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HANDLING YOUR JOB LOSS

While some people may see a job loss as a challenge that opens up new opportunities, most associate job
loss with strong negative emotions. It is natural to have some negative feelings (especially at first) after
a job loss, and most people experience them. Some feelings and experiences you may have after losing
your job are:

Loss of professional identity: Professionals identify strongly with their careers. Unemployment can
often cause a loss of self-esteem. Being employed brings respect in the community and in the family.
When you lose your job, you may feel as though you’ve lost part of your sense of self, as well.

Loss of a network: The loss may be worse when your social life has been strongly linked to the job.
Many ongoing “work friendships™ suddenly stop. Old friends and colleagues may not call because they
feel awkward or don’t know what to say. Many don’t want to be reminded of what could happen to
them. Also, when work and social activities mix, such as with company picnics and dinner parties, the
Jjob loss can be hard for all family members who participated in such activities.

Emotional unpreparedness: Those who have never been unemployed may not be emotionally prepared
for job loss and may be devastated when it happens. It is natural and appropriate to feel this way. You
might notice that some people don't take their job loss as hard as you have taken it. They might be more
prepared for this time of uncertainty. Studies show that those who change jobs frequently, or who are in
occupations prone to periods of unemployment, suffer far less emotional impact after job loss than those
who have been steadily employed and who are unprepared for cutbacks.

ADJUSTING

One can start adjusting to job loss by using a little psychology. Many studies have been done on how
to deal with loss. Psychologists have found that people often have an easier time dealing with loss if
they know what feelings they might experience during the “grieving process.” Grief doesn’t usually

overwhelm us all at once; it usually is experienced in stages. The stages of loss or grief may include:

1. Denial — You cannot believe that the loss is true.
2. Anger - You blame those you think might be responsible -- including yourself.

3. Bargaining — You try to “strike a deal” (with a Higher Authority): “If you help me get a
job, I promise never to be late to work again.”
4. Depression — You realize the reality of the loss.

5. Acceptance — You come to terms with the loss and get the energy and desire to move
beyond it. The “acceptance”™ stage is the best place to be when starting a job search, but
you might not have the luxury of waiting until you get to this point before beginning your
search.

It is helpful to monitor your reactions and control any adverse emotions. Although you may well
experience the stages of grief outlined above, they may not necessarily be in the order mentioned. If you
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experience strong negative emotions during these stages, you may need a break from your job search
until you reach the acceptance stage. Most people can function in the earlier stages, as long as they
remain aware of their feelings and are able to keep these emotions from affecting their activities. For
example, if you're still in your “angry” stage, it’s important to understand that expressing your anger
during a job interview could be self-defeating. Following are some tips to keep in mind during the job
search process to keep yourself emotionally healthy and motivated to look for work.

KEEP HEALTHY

Your body will be stressed as the challenges ahead test your strength and endurance. It is important to
keep healthy and in shape. Try to:

Eat properly — Eating right can help you stay healthy. Your appearance and your self-esteem can be
affected by your eating habits. It is very easy to snack on junk food when you’re home all day. Take time
to plan your meals and snacks so they are well balanced and nutritious. Eating properly will help you
keep the good attitude you need during your job search.

Exercise — Include some form of exercise as part of your daily activities. Regular exercise reduces
stress and depression and prevents a sense of lethargy. It can really help you get through those tough
days.

Allow time for fun — When you’re planning your time, be sure to build fun and relaxation into your
plans. You are allowed to enjoy life even if you are unemployed. Keep a list of activities or tasks that

you want to accomplish such as volunteer work, repairs around the house, or hobbies. When free time
develops, you can refer to the list and have lots of things to do.

FAMILY ISSUES

Unemployment is a stressful time for the entire family. Your family may experience adverse reactions
to your job loss, For them, your unemployment means the loss of income and the fear of an uncertain
future. They are also worried about your happiness. Here are some ways you can interact with your
family to get through this tough time.

Do not attempt to endure your problems alone — Try to be open with family members even though
it is hard. Discussions about your job search and the feelings you have allow your family to work as a
group and support each another.

Talk to your family — Let them know your plans and activities. Share with them how you will be
spending your time. Discuss what additional family responsibilities you can take on when your job
search day i1s complete. Add these new responsibilities to your schedule.

Listen to your family — Find out their concems and their suggestions. Perhaps there are ways they can
assist you.




Build family spirit — You will need a great deal of support from your family in the months ahead, but
they will also need yours.

Seek outside help — Join a family support group. Many community centers, mental health agencies and
colleges have support groups for the unemployed and their families. These groups can provide a place

to get ideas on how to survive this difficult period. More information about support groups is presented
later in this chapter.

HELPING CHILDREN

Children may be deeply affected by a parent’s unemployment. It is important for them to know what has
happened and how it will affect the family. However, try not to overburden them with the responsibility
of too many of the emotional or financial details.

Keep an open dialogue with your children — Letting them know what is really going on is vital.
Children have a way of imagining the worst when they write their own “scripts,” so the facts can
actually be far less devastating than their fears.

Make sure your children know it’s not anybody’s fault — Children may not understand about job»
loss and may believe that you did something wrong to cause it. Or, they may feel that somehow they-are
responsible or financially burdensome. They need reassurance in these matters, regardless of their age.

Children need to feel they are helping — Having them do something like taking a cut in allowance,.
deferring expensive purchases, or getting an after-school job can make them feel as if they are part of-the

feam.

Some experts suggest that it can be useful to alert the school counselor to your unemployment so thet
they can watch the children at school before any problems become serious.

COPING WITH STRESS
Stress inevitably will be part of the job search process. Here are tips to help you deal with stress.
Write down what seems to be causing the stress — Identify the “stressors,” then think of possible
ways to handle each one. Can some demands be altered, lessened, or postponed? Can you live with any

of them just as they are? Are there some that you might be able to deal with more effectively?

Set priorities — Deal with the most pressing needs or changes first. You cannot handle everything at
once.

Establish a workable schedule — When you set a schedule for yourself, make sure it is one that can be
achieved. As yvou perform your tasks, you will feel a sense of control and accomplishment.




Reduce stress - Learn relaxation techniques, or other stress-reduction techniques. This can be as
simple as sitting in a chair, closing your eyes, taking a deep breath and breathing out slowly while
imagining all the tension going out with your breath. There are a number of other methods, including
listening to relaxation tapes, that may help you cope with stress more effectively.

Avoid isolation — Keep in touch with your friends, even former coworkers, if you can do that
comfortably. Unemployed individuals often feel a sense of isolation and loneliness. See your friends,
talk with them, socialize with them. You are the same person you were before unemployment. The same
goes for activities that you have enjoyed in the past. Evaluate them. Which can you afford to continue?
If you find that your old hobbies or activities can’t be part of your new budget, perhaps you can
substitute new activities that are less costly.

Join a support group. No matter how understanding or caring your family or friends might be, they
may not be able to understand all that you're going through and you might be able to find help and
understanding at a support group for job seekers.

These groups consist of people who are going through the same experiences and emotions you are,
Many groups also share tips on job opportunities, as well as feedback on ways to deal more effectively
in the job search process. National Business Employment Weekly, available at major newsstands, lists
support groups throughout the country. Local churches, YMCAs, YWCAs, and libraries often list (or
even host) support groups. For information about self-help groups in New Jersey, call The New Jersey
Self-Help Group Clearinghouse at 1-800-367-6274. It’s on the Internet at www.njgroups.org.

Forty Plus is a national nonprofit organization with clubs around the country. It is an excellent source
of information about issues concerning older employees and the job-search process. At the time of this
printing there were no chapters in New Jersey, but both Philadelphia and Manhattan have chapters:

Philadelphia: 1218 Chestnut St., Philadelphia, PA 19107; online: www.fortyplus.org;
phone: (215) 923-2074.

New York: 470 Seventh Ave., Suite 403; New, York, NY 10018; www.fortyplus-nyc.org:
vhone: (212) 947-4230.

KEEPING YOUR SPIRITS UP

Here are some ways to build your self-esteem and avoid depression:

List your positives — Make a list of your positive qualities and your successes. This list is always
easier to make when you are feeling good about yourself. Perhaps you can enlist the assistance of a close
friend or caring relative, or wait for a sunnier moment.

Replay your positives — Once you have made this list, replay the positive in your mind frequently.
Associate the replay with an activity you do often; for example, you might review the list in your mind
gvery time you go to the refrigerator!




Use the list before performing difficult tasks — Review the list when you are feeling down or to give
you energy before you attempt some difficuit task.

Recall successes — Take time every day to recall a success.

Use realistic standards — Avoid the trap of evaluating yourself using impossible standards that come
from others. You are in a particular phase of your life; don’t dwell on what you think society regards as
success. Remind yourself that success will again be yours.

Know your strengths and weaknesses —What things are you good at? What skills do you have? Do
you need to learn new skills? Everyone has limitations. What are yours? Are there certain job duties that
are just not right for you and that you might want to avoid? Balance your limitations against your strong
skills so that you don’t let the negatives eat at your self-esteem. Incorporate this knowledge into your
planning.

Picture success — Visualize positive results or outcomes and view them in your mind before the event.
Play out the scene in your imagination and picture yourself succeeding at whatever you're about to
attempt.

Build success — Make a “to do” list of small, achievable tasks. Divide the tasks on your list and make a
list for every day so you will have some successes daily.

Surround yourself with positive people — Socialize with family and friends who are supportive. You
want to be around people who will pick you up, not bring you down. You know who your fans are. Try
to find time to be around them. It can really make you feel good.

Volunteer — Give something of yourself to others through volunteer work. It will help you to feel more
worthwhile, and may actually give you new skills,
A NEW BEGINNING

As hard as it 1s to be out of work, it also can be a new beginning. A new direction may emerge that will
change your life in positive ways. This may be a good time to re-evaluate your attitudes and outlook.

Live in the present — The past is over and you cannot change it. Learn from your mistakes and use that
knowledge to plan for the future—then let the past go. Don’t dwell on it or relive it over and over. Don’t
be overpowered by guilt.

Take responsibility for yourself — Try not to complain or blame others. Save your energy for activities
that result in positive experiences.

Accept what you cannot change — However, realize that in most situations, you do have some control.
Your reactions and your behavior are in your control and will often influence the outcome of events.




Keep the job search under your own command — This will give you a sense of control and prevent
passivity from setting in. Enlist everyone’s aid in your job search, but make sure you do most of the
work.

Talk things out with confidants — Admit how you feel. For example, if you realize you're angry, find
a positive way to vent it, perhaps through exercise.

Face your fears, and try to pinpoint them — “Naming the enemy” is a good strategy for if relieving
the vague feeling of anxiety. By facing what you fear, you can see if your fears are actually justifiable.

Think creatively, stay flexible, take risks and don’t be afraid of failure — Try not to take rejection
personally. Think of it as information that will help you later in your search. Take criticism as a way to
learn more about yourself. Keep plugging away at the job search despite those inevitable setbacks. Most
important, forget magic — what lies ahead is hard work!

PROFESSIONAL HELP

If your depression won’t go away, or leads you to self-destructive behaviors such as abuse of alcohol or
drugs, ask a professional for help. Many people who have never sought professional assistance before
find that in a time of crisis it really helps to have someone to listen and who can give needed aid.

Consult your local mental health clinics, social services agencies or professional counselors for help for

yourself and family members who are affected by your unemployment. Some assistance may be covered
by your health insurance. If you do not have insurance, counseling is often available on a “sliding scale™
fee based on income.
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GETTING STARTED

Studies indicate that most unemployed people have poor job-seeking skills. The findings show they have
difficulty getting a job because they:

* Do not look for work frequently enough
* Cannot explain their skills to an employer
*  Have poor personal appearance and inappropriate mannerisms

* Are unable to explain problems such as a disability, lengthy unemployment, poor work
history, etc., in the interview

Many of these people probably lack appropriate labor market information. This handbook deals with all
of these issues.

The goal of job-seeking skills training is to teach job seekers how to present themselves in the most
positive way.

Why do we use groups when teaching job-search skills?

1. It saves time. Information can be presented to a group of 15 in the same amount of time it
would take to present it to one person.

N

Each member of the group has different resources and experiences to apply to the common
problem of looking for work.

3.  The range of ideas and experience in a group is greater than it would be in a one-to-one
interview,

4.  People tend to be sensitized to their peers. Their values, suggestions, and praise arc often
more meaningful than encouragement from a non-peer.

5.  Peers can help an individual to correct a distracting mannerism, or to make a difficult
decision.

DO NOT UNDERESTIMATE PEER POWER!
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JOB-SEARCH ACTIVITIES

Looking for a job is difficult and takes a great deal of time and effort. It is important to have an
organized plan. The amount of time you put into the search will partly determine how much time it takes
you to get a job.

You may become tired and discouraged while you are looking for a job, but don’t give up. Keep at it.
Sooner or later you will find employment. The more employers you contact, the greater your chances are
of getting a job. Apply only for jobs you are interested in and for which you feel qualified. The purpose
of this handbook is to provide you with a plan for obtaining and identifying useful information about
yourself and occupations. You will explore and discover your interests, aptitudes, skills and abilities.

You will learn how and where to look for a job, how to fill out an employment application, how to act
during a job interview, and how to keep the job once you are hired.

Helping you secure suitable employment is the overall goal of this program.

The primary responsibility for choosing and finding employment rests with you, the job seeker.

PRELIMINARY WORK
Study Yourself

Before you can deal honestly with the job market, you must deal honestly with yourself. What kind

of person are you? What are your interests? What are your accomplishments? What has given you
satisfaction in the past? What has made you unhappy? How would you like to challenge yourself in the
future?

Now is the time to take stock of yourself. Job search is skill oriented. Your career goals, job satisfaction
and personal fulfiliment are important to you. They may not be important to a prospective employer.

In a job search campaign, you are the product. You are selling your talent and experience. Select your
strongest skills or those most readily marketable. Select specific areas in which you would like to work
and use these to establish your targets. Remember, your skills may be of great value to one company and
of no value to another.

The next few pages include several worksheets created to help you make decisions about your job
search.
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JOB MARKET OVERVIEW

The job market can be broken down into several categories: the visible or published market: the
unpublished market which also includes the hidden job market; and self-employment. The visible job
market constitutes approximately 20% of the available jobs. These jobs are generally publicized through
advertisements and agencies. The larger 75% of the job market is referred to as the unpublished or
hidden job market. These jobs are usually filled without being advertised. They either exist formally or
informally within the network of organizations and people, or are created and tailored for individuals
who can fill an organizational nced. The smallest portion of the job market, self-employment, accounts
for approximately 5% of the market.

You reach the published market by answering ads, using executive recruiters and through direct self-
marketing campaigns. However, you can uncover the possibilities in the unpublished and hidden job
market through personal contact development.

The “Hidden” Job Market

Surveys show year in and year out that 70-80% of the better jobs are acquired through one’s personal
contact network. While these people will rarely be the direct source for a job, they may be willing to
help you by making referrals. This network is best developed by exploring the following:

* Coworkers and former employers.

* Friends, relatives, and neighbors.

* Schoolmates, fellow alumni, and former teachers.

* Professionals such as attorneys, accountants, bankers, brokers. dentists, and physicians.
* Community leaders, political leaders, and club members.

* Fellow members from various religious affiliations.

The people in your contact network will be valuable sources of information. Learn to overcome shyness
and with a combination of determination, honesty, and understanding to expand your possibilities.

Some Additional Approaches

* Run your own ads in trade publications or newspapers.

* Review old files, address books, calendar pads, school records, etc.

* Join clubs and associations, take adult education courses.

* Look over local and out-of-town newspapers for company relocations and articles that
indicate “action” in a company.

* Look in trade publications for articles on industry trends, recruiting ads, etc.

« Study web sites of companies and Chambers of Commerce of various counties.
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SELF-EVALUATION: TAKING STOCK

Take stock of yourself and precisely determine what your positive traits, strong points, and personal
selling qualities are. Some examples appear on the list that follows. Use your imagination as well. List at

least 5 positive qualities you possess.

1.

2.

10.

How can you present these qualities to a prospective employer to convince the employer that you will

make a contribution to the company?

adaptable
capable
conscientious
courteous
educated
flexible
idealistic
moral
persistent
precise
resourceful
stable
tolerant

ambitious
careful
considerate
curious
energetic
friendly
informed
neat
persuasive
progressive
responsible
strong
trustworthy

analytical
competent
cooperative
decisive
enthusiastic
handy
intelligent
optimistic
polite

quick
self-assured
sympathetic
unselfish

artistic
competitive
courageous
dedicated
ethical
helpful
loyal
organized
positive
reasonable
smart
tactful

assertive
confident
creative
disciplined
fair

honest
mature
perceplive
practical
reliable
spontancous
thorough

Write sentences explaining how your positive traits will make you a good employee.

Example: Ambitious — Whenever I finish my work ahead of schedule, I seek out another assignment. |
am too ambitious to sit idle.

o

E.»)

h
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SELF-EVALUATION INVENTORY

An important first step in choosing a job is understanding yourself. Sclf-evaluation can help you
determine what is important to you, what your strengths are, and how to present these qualifications to
an employer.

The following are some of the areas to consider in your self-evaluation. Take time to think about
your answers. This self-evaluation is meant to help you and should not represent good or bad value
judgments. To get a true picture, be honest with yourself.

Acquired Skills

1.  What skills have I learned in previous jobs that I can use in a new job?

0o

What did I like or dislike about my previous jobs?

3.  What things do I do best? Are they related to people, data, or things?

Related to

Related to

Related to

Education and Training

1.  What knowledge or skills have I acquired through education or training?

15




2. Degrees and certificates I have eamed.

Interests, Talents and Apfitudes

What do I enjoy doing?

. Hobbies:

- Leisure activities:

. Volunteer work:

- Other:

Physical Capacities

1. DoT have any physical limitations to consider before choosing a job? (Seek work you can
do — then forget any handicaps you have) __

N

Does my physical condition make it necessary to change my field of work?

16




Personal Traits

l. What are my positive personal traits and strong points?

o

I believe the most important factor(s) in choosing a job is (are):

3. What kind of work environment is important to me?

Social and Economics Factors

1. How long can I afford to be out of work?

N

Am | free to relocate?

3. Are there other important people in my life to consider? ___

4. Is additional education or training a possibility?

17




WHERE TO FIND LABOR MARKET AND RELATED JOB INFORMATION

Workforce New Jersey Public Information Network (www.wnjpin.net)
New Jersey’s virtual One-Stop Career Center, offering access to information useful to job seekers,
employers, career counselors, human resource professionals, and students.

New Jersey State Industrial Directory (library, One-Stop Career Centers)
A listing of companies in the State arranged alphabetically according to County and Towns within the
Counties, Give names and addresses, nature of business, number of employees and corporate officers.

Occupational Outlook Handbook (One-Stop Career Centers, library)

The national edition describes over 250 occupations covering more than a million jobs: the nature of
the work involved, places of employment, training information, other qualifications and advancement
opportunities, employment outlook, eamings, etc.

The New Jersey Occupational Outlook Handbook presents similar information related to this state’s
labor market.

Yellow Pages in the Telephone Directory

Groups companies according to what they do or make. The Yellow Pages are a good way to get the
names of many companies in the field in which you are interested. Libraries usually have all telephone
directories for the state.

Minority Business-to-Business Directory
Business-to-Business Yellow Pages

Newspaper ads
Many employers advertise job openings in the classified section. They describe the job or type of person
they are looking for and give a number to call to set up an interview or an address where you can send a
resume.

Business section of the Sunday New York Times

Education section of the Sunday New York Times

Business section of your daily newspaper

Daily Wall Street Journal, especially Tuesday and Wednesday editions

Classified section of daily and Sunday local newspapers

Minority Business Journal of New Jersey and New York

Local One-Stop Career Centers

Many employers list their job openings here. There is no fee for services, which include testing and
assessment, employment counseling, job referral and placement, job search groups, resumé writing, and
an automated self-service job search system. Using WNJPIN (www.wnjpin.net), applicants can browse
job openings and post their resumés for employers to browse using America’s Job Exchange.

Personal knowledge or social contacts
Ask family, friends and acquaintances if they know of job openings.
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Trade and Professional Journals (library)
Ulrich’s Periodical Directory
Encyclopedia of Business Information Sources

Chambers of Commerce (county and municipalities)
Publishes lists of new companies in the area, which are available to the public.

New Jersey Department of Personnel job opportunities online

Job openings and examinations for state, county and municipal positions. Online at www.nj.gov/
personnel.

Encyclopedia of Associations

Klein’s Guide to American Directories: a guide to all directories

Periodicals (library, newsstands)
Such as: Business Week, Dun’s Review, Forbes, Fortune, Wall Street Journal, Black Enterprise

Better Business Bureau report on the company.

Career Information Delivery System (CIDS)
Available at One-Stop Career Centers, some schools and libraries.

Company annual reports
Obtain these directly from the company, from Chamber of Commerce or library

Career Information Hot-Line
1-(800)-222-1309 (New Jersey Center for Occupational Employment Information)

Dun & Bradstreet’s Million Dollar Directory
Dun & Bradstreet’s Middle Market Directory

Fortune 500 Magazine
Annual list of America’s largest corporations

Fortune’s Plant and Product Directory

The Foundation Directory

Moody’s Industrial Manual

Poor’s Register of Corporations, Directors & Executives (may be under Standard & Poor’s)

Thomas’ Register of American Manufacturers
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UPGRADING YOUR SKILLS

After you have completed your self-evaluation, you should analyze your skills and work experience to
determine if they meet current labor market requirements. Compare your skills with the skills required
for positions advertised in the classified section of your newspaper (Sunday has the most ads). Before

you spend time and money on training, ask for help at your library or local One-Stop Career Center in
determining the future outlook for the jobs you're interested in.

If you discover that you require additional education or training, you should be aware of the appropriate
avenues to explore. The following information also applies if you are changing careers. First, inquire at
your local One-Stop Career Center about free training that you may be eligible for.

LLOCAL SCHOOLS

Your local public high school, public vocational school, proprietary school, community college and
public or private college and/or university can offer you opportunities to upgrade or acquire new
vocational skills. If you have not completed your high school education, local educational agencies offer
GED (general equivalency diploma) courses. Advanced education is available at your community- and
state-operated colleges and universitics. They may send you a catalog of their course offerings if you
call and ask. If you plan to attend a private trade or technical school, you may want to consider the
following: how current are coursework, facilities, and equipment; regional or national accreditation in
your chosen field; available student financial aid; job placement assistance and placement percentages:
relevance of placements to a course of study; and the school’s reputation.

Local educational agencies are also a potential source of employment assistance. Vocational school
systems, staffed by craftspeople in particular trades, usually maintain contacts with their peers in
industry. They are often asked to recommend prospective employces. Employers from both the

public and private sectors list job openings with local educational agencies. Teaching, guidance and
administrative staff employed at these facilitics often have current knowledge of the local labor market
and occupational needs.

Many schools have sophisticated vocational assessment systems 10 help you evaluate your job
qualifications and abilities when considering a carcer change or expansion into related fields. Time spent
to research and initiate contacts with the above-mentioned individuals can yield significant benefits in
the form of job leads and job referrals. The admissions office within a local educational agency should
be able to provide you with the information you need.

NOTE: If you are collecting unemployment insurance, we recommend that you check with your local

One-Stop Career Center before you obligate your money and time (o a particular course of study, make
sure you are eligible to collect unemployment insurance benefits while attending school.
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