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SURVIVING A LAYOFF
· Why was I laid off?

It’s not your fault.  You did not do anything wrong.  Don’t confuse layoff with a firing/dismissal.   Dismissals remove people, layoffs remove positions.  Employees who are laid off did nothing wrong.   Instead the position was abolished in order to meet the mandated budget reductions required by the University.  

· Emotions you will probably experience when hearing about the layoff:

Whenever we lose something that’s important to us, we grieve.   Grieving is an emotional process that helps us cope with our loss.   It has four basic stages:


Shock – a disbelief that this has happened to you


Anger – a feeling that you have been wronged

Mourning – sadness and longing for what is gone


Acceptance – the eventual desire to get on with your life.

· Filing for unemployment
Don’t be embarrassed to sign up for unemployment benefits.   The government requires USF to buy unemployment insurance for our employees.   This insurance provides a financial cushion for employees who lose their jobs.  It’s insurance, not a handout.   
The money you get from unemployment insurance depends on how much money you earned while working and how long you worked.  Each state pays different amounts and the amounts change from year to year.  Human Resources will have a representative on campus on a designated date to explain how to file for unemployment and answer questions you may have.

· Resume Tips

You need a resume when looking for a job.   Your resume is your calling card and your advertisement.  It’s a one-page handout that shows what a great catch you are.  When you complete your resume – mail it, email it, post it online, ask friends to give it to their managers, hand it out at job fairs, and give it to employment agencies.   The idea is to get it into the hands of as many hiring managers as you can.   

· Ways to Get a Job Interview
1.   Talk to your friends and relatives.   This is called networking, connecting through other people.

2.   Send a letter and ask for an interview.  Two-thirds of all job hunters send letters asking for a job interview.   The mail is a great way to reach a specific business or whole industry.   It can put your resume directly into the hands of the hiring manager.

3.   Use the telephone to ask for an interview.   If you mail your resume to 50 companies you might land one job interview.  But if you follow-up with phone calls, you could land three or four.

4.  Answer the Help-wanted advertisements.   The great thing about help-wanted advertisements is that employers tell you exactly what they’re looking for.   This allows you to custom-tailor a letter or tweak your resume to meet the employer’s needs; however, never lie on your resume, it a sure way to get fired.

5.  Work the Internet.   Job hunting on-line is free and is one of the best ways to find a job.   Log onto a job site like Monster.com or CareerBuilder.com.  Don’t forget to visit the web sites of employers that you may want to work for as well.

6.  Register with an employment agency.  Some businesses don’t want to advertise their job openings, they don’t want to read piles of resumes, and they don’t want to interview scores of job applicants.  So, they hire an employment agency to do it for them.

· The Interview

Be enthusiastic – it’s the main key to a great interview

· Dress appropriately

· Offer a professional greeting

· Show that you are curious and interested in the position

· Have a sense of humor

· Think “can do”

· Have a reason for wanting to work there – visit the company’s website and google the company’s name for news.  Find out who they are, what they do, and why they matter to you.

· Participate in the conversation – don’t answer with short answers but don’t be a motor mouth that never stops talking.   Listen.  Ask questions.  Give generous answers.

· Tell the manager that you want this job.   Most people won’t say whether they want the job or not, so make sure you do.  (“Mr. Smith, I’m a fast learner.  I try to give more than what’s expected. I’m easy to get along with.   I like what I see here – and I really want this job.”)

All interviews are different, every manager has their own style.   Here are some questions to expect during a job interview.  Prepare by thinking about how you would answer them:
· Relax and tell me about yourself.

· Tell me what you know about our company.

· Why did you decide upon this career field?

· Why do you want to work for us?

· Tell me about your last job.

· How did you feel about being laid off?

· What will your former supervisor say when I call to ask what kind of worker you were?

· What did you like most about that job?

· Where do you see yourself in five (5) years?

· Give an example of any major problem you faced and how you solved it.

· What do you believe was your greatest accomplishment/greatest failure?  What did you learn from it?

· Have you ever been convicted of a crime?

· What motivates you to do a good job?

· Do you prefer to work alone or in a group?

· Would you rather be in charge of a project or work as part of the team?   Why?

· You have one minute to convince me that you are the best candidate for this job.  Begin.

· After the Interview

When you get home, send the manager a thank-you note.   Sending a thank-you note could give you an edge, especially if there’s real competition between you and another applicant.   Keep the thank- you note brief.   Thank the manager for meeting with you.  Say that you want the job and you’ll call in a week or so to see if he/she has made a decision.  Write the thank-you note as soon as you get home – you want to get it into the manager’s hands before they forget who you are.

A week after your interview, pick up the phone and give the manager a call.

· Call the manager and introduce yourself.

· Ask the manager if he/she has made a decision.  (“I’m very interested in that position and I thought I would follow-up to see if you have made a decision.”)

· If you got the job – (“This is fantastic, when would you like me to start.”)

· If you didn’t get the job – (“If the person you chose for this job becomes unavailable, please call me.   I’d be happy to come in for another interview.”)

· If the manager has not made a decision – (“Would it be OK if I call back on Friday?”)

