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What do I need to do to stay eligible for benefits? 

   

 
 
 
 
How can I broaden my work search? 
 

 

 

 

 

 

 

 

 

 
 
 
 
We are here to help! 
 

  

 

 Engage in an active work search and make appropriate employer 
contacts. 

 Look for and accept work that you are suited to, based on your 
training, education, skills and experience and accept a job offer paying 
at least the UI cutoff wage.   

 Look for and accept work you are capable of performing, even if you 
do not have any experience or training in that type of work as long as 
it pays the prevailing wage rate cut-off and pays at least 80% of your 
base period high quarter wages.  

 Register for employment services and notify us if your contact 

information, employment status, or employment qualifications 

change. 
 Maintain a detailed record of your work search efforts. 
 Provide the work search record when requested.  
 

 Look for work in a larger geographical area 
even if it means commuting. 

 Consider other occupations.  Take a look at 
your skills and figure out what other types of 
occupations you could qualify for.   

 Reevaluate what’s important.  You might need 
to accept a lower salary if it means having a 
job with health insurance. 

 

Ways to Stay 

Motivated 

Looking for a job is a 

full-time job.  It can 

become discouraging 

if you are looking for a 

long time with no 

results.  Here are 

some tips on how to 

stay focused and 

motivated in your job 

search. 

Keep a schedule.  Set 

aside time to do your 

job search activities 

each day.  Find the 

schedule that works 

for you and stick to it. 

Try new (to you) job 

search techniques.  

There are many ways 

to look for work.  It 

might be time to 

expand the methods 

of job search you are 

using. 

Stay healthy.  Eat three 

healthy meals a day.  

Keep up with an 

exercise routine (or 

start one).  

 

Remember to 

Network 

“About 80% of jobs 

are filled before they 

are even posted, 

through networking.” 

Contact everyone you 

know.  You may be 

surprised by who they 

know that could help 

you find your next 

job! 

Your one-stop center is here to help you.  Ask us how we can help you 
today. 



 

 

 

 

TIPS FOR RE-ENTERING THE WORKFORCE 
  

Yourself as the #1 Job Search Resource 
 Keep an organized job finding handbook/date book 
 Assess your job finding needs – income, values, skills, strengths, interests. 
 Define your job/career goal(s). 
 Identify and reduce barriers to obtaining your job/career goal(s). 
 Proactively take steps towards obtaining re-employment. 

 
Resume Writing 
 Prepare all information targeted to marketing yourself through writing a resume: 

     a) Objective  d) Experience   g) Professional Development    
     b) Summary  e) Education   h) Military History     
     c) Skills  f) Licenses/Certificates  i) Affiliations/Memberships    
 Complete a sample job application to organize your information. 
 Select a resume format that best reflects that you are an excellent job candidate. 
 Make sure that the content of your resume matches the job description. 
 Select action words that most accurately describe your job duties and skills. 
 Sequence the resume content to match the potential employer’s priorities. 
 Write a 3 paragraph customized cover letter. 

 
Job Interview 
Preparation 
 Gather information about the company vision, mission, and culture. 
 Bring a neatly organized briefcase/portfolio with your resume, and other relevant materials to the interview. 
 Prepare your attire the day before the interview. 
 Find out the location and transportation prior to the day of the interview. 
 Recognize that first impressions are made in the lobby, on the elevator, and in the waiting area. 
 Arrive 15 minutes prior to the appointment time. 

 
During the Interview 
 Let the interviewer take the lead in offering a seat, shaking your hand, and taking your coat. 
 When responding to questions, be specific, concise, and stay on track. 
 Only provide information that will increase the probability of being hired. 
 Make sure to convey nonverbal cues that reflect confidence, enthusiasm, and cooperation. 
 Avoid asking questions about salary and benefits at the first interview. 
 When asked if you have any questions, ask questions that reflect a genuine interest in the available position. 

 
Post Interview 
 If you really want the job and believe that the interview went well, send a thank you note. 
 Contact the interviewer, or appropriate person to check on the status of your application/interview. 

 
Job Search Resources 
Network – Friends, Relatives, Former Co-workers, Organizations, Alumni Associations, Acquaintances 
Social Media – LinkedIn, Twitter, Face Book,   
Internet – Job websites organized by job title, industry, employment agencies, career stage  
Want ads/Classified – Newspapers, the Chief, Trade Publications, Professional Journals, Newsletters, Brochures 
Telephone Books, Libraries – Career/Business Division, Occupational Outlook Handbook 
Government – City, State, Federal Industrial & Manufacturers Directories, www.labor.ny.gov 
Job Fairs, On-site Recruitments at your local one-stop center 

 


