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10 tips to make your layoff a little easier

© Don't feel guilty about being laid off. A layoff is not a firing. You did nothing wrong. Future
employers know that, “lack of work,” is the main reason people are laid off.

@ Tell your family. Tell them as soon as you get home. You might say, “I have sad news about
my job. I've been laid off. The layoff is effective today and the decision is final.’

© Acknowledge the emotions of losing your job. You may feel waves of sadness and anger
following your layoff. These emotions are common and usually pass after a week or so. But, if
you are still grieving after two weeks, talk to your doctor. You may have a touch of depression,
which can be treated. If you have thoughts of hurting yourself, or hurting someone else, call
911. Help is only minutes away.

O Relax and do the things you love to do. Try to get your mind off, “the job Spend time with

people you enjoy. Take a day trip. Volunteer. Take a class. Read a good novel.
.............................................................................................................................................. S — "

© Sign up for unemployment benefits. Contact your state’s Unemployment Insurance office g
to see if you are qualified to receive payments. Google, Unemployment Insurance, plus your \
state’s name, for office locations and requirements.

© Extend your health-care coverage. Ask your former employer's human-resource office
about the rules and costs for extending your health-care coverage under the COBRA plan.

© Conserve your money. Hold a family meeting. Ask for ideas to cut unnecessary spending.
Get everyone to agree on a spending plan—and stick to that plan.

9 Call your creditors. Mortgage, rent, auto loan, insurance, utilities, credit cards, taxes—call
them all. Explain that you have been laid off. Ask if you could go on a reduced monthly-payment
plan until you find another job.

© Work on your resume. Read some help ads and job postings to see which skills today’s hir-
ing managers really want. Build your resume based on the skills today's employers need.

@ Line up some job interviews. Make a list of all the people you know who work in the same
occupation or field as you. Ask if they would give your resume to their managers and putin a
good word for you. Visit the web sites of your favorite companies and apply for jobs posted on
their employment pages. Apply for jobs posted on job sites like Indeed, Careerbuilder, Linkedin,

and Monster. If you have questions or you need some help, visit your local American Job Center
for career counseling, job-search workshops, job listings, career fairs, and other services.
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A layoff is not your fault.

You didn’t do anything wrong. Losing your job because you were laid off is not your fault.
Don’t confuse a layoff with a firing. They are two different things.

What'’s the difference between a
firing and a layoff?

Firings remove people. Layoffs remove jobs.

People who are fired usually did something to
deserve losing their jobs— like theft, chronic
absenteeism, or refusing to do the work.

People who are laid off did nothing wrong.
Their job ended, usually because there wasn't
enough work. The job or shift was abolished, or
the plant closed.

How to tell your family that
you’ve lost your job.

Try not to be dramatic or timid. Say it clearly.

You might say, “I have sad news about my job.
I've been laid off. The layoff is effective today
and the decision is final”

Stress that you were laid off, not fired, and that
the decision is final.

Layoffs are emotional and you'll want to talk
about it with your family. So, explain what
happened—who laid you off, where they did it,
what they said, how they said it, how you felt,
and what you said to them.

Mention the names of the other people who
were laid off with you, as well as those who
were not, and how everyone felt.

Introduce some hope. Tell your family that lots
of people find new jobs in just a few months
and many also find better jobs.

You’re not alone, 15 million people lost their
jobs in 2024, that’s 1.7 million people per month.

—U.S. Bureau of Labor Statistics, JOLTS
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Take some time to heal after your layoff.

People react differently to losing their job. Some can shrug it off as if nothing happened. Some
need time to grieve. A few are so wounded, they may need some help.

Time is important in the grieving
process.

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, a sadness and longing for
what is gone

* Acceptance, the eventual desire to get on
with your life

Shock

Even though most people did suspect that a
layoff was coming, many are shocked and
surprised when it actually happens.

Most people can handle the shock. It usually
wears off after a few days.

But some people do have difficulty with it and
may do irrational things. For example, some
try to escape by going on lavish spending
sprees or taking expensive vacations when
they should be conserving their finances.
Others rush to return their new TV, car, or
furniture and cancel the debt. A few will pack
up and move away in the middle of the night.

Try not to make any important decisions for a
few days after your job loss. Instead, give the
shock a few days to wear off. Try to relax. Do
the things you normally love to do. Spend
some time with your family. Take a day trip.
Read a novel. Clean the garage. Get away
from “the job

If you have thoughts of hurting yourself or hurting
someone else, pick up a phone and dial 911. Help is

only a phone call away.
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How to pay your bills when you have no paycheck or savings.

Money. Here’s a subject that really scares jobless people. Now, before you panic, take a deep

breath, exhale, and relax. We're going to walk through your money problems and show you a

few things you might not know—things that could make your hard times a bit more bearable.

How to get started.

The first thing you need to do is to sign up
for unemployment-insurance benefits from
your state.

Don’t be embarrassed to sign up
for unemployment benefits.

The government requires employers to buy
unemployment insurance for their employees.
This insurance provides a financial cushion for
employees who lose their jobs.

It's insurance, not a handout. Your employer
paid for this insurance. Don’t be embarrassed
about signing up for it. Do it.

How to file a claim.

Each state has different rules for eligibility. So,
call your local benefits office and ask how to
file a claim. You can find their telephone
number by Googling “unemployment
insurance” and your state’s name.

When you call, the benefits agent will ask a few
questions to see whether you are qualified to
receive benefits. So, have the following
information handy; your Social Security Number
or alien registration number if you are not a
citizen, your last day of employment, your
employer's name and address, and the reason
you are no longer working.

Housing 32.9%

Transportation
Food

Insurance, pension
Healthcare
Entertainment
Contributions
Apparel

Education

Other expenses

12.9%
12.4%

Where does your money go?
Here’s where the average American

family spends their paycheck

— U.S. Bureau of Labor Statistics
Consumer Expenditures
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Would this be a good time to consider a new line of work?

After losing their jobs, a lot of people think about switching to a new line of work. Whether
you’re happy with your current line of work or not, it’s nice to know you have other options.

What kind of work should you
switch to?

First, you don’t have to switch careers at all. If
you're happy with the work you do, or if it’s

impractical for you to change careers, stay put.

But, if you've ever wondered whether you are
more suited to a different kind of work, now is
the time to check.

How to explore new careers.

- Start with your wish list. What kind of job
excites you? What kind of job would you like
to do if you could start your life all over again?

*Think about your hobbies and interests. Could
you turn something you love into a new career?

*Think of the things you can do. Do you have
a special talent, skill, or ability that you could
turn into a career?

*Think about the special knowledge you

have. Could you apply anything you know to a
new career?

*Think of the people you know. Does
someone have the kind of job, or work, that
you would like to have?

Not sure about any of those?

Would you like a more scientific approach to
selecting a career? Log onto a computer and
Google, “career tests.

These career tests ask about 30 multiple-
choice questions. They analyze your answers
and come up with a personality profile. Then,
they match your profile to several career fields
that go well with your personality type.

Most of the tests are free, so give them a try.
The results can be very interesting. One caution,
however—no test is totally accurate. Take several
tests and use the results only as a guide.

The Standard Occupational Classification System
includes over 840 separate U.S. occupations.

—U.S. Department of Labor
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Show employers that you have the “right stuff.”

Every occupation has certain job requirements. Carpenters must know how to read building
plans. Sales people must know how to close a sale. Customer-service people must know
how to work with difficult people. Managers must know how to motivate people to get the
job done. What'’s the right stuff for your occupation? Don’t guess. Find out. Show that you
have the technical skills employers are looking for. Here’s how—

Let’s take it from the beginning... 3. Select the first requirement from
I'm sure you know that a dental hygienist your list.

cleans your teeth. So, let’s use that * Remove calculus and plaque, also known
occupation in the following example. as cleanings

1. Name the job you want. 4. Give an example of when or

« Dental Hygienist where you performed it.

* Cleanings: Worked three years as a
dental hygienist removing calculus and
* Remove calculus and plaque plaque at Dr. Smiley’s

2. List the requirements of the job.

e Take and process dental x-rays 5. Add a short example to show

« Teach patient oral-hygiene strategies what you accomplished.
* Perform oral and neck screening * Cleanings: 60 patients per month. Gentle
and trusted, 35% of patients ask for me by

* Perform documentation and office

L name
management activities

6. Repeat steps 3, 4, and 5 for each
additional job requirement on your list.

“Lack of technical skills,” is the number-one reason
employers have trouble filling job openings

—Manpower

18 SURVIVING A LAYOFF



Use the “right stuff” to build a powerful resume.

Looking for a job? Then, you need a resume. Your resume is your calling card, your

advertisement, your brochure, your flyer. It's a one-page handout that shows what a great

catch you are.

22

What can you do with a resume?

Mail it. Email it. Post it online. Ask friends to
give it to their managers. Hand it out at job
fairs. Give it to employment agencies.

The idea is to get it into the hands of as many
hiring managers as you can. If a hiring
manager likes what she sees in your resume,
you could get invited to a job interview.

What if you're not a good writer?”

That's okay. Writing your resume is easy. You
completed all the heavy thinking in the last
chapter. All that’s left to do is type it up.

Is there some official format or
design you must use?

No. There is no official format for writing your
resume. You can set up your resume any way
you like. Feel free to change, modify, expand,
ignore, or simplify any of the following
suggestions. But most people do include the
following topics in their resumes:

1. Your contact information
Tell employers who you are and how they can
reach you.

At the top of the page, type your full name,
mailing address, telephone number with area
code, plus your text or email address.

Eighty-seven percent of hiring managers say
it’s important to tailor your'resume to the

needs of/the job.

—Society for Human Resource Management
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Seven ways to get job interviews.

The job interview is your chance to sit down, face-to-face, with a hiring manager and

convince her that she should hire you instead of someone else. How do you get a job

interview? Here are seven easy ways...

26

¢ Employee referrals

Ask anyone you know, “How'd you get your job?”
Most will tell you, ‘A friend helped me get a job
where she works.

When an employee recommends, or refers, a friend
for a job, that's known as an employee referral.

Hiring managers like to hire the friends of their
workers. Nine out of ten hiring managers say it's
their best source for recruiting above-average
people. Friends are so valuable, some employers
will pay a finder’s fee to an employee who brings
in a new hire.

As the friend of an employee, you'll have some
special advantages over an outsider. Your inside
employee knows when a coworker is about to
leave the job. She knows when the team is short-
handed and needs help. She knows when the
manager is planning to hire someone new.

Your inside employee can also tell you about the
hiring manager—her interviewing style, the issues
she is most concerned about, the type of person
she wants for the job, the questions she is likely
to ask, and the things you can do or say to
impress the manager.

And here’s a bonus—unlike answering a help-
wanted ad or a job posting, where dozens, even
hundreds, of people might compete for the job, it's
not uncommon for friends to be hired with little or
no competition at all.

How to get started:

Make a list of all the people you know who work in
the same field or occupation as you. Create that
list from your phone contacts, social media, family,
friends, relatives, neighbors, and even your old
friends. Add to your list as days go by and you
remember more names.

Three/sources account for 76% of all new job hires
- Employee referrals create 39.9%
- Employer career sites create 21.2%

- Job boards create 14.6%

—Jobvite Index

SURVIVING A LAYOFF



Let AIDA help you write a better cover letter.

A cover letter is a personal letter that you send with your resume or job application. It’s the
first thing the hiring manager sees when she opens your envelope or email. It's your hello,
your smile, your chance to create a connection, your reason for writing.

Does everyone send a cover
letter with their resume and job
application?

No. Most people don’t include a cover letter. And
that's why you should send one. It shows that
you're different. It shows that you are serious
about that job and you cared enough to write.

Do you need to create a new
letter each time you apply to a
different company?

Yes and no. You certainly want all employers to
feel that you are writing to them personally.
But, you can recycle paragraphs and include
them in most of your letters.

Who should you address your
letter to?

This is important. The hiring manager is usually
the manager of the department where you

want to work. If you want a job in human
resources, send your letter to the human-
resource manager. If you want to work in
maintenance, send you letter to the
maintenance manager. At a small business,
send your letter to the owner of the business.

How to get the manager’s name.
If you have a referral from a friend, ask that
friend for the hiring manager's full name, job
title, department, company name, full
address, city, state, and zip code. Make sure
the manager's name, title, and address are
accurate and spelled correctly.

If you are writing to a company and you don’t
know the manager's name, call the company and
ask for the manager's name and full address. The
receptionist who answers your call will be glad to
give you the information you need.

Eighty-siX pereent of executives said cover letters
are important when evaluating job candidates.

—National Association of Workforce Development Professionals

SURVIVING A LAYOFF



Get ready for the hiring manager’s phone call.

You've found a job opening and applied for the position. Now, if the hiring manager likes
what she sees in your resume and cover letter, she’ll give you a call. Don’t underestimate
the importance of this phone call. It's actually a screening interview. The purpose of the call
is to decide whether to invite you to a face-to-face job interview, or not. Here are five tips to

help you pass the screen and win an invitation to the interview.

1. Have a professional greeting.

You never know when an employer might call,
S0 answer every phone call with a
professional greeting.

Sure, your friends will laugh when they call
and hear you say, “Hello. This is Ken Dooit.
How can | help you?” But the hiring managers
will love it.

Also, record a new phone message. Something
short and professional like this, “Hello. This is Ken
Dooit. I'm not able to answer the phone. Please
leave your name, phone number, and a brief
message. | do check my messages often. I'll
return your call as soon as possible. Thank you.’

2. When they call you, most hiring
managers will ask if this is a con-
venient time to speak with you.

Managers know that you have a life. If you're at
work, driving your car, or sitting in the dentist’s
chair, it's okay to arrange another time to talk.

When you return a call, choose a place where
you'll be free from noise, interruptions, and
where your cell phone has good reception.

You might say, “Good afternoon, Ms. Hireyou.
My name is Ken Dooit. I'm returning your
phone call. | have applied for your job opening
as a tight-rope walker.”

3. Prepare and rehearse like this
is a real interview.

Because it is. If you bomb this screening
interview, you won't get the face-to-face
interview, or the job offer.

Your telephone conversation with a hiring manager
could last between ten minutes and an hour.

—Wall'Street Journal
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Find three people who will give you a, “positive
recommendation.”
You are a good worker. You give more than the minimum. You show up every day and you're

never late. You're easy going and everybody likes you. Well, that’s great but the hiring
manager wants proof. She wants to talk to three people who can vouch for you.

Who should you include as
references?

Most hiring managers want three reliable
references who are not related to you. Ideally,
they want the name of your former boss.

Other good references might include former
supervisors, coworkers, customers, teachers,

coaches, and prominent people who know you.

Prominent people might include an attorney, a
banker, a doctor, a member of the clergy, or a
local business owner.

Always ask before offering
someone’s name as a job
reference.

People who agree to serve as references
almost always give a better recommendation

than those who are not asked.

Those who are NOT asked are often caught off
guard. They might struggle to remember who
you are, what you did, and when you worked for
them. To a hiring manager, this hesitation might
sound like your reference is not eager to
recommend you.

What should you say? How do
you ask someone to be a
reference?

First, call or visit them. Don't ask by text or
email. You need to see each person’s face or
hear their voice when you ask.

Ninety-two percent of organizations do
conduct background checks.

—The Society for Human Resource Management
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Enthusiasm, the key to a great interview.

Hiring managers agree—enthusiasm separates the winners from the losers. It can be more

important than experience. “Give me someone who’s enthusiastic and motivated,” explained

one manager, “someone who’s alert and alive... someone who’s interested in what we do

here... someone who’s excited about coming to work for me... someone who wants to help

me as much as | want to help them.”
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You don’t need to be one of
those loud, back-slapping types.

Just be yourself.,

Dress like you belong there.

Wear the clothes that you would wear on the
job. If you're not sure what to wear, call the
company and ask someone in their human
resource department. They’ll be glad to help.

Plan to arrive ten-minutes early
for your interview.

It shows that you are excited to be there. Hiring
managers are clock watchers. They'll notice.

Be extra courteous.

Say hello, smile, and be friendly to everyone
you meet. You can bet that the manager will
ask what they thought of you, after you've left
the building.

Offer a professional greeting.

When you meet the manager, stand up
straight, look her in the eye, smile, extend a
firm handshake, and say, “Ms. Joboffer, thank
you so much for taking the time to interview
me for your (cat herding) position”

About that handshake....

Engage the full hand, palm to palm. Grip
firmly to show.that you mean it, but don’t

Don’t undersell yourself and don’t'oversell yourself.
Sales people. who are middle-verts outsell introverts
by 29 percent and outsell extraverts by 24 percent.

—Adam Grant, University of Pennsylvania
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Navigate your way through a job interview.

Managers are expert interviewers, and they know that you're going to be nervous. To help
you relax and feel comfortable, they’ll conduct the interview as if it were a casual, friendly
conversation. Now, each manager has her own style and personality. There is no set format
to a job interview. But there is a beginning, a middle, and an end. So, let’s walk through the
interview from beginning to end and see how it unfolds.

¢ Your arrival ask where you can hang your coat. Don't bring
............................................. {into the interview with you. You'l look

Come prepared for each interview. Don’t wing A : .
it Visit the company’s website. Know who they ~ aWkward canrying it. Plus, carrying a coat gives
the impression that this is a quick meeting and

are, what they do, and have a good reason why
you'll be in and out in just a few minutes.

you want to work there. . . Y _
Besides, what will you do with it once you're in

When you first arrive, check in with the the hiring manager’s office? It's best if you
receptionist. Smile and introduce yourself. You hang your coat in the waiting room.

might say, “Hi, my name is Luke Atmenow. |
have a 4:14 appointment with Ms. Ida Hireyou
in the Maple Syrup Department. When you
have a moment could you please let her know
that I'm here? Thank you.

After checking your coat, visit the rest room.
Check your hair, teeth, clothes, and turn off

your phone. Some hiring managers say they
would not hire someone who took a cell call

during a job interview.

If you're wearing a winter coat or a raincoat,
Oh, while you're in the rest room, try this. Lock

yourself into a stall. Then, strike the Superman
pose. You know, feet apart, standing tall, hands
on your hips, gazing upward. Hold that pose

The average job.interview lasts about 55 minutes.
Interviews for management-level positions
last about 86 minutes.

—Robert Half Recruitment
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The art of the follow-up.

When you get home from your interview, send the manager a thank-you note. Two days later,
send the manager an idea note. A week after your interview, pick up the phone and give the
manager a call. Then, stay in touch with that hiring manager.

1. Send a thank-you note.

Most job hunters do send thank-you notes.
You should send them too.

Keep in mind that businesses are formal.
Manners are important. Thank-you notes are
expected. Managers look for these things.

Keep your thank-you note brief.

« Thank the manager for meeting with you and
mention the date and job title you
interviewed for.

« Say that you want the job.

« Give one or two solid reasons why the hiring
manager should offer you the job.

« Offer the manager a thirty-day trial period to
prove yourself.

« Say that you'd like to call in a week or so to
see if she’s made a decision.

Write your thank-you note and send it off
within 24 hours of the interview while the
manager stills remembers you.

2. Send an idea note.

Now, here’s something hardly any of your
competitors will try—

During your interview, the manager asked if you
had any questions for her. You said, “Yes, what

are the major challenges the new hire will face
in this job?”

Now, think about the manager's answer. If the
problems are not confidential, discuss them
with a friend, look for solutions online, or ask

Sixty percent of job hunters do send thank-you notes
to the people who interviewed them.

—Society for Human Resource Management
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EXTRA—

How to explain your unemployment to a hiring manager.

If you've been out of work for several months, you can bet that every hiring manager you're

going to meet will ask, “What did you do during your months of unemployment?”

IDEALLY, you volunteered a few days a
week at a hospital, you took some night
classes and learned a new job skill, you ran
the Boston Marathon, and your biography
appeared in Who's Who.

But you didn’t. No one does.

Instead, just tell the truth. Hiring managers
want to know that you didn’t sit on your
couch for six months watching TV.

So, think of a few events where you helped
someone or the times when you learned
something useful. Then string them together
in a quick, four-point answer. Something
upbeat and positive, like—

1.“I took my elderly neighbor to her doctor’s
appointments. It was nice to spend some
time with her again”
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2.“l learned to cook with Martha Stewart on

TV. 1 can make a wonderful, mouth-
watering, chicken fricassee.”

. “l also helped my cousin demo her

kitchen. The physical labor was a stress
reliever, and | learned a little about
construction. Or, should | say de-
construction?”

. “But mostly, | spent my time applying to

online job openings,’

“It wasn’t until my friend, Horace
Handover, gave my resume to you, and
you called me. That's when | realized—I
should have put more time into
networking.’

“If not for him, | wouldn’t be here talking
with you today”

—Best wishes, Harry Dahlstrom
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