There are always jobs waiting to be filled B
people leave, retire or get promoted, new
businesses start up, existing businesses
expand. This leaflet suggests some of the
places you can look for vacancies.

Many people are uncertain which job would
be most suitable for them. You can get
access to over 700 job profiles online at

Moreinformation will be available on the
nextstep website from Autumn 2006. You
can also get career information and advice by
telephoning learndirect on 0800 100 900.

People often prefer to talk to an adviser face
to face, in which case you can get in touch
with nextstep. Call the information line given
at the end of this leaflet or find your nearest
centre on the nextstep website. A trained
adviser will discuss your options with you.
Additionally the adviser can take you through
a computer programme designed to assess
your skills and interests. The programme
will also suggest jobs you are suited to and
give you detailed information about the type of
work. There are contact details of
professional bodies and other organisations
that can give you further information.

A nextstep adviser can also give you
suggestions of where to look for jobs locally.

Jobcentre Plus offices advertise vacancies D
mainly through touch-screen terminals called
Jobpoints. You can find information about
vacancies both locally and nationally, and
also some opportunities overseas. Any
member of the public can use the service; you
do not need to be unemployed, or registered
as unemployed.

If you identify any jobs that interest you,
Jobcentre Plus staff can provide more details.
They can make further arrangements for you,
such as interview appointments. Any
government-funded training programmes or
initiatives that are currently recruiting are also
advertised. Additionally if you are claiming
benefits you can get advice on claims and
whether you would be better off in work.
Jobseeker Direct is a telephone jobs line
which is part of Jobcentre Plus, providing a
service across the UK. Jobseekers calling the
number are connected to an adviser with
immediate access to the nationwide jobs
database. The service is available to anyone
who is looking for work.

Once you find a job you are interested in the
adviser will help you to apply. TheyOll send
you an application form, and possibly ring the
employer there and then to arrange an
interview. Call 0845 6060 234, or if you have
a hearing impairment, textphone 0845 6055
255. You can also search online at the web
address below.

Specialist support is available if necessary to
anyone with a disability. Disability
Employment Advisers (DEAQs) can help
people having difficulty getting a job because
of a disability, and also people concerned
about losing their job because of a disability.

For full information about Jobcentre Plus
services and to find your nearest office visit
the website at

Recent years have seen an enormous rise in
the amount of information available via the
Internet and an increase in the numbers of
people using the Internet to retrieve
information. Many large companies and
public bodies advertise vacancies online b eg
the NHS. There are also a growing number of
search engines dedicated to job search. The
nextstep website will get you off to a flying
start B on the home page click on LOOKING
FOR A JOB? If you donOt have access to the



Internet at home, remember itOs available free
of charge at your public library.

Many of the recruitment sites offer extra help,
such as careers advice or tips on writing a
C.V. Sometimes you can upload your CV and
wait for an employer to contact you.

Local newspapers - both daily and weekly b
are an excellent source of vacancies. Look at
all the newspapers covering your locality; you
might also get hold of newspapers covering
any town to which you would be prepared to
travel. There is often a particular day of the
week when job vacancies are most widely
featured D for example, the Leicester Mercury
JOBSDAY supplement carries a large number
of vacancies every Wednesday. Keeping an
eye on the recruitment pages will give you a
feel for the range of vacancies most
commonly advertised in your area, with the
kind of skills and qualifications sought.

You could also pay to place a classified
advertisement under Jobseekers, with a brief
description of your skills a contact number
although you should be aware that this is not
always the most effective way to find a job.

National newspapers may carry vacancies
available in your area, but of course many
jobs will be remote and you would need to
consider moving or commuting.

Some newspapers like the Guardian tend to
advertise particular kinds of jobs on different
days of the week. There are also some free
vacancy-advertising newspapers available
from outlets such as newsagents and
supermarkets. Some are national; others are
regional.

Your public library will normally carry a range
of local and national newspapers as well as
publications such as parish and village
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magazines.

These days there is a huge range of journals
and magazines relating to almost every
occupation and these publications will
advertise job vacancies in their specialist
occupational area. You can browse the
shelves in a store such as W H Smith to get
an idea of whatOs available. Your public
library will normally carry some of the more
popular titles.

Another option is to register with an
employment or recruitment agency to look for
work. Some agencies deal with vacancies
covering a variety of different occupations
from unskilled to managerial; others
specialise in vacancies of a particular type,
e.g. office and secretarial, driving.

Vacancies may be permanent or temporary,
part time or full-time. Some agencies will deal
with all of them; others will focus on one area.
Once registered, they will contact you when
they have a suitable vacancy. If you are
looking for temporary work, you may well be
employed directly by the agency, rather than
the employer themselves.

Agencies will require information from you
relating to your past experience,
qualifications, skills, etc, and may want names
of referees. It will be helpful to take along a
CV (curriculum vitae). Agencies are not
allowed by law to charge a fee to the job
seeker. The employer pays the agency for
filling a vacancy.

Keep in touch with them on a regular basis,
and let them know of any changes in your
situation. DonOt feel under pressure to attend
interviews for jobs that you think aren't
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suitable for you. However, if you turn down a
number of interviews, or job offers, the
agency could lose interest in you and won't
put you forward for new vacancies. But then,
if they weren't finding you the right vacancies
anyway, maybe it doesn't matter and you
need to find a better one.

There are dozens of agencies to choose from
and you will find them listed in Yellow Pages.
If possible you should use an agency that a
friend, colleague or family member has used
previously so that you can be sure of a good
level of service. In Leicester the Leicester
Employment Agencies Association is a
group of agencies that have agreed to follow
a voluntary set of quality standards. You may
wish to ask an agency if it is a member when
you make contact.

This refers to contacting an employer to see if
they have any vacancies. You can get in
touch with the organisations most likely to
offer the kind of jobs you are interested in.
Approach possible firms by sending them a
short letter and an up-to-date CV. Ask them
whether they have any vacancies, or
anticipate any in the near future, and to let
you know if any vacancies do occur. It would
be worth finding out from the employer where
they advertise, and how often vacancies for
which you are suited tend to be available.
For some employers, such as small shops or
supermarkets, you could call in person and
ask about job vacancies.

Use Yellow Pages to identify your interests
and potential employers.

If you are looking for casual or part-time work,
shop windows sometimes display vacancies
such as for child minding, gardening, or sales
assistants. Also most supermarkets have
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public notice boards carrying a variety of
small ads. If you have a particular skill or
service to offer, you could advertise yourself
in this way.

It's often said that many jobs are never
advertised, but rather come to the attention
through word of mouth. A good way of finding
a job is to talk to friends, relatives and
neighbours who work in the local area,
especially if they are with a company or
organisation that interests you. Ask them if
they know of any vacancies. Even if they
know of nothing currently, find out the name
of the person responsible for recruiting - you
could use it if you want to use the speculative
approach.

What Color is Your Parachute?
(Available from Trotman Publishing)
A practical manual for job hunters

Surfing Your Career
(Published by How To Books)
Advice and 10000s of job opportunities

nextstep can offer you free information and
advice on all aspects of jobs, training and
courses.

* Callinto the nextstep Shop at 82
Charles Street, Leicester. You can talk
to an adviser, browse in the library and
information zone and use the
computers.

e Call free on 0800 0850 330. You can
talk to an adviser or find out where
your nearest nextstep centre is.
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* Visit the nextstep website at
You can
search for a course or a job, view
career profiles, use the CV builder, and
there are dozens of useful links to
other sites. ThereOs also a full list of
nextstep centres.

You can also call learndirect on 0800 100
900. Lines are open seven days a week,
8.00am b 10.00pm, and you can talk to an
adviser in nine languages other than English.
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