
Starting your job search
How do you start looking for a job? It’s a big step but there are things you can do to make it
easier – and to increase your chance of success. The best place to start is with a good plan.

First steps
• Make a plan with firm goals

• Treat your search as a full-time job

• Write down all your skills

• Keep reminding yourself of your goals

Make a plan with firm goals
A good plan includes goals, a list of things you’re going to

do and dates you’ll do them by. It’s important to write all this

down and to keep looking at it to remind you of what you

want to achieve. If you’d like help with your plan, talk it over

with your Case Manager.

Setting goals
A goal is a dream with deadlines – it could be short, medium

or long term. Long-term goals are usually easier to reach if

you set several short-term goals that help you get there.

There may also be things that could get in your way – you

need to recognise these things and plan to overcome them.

Take action now
Finding work is a full-time job. You need to decide on

a daily job search routine and stick to it. Set aside time

each day to read the papers, make phone calls and check

job listings at our service centres. And set yourself targets,

like how many calls you’ll make each day before lunchtime.

1

2

3

4

5

6

7

8

9

10

Each day I will …

My goal is to… By…  (day & date) Things that could stop me… I can overcome them by…

Reaching your goals
The formula for reaching your goals is simple. Know what you want and take action to get it. Then notice what happens.

If what you’re doing doesn’t get results, then do something different. You will succeed.



What are your skills and abilities?
You need to be able to tell employers what you can do – so

you need to think about what your skills and abilities are.

List all your work skills. Then list all the other things you’re

good at too – for instance are you honest and reliable?

Do you get on with others? Can you make decisions and

manage money? All these things are important to employers.

It’s also a good idea to list some of the things you’d like to

improve on, for example self-confidence or timekeeping.

Ask us how we can help you gain or improve your skills.

Stay confident

My work skills are…

Other skills and qualities I have are…

Things I’d like to work on are…

Finding work isn’t easy and there may be knock-backs

at times – like jobs you don’t get or employers who don’t

reply. Stay positive and remind yourself of your goals and

skills by looking at the things you’ve written here.

What skills do I have?
Look through these lists – you might be surprised at just

how many skills and personal qualities you have that

could be important to an employer.

Your skills could come from:

• attending school or training courses

• any type of job, including charity work

• projects at home or in the community

• running a home or looking after people

• making or fixing things and solving problems

Work skills – have you ever…
Built something

Cleaned something

Coached, counselled or taught someone

Communicated with others

Created or designed something

Found a fault or problem

Helped or served others

Learnt something new

Led or managed other people

Looked after money

Made a decision affecting others

Monitored how something worked

Negotiated something

Planned or organised something

Provided information to others

Put something together or fixed it

Solved a problem

Worked in a team

Worked with equipment, machinery, tools

Worked with technology

Written something

Personal qualities – are you...
Active

Adventurous

Ambitious

Artistic

Athletic

Attentive

Bright

Calm

Careful

Caring

Confident

Considerate

Co-operative

Determined

Disciplined

Eager

Easy going

Efficient

Encouraging

Energetic

Fair

Firm

Friendly

Funny

Generous

Happy

Hard worker

Healthy

Helpful

Honest

Independent

Intelligent

Kind

Lively

Loyal

Mature

Motivated

Observant

Open-minded

Organised

Outgoing

Patient

Persistent

Pleasant

Polite

Positive

Punctual

Quick learner

Realistic

Reliable

Respectful

Responsible

Risk-taker

Self-reliant

Sensible

Sincere

Sociable

Strong

Supportive

Tactful

Team player

Tidy

Thorough

Tolerant

Trustworthy

Understanding

Unselfish

Warm

Well presented
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