Where to Go from Here: A Resource Guide for TWU Employees who are Separating Employment   

Perhaps one of the most stressful experiences in life is leaving one job, and then beginning the search to find a new position. All at once, everything that was once familiar to your life, identity, and daily routine are no longer. To help ease your new feat of deciding or discovering what you should do next, here are several suggested resources you could use to help in finding a new job, allocating temporary financial support, and searching for new training options. Thank you for your employment with Texas Woman’s University. The best of luck is wished for you in this new chapter of your life.

Internet Resources 


Here are some helpful web sites to visit. 

· Texas Workforce Commission at http://www.twc.state.tx.us/ (Apply for Unemployment Insurance Benefits, Job Search, Employer/Employee Job Match, Listings of Training Providers, and Employment Laws and Statistics) 

· Career builder at http://www.careerbuilder.com (Search for Jobs, Post Resumes, Advice, and other Resources) 

· http://jobcenter.dallasnews.com (Job Search, Post Resumes, Salary Calculator, and Guide to Effective Networking)

· http://monster.com/(Resume Writing Tips, Job Search, Job Training/Scholarship Search, Effective Networking, and Job Profile Listings)

· U.S. Department of Labor at http://wdsc.doleta.gov/(Directory for unemployed worker training and employment services)

Obtaining Separated Employee Benefits

· Apply for Unemployment Insurance Benefits (if involuntarily separated) for temporary financial support or assistance (26 weeks). You can apply online at http://twc.state.tx.us/ui/uiclaim.html. Remember, The Job Creation and Worker Assistance Act of 2002 provides up to 13 additional weeks of benefits to eligible unemployed Texans who have exhausted their Unemployment Benefits. 

· If you need extended health insurance benefits (for you, your spouse, or dependents), because you are uncertain as to how long you will be unemployed, do not forget to apply for COBRA benefits through the Employees Retirement System. 

· If you participate in an approved full-time training program, you could be eligible for Income Support from the Trade Readjustment Allowances (TRA). The TRA Income Support provides eligible employees with 52 weeks of financial support after they have used all of their unemployment benefits have been entirely consumed. 

Suggested Tips for Obtaining New Employment  
· Re-evaluate your work talents and fields or topics that interest you, so that you can find the job which best fits you as an individual and will lead to successful growth and production within a company. The better the fit between worker and place of employment, the better your enjoyment, performance, and productivity on the job. 

· Seek support and advice from your friends, collogues, and/or other professionals as you search for new employment. 

· Constantly strive to improve your abilities and strengthen your weaknesses. 

· When seeking honest feedback, accept criticism in a calm, constructive manner and use it to make positive improvements in your work performance. 

· Remember that learning occurs all through life. Always be open to new learning opportunities for increased professional growth and development. 

· Realize that you are not always in complete control of your situation, but remember to be optimistic and keep things simple in regards to obtaining new employment. 

· Write thank you notes to all who help you in your quest for new employment. 

· Take advantage of The U.S. Department of Labor’s Reemployment Service, if you qualify. Reemployment Services consist of Career Counseling, Job Placement Assistance, Supportive Services, Assessment of Skills, Job Development, Job Search Assistance, and Referrals to outside assistance. 

· Obtain training to increase your employability and work talent abilities. The U.S. Department of Labor offers training to help eligible workers find a new job or change professions or career fields, altogether. This training program allows workers to participate in a maximum of 104 weeks of training in occupational skills, basic or remedial training/education in literacy, and English as a Second Language (ESL). 

Job Search Suggestions

· Design a List of all your job skills. Then, rate and categorize them into 3 lists: 

· a) your very strongest, b) strong, and c) those skills which need improvement. 

· Make a list of career fields or industries you are interested in obtaining employment and why you prefer them. 

· Review your positions of past employment, noting what you accomplished, liked most, and liked least about each. 

· Research industries and/or companies of interest online for expected growth, available positions, estimated pay, available benefits, annual financial outcomes, geographic locations, etc. 

· Using the above listed web sites, begin your job search. Many of these web sites allow you the option of placing your resume online for potential employers to search. Texas Workforce Commission has several job listings and ways to contact potential employers, apply online, and you can search for government agency positions within the Governor’s Job Bank. This web site is located at http://www.twc.state.tx.us/jobs/job.html. 

* The U.S. Department of Labor may provide a job search allowance and a relocation allowance for eligible workers seeking and/or accepting employment outside their local commuting area.

Resume Preparation Tips

1) Consider the resume a tool, in which you are going to “sell” yourself to the employer or “buyer.” Employers are looking for an employee who is best equipped and most willing to help and/or contribute to the service of their clients, work group, and superiors, often immediately upon hire.

2) Use a dynamic format to create your resume. With the advent of the computer, one can easily alter the position of listed categories, add bullets, and adjust font print accent (bold, italics) and size to add flair to your resume.

3) List your most relevant and recent education, past positions of employment, skills, and etc. first. Try to avoid listing specific dates in your resume. Instead try to list important events in chronological area, amount of time spent at a particular institution or company, and include your skills and interests in a functional, prioritized manner.

4) List your skills in the active verb tense (Listens well) instead of the passive tense (Good listener). This better grabs an employer’s attention and puts you in action.

5) Print your resume on plain white or off white heavy weight paper with black ink using a computer or a typewriter. Colorful or physically ostentatious resumes tend to be placed aside and not considered for an interview.

6) Make your resume clean, organized, and easy to read by using Arial or New Times Roman Font. 

7) Try to make your resume no longer than one typed page, emphasizing what you can do Now for the company or place of employment. However, if your resume must be longer to accommodate past work experience to exhibit job longevity, it should absolutely not exceed more than two pages of typed text.

8) Custom tailor your resume (esp. your skills) to each position you apply for, so that employers can see that you really have what they want in an employee. 

9) Remember, a simple resume is much better than one that includes too much information. An employer only spends about 20 seconds to scan each resume before he/she decides whether to place it into either the interview or no further contact stack.

10) If possible, try to quantify your skills/accomplishments. You can do this either directly (123 average sales per month) or indirectly (100% completed projects on time).

Interview Tips
1) If you are contacted by the company and have been given a time to attend a job interview, research the company’s history, processes, and philosophy.

2) Know about the position you are applying for and about the person by which you will be interviewed. 

3) Interview yourself with likely-to-be-asked practice interview questions to prepare well-constructed answers.

4) On the day of the interview, dress conservatively and professionally. Remember, simple is best. It is best to not wear a fragrance, heavy make-up, excessive jewelry, or brightly colored clothing. 

5) Arrive 10 to 15 minutes earlier and know where you are going and how to get there.

6) During the interview, use positive body language (smile, eye contact) and make sure all cell phones and pagers are turned off, so that the most positive impression of you can be made.

7) Keep a positive attitude and always attempt to provide positive responses to interview questions.

8) Write thank you notes to the company and interviewer to thank them for their time and consideration of you as a potential employee.

9) Patiently wait 2 to 3 weeks to be contacted by the company for either a second interview or to be offered a job position. After this time, it is usually acceptable to briefly call the company to inquire about your hiring status.

10) If you are not hired, do not give-up or despair, because many more opportunities await you. You just have to keep on trying and continually strive to improve yourself and your employability. 

  We hope this guide will help you in obtaining resources and new employment. Thank you for your contribution to Texas Woman’s University! 
