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Introduction

Whatever you can do, or dream you can,
begin it. Boldness has genius, power, and

magic in it.

For some people, the prospect of changing jobs and looking for a new position can
seem like an overwhelming task. This may be especially true if there has been an im-
posed job loss, as a result of a reduction in force (RIF), reorganization, or a loss of fund-

ing.

Depending on your personality, your initial reaction to job loss may be positive or nega-
tive. When faced with job change, some may experience feelings of anticipation that
may build to frustration, fear, and uncertainty. Others may embrace job change with
eagerness, excitement, and expectation.

This guide has been developed to help you manage a job transition and assist you in
every stage of the career management process. Topics include information on coping
with your emotions, self-assessment, job search strategies, resume writing, job search
correspondence, effective interviewing skills, developing a portfolio, career development
action plans, and resources for job seekers.

In addition to the resources that are provided, you may also consider seeking guidance
from a professional career counselor to help you to assess your personal interests, per-
sonality attributes, skills, accomplishments and values. This information can then be
used to research specific jobs and career paths, to identify fulfilling job and career op-
tions, to build a personal plan of action to reach your goals, and to help you to maintain
your focus during your job search. A career professional can also help you to explore
your past professional and educational history, take charge of your present situation,
plan for the future by creating a realistic career development plan, and identify a clear
career path.
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Remember, change is inevitable, but with change comes opportunity. Take
control of your job transition by utilizing all of the resources that are available to

you.

Most successful job seekers have the
following things going for them:

an analytic and systematic approach to the
process,
a keen perception of what they have to

offer and what they are looking for,

a willingness to listen, take advice, and try
new things, and

support from family, friends, and associates.
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Introduction
Coping with Your Emotions During a Job Transition

While reactions to change and stress can vary from
person to person, job loss is considered one of the

major stressors that an individual may experience in
a lifetime. This section was created to help you to

recognize and understand your feelings and to pro-
vide you with ways to cope with your emotions
during the job transition process.

Leaving your job for any reason can be one of the most painful experiences you
will ever go through. In addition to the stressors associated with a potential loss
of income, feelings of rejection, betrayal, shock, and fear are very common.

Many people are tempted to throw themselves into the job market and begin
looking for a new position right away. However, before beginning a job search, it
is important to acknowledge the feelings and anxieties you may be experienc-

ing.

If you left your job voluntarily, you may not feel as disheartened as someone
who is going through the shock of having been let go; you may even be feeling
a sense of relief, especially if you left a stressful work environment behind. But if
you were fired, laid off, or had your position eliminated, you are probably feeling
rejected, scared, and helpless. You may also be wondering how you will get
through a job search and find a new position. The more closely you identified
with your job, the greater your sense of loss may be.
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Coping with Your Emotions During a Job Transition

It is important to know these feelings are normal and are similar to those experi-
enced with any major loss. One of the worst things you can do is to deny your
feelings or <criticize yourself for
shoul dndét be feeling this way.
whelmed by your emotions, it may be helpful to discuss your feelings with a pro-
fessional or with friends you trust. By recognizing and processing these feelings
early on, you can successfully move forward in your job search.

Because job loss is like any other major loss, the stages of grieving you can ex-
pect to go through are similar to those experienced after the loss of a loved one.
While virtually all loss brings some kind of growth and opportunity, sometimes
we can only see the positives after
knee-deep in the grief experience.

Elisabeth Kubler-Ross described six stages of grief in her work on death and
dying. These stages are applicable to any major loss, including job loss. You
may not proceed through the stages exactly in this order, but you will probably
experience most of them at some point in the process. You may also find that
you remain in one stage longer than another, experience several stages at
once, or return to a stage you previously experienced. Wherever you may be in
this process, it is important that you deal gently with yourself and accept these
stages and feelings as a normal reaction to your loss.

Job | oss is considered to be a major
major stressors. It is important to note that although phases of grief exist, no two
people will respond to the same loss in the same way. Rather, responses reflect
a variety of reactions that may surface as an individual makes sense of the per-
sonal affects of this loss. Experiencing and accepting all feelings remains an
important part of the healing process.

exp
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Coping with Your Emotions During a Job Transition
Stages of Grief

Shock and Denial. During this stage, you may feel that what has happened is
not real Your job |l oss may seem | i

some type of mistake. If you have been given notice of your impending job loss
but will be continuing to work until your release date, you may even continue to
focus on your work and refuse to acknowledge that your position is actually end-

ing.

Anger and Resentment. During this stage, you may feel as if you have been
treated unfairly and blame others for the situation. You may question why this
has happened to you instead of someone else. You may find yourself lashing
out at others, having a short temper or overreacting to things that previously did
not bother you.

Bargaining. During this stage, you realize your position will be ending, but you
may try to bargain the terms either externally with your supervisor or internally
with yourself. You may try to negotiate, make a deal on how you could be differ-
ent, and/or agree to do whatever would be required, if only you could stay in
your current position.

Self-doubt and Guilt. During this stage, you may start internalizing the anger
and resentment you feel. You may question your abilities and doubt your com-

petence. You may begin to think fAno
never find a job at the same | eveld
previous position, o0 or Athere must be

feel guilty about not doing something to prevent the situation or for feeling the
way you do.
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Coping with Your Emotions During a Job Transition
Stages of Grief

Depression. During this stage, you may grieve the loss of your job and what it
has meant to you. You may feel like part of you and the way you defined your-
self is gone. You may be terrified of the financial and personal consequences of
your job loss and feel the situation is hopeless and will never improve.

Feelings of loneliness, emptiness, and isolation are common during this stage.
You may not see the point of getting out of bed, showering, or sticking to a rou-
tine and find there have been changes in your sleeping, eating, and hygiene
routines. You may find you do not obtain as much pleasure from activities you
used to enjoy, experience crying spells, and have difficulty concentrating.

Acceptance. During this stage, you allow yourself to acknowledge what has
happened, realize you will not be going back to your position, and recognize you
are the only one who can take action to change your current situation. You may
begin to envision yourself in a new work environment and feel hopeful things will
eventually get better.
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Welcome Resolving the Sense of Loss
Introduction Be sure to allow yourself time to openly experience and acknowledge all of your
thoughts and feelings; accept them whether they are positive or negative. You
Coping with Your might consider writing in a journal to document the healing process, or confide
Emotions in a trusted individual, telling the story of your loss.

Job Search Process Remember, if you are having difficulty with any of the stages, feel an immediate

need to talk with someone about your feelings regarding your job loss, are

Self- Assessment feeling depressed, suicidal, or have other concerns, contact the Worklife &

Engagement 6s Faculty and Staff Assistan
Search Strategies

FASAP (East Baltimore)

550 North Broadway, Suite 507

Baltimore, MD 21205

Phone: 443-287-7000

Building a Resume

Curriculum Vitae

References Fax: 410-955-4623
Portfolios FASAP (Johns Hopkins at Eastern)
1101 East 33rd Street, Suite C-100
Correspondence Baltimore, MD 21218
Phone: 443-997-7000
Interviewing Skills Fax: 443-997-3809

Negotiating Job Off .
Togorerng Jon DR FASAP (Other Locations)

Appointments can be scheduled in the Washington, DC metropolitan area
by special arrangement.

Phone: 443-997-7000

Fax: 443-997-3809

Worksheets &

Forms
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Introduction
Coping with Your Emotions During a Job Transition
Coping Strategies

While the passage of time often resolves the range of feelings experienced after
a loss, there are coping strategies that can assist you with this process. One of
the best ways to deal with the stressors associated with job loss is to develop a
Stress Management Action Plan that focuses on the six major areas of self
care. This is a good time to take a practical look at some of your life habits and
make adjustments.

Diet. What are your eating habits? Are you eating too much or too little? Do
you find yourself eating a lot of sweets or drinking too much caffeine or alcohol?
What are some ways that you could add more healthful foods to your diet?

Sleep. Do you get sufficient rest every night? Are you maintaining a normal
sleep schedule? Do you find that you are having a hard time sleeping? Consider
writing your thoughts down in a journal before you go to sleep as a way to free
your mind of burdens.

Exercise. Are you getting enough physical activity every week? Are there ways
that you could incorporate exercise into your life? Consider walking as an easy
and economical option. Avoid joining an expensive gym if money is tight right
now.

Spirituality. Do you take time every day to

belong to a church or group that provides spiritual encouragement and support?
If not, you might consider joining a religious or spiritual community.

10
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Coping Strategies

Time Management

Do you use time management resources such as a planner or Palm Pilot? Do
you know how you are spending your time every day? Learn how to manage
your time well. Now is an important time to set shorter, more easily attainable
goals and to reward yourself when they are achieved. You may wish to volun-
teer to work on a cause that you believe in. Volunteer work sometimes leads to
job offers.

Mental Health. Are you surrounding yourself with positive, encouraging people?
Do you have a supportive network of friends or a support group with whom you
can share your feelings?

Also, try to look at your job loss as an opportunity to make your life better than it
used to be. Since no job is perfect, there are probably some aspects of your last
job that you will not miss. Think about the negative aspects of the position that
you are leaving.

* The worksheet on page 153 can assist you with this process.

It is also important to remember that job loss is survivable. You will get through it.
The most important thing to remember is to let yourself experience your emo-
tions without judgment. Treat yourself with care and kindness and you will soon
be on your way to your next position.

11
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Eight Tips to Help Cope with Stress

People with good emotional health are in control of their thoughts, feelings and
behaviors. They feel good about themselves and have good relationships.

Know what you need, know what you want, and know
how to tell the difference.

Get away from harmful people and environments.

Give yourself quiet time and breathing room. Learn to use
a simple meditation exercise
you dondédt have time; a few

minutes twice a day can be very beneficial.

In times of stress, seek comfort and support from those
you trust. We all need people we can turn to, so build this
resource carefully.

Learn about human behavior. Knowing why people do the
things they do will help you understand

puzzling behavior, and whatd
better with people in general.

Learn to speak your piece quietly and clearly. Doing this
will protect your rights and quiet aggression in others, as
well as in yourself.

Know when youbve had enough
drawal saves energy and shows wisdom.

Cultivate a simple, enjoyable routine of diet, exercise,
rest, and recreation. Your emotional well-being is closely
related to your physical health.

12
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Job Search Process

Self-Assessment

Understanding your interests, skills,
and values is fundamental to finding
satisfying work. This section will
examine how interests, skills, and

values are inherently tied to career
satisfaction and how they can be
used to help determine your career
path.

13
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Self-Assessment

Welcome
Introduction In todaydés job market, people typically
entire career. The reality is that most people change jobs many times over a
Coping with Your career span, with estimates ranging from 7-10 times in a lifetime. Many people
Emotions will also make two or three complete career shifts.
Job Search Process By learning about your interests, skills, values, and personality, you will be bet-

ter equipped to make informed career choices. Your Career Assessment Pro-
file: Understanding Your Interests, Skills, Personality Type and Values is a day-
long course offered by Talent Management & Organization Development that
can assist you in determining your interests, skills, personality, and values. By
taking the Newly Revised Strong Interest Inventory (Sll) and Myers-Briggs Type
Indicator (MBTI), standardized assessments, and through in-class activities, you

Self- Assessment
Search Strategies

Building a Resume

e Viee will clarify your interests, learn about transferable and preferred skills, discover
your personality preferences, and identify your personal and career values as
References they relate to career fields and work environments. By knowing yourself, you will

be better equipped to explore career path choices.

Portfolios

(For course availability, please go to the TMOD Learning & Development web-
site. http://training.jhu.edu/html/Main/default.asp ) If you are unable to attend
the career assessment course, the following information will guide you through
your own self-assessment process.

Correspondence
Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms
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Job Search Process
Self-Assessment
Interests

Interests play a key role in occupational choice. By looking at your interests, you
can discover who you are, find work that you enjoy, and make meaningful ca-
reer choices.

John Holland, professor emeritus at Johns Hopkins University, is a psychologist
who devoted his professional life to researching issues related to career choice
and satisfaction. He developed a well-known career theory that suggests that
people and work environments or occupations can be categorized into six types.
Holl and calls these types At hemeso:
terprising, and Conventional. These themes or categories provide a framework
for matching interests to characteristics or aspects of different positions and ca-
reer fields.

The Newly Revised Strong Interest Inventory (Sll) is an assessment based on
Hol l andbs theory of
to determine your top three interest
have access to the Sll, you may determine your Holland Theme Code by read-
ing the descriptions for each theme. Once you have identified your top three
interest areas, you can then use them to assist you in identifying and research-
ing career areas or to search for positions by JHU job families.

15
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Job Search Process
Self-Assessment
Welcome Hol |l anddés Hexagon for Personality Ty

Introduction Listed below are the six Holland Occupational Personality Types. The descrip-
e tions of fApure typeso wild.l rarely be an
will more likely combine several themes in varying degrees. To get a better

picture of how your interests relate to the types and identify your dominant type,
underline the phrases in each description that are true for you.

Coping with Your
Emotions

Job Search Process REALISTIC (R)

Sell ACEEEETIA Realistic individuals are active, stable and enjoy hands-on or manual activities
such as buildings, mechanics, machinery operation and athletics. They prefer to
work with things rather than ideas and people. They enjoy engaging in physical

Search Strategi . ; ) : ’ 4
R activity and often like being outdoors and working with plants and animals.

- People who fall into this category gene
Building a Resume practical, task-oriented setting, as opposed to spending extended periods of
time in a classroom. Realistic types tend to communicate in a frank, direct
Curriculum Vitae manner and value material things. They perceive themselves as skilled in
mechanical and physical activities, but may be uncomfortable or less adept with
References human relations. The preferred work environment of the realistic type fosters

technical competencies and work that allows them to produce tangible results.
Typical realistic careers include those in the military, electrician, engineer and

Portfolios 4 )
veterinarian.

Correspondence

INVESTIGATIVE (1)

Interviewing Skills Investigative individuals are analytical, intellectual and observant, and enjoy
research, mathematical or scientific activities. They are drawn to ambiguous
Negotiating Job Offers challenges and may be stifled in highly structured environments. People who fall

into this category enjoy using logic and solving highly complex, abstract
problems. Because they are introspective and focused on creative problem-

Worksheets & solving, i_nvestigative types often. work autonompusly and do not seek _
= leadership roles. They place a high value on science and learning, and perceive
Forms themselves as scholarly and having scientific or mathematical ability but lacking

leadership and persuasive skills. The preferred work environment of the
investigative type encourages scientific competencies, allows independent
work, and focuses on solving abstract, complex problems in original ways.
Typical investigative careers include medical technologist, biologist, chemist,
and systems analyst.

17
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Introduction ARTISTIC (A)

Artistic individuals are original, intuitive and imaginative, and enjoy creative ac-
tivities such as composing or playing music, writing, drawing or painting, and
acting in or directing stage productions. They seek opportunities for self-
expression through artistic creation. People who fall into this category prefer

Coping with Your
Emotions

Job Search Process flexibility and ambiguity, and have an aversion to convention and conformity.
Artistic types are generally impulsive and emotional, and tend to communicate
Self- Assessment in a very expressive and open manner. They value aesthetics, and view them-

selves as creative, non-conforming, and as appreciating or possessing musical,
dramatic, artistic or writing abilities while lacking clerical or organizational skills.
The preferred work environment of the artistic type fosters creative competen-
cies and encourages originality and use of the imagination in a flexible, unstruc-
tured setting. Typical artistic careers include musician, reporter and interior
decorator.

Search Strategies
Building a Resume

Curriculum Vitae

SOCIAL (S)

References

Social individuals are humanistic, idealistic, responsible and concerned with the

Portfolios welfare of others. They enjoy participating in group activities and helping, train-
ing, curing, counseling or developing others. They are generally focused on hu-
Correspondence man relationships, and enjoy social activities and solving interpersonal prob-

lems. Social types seek opportunities to work as part of a team, solve problems
through discussions, and utilize interpersonal skills, but may avoid activities that
involve systematic use of equipment or machines. Because they genuinely en-
joy working with people, they communicate a warm and tactful manner, and can
be persuasive. They view themselves as understanding, helpful, cheerful and
skilled in teaching, but lacking mechanical ability. The preferred work environ-
ment of the social type encourages teamwork and allows for significant interac-
Worksheets & tion with others. Typical social careers include teacher, counselor and social
worker.

Interviewing Skills

Negotiating Job Offers

Forms

18
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Introduction
HIHOCHCION ENTERPRISING (E)
Coping with Your Enterprising individuals are energetic, ambitious, adventurous, sociable and self
Emotions -confident. They enjoy activities that require them to persuade others, such as
sales, and seek out leadership roles. They are invigorated by using their inter-
Job Search Process personal, leadership and persuasive abilities to obtain organizational goals or

economic gain, but may avoid routine or systematic activities. They are often
effective public speakers and are generally sociable, but may be viewed as
domineering. They view themselves as assertive, self-confident and skilled in
leadership and speaking, but lacking in scientific abilities. The preferred work

Self- Assessment

Search Strategies environment of the enterprising type encourages them to engage in activities
such as leadership, management and selling, and rewards them through the
Building a Resume attainment of money, power and status. Typical enterprising careers include

salesperson, business executive and manager.

Curriculum Vitae

CONVENTIONAL (C)

References . . L. i .
e Conventional individuals are efficient, careful, conforming, organized and con-

scientious. They are comfortable working within an established chain of com-
mand and prefer carrying out well-defined instructions over assuming leadership
roles. They prefer organized, systematic activities and have an aversion to am-

Portfolios

CEEEEEIEETES biguity. They are skilled in and often enjoy maintaining and manipulating data,
organizing schedules, and operating office equipment. While they rarely seek

Interviewing Skills | eadership or fAspotlighto roles, they a
rying out tasks. Conventional types view themselves as responsible, orderly,
Negotiating Job Offers efficient and possessing clerical, organizational and numerical abilities, but may

also see themselves as unimaginative or lacking in creativity. The preferred
work environment of the conventional type fosters organizational competencies
such as record keeping and data management in a structured operation, and
places high value on conformity and dependability. Typical conventional careers

Worksheets &
Forms include secretary, accountant and banker.
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Job Search Process
Self-Assessment

Welcome Your Career Personality
Introduction Now that you know your Holland code, you can now identify the job families at

JHU that may be of interest to you. The career areas at JHU have also been

Coping with Your categorized using John Hollandbs theory

Emotions Job Families.
Job Search Process A job search by keyword or Job Family can be conducted on the JHUjobs web-

site https://hrnt.jhu.edu/[hujobs. Searching for jobs by job families will provide

Self- Assessment current openings in that job family by role and level.

Search Strategies
Building a Resume
Curriculum Vitae
References
Portfolios
Correspondence
Interviewing Skills

Negotiating Job Offers
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Welcome Your Career Personality
e Realistic
Introduction

Coping with Your

Emotions

Job Search Process

Areyou . ..

Stable and reliable, Practical, Traditional, Athletic, Drawn to the
outdoors, Mechanically inclined?

Self- Assessment
Search Strategies

Building a Resume
Do You Like To . ..

Curriculum Vitae Repair old things, Build New things, Work and play outdoors, Take
physical risks, Do things that produce tangible results, Care for

References Animals?

Portfolios

Correspondence Al’e YOU GOOd At e

Working with machinery, Solving problems with tools and
Interviewing Skills equipment, sports and other outdoor activities, Fixing, building
and repairing things, Using tools that require manual dexterity,
Negotiating Job Offers Using physical strength to accomplish tasks?

Worksheets &

Forms
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JOHNS HOPKINS

JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process

Self-Assessment
Welcome Your Career Personality
e Realistic
Introduction

Coping with Your

ACADEMIC PROGRAMS of INTEREST

Biochemistry, Cellular & Molecular Biology, Biological Chemistry,
Biomedical Engineering, Biophysics, Biotechnology,

Cellular & Molecular Medicine, Chemical Engineering, Civil
Engineering, Computer Engineering, Electrical & Computer Engineering

Emotions

Job Search Process

Self- Assessment

Engineering Mechanics, Engineering Science, Environmental Sciences,
Search Strategies Functional Anatomy & Evolution, General Engineering, Human Genetics &
Molecular Biology Immunology, Materials Science & Engineering,
Building a Resume Mechanical Engineering, Medical & Biological lllustration,

Curriculum Vitae Natural Sciences, Behavioral Biology, Public Health, Neuroscience, Patho-
biology, Pharmacology & Molecular Sciences, Physics & Astronomy,
References Physiology, Program Molecular, Biophysics

ROMolios CAREER POSSIBILITIES AT JHU

Animal Care Coordinator, Animal Care Technician, Animal
Carrespondence Research, Technician, Animal Surgery Technician,

Architectural Designer, Bargaining Unit, Biomedical Engineer
Interviewing Skills
T Electronics Engineer, Engineering/Maintenance,

Equipment Technician, HVAC Technician, Instrument

hicqetatabioblofiery Designer, Occupational Safety Officer, Research Engineer

Security, Stationary Engineer, Supervisor, Custodial Services,

Worksheets & Veterinary, Research, Veterinary Care

Forms
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Job Search Process
Self-Assessment
Welcome Your Career Personality

Investigative
Introduction

Coping with Your

Emotions

Job Search Process

Areyou . ..

Analytical, Curious, Intellectual, Independent, Reserved, Scientific,
Easily consumed by your work?

Self- Assessment
Search Strategies

Building a Resume

Do You Like To . ..

Curriculum Vitae Use computers, Read scientific or technical magazines,

Play chess, explore ideas, Read, Learn about astronomy?
References

Portfolios Are You Good At . ..

Correspondence Solving difficult, abstract problems, Doing scientifig or
S Laboratory work, Conducting research and analysis, Solving
Interviewing Skills Mathgmqtlcal problems, Collecting and organizing data,
S Working independently?

Negotiating Job Offers

Worksheets &

Forms
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Job Search Process

Self-Assessment
Welcome Your Career Personality
e Investigative
Introduction

Coping with Your

Emotions

ACADEMIC PROGRAMS of INTEREST

Anthropology, Applied & Computational Mathematics, Applied Bio-
medical Engineering, Applied Economics, Applied Physics, Bio-
Self- Assessment chemistry, Cellular & Molecular Bioinformatics, Biological Chemistry,
Biology, Biotechnology, Cellular & Molecular Medicine, Cellular &
Search Strategies Molecular Physiology, Chemical Engineering, Chemistry Cogni-
tive Science, Comparative American Culture, Computer Engineer-
ing Computer Science, Earth & Planetary Sciences, Economics,
Electrical & Computer Engineering, Electrical Engineering

Job Search Process

Building a Resume

Curriculum Vitae . . : . 2 .
—— Engineering Science, Environmental Earth Sciences, Environmental

Engineering & Science, Environmental Sciences, Functional Anat-
FEETEIEES omy & Evolution, Geography & Environmental Engineering,
Government, Health Science, History, History of Science, Medicine
Portfolios & Technology, Human  Genetics & Molecular Biology, Immunol-
ogy, Information & Telecommunications Systems, Information Sys-
Correspondence tems Information Systems & Technology, Interdisciplinary
Studies, Materials Science & Engineering
Interviewing Skills
S Mathematical Sciences, Mathematics, Mechanical Engineering,
Medical & Biological lllustration, MS in Nursing, Natural Sciences,
Behavioral Biology, Neuroscience, Optics, Pathobiology, Pharmacol-
ogy & Molecular Sciences, Philosophy, Policy Studies, Political Sci-
ence, Program Molecular Biophysics, Psychology Public Health, So-
Worksheets & ciology, Systems Engineering, Technical Management, Tele-
communications & Networking

Negotiating Job Offers

Forms



http://tmod.jhu.edu/

JOHNS HOPKINS
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TMOD Home Resources Career Management Model

Job Search Process

Self-Assessment
Welcome Your Career Personality
e Investigative
Introduction

Coping with Your

Emotions

Job Search Process CAREER POSSIBILITIES AT JHU

Child Survival Associate, Immunogenetics Technologist, Information
Self- Assessment Systems, Information Technology, Instructional Facilitator,
Microcomputer Systems, Physician, Physician Assistant

Search Strategies

Building a Resume . .
Programmer/Analyst, Research Assistant, Research Data Assistant,

Research Nurse, Research Program Coordinator, Research Support
(Non-Laboratory), Research Technician, Software Systems
Specialist

Curriculum Vitae

References

Portfolios Specialist, Sr. Lab Coordinator, Sr. Lab Technician, Sr. Research
Technician, Sr. Systems Analyst, Sr. Tissue Culture Technician,
Correspondence Technical Laboratory

Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms
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TMOD Home Resources Career Management Model

Job Search Process

Self-Assessment
Welcome Your Career Personality
e Artistic
Introduction

Coping with Your

Emotions

Job Search Process

Areyou ...

Self- Assessment Independent, non-conforming, Creative, Expressive, Innovative,
Sensitive, Emotional, Drawn to beauty and aesthetics?

Search Strategies

Building a Resume

Do You Like To . ..

Attend musical and dance events, Go to museums, theaters and
galleries, Write poetry or stories, Sing, dance or act, Collect artwork,
Draw, paint or take photographs?

Curriculum Vitae
References
Portfolios

Correspondence

Are You Good At . ..

Interviewing Skills Expressing yourself creatively, Playing a musical instrument,
Creating artwork, Singing, acting or dancing, Decorating or
Negotiating Job Offers designing, Working independently?

Worksheets &

Forms
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JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process
Self-Assessment
Welcome Your Career Personality

Introduction

Coping with Your

Emotions

Job Search Process

Self- Assessment
Search Strategies
Building a Resume
Curriculum Vitae
References
Portfolios
Correspondence
Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms

Artistic

ACADEMIC PROGRAMS of INTEREST

Classics, Comparative American Culture, Counseling, East Asian
Studies, English, Film and Media Studies, French, German

Hispanic & Italian Studies, History of Art, Humanistic Studies, Hu-
manities

Iberian & Latin American Studies, Interdisciplinary Studies, Interna-
tional

Relations, International Studies

Liberal Arts, Music Education, Music Performance, Near Eastern
Studies, Philosophy Recording Arts & Sciences, Writing, Writing
Seminars

CAREER POSSIBILITIES AT JHU

Assistant to Acquisitions Editor, Communications, Curator, Editorial
Assistant, Editorial Coordinator, Editorial/Project Coordinator
Graphic Artist, Graphic Arts, Graphic Designer

Librarian, Library, Library Assistant, Marketing, Medical Illustrator
Multi-Media, Photography, Publications

Publications Coordinator, Reference Specialist, Researcher/Writer
Sr. Book Designer, Sr. Media Relations Representative, Sr. Medical
Photographer, Sr. Technical Editor
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JOHNS HOPKINS

U

JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process
Self-Assessment
Welcome Your Career Personality

Social
Introduction

Coping with Your

Emotions

Job Search Process

Areyou . ..

Concerned for the welfare of others, Idealistic, Helpful,
Understanding, Kind, Generous, Friendly?

Self- Assessment
Search Strategies

Building a Resume

Curriculum Vitae Do You Like To . ..

Help people with problems, Do volunteer work, Teach,
References enlighten or guide others, Work in groups, Organize social
events, Entertain others?

Portfolios

Correspondence Are You Good At . . .

Empathizing with others, Expressing yourself verbally,
Teaching others, Listening to and understanding others,
Leading group discussions, Mediating disputes?

Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms
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JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process
Self-Assessment

Welcome

Introduction

Coping with Your

Emotions

Job Search Process

Self- Assessment
Search Strategies
Building a Resume
Curriculum Vitae
References
Portfolios
Correspondence
Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms

Your Career Personality

Social

ACADEMIC PROGRAMS of INTEREST

Counseling, East Asian Studies, Education, English, French,
German, Government, Health Science, Hispanic & Italian Studies

Humanistic Studies, Iberian & Latin American Studies, Interdiscipli-
nary Studies, International Relations, Near Eastern Studies,
Nursing, Nursing/Business, Organization Development & Human
Resources, Political Science

Psychology, Public Health, Sociology, Special Education, Teaching
Technical Management

CAREER POSSIBILITIES AT JHU

Academic Program Coordinator, Academic Services, Admissions
Assistant, Career Counselor, Employee Assistance Counselor,
Employee Relations Specialist, Health Educator,

Human Resources

Licensed Professional Nurse, Medical Assistant, Medical Care,
Nurse, Practitioner, Nutritionist, Patient Care, Physician Assistant,
Registration Coordinator

Research Nurse, Social Worker, Sr. Academic Advisor,
Sr. Employment specialist, Sr. Registration Assistant,
Student Services, Trainer
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JOHNS HOPKINS

JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process

Self-Assessment
Welcome Your Career Personality
e Enterprising
Introduction

Coping with Your
Emotions
Areyou . ..

Ambitious, Competitive, Sociable, Talkative, Self-confident,
Persuasive, Enthusiastic, Energetic, Adventuresome?

Job Search Process

Self- Assessment

Do You Like To . ..

Entertain clients or friends, Belong to clubs or organizations,
Participate in political activities, Attend or participate in sporting
events, Organize activities or events, Meet important people?

Search Strategies
Building a Resume

Curriculum Vitae

Are You Good At . ..

References Selling, Persuading others to do things your way, Giving speeches,
e talks or presentations, Maintaining a high level of energy and

o : : o >
Soriolos optimism, Leading and managing others, Promoting ideas”

Correspondence
Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms
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JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process
Self-Assessment

Welcome

Introduction

Coping with Your

Emotions

Job Search Process

Self- Assessment
Search Strategies
Building a Resume
Curriculum Vitae
References
Portfolios

Correspondence
Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms

Your Career Personality

Enterprising

ACADEMIC PROGRAMS of INTEREST

Business & Management, Business Administration (MBA),
Interdisciplinary Studies, Marketing, Nursing/Business, Real Estate

CAREER POSSIBILITIES AT JHU

Administration, Administrative Manager, Assistant Administrator

Associate Director, Associate Director of Development, Buyer
Clinic Manager

Customer Service Representative, Departmental Administrator, De-
velopment

Director, Director of Development, EEO Officer, Employee Relations
Director

Employment Manager, HR Manager, Management, Program Devel-
opment Officer, Purchasing Assistant, Sr. Program Officer
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JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process

Self-Assessment
Welcome Your Career Personality
e Conventional
Introduction

Coping with Your

Emotions

Job Search Process

Areyou . ..

Self- Assessment Efficient, organized, Conscientious, Persevering, Practical, Precise
Methodical, Careful about money & material possessions?

Search Strategies

N REET IS Do You Like To ...

Follow clearly defined procedures, Collect stamps or coins, Build
Models, Belong to civic/fraternal organizations, Play games with
clear cut rules, Use data processing equipment?

Curriculum Vitae

References

Portfolios Are You Good At . ..
Organizing office procedures, Keeping accurate financial books &
Correspondence Records, Conducting financial analyses, Making charts & graphs,
Demonstrating, patience with detailed paperwork, Working within a

Interviewing Skills system?

Negotiating Job Offers

Worksheets &

Forms
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JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process

Self-Assessment
Welcome Your Career Personality
e Conventional
Introduction

Coping with Your

Emotions

Job Search Process

ACADEMIC PROGRAMS of INTEREST
Applied Economics, Business & Management , Business Admini-
stration (MBA)

Self- Assessment
Search Strategies

Building a Resume

Curriculum Vitae CAREER POSSIBILITIES AT JHU

Accountant, Administrative Assistant, Administrative Secretary,
Auditor Benefits Analyst, Budget Analyst, Claims Specialist,
Collection Specialist

References
Portfolios

Correspondence Financial, Financial Analyst, Financial Manager, Mail Clerk, Medical
Office Coordinator, Medical Secretary, Office/Clerical,
Interviewing Skills Payroll SpeC|aI|St

Negotiating Job Offers Program Office Coordinator, Records Assistant, Records Manager,
Regional Office Coordinator, Secretary, Senior Benefits Specialist,
Sr. Patient Services Coordinator, Teller

Worksheets &

Forms
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JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process
Self-Assessment

Welcome Skills

Introduction Employers are interested in the types of skills and experiences a potential

applicant has to offer. Sometimes it is difficult to identify valuable skills when
Coping with Your asked what those skills are. When you are able to identify and market your skills
Emotions

to an employer, you will be able to increase your employment options.

Job Search Process

The following descriptions of types of
Self- Assessment . .
= of Life and How to Get Out of Themo by
Search Strategies work of Sidney Fine. The three types of skills are work content skills,

self-management skills, and functional skills.
Building a Resume

Curriculum Vitae
References
Portfolios
Correspondence
Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms
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Introduction
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Emotions

Job Search Process
Self- Assessment
Search Strategies
Building a Resume
Curriculum Vitae

References
Portfolios
Correspondence
Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms

JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process
Self-Assessment
Skills

Work Content Skills

Work content, specific content or technical skills are rooted in learning and per-
sonal experience and deal with mastering a particular vocabulary, procedure or
subject matter. These are the skills you will most often think of when asked what
type of skills you have. They are learned or acquired through life experiences
and require the use of your memory. You may acquire them through education,
reading, training, apprenticeships, or through on the job or other life
experiences.

Examples of work content skills could
include knowing:

a software package
a foreign language
statistical methods

the psychology of human motivation

37
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JOHNS HOPKINS

JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process
Self-Assessment

Welcome Skills

Introduction Self-Management Skills

Coping with Your Self-management or adaptive skills are rooted in temperament and refer to your
Emotions . .
— style or how you deal with people, tasks, time, space and other aspects of the

Job Search Process world around you. These skills are often acquired in your early years among

your family, peers, or school experiences or later in life by intensive education.

Self- Assessment These skills are sometimes described as personality or character traits, yet

_ they are also skills.

Search Strategies

Building a Resume

Examples of self-management skills
are being:

Curriculum Vitae
References

active
calm

Portfolios

Correspondence

imaginative
reliable
well-organized

Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms
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JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process
Self-Assessment

Welcome Skills

Introduction Functional Skills
Functional or transferable skills are rooted in aptitudes and deal with performing

Coping with Your basic functions in the everyday world related to data, ideas, people or things.

Emoti . . . . .
= These skills are acquired either as natural born talents, refined by experience

and education, or through specific educational, vocational or avocational train-
Job Search Process

ing. Functional skills are transferable from one situation, activity, job, or field to
Self- Assessment another and across time frames. These skills make up the action verbs that are

often used to write resumes and are the skills that enable you to change careers
Search Strategies

or advance without necessarily retraining.

Building a Resume

Examples of functional skills are:

Curriculum Vitae
References communicating
directing
helping
organizing

Portfolios

Correspondence

analyzing

Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms

The worksheets on pages 154-156 will help you to evaluate your work
content, self-management, and functional skill areas.

[1] Adapted from The Three Boxes of Life and How to Get Out of Them, Bolles, 1978. [2] Based
upon the work of Sidney Fine.
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Job Search Process
Self-Assessment

Welcome Values
Introduction A value is a principle, standard, or quality considered to be worthwhile or
desirable. Jobs that align with your values will typically be more gratifying and
Coping with Your satisfying to you.

Emotions

Your values can be thought of as embodying what is important to you. They
provide the basis from which you make decisions. For example, when your
children are young, your most important values may be associated with your
family, but as your children become more self-sufficient, progressing in a career
may become a more important value to you.

Job Search Process
Self- Assessment

Search Strategies

As you move through this time of transition, it will be helpful for you to evaluate
your values and consider how closely they were aligned with the position you
e Viee are leaving, your current profession, and your future career path.

Building a Resume

References

Portfolios A Values Checklist can be found on page 157 to assist you in clarifying your

current values.
Correspondence

Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms
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References
Portfolios
Correspondence
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Worksheets &

Forms

JOB TRANSITION GUIDE

TMOD Home Resources Career Management Model

Job Search Process

Search Strategies

This section includes valuable
information on how jobs are filled in
todayos wor kpl
recommendations on how to tap into

the hidden job market, through the
art of information interviews and
networking.
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TMOD Home Resources Career Management Model

Job Search Process
Search Strategies

Searching for a new job can be a daunting prospect for anyone. Securing the
right position takes hard work, research, persistence, and good instincts. By
following these proven job search strategies, you will be well on your way to
conducting a successful job search.

The majority of jobs available at any one time are usually filled through informal
search methods, such as personal contact and professional networking.
Because of this, many vacancies are never even advertised. Experts estimate
that, in some cases, as many as 75-80% of open positions are filled through
direct contact with employers and referrals. Unfortunately, most people spend
about 90% of their time responding to want ads or other job postings i which
accounts for about 13% of successful placements. Your time and effort during a
job search are usually best spent cultivating professional relationships,
networking, and conducting information interviews with those who are in a
position to hire you.
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TMOD Home Resources Career Management Model

Job Search Process
Search Strategies
Networking

Networking is the process of cultivating relationships with others in a
meaningful, ongoing basis in an effort to obtain or provide information and/or
support.

Building and maintaining a professional network is essential to being successful
in todayodos job market. I f you are

changing professions, networking i and information interviewing in particular i
are especially important. Establishing relationships through network connec-

tions can serve you well in determining your next job, career path, and future.

Your Existing Contact Network. Everyone has contacts. Life would be
impossible without them. Your existing contact network may not contain
decision makers in your career field, but a few, carefully selected people from
the list will be useful as starting contacts on which to build your own Career
Contact Network.

Use the list on page 161 to identify those persons who are already on your net-

work of contacts.
Almost anyone can be a networking contact. Start by thinking about all of the

people you may already know: family, friends, friends of friends, former room-
mates, and past associates.
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TMOD Home Resources Career Management Model

Job Search Process
Search Strategies
Information Interviewing

Information interviewing is another process by which people who are making
career or educational decisions can gather information and establish contacts in
specific career fields directly from experienced professionals. An information
interview is simply interviewing people within fields of interest for the purpose of
gaining inside information.

Career and job changers find that advice and suggestions given by profession-
als already working in their field of interest are more accurate and beneficial
than information gathered from other sources.

Some of the benefits from information

interviewing include:
gaining a better understanding of a career field and
the work that is involved
learning about new and interesting careers
clarifying career goals
gaining a perspective on employment trends and
opportunities

learning what skills are needed

gathering ideas for selecting relevant courses and
degree programs

making contacts in the field in which one hopes to
work

identifying jobs avail abl
market
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Job Search Process
Search Strategies
Welcome Preparing for an Information Interview

Introduction

If you are attempting to identify a new career, it is helpful to be clear about the

Coping with Your interests, values, and skills you wish to develop and use in your work. Based
Emotions upon self-assessments you may take, you can develop a list of questions that

will be useful in determining whether a particular career field will be personally
Job Search Process satisfying.

SEIASSESSment A general list of information interview questions is included at the end of this

section. You are encouraged to revise the list to most closely match your
needs. In addition to the questions related to your personal interests, values,
and skills, you might want to ask the following:

Search Strategies

Building a Resume

e Viee + If I decide to enter this field, what qualifications would | need to develop?
+ If you were going to hire a new entry-level person, what would the highly
References qualified candidate be like?

« What would you do in my situation?
Portfolios

Remember that open ended questions rath

Correspondence responses are preferable because they encourage a flowing conversation.

Interviewing Skills

Negotiating Job Offers

Worksheets &

Forms
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TMOD Home Resources Career Management Model

Job Search Process
Search Strategies
Locating Organizations/Resource People

Your next step is to secure the names of professionals in your field or area of
interest. There are many resources to help you at this stage. Within the JHU
communi ty, organizations such as the
Faculty and Staff Association are excellent sources for networking contacts. If
you have already identified specific people within the Hopkins community with
whom you would like to meet, you may use JHED (http://jhed.jhu.edu) to find
their contact information.

Additionally, colleagues, friends, relatives, faculty from courses you may have
taken, past employers, school alumnae, and professional and trade associa-
tions are also great networking resources. If you are unable to generate a list of
contacts from your existing network or if you have interests in external opportu-
nities, you may wish to visit a Career Resource Center or a public library.

Career resource centers and libraries generally contain numerous directories of
organizations which include the names and phone numbers of several of their
employees, some of whom might be networking contacts for you. For example,
the Baltimore/Annapolis and Washington employer directories published by Co-
lumbia Books provide the names, addresses, and phone numbers of hundreds
of local employers. You can browse through these reference books and select
organizations that are most compatible with your interests.

After viewing the resources, you can determine which staff members have posi-
tions that are closest to your identified profession of interest and contact them
by phone, letter, or email. If you are unsure of who might be an appropriate
contact person for an information interview, the following sample phone conver-
sations may be useful.
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