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Improving your chances

Looking for a job can be hard work. However determined
you are, it’s easy to feel discouraged sometimes.

But there are small changes you can make to your approach to
help you stay confident and continue to do well in your job search.

A positive attitude will keep you motivated, so you can find better
opportunities and make a strong first impression with employers.
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@ Ideas for job search goals: ‘ at the end of
each day”

* How much time will you spend doing job searches?
* How many jobs do you want to apply for each week?
* How many companies will you make contact with?
*  What new things do you want to learn to help your job search?

* Do you want to get training or find a volunteer position?

Use the ideas in this booklet to think of specific tasks you want to achieve.



Set yourself job search goals

If you have clear goals to work towards, it’s easier to stay
focused and recognise the progress you’re making.

Having job search goals and a plan for achieving them improves
your chances of finding work. Putting a routine in place helps
with this and can keep you motivated.

A system for organising all your job leads, contacts and
applications will help you track your progress. Some people
have a notebook or a file on their PC, while others use website
tools or a smartphone app.

@ Free online tools:

Create an Action Plan on the National Careers Service website
to help you choose and break down your goals. You can set one
up in as little as 30 minutes. Visit: & bit.ly/jobgoals

Print off templates from the Career Coach website for an instant
way to plan your week, review your progress and keep track
of applications. Visit: & bit.ly/searchplan

Websites like & jibberjobber.com offer a range of tools
for organising your searches and a basic account is free.

Top tips:

Major goals can be overwhelming,
so break them down into smaller
ones that will gradually get you
where you want to be.

Set daily, weekly and monthly
goals and write them down
(this makes it more likely
you’ll achieve them).

Choose goals that are within

your reach, such as ‘I will research
ten target companies this week’

- rather than things you can’t
completely control, like ‘I will

get a job’.

Decide how long you’ll spend on
different things and set aside time
to do them. Be realistic with your
timetable. Good quality applications
can take longer than you might
think - at least two to three hours.

Reward yourself when you achieve
your goals. Small successes are
worth celebrating because they
contribute to your overall aim.


http://bit.ly/jobgoals
http://bit.ly/searchplan
http://jibberjobber.com
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R bit.ly/internethelp


http://bit.ly/internethelp

Set aside time to
learn about job seeking

Finding a job requires strong job search skills as well as time
and effort. There’s an art to the way you manage the process
and present yourself in CVs, applications and interviews.

The good news is that these are skills you can keep learning and
developing as you go. Seeing your job search this way - as techniques
that can be mastered with a bit of patience and practice - will help
you stay confident and motivated.

Try setting yourself a goal of learning something new each week.

R careersavvy.co.uk

R theworkbuzz.com

R learnist.org

R howstuffworks.com

R myworldofwork.co.uk A bemyinterviewer.com

work in progress.

sign-up for

search engine.

profile and
privacy settings.

R sociallyclean.com


http://sociallyclean.com
http://careersavvy.co.uk
http://theworkbuzz.com
http://learnist.org
http://howstuffworks.com
http://myworldofwork.co.uk
http://bemyinterviewer.com
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Widen your list
of target jobs

A solid job search is based on knowing three things:
what you want, what you’re able to do and what there’s
demand for in your local area.

If opportunities aren’t coming along often enough it might be time
to review your target jobs and consider other types of work. Make
sure you’re not limiting yourself - spend time exploring what’s
possible and what you have to offer.

You could also think about seasonal work. It’s a good way to try out
a new location or type of job without too much commitment. It also
means you can avoid long gaps in your work history while you look
for something more permanent.

R bit.ly/skillscheck

R bit.ly/cvtypes

R seasonworkers.com R leisurejobs.com

what’s in demand

Look beyond job titles

change of direction.

short-term
compromise


http://bit.ly/skillscheck
http://bit.ly/cvtypes
http://seasonworkers.com
http://leisurejobs.com




Look further than
online job listings

Many people start their job search with the internet as it can
make finding, sorting through and applying for jobs a lot easier.

But if you rely on job boards alone you’re probably limiting your
chances of finding work.

Not all jobs are posted on job boards and listings can be out of date.
Because most people search for work this way, there can be more
competition for jobs.

It’s usually best to combine an internet job search with other ways

of looking. In fact, many jobs are never advertised at all, so it helps
to do other things too, like targeting companies you want to work for.

R bit.ly/wheretolook

R bit.ly/findajobfair

R bit.ly/searchwithlinkedin

11

searching in other
places.

building up
contacts

list of companies

social media

Build relationships


http://bit.ly/wheretolook
http://bit.ly/findajobfair
http://bit.ly/searchwithlinkedin
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g@?ﬁ Making your CV digital

It’s a good idea to have a special version of your CV for online applications. Electronic
CVs are often scanned by information-seeking computer programmes (called Applicant
% Tracking Systems) and these decide whether you should be short-listed.

To help them pick out the right information, make sure you:

* use both nouns and verbs for keywords e.g. ‘sales’ and ‘sell’

* use standard fonts like Arial or Times New Roman (no italics or bold print)
* avoid putting bullets, tables and borders in your CV

* submit your CV as a plain text document.

This advice is just for digital CVs. You can still use bullet points to improve the
look of CVs you are printing out. For more guidelines visit: & bit.ly/getpastATS

.


http://bit.ly/getpastATS

Change your CV every
time you apply for a job

Once you have a CV it’s tempting to leave it alone and get
on with finding a job.

But employers want to see how your skills and experience fit with their
specific job. Showing why you want to work for them will also help you
stand out from the crowd.

Always take the time to do your research, and tailor your CV for each
job you apply for. This is one of the most important things jobseekers

can do. It often makes the difference between a good application and
one that gets lost among others.

@ Free online tools:

For CV tips and examples visit: & bit.ly/cv-how-to

For a free recruitment company guide to help you perfect
your CV visit: B bit.ly/freeadviceguides

from
employers @

Top tips:

Employers don’t want generic CVs
or application forms. Focus on giving
them information that’s relevant to
the role you’re applying for, even if
it means taking out other points.

Include as many keywords from
the job description in your CV as
you can. But don't just list them
- work them into details of your
experience and achievements.

If there’s no job description look
at similar roles and job profiles
online to find keywords.

Sources include the National
Careers Service website and

R prospects.ac.uk

If your CV was created by a third
party or with an online tool then
make some changes, so it doesn’t
look like everyone else’s and your
personality comes across.

Do your research - look on the
company website and in news
stories before you apply. Use
your cover letter and interview
to show you understand the
business and what you’ll be
expected to do.


http://www.prospects.ac.uk/
http://bit.ly/cv-how-to
http://bit.ly/freeadviceguides
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Top tips:

* Try not to take setbacks personally.
Employers have a picture in their
head of who they’re looking for,
and sometimes small things can
keep you from getting short-listed.

* Always ask for feedback after
you apply for a job or go for an
interview. Keep track of when you
need to follow up with employers.

» If you can’t get feedback from an
employer, try asking your friends or
family to look at your applications
and practise interviews with you.

V7
@ Get support:

Use the Horsesmouth website to find a mentor, whether you * Don’t avoid applying for jobs

want advice or just a friendly ear. Visit: § bit.ly/jobsearchmentor you know you can do, just because
you haven’t been successful in

Jobseeker forums like UK Job Forum cover topics such the past. It’s a natural reaction

as CV advice, job seeking and finding local jobs. but could cause you to lose out

Visit: R bit.ly/jobseekerforums in the long run.

For job clubs in your area ask your local jobcentre, * Become a volunteer to gain

library or college. experience, build your confidence

and feel valued. Volunteering can
increase your chances of finding
paid work too. Find opportunities
with Do-it: Volunteering Made Easy.
Visit: B bit.ly/volunteeringoptions



http://bit.ly/jobsearchmentor
http://forums.learnist.org/
http://bit.ly/volunteeringoptions

Set daily, weekly and monthly goals Don’t limit yourself to job sites - try
and reward yourself for achieving them. networking, job fairs, recruitment

Plan when and where you will carry agencies etc.
out job search activities. Use social media as part of your search,
especially LinkedIn.

Have a system for organising your job search. -
Research and target companies you want
to work for.

nb seareh methods, T ot difterent _Improveyourtools

job search methods. — -

Sign up for newsletters, digital magazines Ptan howyou willitailoryour CVito each job. -

and blog alerts. Have a digital CV for online applications. -

Practise interview techniques regularly. - Make sure your social media profiles are
‘employer-friendly’.

Check your target jobs are realistic. -

Consider a change of direction if your

Getswpport
volunteering opportunities. | Joinajobsearchclub. |

The Department for Work and Pensions is not responsible for the contents

or reliability of external websites and does not necessarily endorse the views
expressed within them. Listings should not be taken as endorsement of any

kind. There are many other websites that offer advice and support for jobseekers.
We cannot guarantee that links will work all the time and we have no control
over the availability of external websites.

Look inside
for help
putting these
into practice
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