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COPING WITH UNEMPLOYMENT: WHAT TO DO WHEN YOU ARE OUT
OF A JOB
Getting organized is the key to assistance from professionals this newsletter for a list of web-
COPING WITH 1 begin coping with unemploy- that have expertise in the devel-  sjtes where you can not only job
UNEMPLOYMENT ment. So what will your next opment of resumes, cover let- search but also post your resume
steps be? What do you wish to ters, and other employment re- at no cost. Please remember to
do with your “time off”? If look- lated documents that need to be o "

2 ing for another job is your fo- submitted with application mate-  Practice etiquette when writing
cus, then you will need to place  rials. In this newsletter, we also ~ someone an email where you are
special attention on getting include an article on how to be- either applying for a position or
ready to organize your time, gin developing your own resume.  requesting information. Always

RESUME 2 : 8 3
polish your resume and cover Also, offices such as the Employ- use formal language

DEVELOPMENT letter, brushing up on your net- ment Development Department '
working skills, obtaining up- (EDD) might also be able to as- Setting Short and Long Term

3 dated information on job sist you with resume and cover Goals:
searching strategies, setting letter development. Your local
short and long term goals, etc. Worksource Centers also offer The length of time it takes to find

this type of assistance. For i -
JOB SEARCH 3 Organizing your time: i ; B IEY Bl GO O ITEMIEE
more information on EDD and ; ; ;
ENGINES tors, including your skills and your
Try to make a schedule as simi-  Worksource Centers please see local economy. Your iob huntin
lar to the one you kept when the back of this newsletter for . Y- J . g
you worked. Try to write down telephone numbers and web- will seem more s.eamless if you
4 tasks for the day and be sure to  sites. feel you are making progress

CAREER CENTER
CONTACT IN-
FORMATION

COME TO THE
CAREER CENTER
FOR:

o Career Exploration
and Research

e Resume and Cover
Letter Development

e Job Search and appli-
cation

o Internship information

o Assessments: Person-
ality, Interests, Values
and Aptitude

fulfill these in order to begin
moving forward with your job
searching. Use a calendar or
plan book in order to write
things you plan to do each day.
This will remind you of applica-
tion submission deadlines and
other important dates.

Polish Your Resume and Cover
Letter:

Many people do not have an
updated resume handy; nor do
they have a cover letter to ac-
company the resume. Keep in
mind that an exceptional re-
sume and a tantalizing cover
letter will increase your
chances of getting that job you
really want. There are many
places in the community where
you would be able to get re-
sume assistance. The first
option for you may be LACC’s
Career & Job Development
Center. This office provides you
with information, samples, and

Brush Up on Your Networking

A high percentage of individuals
often find work through their
network of professional con-
tacts, friends, and family. Make
sure that you let people know
that you are currently looking for
employment. Chances are
someone will know someone
who will know someone who
knows of a job opening some-
place. You just might get it
through the referral process.

Obtain updated information on
job searching strategies:

With our ever changing technol-
ogy, employment sites are shift-
ing away from the old paper/
pencil way of doing things to
requiring that job seekers post
resumes online through many
sites such as yahoo jobs,
craigslist, and monster. Make
sure that you refer to page 3 of

toward your goals. You can be-
gin your goal-setting experience
by asking your self a few ques-
tions such as: What kind of work
do | want? Do | have the skills for
this? Should | get more training?
Can | afford to wait for the
“perfect” job, or do | need to take
a second choice while waiting for
something else? If you would like
assistance with career counsel-
ing, resume and cover letter de-
velopment, interview skills train-
ing, please contact Los Angeles
City College’s Career & Job De-
velopment Center for more infor-
mation. Please be reminded that
you need to be an LACC student
in order to take advantage of our
job development services. For
more information, please call us
at (323) 953-4000 Ext. 2210.
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ARE YOU READY TO EARN WHILE YOU LEARN: LISA FITCH

THE

Are You Ready to Earn
While You Learn??

From teacher assistants
at local preschools, to
associates at new Best
Buy stores, to conces-
sion sales at Cirque du
Soleil, the Los Angeles
Community College Dis-
trict’s Interns & Green
Jobs Program is de-
signed to expand your
career opportunities.
Working with private
businesses and firms,
our program is creating
hundreds of new and
exciting paid and un-
paid internships in a
wide range of occupa-
tions, including archi-
tecture, construction,
engineers, graphics,
customer service, green
jobs, marketing, tech-

nology and business
management. Hours
are flexible.

To qualify for a part-
time job, students must
be enrolled in at least
six units, submit an ap-
plication and resume
online at
www.laccdinterns.org,
print out a referral form
from the site and have
it signed by an instruc-
tor or campus career
center staff. To qualify
for a full-time job, for-
mer students must
have completed an
LACCD certificate pro-
gram or degree within
the past 12 months or
have completed 12
units or more at any

LACCD campus within
the past six months.
Although to qualify, you
cannot be currently en-
rolled, you still must
register online at
www.laccdinterns.org
and submit a referral

form.

Visit your campus ca-
reer center for more
information and for
preparation in resume
writing, interviewing and
career advice. Program
representatives visit LA
City College’s career
center from 1 to 3 p.m.
each Tuesday.

LATEST ON RESUME DEVELOPMENT

Okay, you've worked hard
to perfect your own per-
sonal resume, but what
happens when each job ad
is slightly different? How
can you expect your re-
sume to convince an em-
ployer that you fit all the
ad's qualifications? The
answer is to adjust your
resume, and your cover
letter, to fit the advertise-
ment! Employment ads list
specific skills and talents a
company is expecting in an
employee. You may have a
well-written resume and
cover letter, but the goal is
to get the reader's attention
and be chosen for an inter-
view. Chances are, you are
competing against many
applicants, and you may be
one of hundreds applying

for the job. Here are some
suggestions to help make
your resume stand out for a
prospective employer.
Have a well-written basic
resume, and modify the
cover letter for each open-
ing. Make sure the reader
sees the relevant parts by
mentioning them in your
cover letter. Be prepared
to modify your resume to
fit a specific situation.
Each of us has many skills.
Naturally, for your resume
you selected the skills that
are most relevant to the
type of job you expect to
find. When you see an inter-
esting ad in a slightly differ-
ent market, be prepared to
change the mix on your
resume. Subtle changes
might catch the attention of

the reader. Emphasize the
skills that would be most
useful for each opening.
Use key words in your
resume and cover letter.
Read the ad thoroughly,
and include some of the key
words in the advertisement
in your resume and cover
letter. Whatever you see in
the ad, use the same words
in your resume and cover
letter. Remember that each
resume receives an aver-
age screening of 10 to 15
seconds, unless it grabs the
reader's attention. For help
developing a resume and
cover letter, contact the
Career Center to set up an
appointment and you'll be
on your way to much suc-
cess.

Discover ©
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Would you like

to obtain a
paid internship
while in
school? Just
visit our Career
& Job
Development
Center on
Tuesdays from
1:00-3:00 p.m.

Michael |. Meyer
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BEFORE APPLYING FOR UNEMPLOYMENT INSURANCE

The Employment Develop-
ment Department lists
several tips on its website
for those preparing to

to mail a notice to
that employer. An in-
correct address will
delay benefit pay-
ments.

ployer. We ask about
this because some
types of payments
may be deducted
from your benefits. A

G2 LB e Bl @l 6. Information on all em- few examples of pay- .
1. Your name (including ployers you worked for ments that may be )
all names vou used during the 18 months deducted include '\
- y prior to filing your wages, pension pay-
while working) and o R i
ol | SR e claim, including; ments, holiday pay,
: ubl y name, period of em- and vacation or sick JOB SEARCH ENGINES
gount number. . ployment, wages pay. Severance pay is
2. Your mailing and resi- earned and how you not deducted from WWW.CAREERBUILDER.COM
dence address : i 2
. ) were paid. unemployment insur
(including ZIP code) 7. The name of the em- ance benefits and WWW.INDEED.COM
and telephone num- s S i o does not affect your
ber (including area e et Tl eligibility to receive WWW.JUSTJOBS.COM
code). benefits. However
. last year and a half; : ’ ¥ )
3. Your state issued 2l )t/he AUTsE you must report sever- WWW.JOB-SEARCH
driver's license or ID years you worked for ance pay at the time ENGINE.COM
card number, if you : you file your unem-
that employer. This
have either. may or rl:r:a;/ not be the ployment insurance WWW.SIMPLYHIRED.COM
4. The last date you e AE claim.
your last em-
worked for any em- ployer. 10.Whether you are able WWW.FLIPDOG.COM
ployer. If you are work- 8  The reason vou are no to work and available
ing part-time be sure longer workiyng for to accept work. WWW.JOBOFMINE.COM
to tell us you are still your last employer 11. Whether you have a
working, give us the You may have quit. legal right to work in the WWW.WORKTREE.COM
number of hours you e Ed o fired, o United States. If applica-
are working each left work bec'ause ,of 5 Dble, individuals will be WWW.CALJOBS.ORG
week, and tell us the q asked for their alien regis-
' trade dispute. Be spe-
last day you worked e abOLE)t the reas%n tration number. For exam- WWW.JOBCENTRAL.COM
prior to filing a Ul ollare notworkin ples of documents we may
claim. )t/)ecause the inforrr%a- ask you about, take the WWW.SNAGAJOB.COM
5. Last employer infor- ) ] (T T I time to review Legal
mation, including: mus{ be ient i Status and Authorization WWW.JOBCAB.COM
name, address last employer. If you Lo Work. For more infor-
(mailing and physical quit, were fired, or left  Mation please visit the WWW.LINKUP.COM
location) and tele- work because of a Employment Development
phone number. We trade diSpUte, you will Department at WWW.MONSTERTRAK.COM
will also need the ZIP be scheduled to a www.edd.ca.gov
code for both ad- future telephone inter- .
dresses (mailing and view. The information ~ D'd You know that we have
physical location) and we obtain during the an EDD Office nght next to
the area code for your interview will help us our campus? It is located
last employer's tele- decide if you are eligi- half_ a block northeast of
phone number. Be ble to receive bene- Heliotrope and Melrose.
specific about the fits. You can visit them for N
spelling of the em- 9. Whether you are re- more EDD information and

ployer's name and
make sure the ad-
dress is correct be-
cause we are required

ceiving, or expect to
receive any payments
from a former em-

to complete your new un-
employment claim.



CHECK OUT OUR
CAREER WORKSHOPS

General Workshop Schedule”
For more information contact the Career Center at [323)953-4000 X2310
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Coping with Unemployment- Free Activities for the Whole Family

In this recession, most of us find ourselves in difficult situations at home and work. While this can create stress and anxiety in your life, you should always try to remember to
have time for yourself to relax and also to unwind with your family. There are many community resources available that are free and fun for adults, teens and children.

The Getty Museum: Offers various daily tours about the Getty’s architecture, garden, and art collection. On weekends there are the Family Art Stops geared for families with
children ages 5 and up. Parking is free on Saturday after 5:00 p.m. For more information: www.getty.edu (310) 440-7300

Hammer Museum: The Museum offers a rich variety of public programs such as lectures, symposia, film series, readings, and musical performances. Free on Thursday for
all visitors. For more information: http://hammer.ucla.edu/visit/index.html|

Los Angeles Public Library: Each branch offers a variety of activities for adults, teens, and children. For a full schedule and more information on library services visit
www.lapl.org.



