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Looking for a new job can be a worrying and difficult 
time.  This guide has been designed to offer guidance 
and support during your search for a new job, and to 
help you to make the most of your skills and 
opportunities.   
 
There are lots of options when it comes to finding a new 
job.  You may choose to apply for a role similar to the 
one you have just left, or you may see redundancy as an 
opportunity to try something new.  This might include 
training or brushing up on skills to help you start out on a 
new career. 
 
At the end of the guide you’ll find a list of contact details 
for organisations that can provide you with further help 
and advice. 
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a. Choosing the right type of job for you 

 
When looking for a new job, you may choose to stay 
within the same sector.  However, you might decide to 
use redundancy as an opportunity to start a new career 
in a different type of job.   
 
There are several things that you should consider when 
deciding what type of job is right for you, for example: 
 

 Do you need flexibility in your work; are there 
particular days or times that you would be unable to 
work? 

 

 Do you enjoy working as part of a team or would you 
prefer a job where you work alone for some or all of 
the time? 

 

 Do you need a job that is close to home or public 
transport links? 

 
Making a list of important considerations like the above 
can help you to narrow down potential jobs so that you 
only spend time applying for those that are suitable. 
 

1. Looking for work 
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b. Transferable skills 

 
It is also worth spending some time thinking about your 
skills and areas of strength.  Many skills that you have 
developed in one type of work can be useful in other 
roles as well.  These are known as transferable skills. 
 
Some examples of transferable skills that you might 
have are: 
 
Team working:  working in a retail store means that you 

have had to become used to working with others.  If you 
ever carry out duties that are not your usual 
responsibility to help your colleagues, then you are used 
to working as a team. 
 
Customer service: perhaps one of the most important 

aspects for many businesses, not just retail stores, most 
employers will be looking for employees who can 
demonstrate their willingness to go the extra mile for 
their customers. 
 
Communication: it is always important to be able to 
express yourself well and all employers value good 
written or spoken communication skills.  
 
Problem solving: employers are often looking for 

employees who can weigh up situations and make 
decisions on their own.  Think about whether you answer 
customer queries without relying on your manager to tell 
you what to do. 
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Commitment and motivation: all employers want to 

know that their employees are committed to working 
hard for the business.  Do you ever make sacrifices, for 
example changing the days on which you work to cover 
a gap in the rota, to make sure that the business is 
successful? 
 
Leadership: you don’t have to be a manager to be a 

leader.  If you can encourage others to work hard and 
achieve, and motivate them to want to do well, you are 
displaying signs of leadership. 
 
Interpersonal skills: working in any kind of business, 
and particularly in a customer-facing role needs good 
interpersonal skills.  Employers will be looking for you to 
show that you can get on well with colleagues and 
customers alike. 
 
Time management: it is always important at work to be 
organised and able to manage your time well.  Think 
about your family life; do you have dependents (for 
example children or elderly parents) who you have to 
plan for as well as yourself? 
 
Remember that skills don’t have to come from work.  
Any sort of activity that you are involved in, for example 
sports, hobbies, interests or volunteering activities can 
help you to develop transferable skills.  Think about your 
role at home and in your family.   
 
Making a list of your areas of strength can help you to 
identify the types of role that you would be suited to.  It 
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can also help you to identify gaps or areas that you 
would like to improve (see page 18 for more information 
on organisations that can help you to develop your 
skills). 
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c. Where to look 
 
There are lots of ways that you can look for work and 
organisations that can help you to do this: 
 
Jobcentre Plus  
 
Many employers advertise jobs with Jobcentre Plus.  
Visit your local office or use the Universal Jobmatch at 
www.gov.uk/jobsearch to look for jobs.   
 
You can find more information on contacting Jobcentre 
Plus online: www.gov.uk/contact-jobcentre-plus 
 
Jobcentre Plus offices also have advisers available who 
can give you advice on looking for a job.  They can talk 
you through your options, discuss possible new jobs with 
you and help you to decide whether or not you want to 
develop new skills through training (see page 18 for 
more information on skills training). 
 
The internet 

 
Lots of employers advertise jobs on the internet and you 
can search for vacancies in your local area on websites 
like www.monster.co.uk. 
 
If you want to stay in retail or you know the company that 
you would like to work for, several companies (for 
example, Tesco, Sainsbury’s, Waitrose) advertise jobs 
and let you apply on their company websites. 
 

http://www.gov.uk/jobsearch
http://www.monster.co.uk/
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Don’t forget that if you don’t have the internet at home, 
most libraries have computers that you can use.  There 
may also be a UK Online Centre in your community 
where you can access the internet and speak to an 
adviser if you need assistance. You can find your 
nearest UK Online Centre by calling 0800 77 1234. 
 
In store 

 
It can often be a good idea to simply pop into your local 
shops and ask if they have any vacancies.   
 
Local newspapers 
 
Local newspapers are a good resource when job 
hunting.  It can be helpful to find out which day(s) the 
newspaper is published and whether it includes job 
adverts on a particular day of the week. 
 
Job fairs 

 
Some local organisations will run job fairs where 
employers come to advertise positions.  Look for notices 
in your local Jobcentre Plus office, local newspapers or 
on shop notice boards. 
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How you apply for a job will depend on how the 
employer asks for applications to be submitted.  This 
could be through an application form, or you might be 
asked to send a CV and covering letter.   
 
Always make sure that you apply in the way that the 
employer has asked.  For example, if the employer has 
asked you to fill in an application form, there is no point 
in sending a CV instead. 
 
The following pages guide you through how to make 
sure that your application is as good as possible. 
 
 
 
 
 

2. How to apply 
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a. Application forms 

 
Many employers will ask you to complete an application 
form instead of sending in a CV.  This means that they 
can ask specific questions, to help them to decide who 
to interview. 
 
Before you start, read the form through completely and 
make sure that you understand what it is asking for.  Be 
careful to follow all the instructions on the form (for 
example, to write in BLOCK CAPITALS or to use black 
ink) and that you fill in all the sections that you are asked 
to. 
 
Think about what the employer is looking for and how 
your skills and experience can fit with it.  Remember to 
talk about yourself and include any volunteering, work 
experience, or courses you have been on. 
 
Make sure that you write clearly and that you check your 
application for spelling mistakes.  It can be helpful to 
write your answers on a separate piece of paper first.   
 
If you have access to a computer, it can be a good idea 
to type what you want to say into a word processing 
program, like Microsoft Word, first so that you can use 
the spell check. 
 
Above all, be honest!   
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If you need more help with completing an application 
form, you can call the National Careers Service free on 
0800 100 900. 
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b. Writing a CV 
 
A CV is your opportunity to show potential employers 
your skills, achievements and experience in a structured 
way.  It is a short list of facts about you and your work 
history. 
 
Always try to keep your CV to a maximum of two sides 
of A4 paper and make sure that it is clear and easy to 
read.   
 
If possible, you should type your CV and always use 
black ink and plain, white, paper. 
 
Be positive and focus on your achievements; include 
your skills and experiences if they are relevant to the job 
you are applying for and a section about your interests 
outside of work. 
 
There is a CV builder tool on the National Careers 
Service website at 
www.nationalcareersservice.direct.gov.uk or you can 
speak to an adviser at your local Jobcentre Plus office 
for guidance. 
 
There is an example CV at page 22 of this guide. 
 

http://www.nationalcareersservice.direct.gov.uk/
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Most employers will use interviews as the final stage of 
the application process.  This is your chance to really 
sell yourself and show the employer what you can do. 
 
Interviews can be nerve-wracking but remember that the 
interviewer will expect you to be nervous so take your 
time and try not to panic. 
 
The following pages give a few hints for how to make 
sure that you do as well as possible in your interview. 

3. Interviews 
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a. Getting ready 
 
Think about the job that you are applying for and what 
you are going to wear for the interview.  Not all jobs will 
require you to wear business clothes, but whatever you 
wear should be clean and tidy.  Remember that it is 
always better to be too smart than too casual. 
 
Work out how you will get to your interview and make 
sure that you know how long it will take you.  It can be 
helpful to have a trial run, particularly if you will be using 
public transport or if you need to know where to park 
your car.  Always give yourself plenty of time to get to 
your interview. 
 
If possible, do a bit of research about the company you 
are applying to; company websites often have 
information about themselves that can be useful in 
interviews. 
 
Think about yourself and the points that you want to 
make; make some notes about your skills, experiences 
and anything that you are particularly proud of.  You can 
always refer to notes in an interview so make sure that 
you write clearly and that you can read them easily. 
 
It is always helpful to think about some of the questions 
that you might be asked in an interview and to prepare 
some possible answers.  Some common interview 
questions are: 
 

 Tell me a bit about yourself 
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 Why do you want this job? 

 Why do you think you are suitable for this job? 

 What were the main roles and responsibilities of your 
last job? 

 Can you talk to us about the achievement that you 
are most proud of? 

 
It can also help to think of some questions that you want 
to ask the employer.  The interview should be a two-way 
process and is your opportunity to find out more about 
the organisation and the people you would be working 
with. 
 
Finally, remember to read the instructions in your 
invitation letter carefully and take any papers that you 
have been asked for with you.  These might include your 
CV, birth certificate, passport or work permit, certificates 
of exams or other qualifications and references.  
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b. At the interview 
 
Try to arrive at the interview 5 or 10 minutes early so 
that you are calm when the interviewer is ready for you. 
 
Always smile at the interviewer and shake their hand 
firmly.  Make sure that you keep lots of eye contact and 
sit still in your chair; don’t fidget. 
 
Turn off your mobile!  Show the interviewers that you 
respect them and give them your undivided attention 
throughout the interview. 
 
Take your time to think about the answer to questions 
before beginning to speak and refer to your notes if you 
need to.  As far as you can, try to use real examples of 
times you have demonstrated your skills. 
 
If you are unsure about what the interviewer is looking 
for, ask them to repeat the question, or to clarify their 
meaning. 
 
Stop talking once you have answered the question and 
said what you wanted to say.  If there is a short silence, 
don’t feel the need to fill it; the interviewer may simply be 
pausing to gather their thoughts. 
 
If you feel yourself becoming too nervous, take a few 
deep breaths or ask for a glass of water.  Remember 
that the interviewer wants you to do well, so try not to 
panic. 
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Be positive.  This is your opportunity to show the 
employer what you can do, so talk about your 
achievements and your skills clearly and positively.   
 
Be honest and focus on the things that you have done 
rather than the things that you haven’t. 
 
Before you leave, remember to shake the employer’s 
hand and thank them for their time. 
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Rather than applying for a similar job to the one you 
have just left, you may decide that you would like to 
brush up on your skills or retrain so that you can start out 
on a new career.  It is never too late to learn new things 
and many colleges will offer part time or evening courses 
so that you can work and study at the same time. 
 
National Careers Service 

 
The National Careers Service is a service that offers free 
support and advice about training, learning and the 
world of work.  You can arrange to speak with an adviser 
who will be able to talk to you about the jobs market, 
help you to identify your skills and help you to search for 
courses. There are different services for Scotland, Wales 
and Northern Ireland; you can find more information at 
www.gov.uk/career-skills-and-training 
 
Apprenticeships 
 

Apprenticeships combine practical training in a job with 
study. Anyone can apply to do an apprenticeship, they’re 
not just designed for school leavers and you might find it 
a good solution to retraining whilst also earning a wage. 
You can find more information about apprenticeships on 
the government website: www.gov.uk/apprenticeships-
guide or here: www.getingofar.gov.uk 
 
 
 

4. Attending courses 

http://www.gov.uk/career-skills-and-training
http://www.gov.uk/apprenticeships-guide
http://www.gov.uk/apprenticeships-guide
http://www.getingofar.gov.uk/
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5. Other support 
 
a. Financial 
 

Facing redundancy can cause difficulties, particularly 
around financial issues.  If you are concerned about 
debts or being able to meet obligations such as 
mortgage payments, you should speak to your bank as 
soon as possible. 
 
For free, confidential and independent advice on how to 
deal with debt problems, call National Debtline on 0808 
808 4000. www.nationaldebtline.co.uk 
 
You can also speak to the Money Advice Service for 
advice on all sorts of financial issues. You can call them 
for free on 0800 138 7777 or visit their website at 
www.moneyadviceservice.org.uk 
 
There are also organisations that can help you by 
providing grants or other kinds of financial support if you 
choose to retrain or study before returning to work. 
 
For information about the kinds of support that are 
available, contact the Learner Support Helpline on 0800 
121 8989. 
 
b. Health and well-being 
 
Being made redundant can be a stressful and worrying 
time.  If you are concerned that your health may be 
suffering as a result, you should speak to your doctor or 

http://www.nationaldebtline.co.uk/
http://www.moneyadviceservice.org.uk/
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call 111 to speak to an NHS adviser. You can also get 
some help and support from the NHS Choices website 
(www.nhs.uk) 
 
For independent and confidential support if you are 
feeling distressed or depressed, call The Samaritans on 
116 123 or visit their website: www.samaritans.org 
 
c. General advice 
 

Advice UK is a network of independent advice centres.  
You can find your nearest member agency at 
www.adviceuk.org.uk 
 
If you would like more information on your rights and 
what you can expect from your employer during the 
redundancy process, you can visit your local Citizen’s 
Advice Bureau. Find your local bureau at 
www.citizensadvice.org.uk 
 
If you live in Wales you can also call Citizens Advice on 
03444 77 20 20 
 
For an easy way to find extra information about the 
support available to you, visit the government website at 
www.gov.uk 
 
 

http://www.nhs.uk/
http://www.samaritans.org/
http://www.adviceuk.org.uk/
http://www.citizensadvice.org.uk/
http://www.gov.uk/
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6. Example CV 
 

Ann Other 

 
1 Church Street,  
Hebden Bridge,  
West Yorkshire  

HX7 1AB 
annother@yahoo.co.uk 

01234 567890 
 
Personal Statement 

 
I am a highly motivated person with good time 
management and organisational skills.  Working in a 
customer-facing role in a busy environment has helped 
me to develop my interpersonal skills, whilst allowing me 
to demonstrate my ability to work well in a team. 
 
 
Employment History 

 
January 1998 - September 2009 
Customer Service Assistant - Co-operative Food, 
Hebden Bridge 

 
My tasks were quite varied in this role because I was 
part of a team working in the store.  My main 
responsibilities included operating the till and responding 
to customer queries, which allowed me to develop my 
problem solving skills.  My role also involved facing up 
the shelves and assisting with stock control.  

mailto:annother@yahoo.co.uk
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July 1980 – February 1991 
Customer Service Assistant - Tesco, Sowerby 
Bridge 

 
Alongside general customer service duties, I was also 
trusted to work in the cash office, handling the money. 
 
 
Education 
 
1975-1980, Halifax High School – ‘O’ levels 
 
English   C 
Maths    D 
Food Technology  C 
Religious Studies  B 
 
 
Personal Interests 
Having recently become a grandmother, much of my 
spare time involves spending time with my daughter and 
grandson.  I am a member of a local choir and enjoy 
singing in concerts, which I help to organise every 
Christmas. 
 
 
References on request. 
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7. Useful contact details 
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Organisation Website Telephone  
   
Advice UK 
 

www.adviceuk.org.uk  

Citizens Advice 
Bureau 
 

www.citizensadvice.org.uk 
 

03444 77 2020 
(Wales only) 

Government  
 

www.gov.uk  

Jobcentre Plus www.gov.uk/contact-
jobcentre-plus 

 

Learner Support 
Helpline 
 

 0800 121 8989 

Money Advice 
Service 
 

www.moneyadviceservice.org
.uk 

0800 138 7777 

National 
Apprenticeship 
Service 
 

www.getingofar.gov.uk 
 
 

 

National Careers 
Service 

www.nationalcareersservice.d
irect.gov.uk (England) 
www.myworldofwork.co.uk 
(Scotland) 
http://www.careerswales.com/ 
(Wales) 
www.nidirect.gov.uk/campaig
ns/careers (NI) 

0800 100 900 

National Debtline 
 

www.nationaldebline.co.uk 0808 808 4000 

NHS Choices 
 

www.nhs.uk 111 

The Samaritans 
 

www.samaritans.org 08457 90 90 90 

UK Online Centres 
 

www.ukonlinecentres.com 0800 77 1234 

Universal 
Jobmatch 

www.gov.uk/jobsearch  

http://www.adviceuk.org.uk/
http://www.citizensadvice.org.uk/
http://www.gov.uk/
http://www.gov.uk/contact-jobcentre-plus
http://www.gov.uk/contact-jobcentre-plus
http://www.moneyadviceservice.org.uk/
http://www.moneyadviceservice.org.uk/
http://www.getingofar.gov.uk/
http://www.nationalcareersservice.direct.gov.uk/
http://www.nationalcareersservice.direct.gov.uk/
http://www.myworldofwork.co.uk/
http://www.careerswales.com/
http://www.nidirect.gov.uk/campaigns/careers
http://www.nidirect.gov.uk/campaigns/careers
http://www.national-uk-debtline.co.uk/
http://www.samaritans.org/
http://www.ukonlinecentres.com/
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