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“He” and “she” will be used interchangeably throughout this booklet to represent both males and females.

Looking for work 
Y ou want a job. The fact is, to have any kind of future, you 

 need a job. But you’re probably asking yourself, “Yeah, 
right, but who’s going to hire me? Where do I find a job?” 
 The longer you were in jail, the longer it’s been since you’ve 
looked for work. The economy isn’t 
great for people without a record, so 
it’s understandable that you might 
be feeling pretty negative about your 
chances of finding a job. 
 You need to put those thoughts 
out of your mind — the people 
who succeed are the ones who don’t 
take no for an answer! It’s true you 
are going to hear “No” a lot. Keep 
working at it and you will hear “Yes.”
 The good news is that once you have your job application 
papers together (including your ID, a resume, and references), 
finding a job is really a matter of time and effort. That’s right. 
It’s up to you. If you want to work, and you’re willing to do 
what it takes, you will find a job. 
 This booklet shows you where and how to look as it talks 
about the three keys to your job search:

u Attitude
 u Action
u Assistance

Note: If you haven’t figured out what kinds of jobs you might do or if 
you need help writing a resume, see Getting Back to Work ... When 
You Have a Record and Writing a Resume ... When You Have a 
Record from this publisher.
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Attitude
Y ou are going to fail. Wait a minute! What did you say? 

 It’s nothing personal. It’s just a fact that no one who 
searches for a job, no matter their experience or education, is 
successful 100 percent of the time. 
Truth is, jobs are filled for all kinds 
of reasons. When you apply for one, 
you can do everything well and it still 
might not work out. 
 But if you put your best foot forward 
enough times, you will get a job. And 
if you have a good attitude it will 
happen sooner rather than later. 
 What makes for a good attitude?
 You’re confident. You’re right, it’s 
not easy to apply for jobs knowing you might not get them. But 
you put yourself out there because you believe in yourself. You 
know you’re ready to work. And you know you’re able to do a 
good job.
 You’re flexible. You’re open to learning new things. You’re 
also willing to work your way up, even if that means starting at 
the bottom.
 You’re serious. Until you find a job, your job search is your 
job. So you treat it like one. You spend the same time and effort 
looking for a job as you would doing your job.
 You’re polite. Employers hire people who show respect by 
saying things like “sir,” “ma’am,” and “thank you” a lot.
 You’re positive. Employers hire people who use words such as 
“I can,” “I do,” “I will” — and mean them.
 You’re persistent. You keep at it no matter what. You don’t 
get down easily. Besides, you don’t have time to think about 
what might have been, as you’re already busy looking for the 
next opportunity. You’re already taking more action.



3

Action
A s you look for a job, you should know that there are people

 and organizations available to help you. But it’s really 
important not to rely on others — this is your job search and a 
job will be a long time coming if you just sit back and wait for 
somebody else to find it for you. 
  In this section we’ll talk about the things you can do to take 
charge of your job search.

The first step
 Begin by getting organized. Once you start contacting 
employers, things can get confusing in a hurry. It’s important 
not to lose track of what you’re doing. Some tips:

	Get a notebook and keep it with you as much as you can. In it, make 
note of the ads you answer so you can track the progress of your 
efforts. Also, jot down leads and new ideas as they come to you. In the 
back, list phone numbers and addresses you want to keep handy. 

	Make to-do lists. Each morning take out a piece of scratch paper and 
write down what you want to get accomplished that day. For example, 
you might list “Call Company Z,” “Finish Cover Letter to Employer 
Y,” and “11 a.m.: Informational interview with Person X.” List enough 
items so you feel like you have plenty to do but not so many you’d 
have to be a superhero to get them all done in a single day. Cross off 
each item as you complete the task. 

	Get or make a calendar. Have a place where you record appoint-
ments, interviews, or tasks that you can’t afford to forget. For example, 
if you say in a cover letter that you’re going to follow up with a call 
next Friday, be sure to write that call on your calendar. Your calendar 
will also help you see at a glance what your schedule looks like so you 
know when you’re available for interviews. Update this calendar each 
day and transfer information to your daily to-do list as appropriate. 

 One tough thing about a job search is that you don’t get 
instant results. But being organized helps you see that you’re 
not starting over every day; you have proof of your actions. And 
every action you take brings you closer to finding a job.
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Start early
 It’s important to take some action, even small steps, as early 
as you can each morning. That’s right. If at all possible, get 
going first thing. Why? Two reasons: First, the longer you put 
it off, the less likely it is you’ll start; “later today” too easily 
becomes “tomorrow,” becomes “next week.” Second, you want 
to talk to people about jobs at a time that’s convenient for them; 
starting early means they have the day to make time for you.

Try different things
 Good jobs are found in a variety of 
ways, as different employers handle 
openings differently. Some advertise in 
the newspaper. Some on employment 
websites, or their own websites. Others 
don’t advertise anywhere; they hire by 
word of mouth, friends of friends.
 Since you can’t know where you’ll 
first hear about a job opening, it’s a good idea not to rely on any 
one strategy. Try many of the specific actions we’re about to 
discuss. Later, if you find some of them helping you more than 
others, you might focus on three or four strategies. Of course, 
you don’t want to be busy just to be busy. But if you don’t try 
different things you’ll really limit your chances.

Go online
 If you’re serious about finding a job these days, you have to go 
online. It’s OK if you don’t have Internet access at home. You 
can get free access at your local library or workforce center. 
Once online, where should you go? 

u	Job boards. There are thousands of employment websites. 
Obviously, you’re not going to go to all of them. Start with 
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these: ajb.org, monster.com, and careerbuilder.com. At these 
sites, enter key words into the search boxes (such as “cook” 
or “landscaper”). This will narrow the many jobs available 
to your specific interests. Click “submit” and the results will 
appear. You can then click on each listing for more details so 
you can decide if you want to apply for the position.

u Search engines. A real time saver is the use of “meta” search
engines. These are not “job boards” like those mentioned
above, but are online tools that comb through job boards
and company sites. Two popular ones: indeed.com and
simplyhired.com.

For example, if you’re looking
for a job in retail and use indeed.
com, it will show openings from
monster.com, careerbuilder.com
and various individual companies,
all in one list.

Another option is to type key
words into a general search engine
like Google or Yahoo! and see what
comes up. For example, if you type
“loading dock jobs atlanta georgia” a list of postings from
various job sites will appear.

As you search the net, you’ll find sites that advertise the
sorts of jobs you want: make a note and visit them regularly.

You’ll find that sites often require you to register; as long
as it’s free, go ahead. This will allow you to post your resume
so that employers can contact you with openings. Note: this
seldom happens; don’t sit back waiting for the phone to ring!

u Area newspapers. Most newspaper websites have a regularly
updated online “Jobs” area. These are similar to other job
bank sites; the difference being they usually only advertise
jobs in your local area.

u Company websites. Are there companies in the area that
employ people in the jobs you want to do? Then it would be

http://ajb.org
http://monster.com
http://careerbuilder.com
www.indeed.com
http://www.simplyhired.com
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worth it to visit those companies’ sites to find out if they’re 
hiring (almost all have “employment” sections on their sites).

u	Social media. Using sites such as Facebook, Twitter, or 
LinkedIn, you can “follow” companies so you’ll know when 
openings come up. Be advised, though, that many employers 
do online background checks. So if you do use social media, 
don’t post anything you wouldn’t say during an interview.

 Given the number of postings online, it would be easy to 
think that you should spend all of your time on the Internet. 
This is not the case. Going online is part of a good job search 
strategy — but it’s not the only part.

Your local newspaper
 It used to be that if you wanted a 
job you found out about it through 
the newspaper. That’s not the case 
anymore; the newspaper employment 
section now represents a fraction of 
the jobs out there. But it’s still worth 
checking out, and it usually doesn’t 
take more than a few minutes to do.
 If you don’t have a subscription, you can read papers for free 
at the library (some sandwich/coffee shops also make them 
available). Remember that the Sunday newspaper has — by far 
— the largest number of listings. 

Other kinds of newspapers
 Don’t overlook the small papers that cover one or more 
communities in your area. These papers may come out only 
once or twice a week but many have job postings that are worth 
checking out. 
 This is another reason why the local library is a great 
resource: Every library receives every local newspaper. Browse 
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the periodicals or ask a library aide. You’re not going to find 
hundreds of job postings this way. But the ones you do find will 
not likely be advertised many other places. 

Job Fairs
 Job fairs can be great opportunities to find jobs, as they give 
you the chance to learn about employers who, by the fact of 
their participation, are or soon will be hiring.
 Most fairs are industry based 
(restaurants, say, or trucking) 
or hosted by one large company. 
When you see a fair advertised, 
look at the list of participating 
employers to see whether they 
hire people to do the jobs you’d 
like to do. Note that some fairs 
ask you to pre-register and 
submit a resume. That means by going to the fair you’ll put 
your resume in front of many employers at once.  
 The biggest hurdle for job seekers who have been incarcerated 
is getting face-to-face meetings with employers. Job fairs give 
you the chance to do that. So before you go, prepare like you 
would for an interview: visit the websites of the companies 
you want to meet with (so you know what they do and you can 
ask questions that show interest); dress as you would for an 
interview; and bring many copies of your resume with you.

Contact employers who aren’t hiring
 Here’s an encouraging fact: Every employer eventually hires 
new employees.  
 That means that even though a business you’d like to work for 
isn’t advertising openings today they might be tomorrow. Or 
next week. In other words, it’s still worth it for you to contact 
them. But how you go about doing it can make a difference in 
how things turn out. Here are some ideas:
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n Send a cover letter and resume to a business you’d like to
work for. Referred to as a “blind” cover letter/resume, this
puts your resume on file so that when an employer is ready
to hire they’ll consider you for the job.

As discussed in the booklet Writing a Cover Letter ... When 
You Have a Record, it’s crucial that your blind letter not read 
as if it were a form letter sent to every business in town. If 
you don’t show how you might help this specific employer, 
you might as well save your time and postage stamps.

✓ Tip: While it’s easy to send blind letters and resumes via e-mail,
send yours through the postal mail instead. Why? Unsolicited
e-mail is often caught in junk filters and goes unread. And even if
your message does get through, it’s still less likely to be read than
something that arrives via postal mail.

n Visit employers in person. When you stop by a business to
see if they have any openings, be prepared as though you
were going to a scheduled interview. Dress in presentable
clothes, speak in a business-like fashion, know something
about the business, and bring a copy of your resume that you
can leave. In other words, show that you’re serious.

Even if you’re only there for five minutes, the people you
talk to will get an impression about you. Make it a good one!

n Call employers on the phone. When you “cold” call a
business remember that anyone you talk to is likely to be
busy — and someone you don’t want to annoy. Be calm and
friendly and don’t beat around the bush. Introduce yourself
and get to the point: “Hello, my name is Terry Anderson and
I’m calling to see whether you’re hiring at this time.”

If the answer is “yes,” ask how you can apply. If the answer
is “no,” ask whether it would be OK if you sent your resume
so that it was on file. Either way, ask for the name you should
address your cover letter to. And thank the person for their
time and help.

✓ Tip: If you learn of a job opportunity this way, make sure you
apply quickly — within a day or two at most.
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