FINDING PAID WORK
Workbook

If you have taken the Entrepreneurial Aptitude test (Module 2) and found a score less than
say 80 then you may not be successful starting your own trading activity, so like many
others, you may prefer to work for someone else
who will pay you
As you know the numbers of people looking for
paid work is very high in many areas and even
short term casual work can be difficult to find and
may be very low paid – so you are not alone!
Finding regular full time paid work anywhere, may
need much patience and persistence.
It should help you to complete Module 1 Your ‘personal appraisal’, as this can help you
decide what work you want to do and would be best at doing.
If you have a literacy problem, we encourage you to find
some way of improving this basic skill, which could make it
much more difficult find a suitable full time paid job
Careful preparation will give you the best possibility to find
paid work, so we recommend you consider ten ‘Stepping
stones’:

1. Your abilities
2. What sort of work
3. Training possibilities
4. Where to look for paid work
5. Employers expectations
6. Your cv and covering letter
7. Job Interviews
8. Networking with others
9. Keeping your job
10. Moving Up
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1.Your abilities
We are all created to be special with different personalities and abilities!
Think about the sort of person you are and add a tick to each stones if that is you:

Good! Now write down what you think are your three most important personal qualities
from those stones you have ticked
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1. _______________________________________________________
2._______________________________________________________
3._______________________________________________________

Speak to someone who knows you well and ask them to look at these. Do they agree with
you? Can they suggest any other qualities they see in you?
Are there any others you might have missed?

1.___________________________________________________________
2. ___________________________________________________________

2. What sort of work?

What type of paid work have you done before?

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
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Which, if any, of these jobs would you want to do again:
__________________________________________________________________________
__________________________________________________________________________
Think about your personal qualities you reviewed above and from Module 1 What sort of
work would you be best suited to doing:
What education, training or skills do you have?

_________________________________________
_________________________________________
_________________________________________
_________________________________________
______________________________________

Do you have ‘Dream’ job?
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Try looking at it this way:

My Dream Job is:

________________________________________________________________
Why this?

________________________________________________________________
________________________________________________________________
_______________________________________________________________
What extra training would help you towards your ‘dream’ job?

________________________________________________________________
________________________________________________________________
________________________________________________________________
:

3. Training Possibilities
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Higher education or vocational training can usually be very helpful in finding employment in
some regions may be too costly or not available.
Find out what is available in your area and see if you could take a course, it will look good on
your cv!
There is now a rapidly increasing variety of free or very low cost online
vocational training courses with certificates which you could access if you can get to an
internet café or other computer with internet access

www.alison.com

www.socialcare.tv

Your Facilitator will be able to help you with this
If you can look at these courses write down the training course/s you would like to try to
take:

_____________________________________________
_____________________________________________
_____________________________________________
Training while doing a job is a good way to learn skills, gain experience and add strength to
your cv – so could be very worthwhile even if you are not getting paid – see Module 4

4. Looking for paid work
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Looking for paid work you could apply for requires some hard work, patience and
persistence. There are options depending on your situation

We recommend you look for work first in your own community and then in the nearest
town, where you can still live at home and travel to work

Tick which of the ways to find a job you will do?

Ask family and friends if they know of any paid work
Ask employers in your community
Look for paid work notices in your community offices
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Look in your local paper
Go your nearest town


Visit a library or public office to look at job opportunities

Visit any employment agencies
Look on the internet in an internet café and search for
jobs in your town or area
Contact or follow up any possible job opportunity you find out about

Finding work in a distant town or city
This many seem attractive, but if you decide to leave home to look for work in a distant
large town or city you need to be aware of the risks that if you do not find paid work quickly
or do not earn enough to pay for food and shelter, you can
become exposed to risks of exploitation, slave labour or
become vulnerable to gangs engaged in criminal activities.
If you have to travel away to look for work always have a clear
plan and make sure you take enough money to get back home
again, if things don’t work out

Going abroad to find work
While millions of people have left home to find work or a better life in another country and
many have succeeded, this can have even greater risks as many criminal gangs are charging
large sums to provide ‘travel and free
entry’ to other countries and in the case
of Europe, many have died travelling in
overcrowded, unsuitable boats or have
found themselves in desperate situations
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with no money and no jobs, or engaged in very low paid ‘slave labour’
Our recommendation is that you do not plan to travel to another country to find work
unless there are absolutely no paid work opportunities you can find in your community or
country and you can be assured of finding work in another country, that uses your skills and
experience, before you leave and never use the services of criminal gangs offering to get
you there and help you find ‘work‘.
Also check that you know enough of the major language of the country you plan to go to be
able to integrate adequately at wo0rk and socially

Note: If you move away from your home community, try to make contact with someone
you know about and if you have a Christian or other faith find and join a suitable meeting
place where you can meet friends and gain local advice

5. Employers expectations
If you have not worked much before and need to find
paid work for regular income, here are what many
employers look for in new employees
How do you measure up and stand out from the
crowd!

Tick those qualities you know you can offer an employer:
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6. Your CV and covering letter
It is very important that you have an up to date cv (Which stands for curriculum vitae –
which means your story or personal background, often called a ‘resume’) as that will help an
employer see if you look like a good candidate for a job vacancy.
You need to send a cv plus a covering letter if you are applying for a job
by mail or by email and you can also give a copy to any employer you
think might be able to employ you. If you need to get someone to
prepare this for you, make sure the information is correct and keep
several printed copies for use.

Your CV
This should contain the following:
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Across top of page: Your name, address and tel no with e.mail address (if you have one)
Although not now essential in some countries, you should probably add your date of birth,
whether you are married or single and, if you have children, their ages
Then the following headings and information

Personal Profile
Describe your positive qualities and abilities – you might need to focus these on what you
feel the job would require!

Key Skills
List any training or skills you have gained and the dates
Employment History
List any previous employment (whether paid or not) with most recent first

Education
List your education – school etc with location and dates plus any certificates or
qualifications gained

Hobbies & Interests
Say what you enjoy doing and have achieved

References
Say that: References are available

References cont/
(Note:You should obtain or agree references can be provided from a former employer if you
have one, plus one or two personal references from respected local people like a Church or
Community leader who know you well)

Covering Letter
If replying to a job advertisement or writing to any possible employer, you always need to
send a good one page covering letter, saying why you believe you could be a suitable person
to employ, referring to an advertised job vacancy if you are replying to one. This letter can
be hand written provided your writing is clearly legible. It could be structured like this
example:
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Knowing where you will look for paid work, having prepared your best possible cv (Have
someone you know well check it through carefully for you) and a general covering letter,
you are set to let many employers know how suitable your are to be employed by them!
But you have to be very persistent as you may get many rejections and you must not take
that personally! Remember:

Page 12 of 16

7. Job Interviews
Almost any full time paid work you apply for will need you to meet the employer or their
representative. This interview is the best and only chance you will get to impress the
employer and convince him or her to offer you a job!

Top Tips for Interviews:
These tips are based on European/US interviews practice but it is expected
that the same guidance would be useful anywhere
 Prepare yourself by finding out details of the employers business –
probably by looking at their website at an internet café – think of some
questions you could ask. That way, you can impress the person on the
other side of the table with your understanding about the firm, and this
will help you!
 Take a clean copy of your cv with you and offer it to the interviewer, if
he/she does not seem to have it

Top Tips for Interviews cont/
 Dress smartly and suitably, with tidy hair and clean shoes! Top Tips for
 Arrive at least ten minutes early for your appointment
(If you don’t know the exact location visit the day before or give yourself
plenty of time to find it!)
 Walk tall, look the interviewer in the eye. Smile when greeting your
interviewer and give a firm but not hard handshake, if that is the
appropriate greeting
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 Relax and be confident in yourself and your abilities
 Listen attentively, make frequent eye contact with the interview and
smile when appropriate
 Be honest and brief in all your answers and keep to the point of the
question
 At the end of the interview thank the interviewer and ask when you can
expect to hear from them

8. Networking with Others

There can be encouragement and mutual support in regular meetings with
others who are looking for employment. This might take the form of a Job
Club, possibly at an internet café, where you could
share new information about possible jobs and
look for job opportunities on the internet.
It might be
helpful for
members of a
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Networking group to take some or all parts of the Stepping Stones modules
together, inviting a suitable facilitator, or appointing one from the group
Such a Job Club or Group could celebrate any member finding work and hold
suitable social or sporting events
If meeting at an internet café it might be arranged for the group to take a
computer course and look at selected short motivational videos
(www.youtube.com is a good source of short videos)

9. Keeping your Job
When you find and start a new , possibly your first paid job, it is vitally
important that you make a good impression with your employer, by starting
work at the agreed time and quickly demonstrate all the positive personal
qualities and abilities you presented in your covering letter, cv and at your
interview.
Show yourself to be a good teamworker, building
good working relationships, be flexible in tackling
whatever tasks you are given willing and be quick
to learn. Ask questions, and people will want to
help you.

10. Moving On
You may well have to start your paid work doing very basic jobs, even perhaps
cleaning or very dirty jobs. Tackle whatever you do with enthusiasm, care and
good humour and you will soon find this gets noticed and new opportunities
will come your way to move up to better work. Take any training that may be
offered and keep in mind that your work and all the progress you make will
add strength to your cv if and when you feel you could move on.
However, provided you are able to meet your employers expectations, you
should stay in this employment for at least two years. If you leave after just a
few months or lose your job through poor performance, this will not look good
on your cv and could make it more difficult to find another paid job
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