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This book is designed to help you
find a new job. It has a lot to offer
you, but you will get more from it
if you know how to use it. Here are
a few tips for getting the most out
of it:
• Read the entire book —
including the sections
you’re confident about.
Why? Even experts come across
one or two ideas they find useful
on topics they know very well.
That one idea may be your key to
getting the job you want!
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• Fill in the worksheets as you
go along, not just in your head,
but in writing. The questions
are there only to help you look
at your own thoughts and your
own choices; you need to be able
to actually look at your answers
to know if you are happy with
them.
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• The worksheets are
intended to get you started
— if you have more information
to write than the space allows,
get more paper! This work is
going to get you a job; the more
time you put in, the sooner you
will be successful.

10. Put your references to good use...............................40

• Get the information
requested. Some of the
worksheets ask you to go out
and get answers by talking to
someone, or making a phone
call. Don’t treat the request
like a “homework” assignment.
Getting that information can
only help you; do it for yourself.
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12. Make a positive impression at the interview........44

• Finally, keep this book
around. As your job search
progresses, a little “refresher”
course now and again may prove
helpful.
Good luck on finding your new
job! Making the most of this
opportunity will improve your
future and help you to enjoy your
working life.
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1. Take stock of the situation

More than a paycheck
There’s just no doubt about it: a

It’s a fact that dealing with your
emotional response to unemployment is
as important as actually looking for a job.
The folks we talked to had some things
to say about how it feels to lose a job.
Andrew said: “I’m furious. It’s just so
unfair! This whole thing really has me
ticked off.” Rosalinda said: “I’m not
sleeping very well, and during the day I
start crying over the smallest thing. I just
don’t feel like seeing anyone right now.”
Denise said: “Maybe I’m not as good as
I thought I was.” Brian said: “I haven’t
told anybody but my wife. I feel like such
a loser.” Robert added: “If this is what I
get for trying, what’s the point? If they
want to lay me off, there’s nothing I can
do about it.”
Unfortunately, these feelings are the
opposite of what you need to find a
new job. Robert’s attitude is the opposite
of optimism; Brian’s is the opposite of
confidence; Rosalinda’s is the opposite of
up-beat energy.
So, the question you want answered
right now is probably this: How can I
replace my unproductive feelings with
more positive ones that will help me
succeed as I look for a new job?
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job loss affects every aspect of your

Your feelings can get in the way

life, from the financial and social to
the emotional and physical.

A job loss hurts. Work, after all, is
not just something we do because
we have time on our hands; for
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most people, work helps define who
we are and how we see ourselves.

A group of newly-unemployed folks
expressed their feelings this way. Beth
said: “I really liked the people I worked
with and I miss them. It’s lonely being
by myself all day.” Jamie said: “My job
was my means of being independent and
taking care of myself. Now I might have
to move back in with my folks — none of
us are happy about that!” Denise added
this: “Same for me, but it’s also how I was
taking care of my son. What’s going to
happen to us?” And maybe Brian put it
best: “My job was my future. Where am I
going now? Nowhere!”
Clearly, work is more than a paycheck:
for most of us, a job becomes the stable
center of daily life. And that’s what you
lose — that stable center — when you lose
your job. How to get it back is what this
workbook is all about.
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Losing a job is a major
life event, and how you
handle it can affect your
life for years to come.

Note: For grammatical
simplicity, “he” and “she”
will be used interchangeably
throughout this workbook to
represent both genders.
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Talking things out helps
Just talking about your feelings with
family and friends is likely to reduce
your stress level, but keeping the lines of
communication open has another benefit:
it keeps you among people, where you’re
more likely to hear of job openings.
And one more thing: when facing a job
search, many people find it helpful to put
their thoughts in writing. “Seeing what
you think” can point the way to finding
out what you need to learn from others
— and yourself.

As we’ve already seen, there’s a
range of emotions that are common
following a job loss. There’s no rule
that says everyone will experience
the same feelings or that they will
occur in a certain order; some
people will have moods that you
don’t, and vice versa. But among
the most common emotions are the
following:

Shock

Three things I’ve been thinking or feeling that are getting in the way
of my finding another job:
1.____________________________________________________
2.____________________________________________________
3.____________________________________________________

Three things I can do to help change those thoughts or feelings:

1.____________________________________________________
2.____________________________________________________

m
pl

Unless your company told you
a lay-off was coming, your job
loss probably left you more than
surprised, more than disappointed
— stunned might be the most
appropriate word. Even as that
initial shock wears off, there will be
less devastating “after-shocks” as
you face the changes in lifestyle that
arise during this time when you’re
between jobs.
Shock has symptoms that affect
you in many ways:

Put it on paper

er

What else
do I need to know?

 “I feel so out of sync with

what’s going on in the world. I
can’t seem to stay focused on
anything for very long.”
 “People just don’t get it! All
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they care about are things that
don’t really matter.”

3.____________________________________________________
You’ll feel better about your future if you’ve got an accurate grasp
of what’s happened in the past. Complete the following statements
as one way to help you move to a place you’d rather be.
Three things I did right in my old job:

1.____________________________________________________
2.____________________________________________________
3.____________________________________________________

 “My diet’s all messed up. I’m

not sleeping very well. I don’t
know if I’m coming or going.”

How to handle it: Shock goes away
by itself — within a few days, for
most people. Make no decisions
while you’re feeling this way; just
put one foot in front of the other
and take care of the basics until
reality returns. Remind yourself
as often as it takes: this situation
is temporary and things will get
better.

Three things I need to change about how I did my old job:
1.____________________________________________________
2.____________________________________________________
3.____________________________________________________
Where I can go, or what I can do, to get help making those changes:
1.____________________________________________________
2.____________________________________________________
3.____________________________________________________
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How to handle it: “They laid off
my whole department. I’m
planning my next move now. Any
suggestions?” tells people exactly
what’s going on… and opens the
door to support and opportunity.

Anger
It’s a rare person indeed who
can lose a job without feeling some
degree of anger.
But anger can stop you dead
in your tracks. It can keep your
attention focused on your old job
— which can do you no good at all
— and stop you from focusing on
your next job. Just as bad, it can
sour your stomach and your whole
outlook on life.
Bottom line: If all you take away
from your old job are feelings of
rage and hostility, employers are
going to pick up on that — and
you’re not going to get very far in
the interview process.
Be aware that anger does not
express itself only through shouting
and banging things around. You
may find it sneaking into your mood
and behavior in many ways:

Finding an even keel
When faced with a situation we don’t
like, our first (and very natural) impulse is
to react. After a job loss, how you react can
either improve the situation… or make
it worse!
You can’t change the way you feel, but
you are in control of what you do with your
feelings. Your goal is to avoid any reaction
that hurts yourself or another person.
Do not express your anger verbally or
physically to anyone from work
If you must shout, swear, or slam doors, do
it at home… when no one else is around!
Letting off steam is a good idea, but look
for constructive ways to do it: whip a ball
down a bowling alley, throw some weights
around at the gym, pound the pavement
with a good, long run.
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If your life was built around
your job, and perhaps even if it
wasn’t, you’re likely to experience
something that feels an awful lot
like grief.
And this makes sense: grief is our
response to loss; in this case, the
loss of a job and all of the people
and things that go with it.
You can recognize your grief in
feelings of sadness that suddenly
“sneak up on you” when you thought
you were fine; loss of appetite;
having trouble getting to sleep, or
sleeping all the time; becoming
tearful over minor things, or even
completely out of the blue. Grief is
more than just sadness; like shock,
it can affect how you feel physically,
mentally, emotionally.

can’t express your needs or your
aims; and, the people who are most
likely to help you, don’t know you
need the help!
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Sorrow

 general irritability and
impatience with people you
encounter on a daily basis;
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How to handle it: The most direct way
to get beyond grief is to go straight
through it. Be aware of your
sorrowful feelings; talk them out if
you can.
It may sound silly, but when
you’re feeling particularly sad and
frustrated, get out and exercise.
Exercise is a mood lifter and it also
energizes you for other activities.
You may not feel like it before you
start, but exercise has benefits once
you’ve finished up. Try to make it a
part of your daily routine.

Denial

Denial is the state of mind where
you unreasonably cling to a hope
that just isn’t realistic: “They’ll
call us back to work within a few
weeks… it isn’t as serious as it
looks.”
Denial can also lead you to give
other people the wrong impression:
“Oh, things are okay at work,
but I’m thinking I might look
for something else,” or “Yeah, I
was laid off, but I’m fine. Just a
little bump in the road. I’ve got
everything under control.” The
problem is, denial is like a wall
separating you from others: you
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 resentment or jealousy of
people who seem to have
everything going their way;
 resentment of routine
responsibilities;
 fast, hostile, impatient driving;

 sarcasm or belittling comments
to your partner or family
members;
 use of alcohol or other drugs in
an attempt to quiet these “bad”
feelings.

Do not call, e-mail, or visit work with
an attitude
Going back to your workplace with a bad
attitude will damage the good name you
earned for yourself. This will hurt you and
you alone.
There’s no point to going back to work
just so you can “tell them what I really think
of them!” How is that going to improve
things?
What is the likely result of “telling them
off”? Co-workers and supervisors who have,
up to this point, felt favorably about your
employment may no longer feel that way
— and how does losing good references
get you closer to another job?
Do remember that job loss is common
today
If you were laid off, remember that your
job loss was not directed at you personally.
Losing your job doesn’t mean you’re a
loser… but carrying a chip on your shoulder
certainly will point you in that direction!
Accept the fact that strong emotions
are normal
Even if you thought you might lose your
job, and even if it’s been a few weeks since
the actual event, you’re likely to still be
smarting from what’s happened. Work is
such an important part of our lives, that it

Do share your feelings with someone
close
Now is not the time to “tough it out” on
your own! Keeping a job loss secret puts you
under enormous stress and only adds to the
feeling of loss and isolation. Talking with
those close to you will make the loss seem
less severe, plus you will find many allies and
job leads among the people you know —
leads that won’t be offered if people don’t
know you need the help.

Right turns, wrong turns
In dealing with the stressful emotions of a
job loss, there are certain reactions to avoid.

People who’ve lost their jobs
often feel that they have no power
over how things are going to go for
themselves or the people they care
about.
To address feelings that you’re
“just no good to anyone anymore”
or “just about useless now,” start
by reminding yourself that you’re
the same person, with the same
strengths, that you were when you
were employed.
You were never just an
“employee,” you are also a parent,
spouse, coach, neighborhood
organizer or community volunteer.
The things that make you special
haven’t disappeared, so don’t let
a job loss make you feel you’re no
longer a self-respecting member of
your family or community.
Given time, a job will come and it
will be just one more reason to feel
good about yourself. While you’re
still job hunting, don’t stop doing
the things that reinforce your image
as a needed and valued person in
the other parts of your life.
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Don’t swallow your feelings or just
wish them away
It won’t work; it will make you sick.

How to handle it: First, be on the
lookout for the symptoms of anger
listed above. Focus on the reality of
the situation: “It’s not really Karen’s
fault… I’m just in a rotten mood
because of what’s happened.”
Anger is a form of energy. Unlike
denial and sorrow, it makes you
want to do something… so do
something positive! Each time you
find yourself beginning to stew, take
some deep
breaths and
Turn your anger
turn your
into positive
gaze forward
action.
— to your job
search and
your next job.
Make a phone call, follow up on a
lead, etc.
If anger troubles you at odd hours
when you really can’t do much to
move your job hunt forward, stick
to positive action: clean the kitchen,
paint the hall, read that new book
about job-finding. Don’t take it
out on other people; do something
constructive.
Many people also recommend
writing a letter to the person (or
people) at work who have made you
so mad. Put all your feelings into
this letter, and state how things
could have been done differently.
Then, put it in your sock drawer or
show it to your spouse or tear it up.
Even though you will never send it,
it can be a powerful release of anger
and frustration.

Loss of Self-Esteem
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would be strange if you did not feel a variety
of conflicting emotions, and some confusion
about what to do next.

Beware, too, of taking your anger
out on your family or friends. They
didn’t do anything to make you lose
your job, but because they’re close
you may find yourself taking it out
on them anyway.

Don’t use alcohol or other drugs to
quiet your feelings
“Self-medicating” only dulls your feelings
temporarily, takes your energy away from
positive activities, and can cause depression.
Instead, deal with your feelings in
ways that are accepting, positive, and
constructive.

Sa

Do exercise every day
It makes you feel good, gives you a
good reason to like yourself, and — most
importantly — puts your energy where it
can do some good.

Do keep up your connections with coworkers, place of worship, and social
organizations
You are strongest when you’re part of a
community — and seven out of 10 new jobs
are found through such community contacts!
Develop an action plan and then
make it happen
Making plans for the future is your route
to feeling better and doing better.

How to handle it: Start small. First,
notice the effect that your actions
and attitudes have on other people,
and on your relationships with
them; you do make a difference in
people’s lives and they know it!
Next, do something that confirms
your self-worth. Whether it’s
taking a class or teaching a class,
volunteering at church or in a
hospital, making a contribution to
your community is a great way to
feel better about who you are and
how you’re doing.
In these ways, you gradually
restore your confidence and sense
of effectiveness in the world.

© Life Skills Education
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You need to start with respect
— for yourself and your feelings.
You are in a difficult situation and it
will take time to work your way out
of it. What you want to remember
is that this is a temporary situation
and there are things you can do to
improve it.
If you see the need to change your
state of mind, acknowledging how
you are feeling is the first step in
bringing about a change. Give it a
try. Right now, I feel

What should you do if you find
that your emotions are negatively
affecting your family and personal
relationships? Get them off your
chest; don’t pressure-cook them.
You can practice right here:
Someone I can talk to about what
I’m feeling is
_________________________

and something I really need to tell
them about how I am feeling is

_________________________

_________________________
_________________________

_________________________

________________________ .

_________________________
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There are lots of reasons to feel
insecure when you’re unemployed.
You think automatically about
your car loan, the vacation you’d
planned, or your mortgage
payment. “What will happen?
Where’s the money going to come
from?”
Perhaps the most worrisome
question of all is, “How long will
this last?” It’s the uncertainty
around that last question that’s so
unnerving. There’s just no way of
knowing how long it will take for
you to get a job.
About the only thing we know
for sure is that if you put 40 hours
a week into looking for work (plus
a little overtime), you’re going to
find it a lot sooner than if you go on
vacation for a few weeks!

So many complex feelings
— where do you start?
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Fear, anxiety, insecurity

and I think this is because

_________________________
_________________________

________________________ .
It’s important to recognize both
the emotion and how it’s connected
to your job loss; otherwise you
could find yourself yelling at your
three-year-old without realizing
that your anger is being directed
at a person who had nothing to do
with creating the feeling in the first
place.
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How to handle it: The one effective way
to deal with anxiety is to eliminate,
as far as you can, uncertainty.
When you have a plan and a
schedule of job-seeking activities to
look over and implement, you’ll feel
in control — doing what needs to be
done to get a job.
We’ll take a closer look at how
to do that a little later in this
workbook.

As we’ve already seen, you also
want to scatter your most negative
feelings (self-blame, pessimism)
through physical exercise and
positive steps toward job-hunting.
When anger, anxiety or
embarrassment rear their ugly
heads, recognize their presence and
then choose to put your attention on
something else.
Try it: When unproductive,
negative emotions start to close in
on me, I can get physical exercise by
_____________________ with
________________________ ,

or I can turn my attention toward
the future by
_________________________
with _____________________ .
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Put it on paper
Think of three people you know who have lost their jobs recently (but
not people from the same department in your old company).
1.____________________________________________________
2.____________________________________________________
3.____________________________________________________
Talk to at least two of these people today or as soon as you can
reach them. After losing their jobs, what were three things they did
that helped them get back on their feet?

1.____________________________________________________
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It’s not news to you that
unemployment impacts every
member of your family. Rather
than leave them in the dark about
how you are feeling and what
you’re doing, talk to them about the
situation. Admit that this is going
to be a difficult time for everyone,
listen to their concerns, and ask
for their help in conserving your
limited financial resources.*
Actively soliciting their
suggestions will bolster your
family’s self-respect, sense of
competence, and trust in yourselves
as a family unit that works out its
problems together.
Your family is a resource and a
support. List three ways in which
you will (or have) included your
family in what’s going on:
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Don’t ignore your family

1._______________________________
2._______________________________
3._______________________________

Things are going
to get better

Sa

As you develop strength in the
face of difficult emotions, you will
be moving closer to regaining
control of the other parts of your
life.
Here’s a good start: look over the
questions at the right and answer
them the best you can. This is not a
test, and you can’t fail! All it offers
is an opportunity to start thinking
about how you’re going to handle
things from here on, in terms of
both emotions and job search.

*The younger your children, the less
emotionally ready they will be to handle
the information you are providing. They
will need reassurance and their own
opportunities to express their doubts and
fears. Talk with your spouse about the
best way to talk to your kids so that they
can find constructive ways of helping out
and pitching in.

2.____________________________________________________
3.____________________________________________________
Learn from their mistakes. What are three things they did that they
think you should avoid?
1.____________________________________________________
2.____________________________________________________
3.____________________________________________________
Learn from their experience. List three things they did, or people
they spoke to, that might work well for you:
1.____________________________________________________
2.____________________________________________________
3.____________________________________________________
In completing these questions, you have taken action to resolve your
situation; you’re moving out of shock and helplessness. You have just
gotten a start on regaining control.
Will all of the advice you get be worthwhile or useful in your
particular situation? Of course not. But some of what you hear
will be great, and all of it will get you out talking to people and
planning your next move — and that’s how you’ll find your next job!

© Life Skills Education
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2. Take stock of your finances

A sinking feeling
It’s only natural that one of the

er

first things most newly-unemployed

last day of work. All the time you were
working, your employer was paying into
the system on your behalf in preparation
for exactly this situation. The money is
yours; collect it.

people think about is money, often
in the form of panicky questions:

How much? and for how long?

How will I survive? How are we

Unemployment compensation varies
from state to state; even within each
state, the amount to be paid out varies
from person to person.
The amount you receive will be based
on your salary, your family size, and how
long you were working. The length of
time that you receive benefits — usually
several months — depends on state law.
You will find the address of your local
unemployment office in the phone book,
under the listings for your state. Or, go
online to www.dol.gov and follow the
links to your own state.

going to pay the bills? What’s going
to happen to us?
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But big, nervous questions all by
themselves won’t get you anywhere
— and neither will ignoring the situation
and hoping things will just get better
somehow!
To make a plan that has a reasonable
chance of success, you need to ask some
basic questions:

Money is a big concern
but there are things
you can do so it doesn’t
become a major
distraction.

? How much is going out?

? How much is coming in?
? Where can we cut back?

? How much do I really need to get by?

Don’t let emotion cloud your vision
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You won’t even know how worried you
should be until you take a good look at
your financial situation.
You need to do this with a clear eye;
don’t waste energy and attention wishing
you had saved more or wondering if you
can sell your hockey trophies. You can’t
change the past, after all, but you can
plan a better future.

Start with unemployment
When we think of losing a job, we
naturally imagine that there’s no more
money coming in. But for the great
majority of us, there is still money
coming in — just not as much as before.
You should file for unemployment
insurance as soon as possible after your

9

So, What’s Next?

Other income

If you receive alimony or child support
and the amount was set based on your
salary, see about going back to court to
get that amount adjusted until you’re
able to support your children as you did
before. (The same holds true if you are
paying alimony or child support.)
And if you have children under five
years of age, apply immediately for the
Women, Infants and Children (WIC)
program. This allows you to buy food
at a steep discount, which will free up
some of your income and make a real
difference every month.
Does your spouse or partner have
an income? If so, take a look at the
deductions from that paycheck: are there
any that can be decreased, so that the
take-home pay is larger?
If you have children who earn money,
this is the time for them to take over

What I have available to spend...
Savings account ___________
Checking account ___________
Cash ___________
Severance pay, if any ___________
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urces

Cashed-in vacation pay ___________
Cashed-in sick pay ___________

Total cash on hand (your liquid assets) ___________

Certificates of Deposit, less any penalty ___________

Sa

m
pl

Asking your children to carry
more of their own weight is just one
way in which you can stretch the
money you have available to you.
Depending on your circumstances,
there are others.
If anyone owes you money, it
should be obvious that the time to
collect is now.
If you have a hobby that
potentially can earn you money,
follow it up: playing in a band,
taking portrait photographs,
fixing computers, etc. Print up
some business cards that describe
the skill or service you’re selling,
and post them on bulletin boards
in various stores, community
centers, and churches around town.
(However, be careful: do not sink
any of your limited income into
these ventures, and don’t give it so
much time that you’re too busy to
look for work.)
Clean out your closets and collect
everything that you no longer want
but that someone else might be
willing to pay for: old magazines,
musical instruments, work-out
equipment, cooking gear, records
and CDs, and so forth. (You can
also ask family members if there are
things that they’d like you to take
off their hands.) Then sell them
— post ads for them on the same
bulletin boards you used before, or
auction them on Internet auction
websites such as Ebay.com, once
you’ve observed for a while to see
how things are done. A steady flow
of sales can bring you an average of
$20 to $50 a week, enough to cover
your utility bills or keep your car
filled with gas.

g up my
n
i
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It’s time to pull out
all the stops

Know what you’ve got coming in

ad

more of their own expenses. Even
if the money was being saved for
college, it’s appropriate that they
should now cover more of their own
needs during this time of family
hardship.

Stocks or bonds ___________

Pension fund from work, less any penalty ___________
Savings plan from work, less penalty ___________

Equity in your home, less the cost of re-financing ___________
Total cash that’s available IF you really need it
(your non-liquid assets) ___________

Add the liquid and non-liquid assets together;
they make up your Total Assets and you can
also think of them as your Savings Reserve ___________

What I’m going to be getting...
...on a monthly basis. Since most bills are paid on a monthly basis,
you need to see how your income matches up . To accurately assess a
weekly check, multiply it times 52 and then divide that answer by 12.
That’s the monthly amount.
Unemployment ___________
Partner’s income ___________
Alimony/child support ___________
Other ___________
Total monthly income ___________

© Life Skills Education
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Get control of what’s going out
Controlling how much money you spend will go a long way
toward helping you regain a sense of control in general.

But don’t stop there

What’s the bottom line?

The basics are just that: the basic
things you need to pay for every
month to keep a roof over your head
and to be able to go out and get your
next job.
Before you sit down, get what
you’ll need: your checkbook, credit
card statements, a calculator, etc.

It would be nice if what you’ve
listed so far were the only expenses
you had to deal with. Most of us,
however, are used to spending a
good deal of money on things that
now fall into the category of “nice
but not necessary.”
Let’s list some of those not-soessentials — your discretionary
expenses.

Add up your monthly totals for
the essential necessities and
discretionary expenses; then
subtract that from your monthly
income.

Income ___________

Expenses ___________

What’s left? ___________
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rent or mortgage ___________
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Start with the basics...

food ___________

cable/satellite TV ___________

utilities (heat,
cooking gas,
water, electricity) ___________

Internet provider
and subscriptions ___________

property taxes ___________

entertainment,
movies, eating out ___________

phone/cell phone ___________

car insurance ___________

home furnishings ___________

car maintenance ___________

vacation trips ___________
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car loan payment ___________

clothing
(including shoes
and accessories) ___________

child care ___________

gym dues ___________

clothing ___________

magazines ___________

transportation (gas,
tolls, parking; public
transit pass) ___________

life insurance
(this may be an
essential if you
have kids) ___________

medications ___________

health insurance ___________
Total
necessities: ___________

gifts and charities ___________
hobbies ___________

household help
(cleaning, yard
work, etc.) ___________
Total
discretionary
spending ___________
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So, What’s Next?

If the number you’re left with is
very small, or even less than zero,
don’t worry just yet. Most people
newly unemployed would end up
with a negative number.

There’s still some
tinkering to do
The figures we’ve been dealing
with here can be changed for the
better, even some of those that seem
to be set in stone. We’ll look at how
in just a minute.
First, though, let’s look at the
kind of expenses that everybody
has and nobody needs.

End of sample pages. There are 48 total pages in this title.

Thank you for taking a look at our
Life Skills Education workbook. We
hope you like what you read! Our
customers tell us our materials are
concise, informative, reader-friendly,
and cost-effective. They go anywhere
and can be read everywhere!
Please contact us at (800) 273-0033
if you have any questions.
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