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1.  Introduction

The nature of peacekeeping is temporary.  It is inevitable that peacekeeping operations will close,  reduce  its operations or change its mandate in response to evolving political and/or security situations in the area of operations.  Often, the reduction of a peacekeeping mission is a measure of its success in fulfilling its mandate.  Regardless of the circumstances, losing one’s job can be a stressful and tramatic experience, particularly for those with serveral years of service with the UN.  Understanding what is happening and preparing  yourself to look for a new position can help you cope with the transition from UN to outside employment.  This document is intended to help you understand and better manage the transition process,  and to assist you in re-entering the local job market by helping you to prepare your Curriculum Vitae (c.v.) and providing advice and tips for interviews.

2. Coping with Change

Being notified of your separation is difficult. At such a stressful time, it  can be very hard for some staff members to fully comprehend and accept what is happening. For this reason, you should ensure that the notification of your separation is given to you in both verbal and written form.  If you do not understand any of the information you are given or why you are being separated, ask for an explanation or to have an individual meeting with a member of the Personnel Section to clarify any questions relating to your present status or separation benefits.   You might also wish to ask that the information given to you is translated into the local language of your duty station.  All information communicated to you about your separation should come from an official source, such as the Head of Mission, DOA/CAO, CCPO, or your supervisor.  Don’t listen to rumours or misinformation which can lead to misunderstandings and misconceptions.  Make sure you get the right facts and information from your Personnel Section or your manager.  

It is completely natural and understandable to experience strong emotions, such as shock, anger and disappointment, when learning of your separation, even if the separation is not unexpected.  However difficult it might be, it is very important that you do not personalise the information or make judgemental statements towards the manager, your colleagues or the organisation at large.  Job change is stressful, but remaining in control and managing the situation will enable you to see a way forward.   

Don’t let negative emotions such as, fear, resentment, denial, anger, sadness, insecurity or feelings of rejection or doubt in your own abilities affect your behavior, your health, your well-being or your future.  Recognize the emotions and fears you are feeling and talk to friends, family members, colleagues,  or a health professional who you trust and who you know will listen to you.  While they may not actually be able to change your situation, talking with them can help you to see things in a different light and they may be able to give you advice or help you plan for your future.  But, try to think positively about the way forward and possibile solutions rather than dwell on negative feelings which will not improve or change your situation.  

Make sure that you look after yourself, that you get regular exercise, sleep enough and eat regularly.  If you find yourself avoiding the company of others, feeling isolated or depressed, you might want to seek professional assistance.

Remember that you are not the job.  Your job is only one aspect of yourself , of which there are many.  You will need to acknowledge that this job has come to an end, let go and begin to explore future opportunties.

3.  Planning 

The way in which you plan and go about your job search will directly affect your success in finding a new position.  You will need to have a focused and realistic plan of action to enable you to effectively manage your situation.  Doing nothing, waiting for something to suddenly change or come up, or taking frantic unfocused action will not help you to change your situation.  Taking productive, constructive action is a major step in regaining control of your life.

But first, to help you through this period, you should review and adjust your personal budget in order to organize and control your financial resources over the next few months.  To help you budget in this transitional period, you will find a suggested form to list your income and another record your expenses (ANNEX 1).  You can also ask your local Personnel Section for advice on options concerning pension and other separation payments to enable you to make informed decisions on your payment options.

To help you prepare for your job search, you will need to:

· Identify your skills and competencies

· Prepare a Curriculum Vitae (c.v.)

· Research and identify employers needing your skills

· Market yourself, build networks and make contacts

· Be prepared for interviews

4. Identifying Skills and Competencies

A self-assessment will help you identify the skills, strengths and competencies that you have to offer to potential new employers.  Once identified, these skills and attributes will form part of your c.v. and will give potential employers a good indication that you can do the job.  

Make a list of  your professional accomplishments.  Accomplishments are achievements that you have made that were of value to your employer, and are real evidence of your abilities.  Some examples are improving work processes, solving problems, exceeding quality or other standards, reducing costs, making  new suggestions or developing a new system.  Doing ordinary, expected tasks exceptionally well, or working under heavy pressure to meet tight deadlines, are also accomplishments and shoud not be overlooked.  


When describing your accomplishments, use action verbs to describe your activity.  Below are some action verbs that may help you better describe your accomplishments.

	Accelerated
	Established
	Persuaded
	Stressed

	Accomplished
	Evaluated
	Planned
	Stretched

	Achieved
	Expanded
	Presented
	Structured

	Administered
	Financed
	Processed
	Succeeded

	Analysed
	Forecast
	Produced
	Summarised

	Approved
	Formulated
	Programmed
	Superseded

	Budgeted
	Founded
	Promoted
	Supervised

	Built
	Generated
	Proposed
	Systematised

	Completed
	Headed
	Provided
	Terminated

	Conceived
	Implemented
	Purchased
	Traced

	Conducted
	Improved
	Recommended
	Tracked

	Consolidated
	Improvised
	Recruited
	Traded

	Controlled
	Increased
	Redesigned
	Trained

	Converted
	Influenced
	Reduced
	Transferred

	Convinced
	Innovated
	Reorganised
	Transformed

	Co-ordinated
	Installed
	Researched
	Translated

	Created
	Instituted
	Revised
	Trimmed

	Cut
	Introduced
	Scheduled
	Tripled

	Delegated
	Invented
	Serviced
	Uncovered

	Delivered
	Launched
	Set up
	Unified

	Demonstrated
	Led
	Simplified
	Unravelled

	Designed
	Maintained
	Sold
	Utilised

	Developed
	Managed
	Solved
	Vacated

	Devised
	Motivated
	Sparked
	Verified

	Directed
	Negotiated
	Spearheaded
	Widened

	Doubled
	Operated
	Staffed
	Withdrew

	Earned
	Organised
	Started
	Won

	Edited
	Originated
	Streamlined
	Worked

	Eliminated
	Performed
	Strengthened
	Wrote


Your c.v. should also describe your working style and personal attributes that contribute to success on the job.   Check below the styles which best describe how you approach your work:

· I am VERY

	· Accurate
	· Driving
	· Pioneering

	· Achievement-oriented
	· Dynamic
	· Practical

	· Adaptable
	· Extremely economical
	· Professional

	· Adept
	· Effective
	· Protective

	· Adept at having fun
	· Energetic
	· Punctual

	· Adventuresome
	· Enthusiastic
	· Quick/work quickly

	· Alert
	· Exceptional
	· Rational

	· Appreciative
	· Exhaustive
	· Realistic

	· Assertive
	· Experienced
	· Reliable

	· Astute
	· Expert
	· Repeatedly

	· Authoritative
	· Firm
	· Resourceful

	· Calm
	· Flexible
	· Responsible

	· Cautious
	· Humanly orientated
	· Responsive

	· Charismatic
	· Impulsive
	· Safeguarding

	· Competent
	· Independent
	· Self-motivated

	· Consistent
	· Innovative
	· Self-Reliant

	· Contagious

      in my enthusiasm
	· Knowledgeable
	· Sensitive

	· Co-operative
	· Loyal
	· Sophisticated,

      very sophisticated

	· Courageous
	· Methodical
	· Strong

	· Creative
	· Objective
	· Supportive 

	· Decisive
	· Open-minded
	· Tactful

	· Deliberate
	· Outgoing
	· Thorough

	· Dependable/have dependability
	· Outstanding
	· Unique

	· Diligent
	· Patient
	· Unusual

	· Diplomatic
	· Penetrating
	· Versatile

	· Discreet
	· Persevering
	· Vigorous

	
	· Persistent
	


· I am a person who:

With respect to execution of a task, and achievement

· Takes initiative
· Is able to handle a great variety of tasks and responsibilities simultaneously and efficiently
· Takes risks
· Takes calculated risks
· Is expert at getting things done
With respect to time, and achievement

· Consistently tackles tasks ahead of time

· Is adept at finding ways to speed up a task

· Gets the most done in the shortest time

· Is consistently punctual and has exceptional attendance record

· Meets deadlines

· Delivers on promises on time

With respect to working conditions

· Maintains order and neatness in my workspace

· Is attendant to details

· Has a high tolerance of repetition and/or monotonous routines

· Likes planning and directing an entire activity

· Promotes improvements

· Works well under pressure and still improvises

· Enjoy a challenge

· Loves working outdoors

· Loves to travel

· Has an unusually good grasp

· Is good at responding to emergencies

Next, make a list of your specific skills and abilities. The following is a general list of skills listed by functional area.  Check the skills for which you have background and expertise, jotting down your specific application in the margin.  These are not all inclusive, so, if you think of something else, add it to the list.  You may find that you have acquired skills that are are not only relevant to the job in which you have used them, but are also transferrable to jobs in other occupational groups.  Transferrable skills are skills you possess that can be used in a variety of work situations.  Identifying your transferable skills may help you see job possibilities in other occupations that you had not previously considered.

	Information Technology

	 Systems Development
	 Data Center Operation

	 Hardware/Software Technology
	 Distributed Processing

	 Information Management
	 Distributed Systems

	 Business Systems Planning
	 Voice/Data Communication

	 System Design & Programming
	 Performance Monitoring

	 Database Technology
	 Financial Systems

	 Human Resources Systems
	 Networking


	General and Support Services

	 Administration
	 Travel

	 Buildings/Facilities Management
	 Construction

	 Procurement
	 Assets Management

	 Transport Dispatch
	 Electrician/Electrical Engineer

	 Assets Management
	 Mechanics

	 Contracts Management
	 Purchasing

	 Budget Planning
	 Warehousing

	 Engineering
	 Claims Processing

	 Security and Investigation
	 Inventory

	 Translation/Interpretation
	 Public Information

	 HGV/VIP Driver
	 Time Management

	 Office Management
	 Supervision

	 Food Services
	 Maintenance Services


	Finance & Accounting

	 Accounting
	 Payroll

	 Audit
	 Bank Reconciliation

	 Treasury
	 Cashier

	 Internal Controls
	 Payments


	Human Resources

	 Benefits Administration
	 Medical Insurance Processing

	 Employment Law
	 Recruitment and Selection

	 Career Development
	 Personnel Administration

	 Wage & Salary Administration
	 Staff-Management/Industrial Relations

	 Post Management
	 Compensation 

	 Training
	 HR Information Systems


Defining your Work Objective

Now that you have identified what you can do for a prospective employer, you will need to define your work objective.  A work objective describes in your c.v. what it is you want to do.  It focuses the attention of a prospective employer on the type of work that you are looking for.  Some examples:

Examples:

· To obtain a full-time position in administration. (1)

· To use my administration expertise to introduce or enhance services. (2)

· An administrative related function, with emphasis on the planning aspects of administration. (3)

All of the examples are good. Notice how each statement gets more specific. They get more specific because each writer had a clear idea of what s/he wanted to accomplish. One (1) wanted to work in the administration department. The next person (2) wanted to work in the new finance department doing budget. The last person (3) wanted to be a Human Resources assistant who, at the least, wanted to be involved in the compensation aspects of the Human Resources function.

ANNEX 2 provides a form on which you can begin to write your work objective.  Think about what you have discovered in the self-assessment and write down what you want in the form of a work objective.

5.  WRITING YOUR CURRICULUM VITAE (C.V.)

Your c.v. will be the main tool used to present yourself to prospective employers.  Your c.v. will describe your work objective and highlight your skills, qualifications, experience and achievements which you have identified in your self-assessment.

While there are various c.v. styles, any c.v. should include the following information:

Objective

Your work objective should be clearly stated in the beginning of your c.v..  The average time an employer reads a resume/C.V. is less than thirty seconds. Most of the time your resume/C.V. is being screened, not read, the first time around. That is why it is so important  to clearly state in the beginning what  you can do.

Personal Information

Name, first name, maiden name may be appropriate in certain cultures, age (not always appropriate), nationality, civil status, address and telephone number and e-mail address if you have one.

Qualifications

School diplomas and other professional diplomas, knowledge of  languages as applicable.

Your Experience

List of your employers, the positions you held and the dates of employment. Describe each position incorporating your most important achievements. You may want to begin with a description of your job duties.

Other Relevant Data

This last section is optional. It can include special skills acquired through learning programmes/courses/workshop attended, publications etc, or abilities that are not listed in your experience. It can also mention availability, willingness to relocate, any community work you are performing or have performed, interests or hobbies could be relevant or related to the position you are applying for etc.

DO NOT:

· Distort or exaggerate your skills, abilities, or experience.

· mention salary

· add photograph unless specifically requested or it is a cultural norm.

· include referees (list them on a separate sheet of paper and produce them upon request).

WHAT ARE CURRICULUM VITAE READERS LOOKING FOR?

	Style
	Content

	· Clarity

· Short and simple

· Attractive Format

· Professional Appearance

· High Impact


	· Focused on your skills

· Summary of work-related experience

· Documentation of achieved results

· List of work-related accomplishments

· Link between your skills and experience and their needs




Under ANNEX 3 and ANNEX 4, you will find two examples of Curriculum Vitae (C.V.) to get you started on your own. This is the time to include the accomplishments you have identified and developed.

Cover Letters:

Covering letters are an excellent method of communicating your c.v. to prospective employers.  A well-written cover letter allows you to express what you have to offer in a concise and targeted way, and may help to secure an interview.  

The following is a recommended format for producing high-impact letters:

	Opening Paragraph: Attracts the attention of the reader and maintains it.
Answers the Question, “Why read me?”
What you can do:

· Use a referee’s name.

· Demonstrate something important (an outstanding accomplishment).

· Cite special occupational, functional or technical expertise.

	Second Paragraph: “Who/What/How”
Answers the Question: What have you done lately?
What you can do:

· Describe your most recent work experience (including title, scope of responsibilities and organisational function).

· Describe 2-3 relevant accomplishments, based on your knowledge of the organisation, your network, and information you have which is relevant.

	Final Paragraph: “When”
Answers the Question: What comes next?
What you can do:

· Action step (meeting or interview).

· Follow up.


Additional Guidelines for Letters

· Keep letters to one page wherever possible.

· Keep paragraphs to no more than five lines in length. Use space and bullets to make your points.

· Keep your stationery simple, i.e., size, colour, texture.

· Omit salary information (if possible)-- past or desired. 

Customised, targeted letters  aimed at specific individuals or companies/organisations you have researched are best for forwarding your c.v., and can be as important and as influential as the c.v..  When preparing a customised letter, focus on the many strengths you have to offer. Then, determine how to integrate them into a letter. Here are some guidelines for effectively presenting your unique skills and capturing the reader’s attention:

· Be sure the letter is sent to someone at the appropriate level (i.e., a decision-maker for your particular job).

· Highlight your accomplishments, relevant experience and skills that relate to their specific organisation. (This is why you did your research)

· Limit your letter size to one or, at most, two un-crowded pages.

· Verify mailing information (name and correct spelling, title, address, internal/external mail code, or box address).  Verify that the person you are addressing is the appropriate addressee.

· End the letter with the statement that you will call the person in a week or so. Do not expect the person to call you.

Remember, your goal is to address your letter to the best person - one who will take a keen interest in hiring your type of talent or who is willing to refer you to the person who does. To the extent you can, relate your skills to the needs of the organisation addressed.  

Responding to Job Advertisements

Mass mailings of unsolicited resumes/C.V.s are usually a waste of time and postage. Every day, organisations/companies receive countless letters and resumes/C.V.s which are ignored. The odds are extremely low that you will find employment through mail campaigns.  Responding to job advertisements is a more successful method of finding employment.

When sending a customised letter in response to a job advertisement, make sure that your cover letter highlights the skills you have which match the job.  Today there is so much competition that organisations immediately screen out those candidates who do not closely fit their requirements. A sample letter to answer an advertisement can be found under Annex 5.
Customise each advertisement response letter. If you are familiar with the organisation and can also include a referral name, your chances increase significantly.

Advertisement response letters:

· Compose a letter that illustrates how you fit the key requirements listed in the advertisement.

· Include a C.V. with each advertisement response.

· Respond to advertisements that request salary history by providing the salary range you are seeking.

· Keep advertisement responses to one page.

6.   REFERENCES

Prospective employers will require references to verify the information you provde in your c.v., as well as to check on your employment history, your accomplishments, your behaviour and your background.  It is important, therefore, to carefully choose referees who can provide a comprehensive and solid reference for you.

Your mission Civilian Personnel Section should provide you with an official Certificate of Service confirming the dates of your employment and the position(s) held with the mission.  At your request, information may also be included on your performance record and conduct during your period of service.  Other personal references may also be obtained from:

· Former supervisors

· Colleagues

· Suppliers/Vendors

· Members of your community

Once you have determined the individuals who can provide you with the best reference, you should contact them  to ask their permission. When each agrees to be a referee, provide him or her with:

· Details about the position you are seeking

· Information about who will be contacting them and why

· Information about the organisation with whom you are interviewing

· Questions s/he will likely be asked, and potential responses

In this way, each referee can speak knowledgeably and articulately about your suitability for the position, greatly improving your chances of receiving an offer.

ADDITIONAL POINTS OF REFERENCE

1. Do not offer references to prospective employers until requested. When you are asked, determine the number and type of referees required (e.g., managers, peers, subordinates) and be prepared to deliver, fax or mail your list.

2. Once someone asks for your reference list, phone your referees as soon as possible. Inform them of the nature of the position for which you are being considered, and how well you think you fit. This will give them time to think about what to say in support of your efforts. Thank them for their help and ask them to call you to let you know the results.

3. Let your referees know you appreciate their help and support. Effective references can be a bonus in your search, so let them know you appreciate their assistance, and offer to return the favour if an opportunity arises. Be sure to keep them informed of your progress - you will want to keep the contact alive and well for the future.

7.  INTERVIEWING TIPS

The job interview is the most important step in making the final selection of the successful candidate for a job.   The majority of unsuccessful interviews are often due to lack of preparation, not a lack of experience, competence or qualifications. Your success will be based on the following factors:

· How you demonstrate your knowledge of the organisation or company you are applying to.

· How you differentiate yourself from other candidates.

· How you “fit” with regard to the job, the organisation/company and its staff.

Most job interviews are formal, structured interviews.  A common structure is:

1. Greetings/small talk

2. Introduction

3. Education

4. Work experience

5. Activities and interests

6. Summary of strengths and weaknesses

7. Description of position; candidate questions

8. Close

Preparing and practicing for interviews will ensure that you handle them well. The following are some tips on preparing for your interview.

Before the interview, make sure you have researched the organization or company you are applying to, that you understand their business, their direction, and their current situation.  Many companies/organizations have websites which are an easily accessible source of information.

At some point, an interviewer will probably ask you to tell them about yourself.  You should be able to give a short and concise 90-second introduction, briefly outlining your education or background, your experience, your current situation, and the type of future career you are looking for.

It is a good idea to try to anticipate the type of interview questions you will be asked so that you can  be prepared to answer them appropriately.  The followng are some common interview questions and some suggested responses.  Keep in mind, however, that these are just suggestions, and you should use your own judgement as to how best to answer the questions.  Sometimes an interviewer may focus on a single point s/he found in your Curriculum Vitae (C.V.) or application. It may not be something you prepared for and has the potential of making you feel uncomfortable. It is a good idea to think in advance of possible difficult questions you may be asked and practice them. 

	CATEGORY:  GENERAL

	Interview Question
	Recommended Response

	
	Tell me about yourself.
	The best initial response to that question is

Your 90-Second Introduction
Approx. Time
Background/Education                                                                      5 sec.

Accomplishments/Work Experience                                               50 sec.

Current Situation                                                                               5 sec.

Future                                                                                              30 sec.

	
	What can you offer us (that other candidates cannot)?
	Use your research about the organisation to help you make your answer meaningful to the interviewer. Respond by emphasising your unique qualities and capabilities. Relate them to the position at hand whenever possible.

	
	What do you know about our company/organisation?
	If you have done the research, you can include: services, people and products if relevant.

You might also state that you would like to know more – from the interviewer’s vantage point, and then be prepared to ask further questions.

	
	What other types of work or organisations/companies are you considering?
	Don’t feel obliged to reveal details of other interviews or negotiations. If you are interviewing elsewhere, refer to them in a general way, but concentrate mainly on this specific position.

	
	What are your strengths?
	Give three or four of your key strengths with examples that are relevant to their needs.


	CATEGORY:  “CAN YOU DO THE JOB?”

	Interview Question
	Recommended Response

	
	What are your weaknesses?
	Offer only one, and emphasize what you learned and how you changed as a result.

	
	What have been your most significant accomplishments so far?
	Refer to your accomplishment statements selecting ones relevant and specific to the position for which you are interviewing 

	
	What competence/  experience/qualifications do you have that you feel would make you successful here?
	If this question is asked after you have sufficient information about the position, talk about two or three of your major skills (supported by accomplishments) which you believe will be useful in the position. If the question is asked early on, talk about two or three of your major skills and, to the extent you can, relate them to the company or organisation.

	
	Describe a situation in which you faced a difficult problem and how you solved it.
	Relate an accomplishment that had to do with this kind of situation.

	
	Describe a situation in which you have worked under pressure or met deadlines.
	Refer to your accomplishments. Discuss one or two in which you were especially effective in meeting deadlines or dealing with high-pressure situations.

	
	How much managing financial resources responsibility have you had in previous positions?
	You can answer this in terms of budget or funds (in cash), or projects you have supported or managed. If you haven’t had this type of responsibility, refer to an accomplishment that demonstrates a related skill.

	
	How many people have you managed/supported ?
	If you have managed/supported others, refer to those over whom you had influence (including subordinates, teams, contractors or co-workers).

	
	If I spoke with your previous manager/supervisor, what would s/he say are your greatest strengths and weaknesses?
	Use on-the-job examples of strengths. Position any weakness in a positive way. (Your former manager would probably want to give you a good reference, so recount some of the positive things you did for her/him).

	
	Give one or two examples of your creativity.
	Refer to accomplishments and creative solutions or insights that relate to the organisation/company and the position.

	
	What kind of hours are you used to working?
	“I’m committed to getting the job done.”


	CATEGORY:  “HOW DO YOU FIT THE JOB?”

	Interview Question
	Recommended Response

	
	Describe a situation in which your work was criticised. What were the circumstances? How did you respond?
	Discuss one mistake or area of criticism, emphasising what you learned and how your behaviour changed. Do not offer additional detail, or defend your position. Criticism does not have to be a negative.

	
	How would you describe your personality?
	Mention two or three of your most beneficial traits; highlighting those that would be a valuable asset for the position under discussion, and what would be a “fit” in the company.

	
	Why are you leaving your present job?
	This question must be answered briefly. Do not get defensive or explain excessively; simply state the circumstances.

If your post was discontinued or as a result of office closure, explain how your separation was part of a large group reduction. When you have finished answering, stop.

	
	Looking back, how would you evaluate your previous organisation ?
	Be constructive. Refer to the benefits you have derived: “It is an excellent/challenging organisation which has given me many valuable experiences and opportunities to contribute.”

	
	How would your co-workers describe you?
	Refer to your skills, strengths and personality traits.

	
	Why should we recruit you?
	Relate past experiences to current position; cite relevant accomplishments; describe your  competence/experience/knowledge - all benefits to select you.


Remember, the interview is a two-sided process. You want to be asking as well as answering questions. 

SAMPLE QUESTIONS TO ASK AT THE INTERVIEW

Select questions that are most appropriate for your situation and to the position at hand:

(
What is the background to this position and what is the contractual situation ?

(
What are some of the objectives you would like accomplished - short-term and long-term?

(
What are some of the more difficult problems facing someone in this position? 

(
What significant changes do you foresee in the near future?

(
What are the most important traits you look for?
What to Bring to the Interview

During an interview, you may be asked to provide additional documentation.  Below are a few basic items you should bring with to your interview: 

	· Extra copies of  your Curriculum Vitae (C .V.)

· Take something to write on and with


	· A list of referees and/or work certificates

· Copies of diplomas and/or traineeship certificates (to be provided only if requested)


Your Image

Since you will have only one opportunity to make that all-important first impression, keep the following in mind:

· Physical presence. Dress appropriately for the company/organization where you are interviewing and, when in doubt, dress on the conservative side. Think about your personal hygiene, ensure your posture is neither too relaxed and nor too tense. 

· Movements and mannerisms. Use natural gestures; do not clench your fists, fidget, or fuss with objects such as a pen, glasses or change in your pocket. Move around naturally; avoid looking stiff or awkward. 

· Manner of speaking. Make sure you can be heard; be aware of the interviewer’s reaction to your voice. Do not mumble or drop your voice to a whisper toward the end of your sentences. Avoid sing-song or monotone recitations, which will give the impression that you are over-rehearsed.  Also, avoid slang. Try to match your word choices to that of the interviewer.

· Behaviour/Demeanour. Convey an appropriate amount of enthusiasm, warmth and sincerity to suit the dynamics of your interviewer. 

· Communication skills. Use straightforward replies, be credible, and stop when you have answered the question. If you don’t know something, say so, and clarify a question you do not understand before answering it. Listen before you respond and think before you speak.

At the end of the Interview

At the end of the interview, thank the interviewer, make sure you get the names of everyone you have met during the interview, ask whether there will be any additional interviews, what are the next steps and when they will notify the candidates. 

It is a also a good idea after the interview to write a follow-up letter.  Follow-up letters allow  you to convey your thanks for the interview and can also be an opportunity to expand on a subject discussed during a previous conversation, to clarify a point or misunderstanding, or just to restate your interest in the job.  A sample follow up letter is provided in Annex 6.  The following  are some suggestions to help you prepare an apporpriate follow-up letter:

· Reinforce the skills or accomplishments you felt were the most important to meeting the needs of the position, the decision-maker and the organisation.

· Use space and bullets to make your letter easy to read and get your points across quickly.

· Use words that sound as if you are convinced that you would be a great asset to the organisation:

“I feel certain...”

“I know...”

“I’m convinced...”

· If you interview with a human resources individual and a recruiting manager, send letters to both. Do not send the same letter.

· This is a good opportunity to clarify anything you feel might have been misunderstood or to add something you may have forgotten.

· End your letter reiterating to the recipient your understanding of the next steps.

8.  JOB SEARCH

You can find your next job through:

· Your personal and professional network (family, friends, colleagues, etc.)

· By getting in touch directly with companies you are interested in (spontaneous offers)

· By answering advertisements in the newspapers

· By recruitment agencies (where applicable)

· By contacting the local government or muncipal labour office, if available

· By websites, notice boards, etc.

Remember: No job offer is perfect. Each one of them will have its good and bad sides. Be realistic and follow-up systematically all the leads that seem promising.  Even if this job does not pay you what you wished for, you can always take it, and, being secure of a steady income, take your time to look around for another position. 

Networking:
Networking is the most effective way to discover employment opportunities. In fact, more people find work through networking than all other methods combined.  Compared to the other strategies to find work (employment agencies, search firms, classified advertisements, targeted and mass mailings), networking has the highest success ratio in the world.

Networking means systematically talking to people you already know in order to connect to the people whom they know. This is the fastest way to reach the appropriate individuals who can provide the links you need to connect with your ideal work situation. The Internet is the world’s largest network, so, if possible, use its reach to your advantage. Get to know people both near and far, because sometimes those distant contacts can be much closer than you think.

Initially when you network, you are seeking information, advice, ideas, names and referrals. These contacts will lead you to other people, who will lead you to other people, until you make the connection to your desired work situation.

To start buidling your network, make a list of your personal  and professional contacts. Personal contacts could include friends, acquaintances, relatives (no matter where they live), neighbours, etc.  Professional contacts could include colleagues, former managers/supervisors, professional partners, vendors, suppliers, professional association colleagues, course facilitators. 

You will need to prepare a  narrative to tell people the reason why you are contacting them - i.e., your current situation. Try creating a 90-second story for this purpose and be specific about how they can help you:

· Reason for your call (exact type of help you need)

· Inquire if this is a good time to call; if not, then when?

· 90-Second Introduction 

· Prepared questions

· Thank the individual for his or her time and assistance

· Ask if there is anything you can do to return the favor

Once you have prepared your narrative, you will need to call your contacts to set up appointments.  Preparation and focus will ensure that you obtain the networking help you need. Your contacts will come away with a positive impression and a sense that you are organised and clear about your job search.

9.  Staying on Track

It takes time to get a position. Sometimes longer than you had originally hoped. On these occasions it is easy to become disappointed and to lose your confidence.  Sticking to your plan of action will help you find work sooner rather than later.   Here are some signs that your strategy may be getting off track:

· Putting things off.  You find many things to do other than work on your campaign: fix the roof, plant a garden, read a book, paint the house, or take the dog for a long walk.  In other words, do things that were at the bottom of the pile anyway. Procrastination may be the symptom of a larger issue, so it is important to talk about it;

· Sickness. “I can’t look for work, I have a (headache, backache, etc.).” Again, ongoing symptoms of malaise may be an indicator of other issues;

· First meeting blockage. You are consistent at getting a first information/networking meeting, a first interview, a first anything - but that’s all. This may be a symptom that you may not be presenting yourself in a way that invites the second round;

· “My Curriculum Vitae (c.v.) is not finished.” If this all-important document is in its fourteenth revision and it is week six of your campaign, this may be another version of putting it off;

· People are not taking you seriously. You may appear unfocused, your research may not show sufficient depth, or your presentation skills may not be as keen as they could be. Be sure that you are truly focused and ready to move on in a demonstrable way;

· Negative attitude or state of mind. A negative attitude about your search, for whatever reason (e.g., anger, fear) is a symptom that you need to examine some personal issues that may be getting in the way;

· “The dog ate my homework.” You are unprepared for meetings with your contacts or interviews. This is another symptom to be examined.

It is likely that if you are able to talk to someone about these “symptoms”, you will discover and be able to address the root of the problem. There are often legitimate reasons or concerns that can delay or derail a search for work. What is most important is to be aware of the situation and then do something about it - quickly.

10.  SELF EMPLOYMENT OPTIONS

Many individuals consider starting a business but often wonder if they have what it takes to be successful, especially in view of the fact it can result in failure.

Identifying criteria for success is no simple matter.  There is no test, pattern or personality profile and no particular track record that guarantees survival in a small business.

Success can depend upon many things:

· The rationale/motivation for considering self employment

· What type of self employment

· What business to choose

· Financial – investment/funding

· Planning – how to get started – the steps to take

· Luck

Whilst potentially exciting the single most reaction on individuals considering starting their own business is fear of having to give up or let go of social status, financial security and a predictable life:

· Fear – what will I do next  ?

· Will I be able to pay my bills ?

· Who am I now ?

· What skills do I have that the market will value ?

· Am I employable ?

· Could I succeed on my own ?

· What do I want to do with the rest of my life ?

· I don’t know if I can succeed

What you will have to let go of:

· Known salary

· Predictable cash flow

· Colleagues/Social contract

· Organisational status

· Staff identity

· Predictable daily structure

· Organisational benefits

· Credibility in community/among peers

· Sense of security

THE RATIONALE FOR WANTING TO BE SELF EMPLOYED

What is your motivation/rationale for considering this option:

· I want to be my own boss

· There are no jobs around here

· I have identified a new business idea or opportunity

· I have a specific idea or interest that I believe could be a viable business

· I feel I can achieve more in my life with this approach

· I want to take advantage of a financial settlement

· I am seeking a career change more suited to retirement

· I want to avoid relocating

· I perceive my life style or balance issues are better met by this approach

· I want to achieve wealth from my own ideas

· I need to income generate

· I am seeking a source of temporary revenue

· This is a once-in-a-lifetime chance.

Whatever your answer, you will need to consider what type of self employment option you want to pursue.

THE TYPES OF SELF EMPLOYMENT AND THE ADVANTAGES AND DISADVANTAGES OF VARIOUS BUSINESS OPTIONS.

ONE PERSON SMALL BUSINESS ADVANTAGES

ADVANTAGES

· Independence

· Ability to make own decisions

· Working with others can be complementary to your business

DISADVANTAGES

· Limited scope because of size

· Limited time for doing marketing i.e. how much time for finding new business if you are always working

PARTNERSHIP WITH OTHER BUSINESS

ADVANTAGES

· Bigger/broader market place

· Wider range of contact and skills

· Someone else to help with finance and marketing

DISADVANTAGES

· Potential for conflict with partners

· Not alone in the decision making – this could create delays or impasse

SUB CONTRATOR

ADVANTAGES

· As you obtain work, and if you do it well, you gain a reputation and also references which you can use to advertise your service/skills to other employers

· Often less risk

DISADVANTAGES

· Lower earnings

· Less potential for visibility of your skills or service as you will be working for another employer/organisation

WHAT BUSINESS TO CHOOSE

· First of all you must have an idea for your service, skills, or product

· You must then test it

· You may need to protect it from potential competitors

SOURCES FOR IDEAS & OPPORTUNITIES

· Look for a need in the marketplace

· Anticipate a trend
· Spot a trend
· Look for a unique opportunity
· Find a niche
· Use an old idea in a new market
· Analyse the buying patterns of your children, spouse, partner and friends
FINANCIAL – INVESTMENT/FUNDING

Setting up your own business requires capital. Depending on your  location, grants/ funds could be available along with low interest loans through micro-credit or small medium size enterprise organisations and networks. It is always advisable to check with business leaders in your own community.

GETTING STARTED – THE STEPS TO TAKE

BUSINESS CHARTER

· Service Offered (problem tackled, skills used)

· Organisations targeted

· Targeted clients, customers, consumers (decision-makers) within organisations

· Who is the competition ?

· Marketing strategy for

· Making services/skills/product known

· Beating the competition

· Why I will succeed

BUSINESS PLAN

· Business charter – define your business

· Market analysis – competition/clients/customers/consumers

· Market strategy – plan of action, direct and indirect

· Fee setting/revenue forecasting, project your anticipataed income and where it will come from

· Financial plan

· Managing your business
DEFINING YOUR BUSINESS

· Business name
· Services provided, skills provided, products produced
· Targeted Market Niche (companies and decision makers) who will approach you to gain access
· Marketing strategy – how to get your business or services into the market
· Form of organisation – 
· Do you need to register ?

· Do you need a licence ?

· Or any other legal permit ?

MARKET ANALYSIS

· Competitors and fees – who are they and what are your competitors’ charges/what are their prices?

· Organisations – who are your potential clients/customers/consumers ?

· Decision-makers

· who is going to hire you or buy your skills, service, products ?

· how do you lobby/network ?

· Technological trends – the impact on your skills, service or product of technology

· Economic trends – who are/will be the clients,  customers, consumers who buy from you now and in the future?

MARKETING STRATEGY

INDIRECT

· Customer referrals

Consumer referrals

Client referrals – word of mouth get recommendations from family, friends and community at large

· Networking - see previous section on this subject

· Other complementary businesses or suppliers

· Public meeting, fairs/exhibitions, training sessions, grant-aided micro-credit initiatives

· Memberships – community organisation

· Local press

MARKETING STRATEGY

DIRECT

· Business cards

· Brochures

· Marketing letter

· Direct Mail

· Newsletters, circulars

· Directory listings

· Local radio

FEE STRUCTURES

FOR SUB-CONTRACTING

· Hourly

· Daily

· Flat

· Retainer

· Performance related

OVERVIEW OF FINANCIAL PLAN

· Record keeping

· Need for cash

· Sources of cash – micro-credit organisation, other grant aided initiatives.

· Financial planning:

Cash flow projections – forecasting an expenditure on a weekly/monthly basis or as appropriate

· Income statement – have a rolling ongoing view of cash in and cash out

ORGANISATION PLAN

· Legal forms – permits, licences etc

· Staffing plan – you may need to recruit or sub-contract people, so you need to plan for assistance, particularly if you have large orders to fulfill or service level fluctuations

· Facilities plan – your location, where are your premises ?

· Advisors – micro-credit grant aid, local community, access to accountant/financial support, legal expertise, etc

PROSPECTIVE SELF EMPLOYMENT IDEAS FOR NATIONAL STAFF

Secretaries

· Small-scale business centres with facilities as fax, Email, typewriters, computers, translation services, etc.,

· Freelancing secretarial services including a secretarial pool for short-term employment with various companies, hotels, or conference centres.

Drivers
· Taxi Drivers or start a corporation to buy a few cars with other colleagues;

· Car-Wash business (ensure to acquire a land space);

· Mechanical workshop;

· Spare parts business (import and sale).

Cleaners

· Small cleaning corporation;

· Laundry service/dry cleaning outfit.

Guards

· Set up a security company with other colleagues;

· Security personnel at private houses for international civil servants or embassies;

· Daily household help including guard duties.

Food Services and other General Support Staff

Any staff with good cooking/culinary skills could perhaps think of setting up a catering service. Equally, those with relevant skills, would move into tailoring business, small agricultural business for selling of crops at the local market, etc. 

11. CONCLUSION

Now you have the tools necessary to engage in an active and successful job search.

The experience and competencies you have acquired in dealing with the many, and varied, tasks you accomplished in the course of your career with the UN will undoubtedly give your Curriculum Vitae(C.V.) an added value that, hopefully, will assist you in continuing employability within the organisation or to assist you in your career/job planning.

We would like to emphasise that staff separation is in no way a reflection of individuals’ professionalism, capacity or competence.  It is a consequence of the evolving and dynamic nature of peacekeeping.
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ANNEX 2

WORK OBJECTIVE FORM

A work objective tells the Curriculum Vitae (C.V.) / Resume reader what you want to do.  It focuses the attention of the reader in a specific direction.

Examples:

 To obtain a full-time position in Administration (1)

 To use my administrative expertise to introduce or enhance services. (2)

 An administrative related function, with emphasis on the planning aspects of administration management. (3)

In the space below, start work on writing your work objective. Think about what you have discovered in 

the self-assessment and write down what you want in the form of a work objective.

ANNEX 3

	CURRICULUM VITAE ( I )


*********************************************************************

NAME

Address
Nationality

Birth Date

Phone

Email

	EXAMPLE OF OBJECTIVES


      A challenging position as Personal Assistant, with opportunity to use initiative and take on new and increasing responsibilities
	EXAMPLE OF STRENGTHS


Very good organizational, inter-personal and communication skills. Dynamic and positive personality. Continuous learner and goal-driven. Strong computer skills with extensive experience in use of various word processing, database and spreadsheet applications. Experience in international multi-cultural environments. Sensitive and realistic approach to organizational problems. Team player. Reliable personality.

Arabic :
fluent, mother tongue

English :
very good, spent 1 year in the USA

	PROFESSIONAL EXPERIENCE


Senior Secretary



Cairo



 

1999-2001

United Nations

· Supervised clerical and support staff
· Drafted correspondence
· Organized conferences and senimars
· Scheduled appointments and meetings

· Produced, edited and distributed documents

Executive Secretary 


    
Cairo

  
             


  1995-1999

Export Business

· Responsible for general office management

· Coordinated travel plans for business executives

· Trained and coached support staff

· Controlled budget for office supplies and general expenses

· Translated correspondence from Arabic/English

Administrtive Clerk



Cairo


            


  1993-1995

University 

· Responsible for office reception

· Maintained records and controlled access to files

· Scheduled appointments and resolved scheduling conflicts

· Designed office database

· Produced statistical reports 

· Provided general secretarial assistance

	EDUCATION


As applicable

 










ANNEX 4

	CURRICULUM VITAE ( II )


NAME

Address
Nationality:

Tel.
Permit B – Exp. Date:


Date of Birth:

PROFILE

Highly motivated and dedicated professional driver with 10 years of experience.  Unblemished driving record.  Demonstrated record of exceptional reliability and timeliness.  Resourceful and knowledgable of metropolitan and outlying areas.  Strong interpersonal skills, positive work ethic, and professional appearance.  Good knowledge of English and French languages.

SKILLS

· Time management

· Vehicle maintenance 

· Problem-solving and decision-making

· Licensed to drive passenger, bus and HVG vehicles

· Cash management

· Languages: French and English

	PROFESSIONAL EXPERIENCE


                                                                      VIP Driver

                                                         1998 - 2001

Responsible for:

· Chauferring official visitors 

· Greeting visitors on arrival at airport

· Ensuring safety and security of passengers

· Vehicle Maintenance

· Advise on local entertainment, tourist and other services

· Maintain vehicle milage and POL records


                                                                             HGV Driver                                              1994-1997

Responsible for:

· International transportation of goods

· Scheduling deliveries

· Planning transportation routes


Transport Dispatcher



1992-1994

Responsible for:

· Supervising drivers 

· Assigning jobs
· Maintaining vehicle pool
· Managing telephone communications
· General office management
                                                                                             Taxi Driver




1989-1992

Responsible for: 
· Transportation of individuals 
· Transport to/from airports
· Cash management
· Vehicle maintenance
	EDUCATION


As applicable










ANNEX 5

Sample Response to Advertisement Letter

Administrative Post

Your address and

 phone number




Date 

Mr./Ms.  

Title

Company / Organisation

Address

City, Country

Dear ……,

Your advertisement in the January 7 (name of newspaper/magazine) calls for many of the skills I have successfully applied during the past 15 years. My experience is a unique combination of:

· Contacts/network. During the past 8 years I have cultivated a very good relationship with contact points at the Ministries, embassies and other UN agencies.

· Computer Literacy. I have mastered the general office software like Word, Excel, PowerPoint, and in addition I have also acquired some experience in database administration.

· Organisation of conferences/meetings. I have organised several conferences and meetings for the region and I have good contacts with hotels with excellent conference/meeting facilities.

· Interpretation/translation. Throughout my time as Secretary, I have been called upon to carry out translation of letters/documents, as well as, interpretation for short meetings.

I have followed (name of organisation/company) progress and am excited about your mandate/new development. I know how I can contribute to your future growth.

May we explore the possibilities? I will contact you next week to follow up.


Yours sincerely,

Sample Response to Advertisement Letter

Administrative Post

Your address and

phone number




Date 

Mr./Ms.  

Title

Company / Organisation

Address

City, Country

Dear ……,

Your advertisement in the January 7 (name of newspaper/magazine) calls for many of the skills I have successfully applied during the past 15 years. My experience is a unique combination of:

· Finance. During the past 15 years I have been responsible for the processing the payroll for over 200 staff. In addition, I have been in charge of calculating entitlement to reimbursement of medical insurance claims. The funds disbursed in these projects have ranged between US $0.75M to US $3M.

· Supervision.  For the past 8 years, I have been responsible for the supervision, training, and recruitment of subordinate staff.

· General Administration. All material assets of the operations were under my control and responsibility.

I have followed (name of organisation/company) progress and am excited about your mandate/new development. I know how I can contribute to your future growth.

May we explore the possibilities? I will contact you next week to follow up.


Yours sincerely,











ANNEX 6

Sample Follow-Up Letter
Your address and

Phone number










Date

Mr. 

Title

Company/Organisation

Address.

City, Country

Dear ….,

It was a pleasure to see you / talk to you on the phone last week and I appreciated the opportunity to discuss with you certain clarifications as to the current needs of your organisation (or company).

I am more convinced than ever that my experience and expertise can be a true asset to your organisation/company and will look forward to meeting with you and (name of person) on (date)h to discuss specifically how this can be structured. Let me know the time arranged for our meeting.

Thank you for your time / frank discussion. I look forward to our (next) meeting and the potential of a mutually productive future at (organisation/company).


Yours sincerely,
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