying any major items on hire purchase.


Go and see the Housing Department of your Local Authority to ask about housing benefits.


If you have a son or daughter at University/College contact the grants department to ensure you are not going to contribute too much in the year.  If your annual income is now likely to drop by 20% or more, you can ask to be assessed on a current year basis.  For this you should contact your Chief Education Officer.

Job hunting is a skill which few of us have to practise very often and, like any skill which is not used, it can get rusty.  But job hunting techniques can also be learned and brushed up.

What can you Offer?
We suggest you start by analysing your skills and abilities and listing information about yourself.  You can do worse than using a format on the lines of that overleaf.  Take a large sheet of paper.  In the left-hand column record details of your education and training, employments and leisure activities.  Then against each entry record the information gained by answering the questions printed at the head of the columns.  Check that you have included everything.  The exercise, if done properly, will take longer than you suppose.  The result will not be a CV but a data bank of information.  This will be drawn upon to extract the information relevant to a particular vacancy.

What do you Want?
You must then list what you need and are looking for, consider:


Job Content
Note the functions you know well and the tasks you are experienced in carrying out.


Status
What level of responsibility are you aiming for?  Are you more interested in personal performance or in administration, management and leadership?  Do you want to practise a specialism, perhaps to act as a staff adviser or to be a manager with line responsibility?


Salary
*
What is the minimum you need to keep up important or essential aspects of your lifestyle?

*
What are you realistically hoping for?


Location
Discuss with, and consider the needs of your family who will be affected by any decision you might make on moving home.


Prospects
How ambitious are you?  How hard are you prepared to work at furthering your career?  (For instance, are you the sort of person who would move home if your firm offered you promotion, and how good would the offer have to be?)

It is important to be realistic about your prospects and the length of time it can take to find a new job in the current state of the market.  You may, for instance, have to make very many applications before you get an interview or job offer.  But while being realistic and frank with yourself about any weak points, make sure you also recognise every possible asset you can offer a prospective employer.

Often something which looks at first glance like a weakness is in fact a strength.  Remember that age means experience and can be a strong selling point with the right employer.  And while doing a highly specialised job for a long time with the same company may not be a recommendation to an employer looking for a broad all-round experience, to an employer in the right line of business, this background may be worth its weight in gold.  Remember your strengths are your selling points.


Getting organised
Getting a job can be a full time job in itself, so you need to be well organised.  Think of the following:

Stationery
Ensure you use good quality paper and envelopes.  Remember even a top quality product gains in appeal when it is well packaged. Most job applications are now made online so ensure you have email/internet access.

Typing
Count on the likelihood that the person who receives your correspondence will be short of time.  He/she will assimilate more information if you type using normal font styles.

Records
You will be surprised at the delays which sometimes occur before you receive a reply or an invitation to interview.  Don't expect to rely on your memory - maintain a record on the lines suggested.

Communication
Recruiters will want to reach you at unreasonably short notice.  Ensure you can be contacted 24 hours a day.  Brief/train your family to provide an efficient call-answering service.

