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Preface
Investing in your future
One of the most important steps you can take to build a bright
f u t u re is to land and keep a good job. The right job will allow you
to ch a l l e n ge yours e l f, learn new skills, develop self-confi d e n c e,
and, of cours e, earn a good income. Your paych e ck gives you
economic power—not just to buy “things,” but to provide a stro n g
financial foundation for you and your family. You also can use
your economic power to contribute to your community and ensure
that others also find their way up the ladder to success.

Getting the right job will not be easy. That is why the National
Urban League and the National Endowment for Fi n a n c i a l
Education have joined together to develop Planning for Success, 
a series of three booklets. The Planning for Success series will
give you tips for landing a good job, understanding and using
your employee benefits, and making wise choices with your money.

Planning for your own success means that you must always think
about your future. You will need to continually expand your
k n o w l e d ge and your work skills. You also must be able to show on
your resume and in your employer interviews that you have the
skills as well as commitment to get the job done. Being pre p a re d
to succeed in the 21st century means embracing lifelong learning,
becoming an active pro b l e m - s o l v e r, and developing the discipline
to manage your income wisely.

The National Urban League and the National Endowment for
Financial Education hope you will use Planning for Success t o
assist you in making sound decisions about your financial future.

William L. Anthes, Ph.D.
P r e s i d e n t
National Endowment for
Financial Education
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Hugh B. Price
P r e s i d e n t
National Urban League



How to find out who’s hiring
The best way to find out about job openings is to talk to family and
friends, and keep your eyes open. You may learn about 
jobs through:

; h e l p - wanted signs

; people who work at a place where you would like to wo r k

; family or friends who hear about jobs you can do

; c o m p a ny websites and online job boards such as monster. c o mT M

Landing the Job
Looking for a job is hard work. Most jobs do not just fall into
your lap. You must figure out what work you can (and are willing
to) do, hunt for job openings, apply for the job, and convince the
e m p l oyer to hire you. A job search can take weeks or even months.
You will have lots of company during this process: at any give n
time, more than 40 million Americans are looking for jobs.

H ow eve r, finding the right job is always worth the effort. A job
will give you money to pay for the basics—food, clothes, a place
to live. It can help you reach your goals, such as getting more
education, buying a home, or visiting family who live far awa y. 
It can help make your family secure.

A paycheck is one reward for working. But a good job can off e r
other rewards, too: pride in a job well done … a place to meet
n ew people and learn new skills … a chance to be creative. Yo u ’l l
k n ow when you have a good job because you will look forward to
going to work each day.

Of course, there will be problems and barriers when looking for
work. There will be times when you ask, “Why bother?” But
remember this: it is not the most qualified person who always gets
the job—it is the person who is best prepared. This booklet will
help you prepare … and win!

Your first real job begins today. Good luck!
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Finding job openings

Newspaper employ m e n t

a d s, help wanted signs,

and postings on bulletin

boards are some ways to

l e a rn about job openings.
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Te m p o r a ry, s e a s o n a l , or part-time jobs

A full-time job may not be available. Or, you may not want 
to work full time. If so, think about temporary, seasonal, or 
part-time wo r k .

On t e m p o ra r y jobs, you often work a full day, but for a short time
period—say a few days to a few months. You are paid by the hour.
M a ny agencies find temporary jobs for wo r kers at no cost to the
wo r ke r. The “at no cost” part is important. Look in the Ye l l ow Pa g e s
of the phone book under “Employ m e n t .”

4

Places to go and things to do

To look further and learn if there are job openings in other
companies, visit these places: 

; local Urban League offi c e s

; job placement centers run by the state, county, or city

; e m p l oyment agencies (private bu s i n e s s e s )

; union halls or trade orga n i z a t i o n s

; career counseling offices of high schools or colleg e s

; libraries—to read the job ads in new s p a p e r s

Be sure to check the local papers that serve your part of tow n .
Look also for ads for job fairs that draw many employers to
the same spot for a day. If the library has Internet access, you
also can find job listings on various web sites. Ask a librarian
to help you if you’re not used to “surfing the net.”

Ta ke a pen and paper, and plan to spend some time talking to
people and copying information from job postings. Check with
the groups listed below, too. T h ey may have leads for you.

; area Chambers of Commerce

; community groups, such as Eastern Star, Links, Lions, 100
Black Men, Girl Friends, Women in Community Service
(WICS), churches, YMCA, and Y W C A

; n o n p r o fit organizations, such as the Urban League, Wo r k f o r c e
D evelopment Boards, Vocational Training Services, and
P r ivate Industry Councils

Working a seasonal job

Seasonal jobs, such 

as working in a

g r e e n h o u s e, m ay be 

an option to consider.
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This work can have disadvantages, too:

; You may not earn enough, by yourself, to live on or to support
your fa m i l y.

; You may not have any employee benefits. Benefits, such as
health coverage, vacation days, or a retirement plan, often go
only to full-time wo r kers. You must pay for them yourself, or
go without.

; The work can be very tiring. You may work long hours. Yo u
may work two or even three jobs. It’s hard to take care of
yourself and your family when you are so busy and so tired.
Talk with your family and plan how to make things wo r k .

; The work may end before you want or need it to end. Fa c t o r s
b eyond your control, such as the weather or the economy in
your area, may end the work before you planned for it to end.

Working for yo u r s e l f

M a ny people prefer to work for themselves. It can be very hard
work, but it also can be very satisfying. If you have n ’t wo r ke d
much, you are probably not ready yet to go out on your own. Still,
it can be a goal. The best way to prepare for this goal is to learn
everything you can while working for someone else. We will talk
more about working for yourself at the end of this booklet.

6 7

Seasonal jobs are tied to the season and weather: planting or
h a r vesting crops, lawn care, removing snow, or serving tourists at
a summer or a winter vacation spot. You can work many hours
during the season, but the work ends when the season ends.

Pa r t - t i m e work can last a long time, but you will work fewer than
35 hours each week.

Here are the advantages of these kinds of jobs:

; You can work when you want to. Maybe you don’t need to
work full time, year- r o u n d .

; The work can lead to a full-time job. The employer can see
h ow well you do. You can see if you like the job and the
e m p l oy e r. About one temporary job out of three turns into a
full-time permanent job.

; You can learn new skills and try out a job you think you
would like to do.

; You may be able to get work references. Your current
e m p l oyer may let you use his or her name as a reference when
you look for future work. 
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H ow will you get to wo r k ?

Do you own a car? Can you share a ride with someone else? Can
you ride the bus? Or can you ride a bike? If you need to buy a car,
will a small car be OK? Or will you need a truck because of the
type of work? Compare prices of new and used cars. In most
cases, a new car is more ex p e n s ive; used cars often are a better
value. Add in the cost of using the car: insurance, license tag,
emission test, gasoline, parking, and repairs. 

Should you pay someone to find you a job?
Some businesses, called “search firms” or “headhunters,” charg e
people money to find them jobs. Some of these businesses do
what they promise, others do not. Either wa y, it will cost you
m o n ey (maybe a lot of money), and when it’s over you still may
not have a job. So beware. Using a “temporary agency” at no
c h a rge to you often is a better choice.

H ow about working at home doing assembly work or stuffi n g
e nvelopes? You will see many ads for this kind of work. Each
y e a r, many people buy ex p e n s ive supplies needed to do this wo r k ,
but then are never paid by the company for their work. Check out
each company that you are thinking of working for. Ask your l o c a l
Better Business Bureau about complaints against the company.
States and many cities have Consumer Protection agencies; check
with them, too. Their telephone numbers are in the business or
g overnment section of the White Pa g e s .

Making yourself “employable”
You really have two pieces of work to do when you start job
hunting. You need to find a job opening. T h a t ’s what the guide 
has talked about so fa r. But, just as important, you need to make
yourself “employ a b l e .”  Do you have skills an employer wa n t s ?
Can you accept a job offer when it comes? Many wo r kers fa c e
one or more of these problems when they look for work. Here 
are some ways to fix these problems.

Taking the bus is a low -

cost way to get to wo r k .

L ow-cost transport at i o n



Who will care for your childre n ?

Who will care for your children while you are at work? You must
think about how much child care will cost; whether your children
will get good, safe care; and how easy it is to get your children
there. Here are some child-care provider ideas:

; before-school and after-school child-care programs 
in the school

; a trustwo r t hy friend or relative

; licensed day-care centers

; in the home of a day-care mother (near where you live or hope
to work) licensed by the state

; child care at your job

; child-care program operated by faith-based groups or non-
p r o fit orga n i z a t i o n s

You may be able to get a list of licensed child-care providers from
the state or county Human Services Department, or from United
Wa y. Also, check with your local Urban League offi c e .

Visit each child-care center or child-care mother you think about
using. Is the person or center licensed by the state? Do you know
a nyone who has used the service? Trust your instincts. Do you
feel comfortable there? Ta ke your child. How does he or she
react? Think about cost, of course, and the time it takes to get
there by driving or public transportation. If child care is near your
work, or at least on the wa y, you will spend more time with your
child and less time getting to the child-care prov i d e r.

S ave your receipts for the cost of child care. Part of the cost of
child care may be deductible on your income tax return. Ask your
tax preparer about the specifics of this tax credit.
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Finding child care

M a ny community or 

faith-based groups ru n

child-care centers for

working parents.



If you do agree to vo l u n t e e r, treat this job just like a paying job.
S h ow up on time, be reliable, and work steadily. Check with an
Urban League office or the United Way for a list of groups that
l i ke to use volunteer help. Or, ask at these places:

; church or other religious groups, the YWCA or 
YMCA, libraries

; hospitals, neighborhood health clinics, nursing homes

; c h i l d r e n ’s schools, day-care centers

; youth groups, such as Scouts, Boys and Girls Clubs, 
sports teams

; political parties

; state employment office or Legal Aid Society

; Better Business Bureau

; Tr ave l e r s ’ A i d

Do you need to learn more job skills?

Do you need more job training? You may need to go back to
school. What classes does your local Urban League off e r ?
Is there a vocational-technical school nearby, or a community
c o l l ege? These schools usually charge less for their classes.

If your income is very low, tell the school. The price of your
courses may be lowered to an amount you can afford. If the class
will directly help your work on the job, an employer may help 
pay for it. Or, your company may provide the training itself at 
no cost to you.
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Do you need more job ex p e r i e n c e ?

For most people, the first job is the hardest to get. You have 
no experience, no references. Volunteering is one way to get
experience. You will learn new skills and get a chance to use
them. You also can meet people who may help you find a good
j o b. Be sure to list the skills that you used in volunteer jobs when
you apply for a paying job.
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I m p roving computer skills

L e a rning computer software programs 

can help you land a good job.



Your job notebook
Remember the spiral notebook mentioned in the list? Use it to
start a job notebook. In it, keep a day-by-day log of what you
do while job hunting. On the right-hand page s, write down 
all the information you come across about jobs, and all the people
whom you contact. If friend Joe tells you about a job that may
open up at Ace Dry Cleaners, write that fact down. If you call
Ace, write that down, too. List the day you contacted Ace and
what information you received. List the full name, title, address,
and telephone number of the person you talked to. If you are 
to mail a letter or resume, write that down, noting the date you
sent that letter. List a day to check back with that person. You get
the idea.

15

Selling Yourself
Gearing up: getting ready to apply for work
You will need to spend time and money to find a job. Think of 
the cost of job hunting as an investment in yourself. You don’t
need to be reckless with money, but you do need to make a good
first impression, and that usually costs some money. Remember,
though, that it could be the key to landing a job quickly.

The cost of job hunting

Your costs might include these things:

; metro and neighborhood newspapers to read the job
a d vertisements 

; a telephone, or even an answering machine, for messages

; clothing—neat, clean clothes you will wear to your interview

; transportation to the place where you will apply or be
i n t e r v i ew e d

; use of a typewriter or a computer to prepare a resume

; the print-shop costs of copying your resume

; business paper and envelopes to use for your letters to
e m p l oy e r s

; stamps for mailing those letters

; odds and ends—maybe shoe polish, a couple of pens 
(blue or black ink), a haircut

; a spiral-bound notebook

These items don’t need to cost a fortune. You can read new s p a p e r s
at a library for free. Many libraries also rent computers by the
h o u r, and librarians can help you use them. Shop for clothing at
thrift stores. Compare costs of a couple of print shops nearby.

14

Using a job notebook

Keeping a job notebook will help organize your job search.
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N ow you are ready to apply for the job. You may need to go to the
c o m p a ny ’s office during business hours to fill out an application, 
or telephone to set a time for an interview, or send a letter or a
resume (see below). Some companies prefer you to complete an
application online, or email a resume. Do whatever the job ad or
posting says to do.

A job ad often will list a deadline date for the company to get
applications. Apply before the deadline—the sooner, the better.
No one who applies after the deadline will be considered. A l s o ,
some ads say not to call the company. If this is the case, don’t call.

Be on time (or even 10 to 15 minutes early) to all appointments. 
If an emerg e n cy delays you, call the employer as soon as you 
can and ask for a new appointment. But remember that a missed
appointment may make you look unreliable.

Come prepared. You will probably have to fill out an application
form that will require the following information: your Social
Security number, driver’s license, and the telephone number 
of a friend or relative to call in an emergency. You will need 
the business names, addresses, supervisors’ names, dates of
e m p l oyment, and wages of the last three places where you wo r ke d .
You also will need to list the names and telephone numbers of at
least three references.

On the left-hand page s, tape in job ads, business cards, notes that
friends write you about jobs. That wa y, you will always have the
information handy. Draw arrows from the ad or business card to
the notes on the right-hand page that relate to them.

Write down any interviews you have in the notebook. List the
time of the interview—and the time you will need to leave to get
there 15 minutes early. After each interview, write the name of the
c o m p a ny and the interview e r. Then jot your comments about the
i n t e r v i ew: How did it go? Were questions asked for which you
need to prepare a better answer?

Keeping a job notebook creates a record of whom you have talke d
to, what you did, and what you still need to do. This process will
help keep your job search on track.

Now you’re in motion: applying for work
After you learn about a job that you might want, you will need to
apply for it. For many jobs, this may mean going to the job site or
personnel office and filling out an application form. You also may
be interviewed, either then or later. How ever you apply, there are
some things you can do to improve your chances of getting the job.

Tips to help you apply for any job

Find out something about the job and the company before you
a p p l y. You also might be able to find out how promising the job 
is, and the best way to apply for it. Someone at your local Urban
League, job placement office, or Chamber of Commerce may know
about the company. You also can check old newspapers at the
library for articles about the company. Also read news releases on
the company ’s website (if they have one). This research is impor-
tant. It will help you make a good impression at your interview. 
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; A short letter can be best if you have not wo r ked at all, or not
much, or not recently. Type your letter neatly on a typew r i t e r
or a computer. Have at least one other person read the letter to
m a ke sure that it says what you want it to say, and that
spelling and grammar are correct. Typos or bad grammar may
cause your letter or resume to be ignored from the start.

; Send your letter to a specific person. Often a newspaper job ad
will list the person to whom you should send a letter. Or
perhaps a friend who works at the company can find out for
you. If you know the person’s title, use that, too. And be sure
the name and title are spelled right. 

Here are some specifics to include in your letter:

; In paragraph 1, state what job opening you are applying for. 
If you are responding to an ad, say when and where the ad
was published. Or, if you talked to someone at the company,
say who that person wa s .

; In paragraph 2, write about your skills that fit the job you
want. Maybe you drove a truck, used computer spreadsheets,
sold things, trimmed trees, welded, detailed cars, altered
clothing. Talk about those skills. Volunteer work counts, too.
E ven though you did not get paid, what you did may fit the
job you want. For example, say you helped out at a food bank.
If you stocked the shelves and kept an inventory of items,
these same skills can be used in jobs that track inventory 
and that ship and receive supplies. If you handed out bags of
groceries to families, you probably learned how to be helpful
to all sorts of people—a big plus if you are applying for
customer service work. Were you in charge of a group of other
volunteers? That might help you land a job as a crew boss.

Applying in person

M a ke certain you are neat 

and clean when applying

for a job.

Applying in person

Some businesses want to get an early look at the people who are
applying for work. T h a t ’s one reason why some employers wa n t
wo r kers to apply in person, instead of mailing in an application or
resume. If you apply in person, be neat, courteous, confident, and
k n owledgeable. All employers are looking for people who know
the job, are able to work steadily, can learn quickly, and can get
along with supervisors and other wo r ke r s .

Applying by letter

For some jobs, you may first need to send the employer a letter or
a resume. These documents tell the employer something about
what you have done and what you know. T h ey help the employ e r
figure out if you can do the work that is needed.
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c a r p e n t e r,” not just “Wo r ked as a carpenter” or “Used desktop
publishing softwa r e ,” not just “Used softwa r e .”) Some
e m p l oyers scan resumes electronically to look for the key
words they used in the ad.

; If you have wo r ked at several jobs, list jobs in the first section
of your resume. Describe your most recent job (that may be
the one you have now), then work backward. Include the
length of time you were employed at each job. Stress the skills
you used and the special things you did.

; If there are gaps in your work record, briefly explain why.
D o n ’t go into great detail, but be honest. It is best to get these
issues out in the open as soon as possible. If you look like you
are hiding something, you may not be considered further.
Listing false information is grounds for getting fired from
your job.

; If you have not wo r ked much, or not recently, then start right
o ff describing your skills and accomplishments. A gain, skills
you learned on volunteer jobs count too. Remember to stress
the skills that you can use on the job that you are applying for.

When you send a resume, you need to write a short “cover” letter
to send with it. Say what job you are applying for, and why you
want it. Your cover letter should:

; Be concise—preferably, one page only.

; Say how you can help the company. Maybe you have the right
mix of skills (you know how to cashier, stock inve n t o r y, a n d
do retail sales). Perhaps you never miss a day of work, and
you work steadily while on the job. Do not say you are inter-
ested because you think the pay is high. (Even if it is true!)

; Note and briefly explain any gaps in your employment. 
( You never know whether the employer will read the resume
or cover letter first ... and sometimes both are thrown awa y
after reading only one.)

; Paragraph 3 is where you can briefly list jobs that you have
held. Do not say too much about the jobs you held long ago or
when you performed a different kind of work. Focus on what
you did in more recent jobs, or in jobs that are similar to the
one for which you are applying.

; In paragraph 4, briefly list your education, such as years of
high school, high school diploma, a general education diploma,
c o l l ege work, and technical training. Do not list references,
but offer to supply them. End by asking for an interview.

Sending a resume and cover letter

A resume is a more formal way of listing your jobs and your
education. It works best if you have held some jobs. How eve r,
a nyone can write a resume that focuses on skills. You may have
learned those skills at home, in your uncle’s shop, at school, or 
in the military. No matter where they came from, all skills can 
go into your resume. Many reference books explain how to write
resumes that will really show off your talents. Look for them in
the public library or at your local Urban League. Here are some
good rules of thumb:

; Keep a resume short. One page is best; a second page if you
must, but no more. Most employers spend only 15 to 30
seconds reading a resume. You need to get the important
information on the first page, in a way that is easy to read.

; At the very top, put your name, home address, and telephone
n u m b e r. Now the employer knows how to get in touch with
you. Do not give your age or say whether you are married or
h ave children.

; As you write the rest of your resume, remember what wa s
listed in the ad. Did the ad ask for specific skills (framing
c a r p e n t e r, desktop publishing)? Did it have other requirements
(at least three years of experience)? In your resume, use the
same key words that were in the ad. (“Wo r ked as a framing
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Interviewing
At some point, you will be interviewed for a job. Most interview s
are face to face, but sometimes companies talk to you on the tele-
phone first. The interview helps both you and the employ e r. During
the interview, you will have a chance to see if you and the company
fit with each other. Have your own questions ready, as well. Here is
the homework that will help you have a good interview.

B e f o re the interv i ew

Find out what the company makes or does. Knowing something
about the company will show the employer you are interested in
it. Ask your Urban League representative, job counselor, the local
Chamber of Commerce, or people who know about the company.
O r, ask a librarian to help you find information about the company.

Think about questions you may be asked. Practice your answers.
Here are some common questions: 

; Can you tell me about yourself?

; W hy do you want this job?

; Do you have references?

; What are your strengths and weaknesses?

; What did you like and dislike about your last job?

; H ow well did you get along with others on the job?

; Do you prefer working with people or by yourself?

; Has a manager ever done something you didn’t like? 
H ow did you handle it?

; W h a t ’s the worst mistake you have made on the job? 
What did you do to fix it? Have you ever been fi r e d ?

; W hy should I hire you?

Applying by mail

Before mailing an

application or resume,

m a ke certain you 

h ave enough stamps 

on the env e l o p e.

B e f o re you put anything in the mail

Neatness counts! Type your resume and print it on white or
cream-color bond paper. Never send a bad photocopy or a resume
that you have corrected by hand. Rev i ew it for typing, spelling,
and grammar errors. Have at least one other person check it, too. 

Did you put enough stamps on the envelope? Three pages 
( 81/2 by 11 inches) in a long envelope usually will take one fi r s t -
class stamp. If you send more pages, the envelope may need more
postage. Have the envelope weighed at the post offi c e .
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H ave your own questions ready. Ask questions that show you are
interested in the long haul. “What will it take to be a successful
e m p l oyee?” “Will more training help me advance?” “Does this
job help prepare me to step up to other jobs?” “What problems or
challenges does the company face?” Of course, you also will wa n t
to know about wages, benefits, and working conditions. But save
these questions for the end of the interview.

D ressing for the interv i ew

As unfair as it may seem, appearances count. How you look is the
basis of most people’s first impression of you. Here are some tips
to help improve your interview appearance:

; If your haircut has hit the shaggy stage, get a fresh one.

; Wear clothes that are clean and neat. Avoid “loud” colors or
bold patterns. Try to dress similar to the people who work in
the same office or at the same job for which you are applying.
Can you drive by the building or job site to take a look? If you
are not sure what to wear, it’s better to dress “up” (as for
church, for instance) than to dress “dow n .”

; D o n ’t wear perfume or cologne; some people are allergic 
to them.

; Wear clothes that are free of cigarette smoke. And, don’t
s m o ke on the way to your interview; the smell will cling to
your clothes.
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Remember about first impressions. Simple things, such as 
bad breath or body odor, dandruff, chewing gum, cat hair 
(or your hair!) on your dark clothes, a run in nylon stockings, 
or dirty fingernails, can ruin that first impression. Check 
yourself carefully.

Making a good impre s s i o n

Before an interv i e w ,

check the mirror to be

sure you will make a

good first impression.
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After the interv i ew

Three or four days later, send the interviewer a short letter. T h a n k
him or her for the interview. Add an extra piece of information
about yourself and an observation or idea about the job or company.
It is a good way to remind the interviewer of you. Use the
i n t e r v i ew e r ’s business card to make sure that you spell his/her
name and title correctly.

One of two things will happen after the interview: you will get a
job offer or you wo n ’t. If you do, congratulations. If you don’t, it
is time to send out more inquiries. Remember Duke Ellington’s
saying: “Life has two rules. Number 1, never quit. Number 2,
a lways remember rule number 1.” That saying applies all too well
to job hunting. 

Keep applying elsewhere while you wait to hear back after an
i n t e r v i ew. Search for leads, send letters, make telephone calls. 
The worst that can happen is that you may end up with two (or
more!) job off e r s .

Sending a thank-you note

During the interv i ew

After you’ve landed an interview, there are more do’s and don’t s ’
for during the interview. It’s a good idea to follow these suggestions:

; Come alone. A r r ive 15 minutes early, so you can get yourself
settled. There may be forms to fill out before the interview.
Bring a completed sample job application form to assist you.

; Look the interviewer in the eye and shake hands firmly (bu t
not hard enough to hurt!). Use the interview e r ’s last name
from time to time (such as, “Ms. Johnson”). Smile!

; Speak clearly, and use good grammar. Say “yes” instead of
“ y e a h ,” and avoid words like “um,” “like ,” and “you know.”

; Be enthusiastic about the job for which you are applying. 
The more you know about the company, the easier it will be 
to show enthusiasm.

; Find something good to say about each past job (and former
e m p l oyer). New employers rarely hire complainers. 

; Answer all questions honestly. Covering up problems—such
as having been fired, a felony conviction, or health concerns—
can cause your job offer to be withdrawn. Most employers look
at each person indiv i d u a l l y. If there was a problem in the past,
t h ey will consider the nature of the problem, how long since it
occurred, and your more recent work history. You will have a
better chance at this job if you are honest with the interview e r
and explain your situation.

; Try to have at least five questions ready before the interview,
and ask more during the interview. Show your curiosity and
willingness to learn by asking questions.

; At the end of the interview, shake hands again and thank the
i n t e r v i ewer for his or her time. Ask when you can expect to
find out the interview e r ’s decision. Ask the interviewer for
his/her business card.

Sending a thank-you note

a few days after the

i n t e rview is a good way

to remind the interv i e we r

of you.
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will have to pay for them yourself or go without. Ask for a
written list of the employee benefits. (Use the checklist on
page 31 to see what you should look for. )

; What are the working conditions? Do they appear to be safe,
h a p py, and pleasant?

; Will you have to change or upgrade your work clothes? 

; Will you be able to learn new skills and move up within the
c o m p a ny ?

; What is the company ’s “corporate culture”? Would you bu y
the company ’s products or services yourself?

Crossing the Finish Line: 
Accepting an Offer

When you get an off e r, then what? Maybe just saying “YES!” is
all you need to do. But, maybe you need a little time and some
more information before you can answer. That usually is OK, too.

Questions to ask when you are offered a job
I t ’s likely that the person offering you the job will give you 
all the necessary details. If he or she does not, then ask the
f o l l owing questions:

; When do you want me to start (date and time)?

; What is the pay?

; Is there a background check, physical exam, or drug test
before the offer is fi n a l ?

; Can I give you an answer this afternoon? or tomorrow ?

Is this the right job, right now?
Sometimes we can’t be too choosy about a job. Work may be hard
to come by. But, sometimes you may have more than one job off e r
from which to choose. How do you decide which one to take ?
Here are some things to think about:

; Do your skills and experience match the job?

; H ow well does it pay? Can you live on your take-home pay?

; What benefits does it offer? Health coverage and a retirement
plan are the most important. Others may be child care, dental
or vision insurance, disability insurance, educational benefi t s ,
and vacation pay. If the employer does not offer them, you

Receiving a job offer

If you receive a 

job offer over the

t e l e p h o n e, you will

probably have a few

questions to ask.
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Good job benefits are important. The government requires
e m p l oyers to provide only a few benefits (two are unemploy m e n t
insurance and wo r ke r ’s compensation). So, benefits can va r y
widely from one employer to the next. Some employers pay all of
the costs of the benefits they off e r. Others have their wo r kers pay
for part of their benefi t s .

Use the checklist on the next page to compare benefits among
e m p l oyers you may be considering. 

_ _ _ Health cov e r a g e

_ _Health maintenance organization (HMO)

_ _Preferred provider organization (PPO)

_ _ Po i n t - o f - s e rvice plan (POS)

__Indemnity plan

__Other _____________

_ _ _ Dental cov e r a g e

_ _ _ Life insurance

_ _ _ Disability insurance

_ _ _ Retirement plan

_ _ Traditional pension plan

__401(k) or 403(b) plan

__Profit-sharing plan

_ _Simplified employee pension plan (SEP)

__SIMPLE plan

__Other _____________

_ _ _ Va c a t i o n

_ _ _ H o l i d ay s

_ _ _ Sick leav e

_ _ _ Personal day s

_ _ _ Family leav e

_ _ _ Unpaid leav e

_ _ _ F l exible spending account (FSA)

_ _ _ Educational benefits

_ _ _ E m p l oyee assistance prog r a m

_ _ _ Child care

_ _ _ O t h e r , such as adoption assistance, we l l n e s s
p r og r a m s, l egal assistance

Job Benefits Checklist

Job Benefits Checklist

E m p l oye r _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
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S h owing your enthusiasm

When meeting with your

new boss, m a ke sure 

you show your interest

and willingness to do a

good job.

Starting a New Job
Yo u ’ve landed a good job. Congratulations! Now what? 

On your first day, you may fill out forms for taxes, insurance, 
a retirement plan, and other payroll deductions. (These are
discussed more in Book 2, Making the Most of Job Benefi t s.) 
You will also meet with your boss, discuss the job, and get
introduced to your co-wo r ke r s .

O ver the next few weeks, it will be important to learn how things
are done at this job. Ask questions that show your interest and
willingness. Try to find someone who can “show you the ropes.” 

Try-out period
Some companies try out new wo r kers for a short period, often
from one to six months (usually called a “probation” period).
During this time, it’s important to be at work on time, get along
with others, and do what you were hired to do. (Of course, these
are still important after the try-out period, too.) Ask how you will
be rated, and talk with your boss from time to time to ask how
you are doing.

At the end of this probation period, your boss may tell you how
you rate. This is called a “performance evaluation” or “performance
rev i ew.” Be sure to ask questions during this rev i ew, such as
“ H ow can I do a better job?” Do not expect a pay raise after this
r ev i ew. The rev i ew will give you an idea about how the company
l i kes your work, and it will let you and your boss talk about new
tasks you need to prepare for.

Annual reviews
M a ny employers rev i ew and rate all their wo r kers at least once 
a year. The rev i ew usually is put in writing. Pay raises often are
based on this annual rev i ew. Sometimes you will be asked to sign
a new contract. Learn something new and do something new each
y e a r. This will please your boss, keep your own interest high, and
help you get good performance rev i ew s .

Making the most of rev i ew s

Annual reviews give you

the chance to learn how

well you are doing the job

and will help you to set

new goals.
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Should You Change Jobs?
There may come a time when you will need or want to find a new
j o b. People move or need to do something different to continue to
g r ow and learn professionally. Unfortunately, sometimes companies
go out of business, as well.

If you are looking to change jobs, try to follow these steps:

; If you can, find a new job before you leave your old one. Yo u r
n ew job should be better than the old one. It should pay more
m o n ey, teach you new skills, give you more responsibility, or
g ive you more job satisfa c t i o n .

; A lways try to leave a job on good terms. Give at least two
w e e k s ’ notice. Do not “burn any bridges.”

; Get copies of good performance rev i ews. Save samples that
p r ove the company liked your work (letters, awards, or
product samples) to show new employ e r s .

; Try to line up supervisors or co-wo r kers who can give you a
good reference.

; Before you leave your old job, collect all the benefits you can.
These may include severance pay, payment for unused leave
or unused vacation days, reimbursement for expenses, and
m o n ey put into a retirement plan. 

; Find out when old health benefits end and new ones begin. If
you have to wait before your new plan begins, consider using
COBRA. COBRA allows you to keep your old medical cove r-
age for up to 18 months. Most companies with 20 or more
wo r kers qualify. You must pay the full cost of the health
c overage. Still, because it is group insurance, it may be
cheaper than buying it on your own. 

Continue to ask how you can do better at your job. Based on
these answers, try to set specific goals for yourself with your boss.
Then, work hard to meet these goals! And be sure to keep a copy
of your written rev i ews for your files and for future use.

Remember to think of your future
Finding a good job was hard work; settling in to a new job is
hard work; who has time to think ahead? Well, take a breather 
for a little while. But then, consider how this job will take you 
to your goals. 

To d a y, wo r kers must take charge of their own futures. Wo r ke r s
who learn new skills are more valuable to their employers—and 
to themselves. You can take your skills from one job to the nex t .
Remember that some jobs and careers can be left behind as new
ones become available. To have a secure, well-paying job, you
must prepare for those future careers. Never stop learning!



Do you like the idea of working for yourself? The work can be
very satisfying.

H ow eve r, it is also true that “your own hours” may be very long.
You will make mistakes, and you must be able to keep going.
People must want to pay for what you make, or what you do, and
you may need to change so that people will pay your price.

You will need to put money into your business for a while before
it will make a profit for you. Where will this “start-up” money
come from? And you must pay for all the benefits that your old
job paid for: health coverage, tools, office or shop space, liability
insurance, vacation time, and retirement. You will now pay all of
your Social Security taxes. (When you wo r ked for someone else,
the employer paid half and you paid half.)

And if other people work for you, then you are the boss and you
must pay them and provide benefits. Finally, you’ll also need
m o n ey to pay for your own personal needs, such as food, 
clothing, and shelter.

If you like the idea of being your own boss some day, learn now
from your employ e r. Learn the skills you need. Learn how to s e l l
your product or service, and how to keep good business records.
Learn how to get along with people—the people who supply
goods to you, and the people who buy from you. Learn from your
boss, from other wo r kers, and from the people who sell supplies
to your employ e r. Get to know as many people as you can. Later,
t h ey may be able to help you get started in your own bu s i n e s s .
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Working for yourself
You may want to leave your company to work for yourself. T h i s
could mean supplying other businesses (selling auto parts to repair
shops, repairing office copy machines, or growing herbs or baking
pies for restaurants). Or, you may choose to work directly with the
public (selling clothes, repairing TVs or appliances, teaching
piano, or running a pet store or a wrecking yard). 
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S t a rting your own business

In spite of the long hours

and hard wo r k , s o m e

people prefer to work for

t h e m s e l v e s.



Her job W h at she learn e d W h e re this job took her

H o u s e keeping staff, cleaning To work steadily and Bussing dishes or waiting 
rooms at a large hotel finish a task. tables in a hotel restaurant 

What hotel guests want 
their rooms to look like.

Bussing or waiting tables H ow to serve and clean up Working in a hotel kitchen
in a polite and friendly way .

H ow to help people who 
h ave problems.

H ow to calm or satisfy people 
who are unpleasant.

C o o k ’s  L e a rn about different foods Helping to prepare and 
a s s i s t a n t and cooking methods. s e rve banquets

H ow to time a meal so that 
e v e ry item is ready to serve 
at the same time.

S e rving banquets Planning amounts of foods Working at the 
to serve the number of reception desk
people ex p e c t e d .

H ow to organize servers so 
that all tables get their 
food promptly.

Reception desk H ow to make reserv a t i o n s. Helping to plan meetings 
H ow to take care of guests and conventions at the hotel
as they reg i s t e r .

H ow to smoothly register 
a large number of guests.

H ow to track charges on 
the guest’s bill.

H ow to work with port e r s,
h o u s e keeping staff, and 
other hotel staff to meet 
the needs of guests.

A l s o : night classes at 
a community college 
in Hospitality and 
Meeting Planning.

Putting It All Together
If you are like most wo r kers, your greatest asset is your earning
p ow e r. For example, let’s say that you are a 25-year-old wo r ke r
who earns $15,000 a year. Did you know that, with small yearly
pay raises, you will earn more than $1 million by age 65?

R e m e m b e r, your present job may last only a few years. That is
just a small part of your working lifetime. Things change, and you
need to prepare yourself for change. Use the chart on page 41 to
start thinking about how to plan for future jobs. 

Yvonne’s job path
This chart shows the path that one hotel employee took. Yvo n n e
was in her twenties when she began to work for a hotel. She wa s
in her fifties when she bought her own inn. 

One reason that Yvonne advanced so far is that she had many
years to build her skills, get experience, and save her earnings.
She changed hotels twice, and notice that she took some night-
school classes, too. If you start later, you may be happy with some
other job path. But at each job you have, think about what skills
you can learn that you can use in your next job.
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Your job path
What might your job path look like? Here is a blank chart for 
you to begin filling out. It may be a lot longer than one page by
the time you are finished. How far ahead can you think? T h i n k i n g
about your future is hard … especially if you do not have a job
n ow. And even if you fill it out now, your ideas may change as
you learn about other jobs. So stay flexible, but remember your
goals. Work and learn. Your efforts will make the diff e r e n c e .

Your job W h at you can learn W h e re this job 
might take yo u

40

Her job W h at she learn e d W h e re this job took her

Meeting planning H ow to determine the Director of Meeting Planning
number of rooms to set 
aside for the meeting.

H ow to plan when and 
where meals will be 
s e rved to the group.

H ow to set up 
conference rooms.

Director of Meeting Planning H ow to manage a staff To her dream...
of other people.

H ow to adv e rtise the 
h o t e l ’s meeting facilities.

(Using all other skills 
l e a rned on earlier jobs)

Owner of a small inn N ow is the time to apply To a secure retirement
in a resort tow n all that has been learned 

about houseke e p i n g ,
food serv i c e, s c h e d u l i n g ,
and keeping customers happy .

Y vo n n e ’s job path continued.
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Resources
While you are at the library reading newspapers for job ads or
writing your resume on a computer, check out these books and
online resources. T h ey can help your job search. If you have
trouble finding them, ask a librarian for help.

Resumes that Knock ‘Em Dead. Martin John Yate. Bob Adams, Inc.:
Boston, Mass. 
Includes examples of cover letters and sample resumes.

K n o ck ‘Em Dead with Great A n s w e rs to Tough Interview
Q u e s t i o n s. Martin John Yate. Bob Adams, Inc.: Boston, Mass.
Includes a list of potential questions you might be asked during
the interview, and analyzes what the interviewer is really trying 
to find out.

The National Job Bank. Bob Adams, Inc.: Boston, Mass.
Alphabetically lists more than 15,000 major employers—in eve r y
state and the District of Columbia. Describes the business, who
to contact, jobs each has to fill, what education is needed, and 
so forth.

Thomas Register of American Manufacture rs. Thomas Publishing
C o m p a ny: New Yo r k .
Lists thousands of large and small companies in every fi e l d .

State Manufacturing directories.
Lists all major companies, gives contact information. 
E very state has one.

C a reer Guide to Professional Associations: A Directory by
Occupational Fi e l d. Carroll Press: Cranston, R.I.
A great source of information for developing contacts and locating
potential mentors and online resources.

What Color Is Your Pa ra ch u t e ? Richard Bolles. Ten Speed Press:
B e r ke l ey, Calif.
A workbook to help you figure out what kind of work you might
l i ke to do.

Websites
w w w. m o n s t e r. c o m

w w w. h o t j o b s . c o m

w w w. c a r e e r bu i l d e r. c o m

w w w. f e b j o b s . g ov
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