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UNIVERSITY TRANSITION EMPLOYMENT WORKSHOPS

These workshop options have been created to assist those affected by budget-related reductions-
in-force. Please discuss these workshop options with your manager to choose the option which is
best for you and the department.

Option 1: Job Seeker Resource Workshop, Human Resources, No Cost
Option 2: University Staff Assistance Program, Career Services, $100
Option 3: 3-Month Program, Alumni Career Services (degree from any college or University), $200

Option Program Program Online How to sign up
Name Description / Includes Resources
Cost
Job Seeker For any current (1) two-hour Employment Register online:
Workshop, | staff or persons workshop complete Websites www.hr.utah.edu/training
Human affected by with University and
Resources reduction-in-force | community resources, Or
at the University resume writing,
employment sites, Call: 801.585.2300
No Cost networking,
interviewing tips and
techniques.
University For staff without a | Complete with self- Unlimited access to | To register call:
Staff college degree, not | assessment tools and | web based library 801.581.5469
Assistance currently a student. | (3) ninety-minute resources
Program, workshops focusing including: For more detailed
Career on job searching, Career Liftoff, information about this
Services $100.00 resumes and Careerbeam, program, please call
interviewing, (1) one- | UCareerLink Career Services at 801-
hour individualized 581-6186.
career coaching, (1)
three-month access to
UCareerLink job
board
3-Month For staff with a Extensive career Unlimited access to | To register call:
Jump Start | degree from any development web based library 801.581.5469
Career college or including (4) half-day | resources
Program, university. seminars on resumes, | including:
Alumni interviewing, Career Liftoff, For more detailed
Career marketing yourself, Careerbeam, information about this
Services $200.00 social media sites, (2) | UCareerLink program, please call

one-hour
individualized
coaching sessions.

Applicant Search
InterviewMastery

Alumni Career Services
at 801-581-6995.

If you are currently an enrolled student at the University of Utah, contact Career Services
Directly at 801-581-6186.
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CAREER SERVICES

801-581-6186, www.alumni.utah.edu/career/overview.html

Alumni Program from Alumni Career Services which includes four half-day seminars on
resumes, interviewing, social media sites, coaching, online resources, and more.

Staff Assistance Program including job search workshops, coaching, and online
resources.

Computer lab space available.

See full details of workshops on page 3.

CAMPUS COMPUTER LABS
801-581-4000, www.it.utah.edu/services/connected/labs.html

This link refers you to over 20 locations across campus and departments with computer
lab access such the Marriott Library, Union, School of Business, College of Education,
College of Nursing, Orson Spencer Hall, and more!

Locate a computer lab with hours that will work best for your schedule.

CONTINUING EDUCATION (CE)
801-581-6461, www.continue.utah.edu

Business and computer related classes, certificate programs, and workshops that are 50%
off tuition for current staff and faculty.

ECCLES HEALTH SCIENCES LIBRARY
801-581-8771, library.med.utah.edu/ed/
Computer lab space available.

Computer classes at the library include Dreamweaver, PowerPoint, Publishing Smart,
Tablet PC, and more!

-11 -



U HUMAN RESOURCES University Transition Resource Guide

THE UNIVERSITY OF UTAH

EMPLOYEE ASSISTANCE PROGRAM (EAP)

801-587-9319, www.uuhsc.utah.edu/eap

The Employee Assistance Program (EAP) is a confidential counseling service for
University employees and their immediate family members to help with a variety of
personal concerns including family and relationship issues, stress, grief, financial
management, depression, anxiety, alcohol/drugs, workplace issues, management
consultation and more.

See corresponding flyer in Appendix.

HUMAN RESOURCES

801-581-2169, www.hr.utah.edu

Job Seeker Workshop, a 2-hour workshop held twice a month, will provide resume
writing, employment websites, networking and interviewing tips.

Free training and development workshops, programs, and resources for current
employees to provide professional learning opportunities. Courses include Business
Writing, Decision Making, Goal Setting & Personal Motivation, Interpersonal
Communication, Presentation Basics, and more!

Enroll in the U Temporary Labor Pool for all University departments seeking
Administrative and Clerical support to meet the short-term business needs of departments
on the University Campus, School of Medicine, and Hospital/Health Sciences.

o U Temps staff members are able to help with special projects, catch-up on
department work, cover for employee absences, or staffing while looking for a
permanent employee.

0 Assignments last from one day to three months, with the possibility of permanent
hire.

See full details of Job Seeker Workshop on page 12.

MARRIOTT LIBRARY

801-581-8558, www.lib.utah.edu/portal/site/marriottlibrary/
Computer lab space

Education Services provide FREE computer training workshops such as Excel,
Photoshop, Flash, HTML, Access and more.
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COMMUNITY RESOURCES

DEPARTMENT OF WORKFORCE SERVICES (DWS)
801-313-4900 or toll free 1-888-313-4989, www.jobs.utah.gov

Employment and support services from Logan to Fillmore and West Valley to Vernal,
and everything in-between, you’ll find a DWS Employment Service Center.

Free workshops include Interviewing Skills, Resume Building, Applying for Jobs,
Writing, Workplace Safety, Solving Problems, Communicating with Customers, and
more.

DWS may be able to assist you in paying for training and supportive funds while you are
in training, depending on your circumstances. The first step in deciding to continue your
education involves exploration in order to learn about your options.

Get training from basic education, formal classroom training, or on-the-job
training/internships by visiting the Basic Education Approved Training Provider list.

See Appendix for further DWS Resources: Applications, Cover Letters, Dress & Grooming,
Internet Search, Interviews, Job Search, Resumes, Job Success Skills, Skills Identification.

LDS EMPLOYMENT SERVICES

801-240-1000, www.providentliving.org
Anybody can use these services to find job leads, employers, education programs,
business development programs, financial aid for education, and community support
resources.

Discover how to network, make power and “Me in 30 Seconds” statements.

Find out about the Career Workshop and all the other services that LDS Employment
Services has to offer.

Post jobs, education programs, business development programs, or other opportunities.

LEE HECHT HARRISON (OCM)

801-327-9640, www.ocminc.com

Provides professional outplacement training for transitioning employees to successfully
reestablish themselves in new and challenging careers. OCM has developed a number of
seminars to assist individuals in any type of transition.
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PROJECT MANAGEMENT INSTITUTE NORTHERN UTAH CHAPTER

WWwWWw.projectmanager.org

The association of choice for business professionals who use project management

practices to achieve positive business results. Monthly professional development training

and networking with Utah’s top project management practitioners.

SALT LAKE COUNTY LIBRARY SYSTEM

801-943-4636, www.slco.lib.ut.us

19 branch locations along Wasatch Front with computer lab space available.

SALT LAKE CITY PUBLIC LIBRARY

www.slcpl.lib.ut.us/index.jsp

Computer lab space available along with free computer training such as Windows Basics,

PowerPoint, Word, Basic Mouse Skills, Access, Creating Charts, and more.

SALT LAKE SOCIETY FOR HUMAN RESOURCES MANAGEMENT

801-531-1112, www.slshrm.org

The association of choice for business professionals who use human resource
management practices to achieve positive business results. Monthly professional
development training and networking with Utah’s top human resource practitioners.

TEMPORARY EMPLOYMENT RESOURCES

Name

Phone

Website

Adecco

801-355-7223

http://appleone.com

Apple One Employment Service

801-463-4828

Kelly Services

801-363-4460

www.kellyservices.com

Manpower of Utah 801-364-6561
Nesco Resource 801-364-3535 WWW.Nescoresource.com
Skill Staff 801-486-6700 http://skillstaff.com

Snelling Personnel Service

801-521-9263

www.snelling.com/saltlakecity

SOS Technical

801-261-5252

http://sosstaffing.com

Spherion

801-261-8880

www.spherion.com

Strategic Staffing

801-305-0900

http://strategicstaffs.com

Temporary Resources

801-264-8080

Utah Construction Personnel

801-328-2666

Utah Employment Service

801-978-0378

http://utahemploy.com

-14 -




u HOMAN RESOURCES University Transition Resource Guide

THE UNIVERSITY OF UTAH

UTAH HEADHUNTERS EXECUTIVE RECRUITERS AGENCIES

www.headhuntersdirectory.com/USA/headhunters_recruiters/Utah/area.htm

In order to find headhunters, executive recruiters, employment, and staffing or personnel
agencies.

UTAH PUBLIC SCHOOLS

http://www.schools.utah.gov/hrm/default.htm
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JOB SEARCH & RESUME SITES

GENERAL EMPLOYMENT SITES

www.Careerbuilder.com
www.craigslist.com
www.employmentguide.com
www.ihirejobnetwork.com/
Www.jobing.com
www.jobkabob.com
www.Monster.com
www.simplyhired.com
www. Yahoohotjobs.com

LOCAL

LDS Employment Services

www.providentliving.org/

Salt Lake County http://agency.governmentjobs.com/saltlakecounty/default.cfm
Salt Lake City www.ci.slc.ut.us/jobs/
State of Utah http://jobs.utah.gov/jobseeker/jsservices.asp

Utah public schools

www.schools.utah.gov/hrm/default.htm

HIGHER EDUCATION

Brigham Young University

https://yjobs.byu.edu/

Chronicle of Higher Education

http://chronicle.com/jobs/

Dixie State College

www.dixie.edu/humanres/employment/employ.htmi

General higher education jobs

www.higheredjobs.com

Higher education Human Resources

WwWw.cupahr.org

LDS Business College

www.ldsbc.edu/

Salt Lake Community College

www.slcc.edu/employment/index.asp

Southern Utah University

https://jobs.usu.edu/

University of Utah

www.hr.utah.edu/careers/

http://careers.utah.edu/jobs/ucareerlinkinfo.htm

http://careers.utah.edu/

Utah State University

https://jobs.usu.edu/

Utah Valley University

www.uvu.edu/employment/

Weber State University

https://jobs.weber.edu/

Westminster College

https://jobs.westminstercollege.edu/
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American Medical Association

Www.ama-assn.org/

American Medical Colleges

www.aamc.org/

American Medical Group Association

http://amga.org/

Cancer Registrars

WWW.NCra-usa.org

Clinical Pathology

WWW.ascp.org

Colleges of Pharmacy

WWW.aacp.org

General healthcare jobs

http://alliedhealthcareers.com/

www.advanceweb.com/

www.healthcareerweb.com

Health Information Professionals

www.AHIMA .org

Health Information Professionals

www.fortherecordmag.com

Health Information Professionals

http://hipjobs.net/

Health System Pharmacists

www.ashp.org/

Healthcare Central Service Material
Management

http://iahcsmm.org/

Healthcare Executives

www.ache.org

Healthcare Financial Management

www.hfma.org

Medical Colleges

WWW.aamc.org

Medical Dosimetrists

www.medicaldosimetry.org

Medical Laboratory jobs

http://laboratorian.advanceweb.com/

Microbiology

www.asm.org/microbe/

Neurophysiological Monitoring

www.asnm.org/

Nutrition jobs

http://nutritionjobs.com/

Perioperative Registered Nurses

www.aorn.org/

Pharmacists

www.pharmacyweek.com/

Pharmacists and Pharmacy Technicians

http://rxcareercenter.com/

Physical Therapy

www.ptjobs.com/common/index.php

Radiologic Technologists

WWW.asrt.org

Radiology jobs

www.auntminnie.com/index.asp?sec=def

Radiology jobs

http://radworking.com/

Radiology, Imaging, and Radiation Oncology

http://rtjobs.allhealthcarejobs.com

Sleep Medicine

WWW.aasmnet.org

Sleep Technologists

www.aastweb.org/

Speech Pathology jobs

www.speechpathology.com/

Sterile Processing

http://sterileprocessing.org/cbspd.htm

Therapy jobs

www.therapyjobs.com/

Utah Health Information Professionals

www.uhima.org/
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Computer jobs

http://computerjobs.com/homepage.aspx

Human Resources jobs

www.shrm.org

www.slshrm.org

www.utahshrm.org

Nonprofit professionals

http://philanthropy.com/jobs/

www.usfr.org

www.utahnonprofits.org

Social Service jobs

http://socialservice.com/

Technology jobs

www.dice.com

Training jobs

www.astd.org

DIVERSITY/MINORITY

African American Careers

www.africanamericancareers.com/

Asian Bilingual Jobs

www.asian-jobs.com/

African American Wealth
Building

www.blackenterprise.com

Career Resources for Women

www.womenforhire.com

Diversity Management

www.diversityinc.com

Diversity Online Job Board

www.diversityworking.com

Hispanic Employment Program

www.hepm.org/

Diversity Recruitment

www.hirediversity.com

Hispanic & Bilingual Jobs

www.latpro.com

Hispanic Employment

www.saludos.com/

Idaho Commission on Hispanic
Affairs

www?2.state.id.us/icha/menus/jobs.asp

Native American Jobs

www.nativeamericanjobs.com/

Native American Indians
Professional & Technical

www.nativejobs.com/

National Society for Black
Engineers

http://national.nsbe.org/

National Society for Hispanic
MBAs

www.nshmba.org/careercenter.asp

National Urban League

www.nul.org/employmentnetwork.html

Professional Latino Network

www.ihispano.com

Society for Hispanic Professional
Engineers

http://oneshpe.shpe.org/wps/portal/national

Utah Diversity Jobs

http://utdiversity.com/

Woman in Technology
International

WWW.Witi.com
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NETWORKING

NETWORKING TIPS

Networking is an ongoing, lifetime process. However, when you are in the job market,
networking strategies need to become more intense.

Remember the common phrase, "it's not what you know, but who you know." Networking begins
by making sure your friends, family, neighbors, and others know what you are looking for so
they can watch for leads to assist you in your search.

The better informed we are, the better decisions we make. Since people are one of the best
sources of information, it makes sense to make connections with real live people and to exchange
information with them. Approximately 85 percent of available jobs are never advertised. You
can find out about this "hidden job market" through networking.

When you hear the word "networking,” do you feel uncomfortable? Many students associate
networking with "bothering" and "imposing™ and don't want to involve friends, family members,
professors and classmates or strangers in their job search. The good news is that the more you do
this, the more confident you'll be, and the process will become part of your comfort zone. You'll
find that people will want to help and will love to talk about their favorite topic - themselves.

Networking is an ongoing, lifetime process. As a student, employee, friend, family and
community member, you constantly meet people. If you take a genuine interest in the people you
meet and look for ways to help them, you are networking. When you sit on a plane, you have a
chance to network. When you attend class, you have a chance to network. When you go to a
social event, you have a chance to network. The more people you meet and stay in touch with,
the more people you can refer to when you are looking for information.

Obviously, it is best to start networking long before you are looking for a job. But if you are
looking for a job today and want to network, here are a few tips:

Write down names of all the people you know, regardless of connections or professions.
This list could include names that your career counselor has given you, as well as extended
family and your friends' parents. Think about how individuals could be a resource for you. For
example, is your neighbor in a professional, social or religious position that requires him or her
to know a lot of people? Could that person refer you to someone else to talk to?

Stay positive when contacting some of these individuals for an information interview.

Ask for 20 minutes of their time (or longer if you invite them to lunch) to learn more about
what they do professionally.
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Maintain a business focus when you meet. It may help to meet at the person's office or at
a restaurant. Express appreciation for their time and state your purpose (that you are learning
more about your career field and researching possible future job contacts). Don't ask, *Do you
know of any jobs available?" Instead ask questions such as, "Do you know anyone else | can
talk to who would be a good resource for learning more about this profession?” "What kinds of
professional associations would you suggest I join?" "If you were me, who else would you talk
to in order to learn about possible job leads?"

You can end the meeting by saying something like, "This certainly has been an
informative meeting. You've helped me clarify a number of points about the communication
industry. I'd like to keep you informed of my progress as | continue investigating the industry.

Would that be all right with you? Also, since I'm actively looking for new opportunities,
please keep me in mind if you hear anything."

Make sure you send a thank-you note. The note may summarize some of the helpful
information that was shared.

Most importantly, stay in touch! Your contacts will want an update. Also, they like to be
reminded that you are still out there, looking for information and possible job leads. If you tell
them you'll call, make sure you do it!

Make sure you do not rely on only one or two people. Meet with several individuals and
stay in touch.

Keep records - it will keep you focused and active. Note each time you are in contact
with people and what kind of follow-up actions you need to take.

(This information is based on Jennifer Bohac's Career Game Plan for Student-Athletes).

http://www.careers.utah.edu/jobSearch/networking/tips.htm

HOW TO BUILD AND MAINTAIN A PROFESSIONAL NETWORK

HOW TO BUILD A NETWORK
Find and attend local events that are specific to your industry.
Get involved and stay involved in associations, chapters, or committees.
Join the online business community by using LinkedIn or Plaxo.

HOW TO MAINTAIN A NETWORK
Be a value. Share knowledge, resources, and time to help others succeed.
Be courteous. Return calls and emails as quickly as possible.
Be reciprocal. The more people you help, the more people will want to help you.
Be a promoter. Refer people to business contacts you have with no strings attached.
Be a friend. Become friends with your network.
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THE SAVVY NETWORKER

The Savvy Networker
Liz Ryan, Yahoo! HotJobs

The great thing about a job interview is the way that it narrows the field. If you can get in front
of the people making a hiring decision, that means that you've already moved from a group of
perhaps 100 resumes to a field of just a few serious contenders. At that point, your chance of
getting a job offer improves dramatically. Of course, having surmounted that huge hurdle, the
last thing you want to do is blow it. To that end, here are 10 job-interview gaffes to avoid.

1. Complaining about the parking or directions.

Don't think it doesn't happen! As cordial and happy-go-lucky as your interviewers may seem,
they don't want to hear a job-seeker complain that the place was hard to find or that the parking
is inconvenient. The best (that is, the worst) example of this I ever experienced as an HR person
came from the candidate who said, "Seven handicapped parking spaces next to the front door?
What, are you having a wheelchair convention or something?" That was a short interview.

2. Bad-mouthing your previous job, manager, or company.

If you've been laid off or suffered some other unpleasant experience at your last job, it's easy to
launch into a litany of everything the old employer did wrong. Don't do it! The interviewer is
bound to wonder "Will this person be bashing me behind my back on some future interview,
too?" Zip it.

3. Digging into details off the bat.

The typical selection process allows plenty of time for you to learn everything you need to know
about the company's dental plan, its tuition-reimbursement policy, and the size of your cubicle.
Don't ask about any of these items on a first interview, when you should be focusing the
conversation on the role and the organization.

4. Groveling.

Employers want to hire people who can do the jobs and who are enthusiastic about the work.
What's not so appealing is the candidate whose every word and gesture conveys the message,
"Hire me, | beg you!" Joblessness is no fun, but you don't help your chances of getting the nod
by presenting yourself as a candidate whose most notable attribute is desperation.

5. Answering a question before you understand it.

The absolute worst answer to any interview question is the response that shows you weren't
really listening. When an interviewer asks a question that requires thought, like, "Tell me about a
time when you had to convince a team of people to change gears,” you don't want to blurt out,
"Oh, I've done that a million times!" Any "tell me about a time when" question is a question that
the interviewer has chosen to elicit a specific problem/solution story from you. Take the time to
think through the question and compose a thoughtful answer. A few minutes of silence in the
room won't kill anybody.

-21 -



U HUMAN RESOURCES University Transition Resource Guide

I'HE UNIVERSITY OF UTAH

6. Spacing out.

Any interviewer worth her salt will be able tell when you've zoned out. If you're wondering
whether the 5:40 train will get you home in time to watch the playoff game, the interviewer will
spot it in your eyes. If you're really out of it, he may throw you a curve ball like, "So, who would
you say was the most effective member of Teddy Roosevelt's cabinet, and why?" Stay in the
room, with your eyes either meeting the interviewer's or looking thoughtfully at the ceiling. Or
your shoes.

7. Slouching.
We'll throw in tipping the chair back off its front legs, resting your head on your hand, and lacing
your fingers together behind your head.

8. Cursing.
Interviewers love to put job candidates at ease. When you reach the state of ease that lets an "f-
bomb" escape your lips, you've gone too far.

9. ""Opening the kimono."

It's tempting to share with a sympathetic interviewer the news that this job search has been really
hard, that you're not getting callbacks, and that you've already sent out 150 resumes. Don't do it.
Smart job candidates put out a vibe that says, "I'm glad to be here with you and this job might be
fun, but I'm a capable person who's aware of his value on the job market."

10. Doing anything disgusting.

The long list of personal gross factors includes picking one's teeth or nose, spitting, and other
unmentionables that are best left to the imagination. Any of these is a sure-fire interview-Kkiller
(and can we really blame the employer for that?). One candidate asked me for a cup of water,

Liz Ryan is a 25-year HR veteran, former Fortune 500 VP and an internationally recognized
expert on careers and the new millennium workplace. Contact Liz at liz@asklizryan.com or join
the Ask Liz Ryan online community at www.asklizryan/group. The opinions expressed in this
column are solely the author's.

Printed with permission by the author obtained Tuesday, March 3, 2009

Yahoo! HotJobs - The Savvy Networker
http://hotjobs.yahoo.com/jobseeker/tools/ept/printallept.htmlI?post=83&eptTemplete=cont...
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INTERVIEW QUESTIONS

FIVE STANDARD QUESTIONS

1. Will you tell me about yourself?

2. Why would you leave your current position? Why did you leave your previous position?
3. What type of position are you looking for?

4. What are your strong/weak points?

5. Where do you see yourself in five years?

BEHAVIORAL BASED QUESTION BANK

Professionalism

1.

2
3.
4

oo

10.
11.
12.

16.
17.
18.
19.

Tell me about a work situation that irritated you.

. Which of your previous jobs was the most satisfying and why?

Which job was the most frustrating and why?

. Tell me about the best boss you ever had. Now tell me about the worst boss. What made it

tough to work for him or her?

When was the last time you were criticized? How did you deal with it?

If you had the opportunity to change anything in your career, what would it be? What would
you have done differently?

How do you measure your own success?

When you have been made aware of, or have discovered for yourself, a problem in your work
performance, what was your course of action? Can you give me an example?

Tell me about a time when your supervisor/co-workers gave you feedback about your
work/actions. What did you learn about yourself?

What have you done to further your own professional development in the last five years?
Tell me about a job that you had which required you to learn new things.

Tell me about a recent job or experience that you would describe as a real learning
experience. What did you learn from the job or the experience?

. Tell me about a time when you were asked to complete a difficult assignment even though

the odds were against you. What did you learn from that experience?

. Discuss the highlights of your most recent educational experience. Did you accomplish any

special achievements? What were your most difficult challenges?

. I noticed on your resume that you attended training program. Please

describe the training program.

How have you applied what you learned to your current job?

What three specific things about your last job gave you the most satisfaction? Why?
What have you done in your last job that makes you feel proud?

Give me an example of something you’ve done in previous jobs that demonstrate your
willingness to work hard.

. What is the biggest error in judgment or failure you have made in a previous job? Why did

you make it? How did you correct the problem?

. Tell me about a time when you had to give feedback to an employee who displayed a lack of

professionalism in their work relationships. What did you say? What standards did you set?
What was the outcome?
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23.
24,
25.
26.
27.
28

29.

30.
31.
32
33.
34.
35.

36.
37.
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What types of things in your work have upset you, and how did you react to those situations?
What are some of the things your last employer could have done to keep you?

If you could do anything in the world, what would you do?

What is the most interesting thing you have done in the past three years?

Why should we hire you?

What are your short-term or long-term career goals?

. What responsibilities do you want, and what kinds of results do you expect to achieve in your

next job?

How did the best manager you ever had motivate you to perform well? Why did that method
work?

What is the best thing a previous employer did that you wish everyone did?

What are you most proud of?

. What is important to you in a job?

What do you expect to find in our company that you don’t have now?

What brings you joy?

If you took out a full-page ad in the New York Times and had to describe yourself in only
three words, what would those words be?

How would you describe your personality?

What motivates you the most?

38. If I call your references, what will they say about you?

Quality

1. When you had a particularly uninteresting job, how did you deal with it?

2. How do you organize your work to ensure that you are most effective and productive?

3. Tell me about a time when you reached out for additional responsibility.

4. Give me an example of a time when you went beyond your employer’s normal job
expectations in order to get a job done?

5. Tell me about a time when you had to work on a project that did not work out the way it
should have. What did you do?

6. Tell me about a suggestion you made to improve the way job processes/operations worked.
What was the result?

7. Tell me about one of your workplace improvements that another department now uses.

8. Give an example of when you initiated a change in process or operations.

9. Describe something you have implemented at work. What were the steps you used to
implement this?

10. Tell me how you keep your job knowledge current with the ongoing changes in the industry.

11. Tell me about a time when you had to go above and beyond the call of duty in order to get a
job done.

12. Give me two examples of things you’ve done in previous jobs that demonstrate your
willingness to work hard.

13. Describe a course, project, or work experience that was complex. What kind of follow-up did
you undertake? How much time was spent on unexpected difficulties?

14. Give me an example of when you initiated a change in process or operations in response to
customer feedback.

15. Tell me about a marketing promotion/initiative or information dissemination you developed.
How did it meet the customer’s need(s)?

16. In some aspects of work it is important to be free of error. Can you describe a situation where

you have tried to prevent errors? What did you do? What was the outcome?
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Service

1.
2.
3.

4.
5

10.

Tell me about an objective in your last job that you failed to meet and why.

Describe what steps/methods you have used to define/identify a vision for your unit/position.
In your current or former position, what were your short and long-term goals? How long ago
did you set them? Who else was involved in setting them? Which ones were achieved?

How do you see your job relating to the overall goals of your present/previous organization?
Tell me about a time when you anticipated the future and made changes to current
responsibilities/operations to meet future needs.

Give me an example of an important goal that you had set in the past, and tell me about your
success in reaching it.

What projects were accomplished during your previous job? How were these accomplished?
What experiences did you have when meeting deadlines for project completion? Explain.
Name one of your best accomplishments, including where the assignment came from, your
plans in carrying it out, how you eventually did carry it out, and any obstacles you overcame.
Of your current assignments, which do you consider to have required the greatest amount of
effort with regard to planning/organization? How have you accomplished this assignment?
Tell me how you handled it. How would you assess your effectiveness?

Describe how your position contributes to your organization’s/unit’s goals. What are the
goal's/unit's mission?

People

1.

11.
12.
13.

14.

Thinking of the most difficult person you have had to deal with, describe an interaction that
illustrates that difficulty. Tell me about the last time you dealt with him/her? How did you
handle the situation?

Think of a problem customer that you had to deal with on your last job. Tell me what
happened and how you handled it.

Give me a specific example of a time when you had to address an angry customer. What was
the problem and what was the outcome? How would you assess your role in defusing the
situation?

Describe a time when you took personal accountability for a conflict and initiated contact
with the individual(s) involved to explain your actions.

Tell me about a time when you had to resolve a difference of opinion with a co-
worker/customer/supervisor. How do you feel you showed respect?

Tell me about a time when you needed to give feedback to an employee with emotional or
sensitive problems. Was the outcome?

Describe the way you handled a specific problem involving others with differing values,
ideas and beliefs in your current/previous job.

Describe a work situation that required you to really listen and display compassion to a co-
worker/employee who was telling you about a personal/sensitive situation.

Describe the way you handled a specific problem involving people in your last job.

. Tell me about a time when you were able to provide a co-worker with recognition for the

work they performed. What did you do?

By providing examples, convince me that you can adapt to a wide variety of people.

What kinds of people bug you?

Tell me about a time when you needed to address an employee’s attitude. What did you say
to that person? What was the outcome?

Tell me about a recent success you had with an especially difficult employee/co-worker.
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Teamwork

1.

o~ w

~

10.

11.
12.

13.

14.

15.

Describe a situation when you worked with a person whose personality was the opposite of
yours. How did you deal with it?

What did you do in your last job to contribute toward a teamwork environment? Describe
how you felt your contributions affected the team.

What kind of environment would you like to work in?

What kinds of people would you rather not work with?

Have you heard the expression “roll with the punches”? Describe a past situation in which
you had to do that in working with a difficult person?

Have you ever had to resolve a conflict with a coworker or client? How did you resolve it?
How have you worked as a member of a team in the past?

Gaining the cooperation of others can be difficult. Give a specific example of when you had
to do that, and what challenges you faced. What was the outcome? What was the long-term
impact on your ability to work with this person?

Please give me your best example of working cooperatively as a team member to accomplish
an important goal. What was the goal or objective? What was your role in achieving this
objective? To what extent did you interact with others on this project?

Describe a project you were responsible for that required a lot of interaction with people over
a long period of time.

How have you recognized and rewarded a team player in the past? What was the situation?
Tell me about a course, work experience, or extracurricular activity where you had to work
closely with others. How did it go? How did you overcome any difficulties?

Describe a problem you had in your life when someone else’s help was very important to
you.

Tell me about the most difficult challenge you faced in trying to work cooperatively with
someone who did not share the same ideas. What was the difference in ideas? What was the
outcome? What was the long-term impact on your ability to get things done working with
this person?

Tell me about a time when you needed to have co-workers working on a project who
normally have different work styles/ideas. How did you pull them together?

Integrity

1.

2.

w

B©Oo~No O

Describe a situation in which you felt it might be justifiable to break company policy or alter
a standard procedure. What did you do?

What have you learned from your mistakes?

Tell me about a situation in which you blew it. How did you resolve or correct the situation
to save face?

When was the last time you “broke the rules” and how did you do it?

Discuss a time when your integrity was challenged. How did you handle it?

What would you do if someone asked you to do something unethical?

Have you ever experienced a loss for doing what is right?

Have you ever asked for forgiveness for doing something wrong?

In what business situations do you feel honesty would be inappropriate?

. If you saw a coworker doing something dishonest, would you tell your boss? What would

you do about it?

. Tell me about a specific time when you had to handle a tough problem which challenged

fairness or ethical issues.
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Think of a situation where you distrusted a co-worker/supervisor, resulting in tension
between you. What steps did you take to improve the relationship?

If you can, tell me about a time when your trustworthiness was challenged. How did you
react/respond?

Give me examples of how you have acted with integrity (walked your talk) in your job/work
relationship.

Trust requires personal accountability. Can you tell me about a time when you chose to trust
someone? What was the outcome?

Tell me about a time when you had to give the "benefit of the doubt” to a co-
worker/supervisor. What was the outcome?

Please think back to a time when setting a positive example had the most beneficial impact
on people you worked with. How did you determine that a strong example was needed? What
was the effect on the staff?

Tell me about a time when you took responsibility for an error and were held personally
accountable.

Communication

1.

2.

3.

10.
11.
12.
13.
14.

15.

What experience have you had with miscommunication with a customer or fellow employee,
and how did you solve the problem?

Describe a time when you realized you needed to make an improvement in your
communication skills, and how you managed it.

Describe a time when you communicated some unpleasant feeling to your supervisor. What
happened?

Give me an example of a time when you were able to successfully communicate with another
person even when you felt the individual did not value your perspective.

Tell me about a time when you and your previous supervisor disagreed but you still found a
way to get your point across.

Describe a situation in which you were able to use persuasion to successfully convince
someone to approach things your way. What level was the person you had to persuade?

Tell me about a project/suggestion that you initiated. Explain how you communicated the
project/suggestion.

Tell me about a time in which you had to use your written communication skills in order to
get an important point across.

Tell me about your efforts to "sell" a new idea to your supervisor.

What have you done to improve your verbal communication skills?

What have you done to improve your listening skills?

How have you assessed your behavioral messages and what have you learned about yourself
as a result?

Keeping others informed of your progress/actions helps them feel comfortable. Tell me your
methods for keeping your supervisor advised of the status on projects.

Give me an example of when you ‘went to the source’ to address a conflict. Do you feel trust
levels were improved as a result?

Describe the most significant written document, report, or presentation you have had to
complete. What was the response from the employer?
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Commitment

1.

w

We invest time, money, and training in our employees and like to reap the benefits of
developing and maintaining a long-term relationship. Have you been a long-term employee
with other companies? If not, why not? Do you foresee any obstacles to having a long-term
relationship here?

If hired right now, what goal would you have for your role within the company in one year?
In three to five years? What title and pay?

Tell me about a time when you have felt like giving up on a certain job. What did you do?
We all face times when personal issues pull us away from work responsibilities. If possible,
tell me about a time when your dependability or attendance was challenged. How did you
handle it and/or remain accountable or involved in work? How long did the situation last?

Leadership/Supervisory

1.

2.

3.

o

10.
11.
12.

13.
14.
15.

16.

17.

What has been your experience in supervising a diverse group of employees with varied
backgrounds and skills, and what did you do to ensure the best fit of employees for each job?
What has been your experience in dealing with poor performance of employees? Give me an
example.

Tell me about a leadership role that you have filled in the past. Describe the key leadership
skills you feel you have and how you demonstrated them.

Give me an example of a time when you came up with a clever way to motivate your
employees.

Describe a circumstance in which you recommended the dismissal of a worker who had
proven he/she could not handle the job. What procedure did you follow?

What are three effective leadership qualities you think are important. How have you
demonstrated these qualities in your past/current position?

Describe a leadership situation that you would handle differently if you had it to do over
again.

What one experience proved to you that you would be a capable manager?

Give me an example of a time when you helped a staff member accept change and make the
necessary adjustments to move forward. What were the change/transition skills that you
used?

Tell me about a specific time when you had to handle a tough morale problem.

Tell me about a time when you had to take disciplinary action with someone you supervised.
Tell me about a time when you had to tell a staff member that you were dissatisfied with his
or her work.

Tell me about a time when you had to handle a highly emotional employee.

Discuss a work situation in which you felt you successfully directed the work of others.

Tell me about a time when your department was going through long-term changes or
working on a long-term project. What did you do to keep your staff focused?

What have you done to develop the skills of your staff? How many of your employees have
received training (any form) during the past year? What were the specific topic areas? Did
they ask for the training or did your suggest it to them?

Tell me about a specific development plan that you created and carried out with one or more
of your employees. What was the specific situation? What were the components of the
development plan? How long was the time frame from start to finish? What was the
outcome?
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Please tell me about your most successful attempt to encourage others to take action and get
the job done. What led you to take these actions? Exactly how did you encourage others to
take action or responsibility? What was the result of your efforts? Did anyone comment on
your actions? Who? What was said? How often have you taken this type of action in the past
six months?

Tell me about a time when you were responsible for hiring and orientating a new employee.
What did you do to help them adjust?

Tell me about a time when you needed to delegate parts of a large assignment. How did you
decide whom to distribute them to? What problems occurred? What was the outcome?

What specific information do/did you share with your staff, how often do you share this
information and why?

Give me a specific example of how you have empowered your staff to make independent
decisions.

Tell me about the expectations you create for staff. What are they? What factors do you
consider in setting/communicating expectations?

Tell me about the specific talents and contributions of your team/staff and how you have
utilized these qualities to increase the effectiveness of the unit.

Setting high expectations implies you believe the employee can deliver. Give me an example
of having done this.

Give me an example of how you and your staff have celebrated success in the past. What was
the occasion?

What consistent methods do you use to ensure that staff feels valued for their contributions?
Tell me about a time when you felt your staff was under too much pressure. What did you do
about it?

How do you make your feelings known when you disagree with the views of your staff?

Decision Making/Problem Solving

1.

2.

3.

o

o ~

10.

11.

12.

Give me an example of when you were faced with a difficult decision affecting your job.
How did you deal with it?

In your current or past positions, what types of decisions do/did you make without consulting
your boss?

What were the major obstacles that you overcame in your last job? How did you deal with
them?

Tell me about any experience you have had turning a problem into a success.

Give me an example of a problem you faced on any job you have had and how you went
about solving it.

Give me an example of a situation in which you took a calculated risk in a recent position.
What were your considerations?

What have you done that was innovative?

What was the wildest idea that you had in the past year?

What is the most difficult decision that you have had to make? How did you arrive at your
decision?

When taking on a new task, do you like to have a great deal of feedback and responsibility at
the outset, or do you like to try your own approach?

You are on the phone with another department resolving a problem. The intercom pages you
to pick up a customer on hold. At the same time, your manager returns your monthly report
with red pen markings and demands the corrections within the hour. What do you do?

What type of approach to solving work problems seems to work best for you?

-29 -



13

16.
17.
18.
19.
20.
21.

22,
23.

24,

25.

26.

217.
28.

29.
30.
31.
32.
33.
34.

35.
36.

U HUMAN RESOURCES University Transition Resource Guide

I'HE UNIVERSITY OF UTAH

. Give me an example of when you solved a tough problem.
14,
15.

Describe the most significant or creative presentation/idea that you developed/implemented.
Describe a time when you came up with a creative solution/idea/project/report to a problem
in your past work.

Tell me about a time when you created a new process or program that was considered risky.
What was the situation and what did you do?

Can you think of a situation where innovation was required at work? What did you do in this
situation?

Describe an instance when you had to think quickly to free yourself from a difficult situation.
Tell me about a politically complex work situation in which you worked.

Give me a specific example of a time when you used good judgment and logic in solving a
problem.

Give me an example of a time when there was a decision to be made and procedures were not
in place? What was the outcome?

How do you go about solving problems at work?

Tell me about a specific time when you eliminated or avoided a potential problem before it
happened.

What types of problems do you most enjoy tackling? Give me some examples of such
problems you faced. What did you enjoy about them?

What types of problems do you least enjoy tackling? Give me some examples of such
problems you faced. What was it about the problems that you least enjoyed?

To whom did you turn for help the last time you had a major problem and why did you
choose that person?

Tell me about a decision you made but wish you had done differently.

Tell me about an experience in which you had a limited amount of time to make a difficult
decision. What was the decision and the outcome/result of your decision?

Tell me about a decision you made while under a lot of pressure.

Tell me about a time when you had to make an unpopular decision.

Discuss an important decision you have made regarding work. What factors influenced your
decision?

In a current job task, what steps do you go through to ensure your decisions are
correct/effective?

Tell me about a tough decision you made. What steps, thought processes, and considerations
did you take to make an objective decision?

In your last job, what problems did you identify that had previously been overlooked? Were
changes made? Who supported the changes as a result of your ideas?

Describe a time when you facilitated a creative solution to a problem between employees.
Describe a decision you made or a situation that you would have handle differently if you
had to do it over again.
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Time Management

1.

2.

3.

Give me a specific example of a time when you did not meet a deadline. How did you handle
it?

Are you better at working on many things at a time, or are you better at working on and
getting results on a few specific things? Please give me two examples that illustrate this.
Think of a day when you had plenty of things to do. Describe how you scheduled your time.
Tell me about your work experience in managing multiple job priorities with varied
deadlines. When and how do you determine priority and deadline changes?

When was the last time you felt pressure on a job? How did the situation come about? How
did you react? What made you decide to handle it that way? What effect, if any, did this have
on your other responsibilities?

Flexibility

1.

2.

3.

By providing examples, demonstrate that you can adapt to a wide variety of people,
situations and/or environments.

What do you do when priorities change quickly? Give me one example of when this
happened.

Tell me about a specific time when you were given new information that affected a decision
that you had already made.

Tell me about a time when an upper-level policy change or decision held up your work. How
did you respond?

Describe a work situation in which a project you worked on and felt was very important to
you was delayed or postponed. How did it interrupt your schedule and how did you respond
to it?

What methods or processes have you used to ensure a positive outcome for you and the
company when you were facing a change in your job responsibilities?

Diversity

1.

2.

3.

10.

Tell me about a time when you had to adapt to a wide variety of people by
accepting/understanding their perspective.

What have you done to further your knowledge/understanding about diversity? How have
you demonstrated your learning?

Can you recall a time when you gave feedback to a co-worker who was unaccepting of
others?

Can you recall a time when a person’'s cultural background affected your approach to a work
situation?

How have you handled situations in which you could not understand a customer's strong
accent?

Tell me about a time that you successfully adapted to a culturally different environment.
Tell me about a situation in which you had to separate the person from the issue when
working to resolve differences?

How have you taken responsibility/accountability for an action that may have been offensive
to the recipient?

Tell me about a time that you had adapted your style in order to work effectively with those
who were different from you.

How have you reacted to conversations between co-workers that were clearly offensive to
non-participants?
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Give examples of when your values and beliefs impacted your relationships with your co-
workers.

Tell me about a time that you evaluated your own beliefs or opinions around issues of
difference.

Tell me about a time when you avoided forming an opinion based upon a person's outward
appearance.

How have you made your voice heard in a predominantly male or female-dominated
environment?

What measures have you taken to make someone feel comfortable in an obviously
uncomfortable environment?

Give me a specific example of how you have helped create an environment where differences
are valued, encouraged and supported.

What have you done to support diversity in your unit?
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and live chat. To master these tools requires specialized
communication skills. To be successful in this media
requires preparation and practice. Many of the standards
that apply to good telephone communication apply to the
Internet.

Labor Market and Employer Research

The Internet originated as a research tool, so there
should be no surprise that it offers incredible resources
for employment research. There are volumes of labor mar-
ket and employer information. Many employers post infor-
mation about themselves on the Internet. Our Web site at
jobs.utah.gov offers invaluable labor market information.

Advertised Jobs

There are too many advertised jobs on the Internet to
even begin to count. More and more employers are listing
job openings on their web pages, in news groups and with
Internet employment service providers.

Employment Services

There are hundreds of businesses specializing in provid-
ing employment services. Some are merely advertisements,
but many provide services directly online. These services
include career counseling, résumeé writing, placement
assistance and job matching. Some sites match job seek-
ers with employers directly online.

America’s Job Bank

America’s Job Bank (AJB) is the largest national data-
base of job openings along with an electronic résumé sys-
tem. This system allows you to search for jobs from pre-
selected job titles, keywords or special codes. Hundreds of
new jobs are posted every day, so be sure to check back
often.

Employers and private employment agencies can access
résumeés and view your qualifications in relationship to
their job openings. If interested, employers will contact
you directly. This service will expose your qualifications to
a large audience of potential employers.

There are step-by-step instructions for easy use of the
system. You have the personal control of updating or
removing your résumé. Your résumeé will be done in an
attractive and standardized format. There will also be
other links to job-related Web sites for career and job
search information, and other local services and infor-
mation. There is no charge for this service. If you do
not have Internet access, you can visit your local public
library, school, university, or local Workforce Services
Employment Center.

Getting Started...continued

How to get started on your job search at jobs.utah.gov:
1. Log in to: http://jobs.utah.gov

2. From the Home Page, select Find a Job. From the
Job Seeker Services page, select Find a Job.

3. If this is your first time using the system, select
Sign Up Here! Create an account by completing
ALL of the required fields such as Name, SSN and
other related information. If you have registered
with us before, enter your Username and Pass-
word.

4. Follow the steps from here to search for job open-
ings, post your online resume or to access a vari-

ety of services.

5. If you have any questions, click on “Online Help”
from the left hand navigation menu.

Thank you for using jobs.utah.gov!

OUR MISSION

We provide employment and support services for our customers to

improve their economic opportunities

“A proud member of America’s Worlcforce Networlk”
Equal Opportunity Employer/Program ¢ Auxiliary aids and services are available upon request to individuals with disabilities by calling

(801) 526-9240. Individuals with speech and/or hearing impairments may call Relay Utah by dialing 711. Spanish Relay Utah: 1-888-346-3162

DWS 07-32-0303 » Job Search Series




Looking for a job is a full-time job.
Many hours of work go into a successful
job search campaign. The interview is a
critical step toward the goal of employ-
ment. It is at the interview that the job
is won or lost; it is where you “sell” your
qualifications. The best test of any job
search is the number of interviews you
are offered. If you are consistently being
interviewed, you should expect job offers.
If you are not getting interviews, you
need to reevaluate your job search strategy.

An employment interview is simply a
meeting between you and a potential
employer to discuss your qualifications
and see if there is a “fit.” The employer
wants to verify what they know about
you and talk about your qualifications.
If you have been called for an interview,
you can assume that the employer is
interested in you. The employer has a
need that you may be able to meet. It is
your goal to identify that need and con-
vince the employer that you are the one
for the job and that you can add value to
their bottom line.

Interviews can be stressful, but when
you are well prepared there is no reason
to panic. An interview generally lasts
from 30 to 60 minutes and most ques-
tions fall into standard categories.

Preparation

Preparation is the key to success
in a calculated job search campaign.
Preparation will help win the interview
and will improve interview success. Begin
by gathering all the information and
documents you may need for the inter-
view. Bring extra copies of your resume,
a typed list of references and letter(s)
of recommendation. You may also want

Visit us at http://jobs.utah.gov

to bring school
transcripts,
licenses and cer-
tifications.Work
samples are also
powerful tools
(e.g., designs,
drawings, writ-
ings). Finally, bring a pen and pad of
paper for taking notes.

The more you know about the job, the
employer, and the industry, the better
prepared you will be to target your quali-
fications. Up to this point you should
have been gathering some of this infor-
mation. Now is the time to intensify your
research and expand your knowledge.
There are many sources of information.
Ask the employer for a position descrip-
tion. Research employer profiles at any
Chamber of Commerce or local library.
Network with anyone you know who
works for the company or for a related
company.

The next step is to match your quali-
fications to the requirements of the job.
A good approach is to write out your
qualifications along with the job require-
ments. Think about some standard
interview questions and how you might
respond. Most questions are designed to
find out more about you, your qualifica-
tions, or to test your reactions in a given
situation. If you lack experience or skills
in a required area, think about how you
might make up for those deficiencies.

The Interview

The purpose of an interview is to
become acquainted and to learn about
one another. The employer wants to
learn how you “fit into the organization”,

Interview
Tips

eMaintain good eye contact
throughout the interview.

*Do not be a clock watcher.

*Do not discuss illegal or
discriminatory subjects
such as race, religion,
age, national origin, equal
rights or gender.

*Dress a step above what
you would wear on the
job.

eBe aware of nonverbal
body language; do not:

-put your hands in
your pockets

-chew a pencil or other
object

-clench or wring your
hands

-tap a pen or pencil

-fiddle with jewelry

-jingle keys or coins in
your pocket




but it is also an opportunity for you to evaluate the com-
pany. Employers use a variety of interview formats. There
are series of interviews, panel interviews, phone inter-
views, or the traditional one-on-one interviews. Sometimes
staff from the personnel or human resource departments
will conduct an initial screening and the hiring authority
will conduct the actual interview.

During an interview it is important that you be your-
self. It is advised that you get a good night’s sleep and
plan your travel to arrive in plenty of time. However, you
should present yourself for the interview no more than 15
minutes early. While you are waiting for your interview,
try getting to know the office staff through small talk. Any
connections made here could be a plus when the final hir-
ing decision is being made.

Interview Questions

The interview is a sales meeting and you are both the
salesperson and the product. The basic question in every
interview, whether it is asked or not, is “Why should I hire
you?” All other questions center on this one issue. Basic
interview questions can take a variety of forms. Generally,
questions will ask about you, your qualifications, experi-
ence, skills and motivation. If you have prepared for the
interview and are confident about your qualifications,
none of these questions should be difficult.

Listen carefully to each question asked in the inter-
view. Take your time in responding and make sure your
answers are positive. Express a good attitude and show
that you are willing to work, eager to learn, and are flex-
ible. If you are unsure of a question, do not be afraid to
ask for clarification. Sometimes a good strategy is to close
a response with a question for the interviewer. If you have
researched the company beforehand, you will be better
informed and able to ask more in-depth questions.

Focus on your qualifications but also look for oppor-
tunities to personalize the interview. There is nothing
wrong with injecting some personal insight into your life.
However, do not get too personal or dwell too long on non-
job related topics. Show your potential to the company.
Support your answers with examples from your experi-
ence. Avoid “yes” or “no” responses to questions.

Use caution if you are questioned about your salary
requirements. Try to avoid the question until you have
been offered a job. If that isn’t possible, turn the ques-
tion back to the interviewer and ask what salary range the
position falls in, or what others in similar positions are
being paid.

The interview is not over when you are asked if you have
any questions. Come prepared to ask a couple of specific
questions that again show your knowledge and interest in
the job. This is not the time to ask about pay or benefits.

Closing the Interview

Close the interview in the same friendly, positive manner in
which you started. If you want the job—say so. Summarize
your qualifications again before leaving. When the interview
is over, leave promptly. Do not overstay your time.

After the Interview

You will learn from each interview and become more
confident from the experience. Evaluate the success and
failures by asking yourself these questions:

eWhat points did I make that seemed to interest
the employer?

*Did I present my qualifications well? Did I overlook
qualifications that were important for the job?

eDid I learn all I needed to know about the job?

eDid I talk too much? Too little?

*Was I too assertive? Not assertive enough?

eWas I dressed appropriately?

*Did I effectively close the interview?

Finally, write a “thank-you” note or letter to each person
who took part in the interview. Thank the employer for
their time, restate your interest and qualifications for the
job, and remind them of your intent to follow-up. Mail the
letter the day of the interview.

Always continue to follow-up on the original position,
or others that might be available. Being invited to be
interviewed means you are high on the potential list. If
you tweak your resume, streamline your job search and
strengthen your interviewing skills, you could be #1 on
the list next time.
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we tap into this wealth of knowledge and open the doors
of opportunity. This exchange is often informal and not
planned. Networking, as a job search strategy, is more for-
mal and calculated.

Informational Interviewing - The informational
interview is a networking effort targeted toward potential
employers and professionals within a specific industry.
This technique is used to gather information regarding
skills, training and experience needed for an occupation.
It is also a method to learn about a specific company or
about an industry. It is inappropriate to ask for a job dur-
ing an informational interview. It is easier than ever to
find this type of information on the Internet. From our
home page at http://jobs.utah.gov, click on “Labor Market
Information.”

Direct Employer Contact - Direct contact is essen-
tial for the serious job seeker and requires planning and
preparation. It is not enough to just walk in and ask “Are
you hiring?” A successful job search is a sales campaign
and your challenge is to sell your qualifications.

The first step is to list potential employers. As your job
search progresses, you will continually add to this list.
The local public library is an excellent place to identify
potential employers and prepare your job search strategy.
Specific publications to review include the phone book,
Chamber of Commerce listings, employer profiles, industry
guides and newspapers. Additional sources for informa-
tion include your local Workforce Services Employment
Center, schools, community agencies, and our Web site.

Once you have your list, plan a strategy to approach
each employer. There are many approaches available and
you will want to vary them depending upon the circum-
stances and your preferences. You can fill out an applica-
tion, send a résumé, call the employer directly, or arrange
for an informational interview.

Persistence and follow-up are the keys to a success-
ful job search. If you are serious about employment,
plan your follow-up. There is no such thing as a wasted
effort and the only dead lead is the one you chose to kill.
Situations change and the employer who is not hiring

today may be looking for someone with your qualifications
in the future.

Employment Services - Employment agencies come
in all shapes, sizes and prices. Some specialize in very
specific occupational areas. Many employers have exclu-
sive arrangements with employment agencies and they
can be an excellent resource for job leads. If you are inter-
ested in the services of an agency, investigate them care-
fully. Determine what they will do for you and how much
it will cost. By contrast, the Department of Workforce
Services offers you these services at no charge.

Temporary agencies and contract houses are another
source of employment. Increasingly, employers are turn-
ing to them for help in managing their human resources.
Many people have worked their way into excellent employ-
ment by first working as a temporary. Once they prove
themselves, the employer is eager to hire them as perma-
nent employees. Even if this does not happen, temporary
jobs are an excellent way to build skills, gain experience,
and minimize the cost of reemployment.

If you are receiving any wage subsidy, such as
Unemployment Insurance, be sure to check for any
adverse consequences temporary employment may have
on these benefits. If you choose to use an agency, check
them out very carefully and be sure you understand all
the conditions of the contract.

Internet Technologies - Our new Web site at
jobs.utah.gov allows you to conduct job searches on-line,
and view current job openings and employer contact
information. It’s convenient and fast; available 24 hours
per day. There is no cost to access this listing of jobs
and employers in Utah, and there are plenty of new job
listings every day. You can also post your résumé and
access helpful links. Our employment centers offer Job
Connection Areas where computers are available dur-
ing business hours for job search purposes. If you need
assistance developing a scannable resume, ask an employ-
ment counselor or pick up our flyer entitled “Résumés.”
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