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ABSTRACT : .
One of a series of refugee orientation materials,
this guide to employment is intended to assist Chinese speaking
refugees in their understanding of the employment situation in the
United States and to give them necessary information for obtaining
work. The text is in Chinese followed by an English-language vérsion,
which is not an exact translation but which gives the substance of
the foreign language part. The topics covered in the guide are the
following: (1) American attitudes towards employment and what goes
into a decision about job qualifications and choice; (2) a list of
qguestions about job choices and suggested answers that deal with
skills, pay, entry-level jobs, fringe benefits, and expectations
about hours of work: (3) the process of getting a job, including
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decision about a job once it is offered; (4) factors that are
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Residency Status

Education

Employment /Experience

1975-80

1972-75

1970-72

I 4

1966-70

-’

Language Capabilities

Personal Data:

- A}
’ Reference:

© SAMPLE
RESUME

Chang Kuo-Wah
678 Murray Road
Springville, N.Y. 00112

* Telephone: (200) 555-9437

-

Admitted to the United States in accordance with the
Refugee Act of 1980, on March 31, 1982. Employment
authorized. .

a

Completed Chinese and Vietnamese high school .(12 grades),
Cholon School, Cholon, Vietnam;1964.

Completed 2 years of English at Cholon English High
School, Vietnam; 1966. .

4

Street vendor and farmer for a temporary living after
the Communist takeover in April 1975.

Military Construction Engineering Division, Region I,
Vietnam. Responsible for maintenance of vital highways
and bridges in Hue, Vietnam. Participated in limited
.combat actions. ‘

Interpreter/translator for Special Forces associated with
the U.S. in Hue, Vietnam.

Electrician for Nhat Quang electrical supply shop, doing

" gome residential wiring and minor repairs of electrical

appliances.
: Vietnamese, Chinese and English.

Birthdate: : February 13, 1948
Nationality: Vietnamese
Marital status: Married, three children

Jackson Herz

3542 Center Avenue
Springville, N.Y. 00114 °
Telephone: (200) 124-5773




Sample

‘Employment Application

Salary desired

1. Type of position Date you can start _
" < . ‘
2. Name N .
(please print) LAST FIRST ‘. MIDDLE
< - 14
3. Social Security # ’
4. Address )
Street City ~ State Zip Code
Telephone # _( )
5. Education: ,
(circle the highest grade you completed in each school)

Name & location of school Dates Degree/Certificate

Elementary 1 2 345 6 |

High School 7 8 9 10 11 12

College 123456738

Professional/vocational training

6. Employment: ’ -
(List all the jobs yowm

3

held for the past 5 years, starting with the most recent.

You may include any other experience that you think isipertinent.) !
From To Employer's name, address, Salary Position Reason for
Mo./Yr. Mo./Yr. phone # -~“Duties leaving
7. Do you own a car?
8. General State of Health  Good Fair Poor
Date

Applicant's Signature




The following English draft served as the basis for this guide in Hmong;

Chinese, Khmer, Lao, and Vietnamese,

n

For each language, certain aiterations

were made to address the needs of the populatfon in question, For that

reason, the English.version, while a reliabl@ representation of the contents
and certainly of the intent of the employment guide, is not a direct

translation of any foreign-language version of the guide.

L3
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“ow that vou are in rthe United States, yvou probably have become aware that Acer-

'pec:ed to do so. Even althy people in America work and not working when vou are
mso-sically aole to do so and jobs are available can result in great criticism. °
“ndoubtedly vou have been told that it is very important for you to get a jcb.
erhpas vou have bagen thinking that any job is an;no job at all. This migéc
pe true if vou did not have any choices at all as ‘to possible¢ \jobs. But most people
“cz-lng Zor a (ot in the United S:tates usually have scme choice The secret to ge:s-
img. 3 _ob comsilsts or: .
o being aware orf vour skills and experience,
o being aware of the kinds of jobs that" may be available;
o applying for the kind of job that your skills and experience
‘ give vou advantages for;
o <nowing where to lcok for the best job rou can get. "
Sefore we ccniinue discussing some important issues in setting a job, perhzos we

to consider some of the things that many Americans believe about work:

o] Evervone who 1is able to should work. Those who do not work, when work is

. available, and depend on the governmenc are considered a burden on socie'ty.
Public assistance ('welfare') should be relied on only during an emergency --
for example, when no work is available.

o Starting at an entry-level job and working one's way up from the "bottom'
to success 1is greatly admired. .

o The 'self-made man', that is, an individual who,éstarts with little or nothin.
and by struggling and working very hard manages to succeed in his work, bus-
iness or profession is an American folk-hero. Abraham Lincoln, one of Amer-
ica's most admired presidents, is an excellent example of a 'self-made man'

o In addition ‘to :raiﬂ‘i& and skills, a good work record is considered essen-
tial 1f one hopes to get a. good job. For people who are just emptering the
American job-market, a entry-level job serves the purpose of building a good

-work record. Consequently, it is expected that the persoc who is getting his
first job will most typically get one that requires little or no experience.

o Most Americans do not expect their first job to be the only job they will
ever have. They expect to 'work their way to a better job. 'This may entail
working for a promotion or looking for a better job with a different com-

Experience, training and a good work record are considered necessary

pany.
for getting a higher-paying job, or one with more responsibility and pres-
tige. 7

Most Americans believe that the United States 1is the lapd of opportunity.

However, we have to

Indeed,

there are ample opportunities for many people in this country.

also be realistic about our expectations in this country.

Many newcomers to America

often tend to expect too much too soon.

The country 1is currentlyfundergoing serious

economic problems.

In many parts of the country there is high unedployment. Many

cities lack adequate housing at a moderate price.

have difficulty finding any job or reasonably priced housing.
Ee

This means that some refugees will

Under such circumstances

vy may have to accept a job that may not be entirely desirable, or you may have to

I:R\ﬁ: fn housing that is not entirely satisfactory.

During such times, vou will have

o ,, 23

ce on work. Fvervone who is. phys;callygableAtouuo:k.xsweA#Aﬁ_MhA
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to’ be esWEcialiy patient and not lose hdpé. The history of this country is such that

one can expect bad economic times to be followed by better times. During economic
~times; any-job—is—betterthan beingunemployed-—Even-an—undesirable—job allows ———

vou to i7in experience and build a good job record. When better times finally arrive,

-

vo¢ will Te i a pesition to seek a betﬁer‘%ob. Most itmerizans Selieve rthat their
1liveg will oe bet&er, -hat they will nave higner paying ;obs, that there will De
improvement in their housing. Even during very bad economic times, zost Americans
keep tneir optimisim. Most Americans will expect you to keep your hooe .for a better
life even during bad econoxic ti&es. For most of the rei.zees, this ho~e willjmost
ii<elv bSe realized. ‘

Getting a‘gooé job depends on having the best information possible tq»base a
job decision ori. Because most Americans believe that the individual is refponsible?
for —aking :he most important decisions im his life, no one will feel or take the
respcnsibility for making your job decisions. (Probably the ireedom to =axe one's
own decisions about important things is the most=-prized freedom Americans have.) Thus;
vou will want to know as much as possible before vou decide on a job.

) In lookfﬁg for a job, vou should think about your experiences back héme, the

types of skills you may have developed over the years, and, just as important, the
kinds of things you might enjoy doing for a living. There may be different kinds of,
jobs available. Thus, you will have to make important decisions in regard to selecting
among the available jobs, and you should take into consideration the possible match '
between the available job and your%exoerience.

As was noted before, Americans place great importance on work-experience. Just
becguse you may not speak English well right now does not mean you shéuld not look for
a job. The experience you gaim by working in an hohest, productive\Job is experience
that you will need to get promoted oh this job or to find a better jop elsewhere.

Most Americans feel that a first job is mostly for the purpose of g? ing experience.
Such jobs are called 'entry-level' jobs. Employers who offer such entry-level jobs
assume that the employee will have little or no experience. There is no shamé attached
to being employed in entry-level jggs. There is an American proverb that says, "You °*

have to start somewhere.”" You may find the first job does ot pay particularly well

or it might involve work that one does not want to do all the time. The purpose for

getting such jobs is an important one: you need work experience in this countrv. Even

if jyou have technical skills that could be® useful on a job here, and even if you speak .
English rather well, you still have to have work experience in the UnitQﬁ States in order
to get the better paying jobs. A}l employers warit to hire workers who aré\capable,

dependablo, honest, and hard-working. The best way of proving such things is by hav-

commendations from former bosses. A good recommendation can often lead to a 2.3

EKC :
i e job. Remember that even American College graduates often get entry-level jobs
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_in order to gain experience and start building a work-record.

As you probably have already discovered, there may be different tvpes of jobs ./
SR

‘ > )
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importdt decisions in regard to applying féor a job that may be suitable for you and
zhat .ses your experience and srills. For ezxaaple, if you have worzed iIn a shol 2f
I >

a clerk, vou mignt want to look rfor a job as a sales clerk; if your experience 1L.&S
been in preparing meals ine.a restaurant, you may Dnot find such experience advanta-
geous in applving for a job as salesclerk. You need to think about vour skills and

"experience to find tge kind of job right for wou. However, it might not be wise to
q

wait for a ‘ob to become available that mares use Of the €.acc

kind of e.perlence T
o L 4
skill vou have had. You may have to be realistic and look ®or an entrv-level Jjob. \\\\
Your immediate needs and the need to start building a work-record should be caref’ly '

considered. It might be quite awhile before the type of iob that nore closely fits

vour experience become available. . ' i
- One of the first things that vou will have to prepzre ;oursell Zor is :the ‘oD

jnterview. The job interview is the occasion where an emplover fing;;out about »ou

and whether you are suitable for a job he Elght have available. It is also the oc-

casion where you find out about what is involved in the job. 1In order to prepare | N

yourself for the interview, you might want to do some of the following things:

o Practice with a friend sugmarizing your past expefience;
o Ask a friend what kinds of experience he has found useful to tell
an employer about, .
o Write down a brief summaryv of your skills and experience;
Prepare a list of questions about the job that you might want to ask;
o Ask a friend about the kinds of forms you might be asked to fill out
p (perhaps your friend might have copiles of sych forms that he can share
with you); ;

‘ o You might want to ask'your sponsor Oor some G&ber friend to practice the
‘ interview with you ' .~ '
\E "0 During the practice interview, you might want tbiﬁéactfte making eve-contac:
’ (Americans believe, that you ought to look directﬁy into the eyes of the per-
v son you are speaking to---avoiding eye-contact mijght ‘e interpreted as a
. sign of evasiveness or even, by some people, as & si of dishonesty);
x You might also want to practice smiling during the intdrview; many Americans
interpret a smile as a sign both of friendliness and of\self-confidence;
o Finally, you should practice answering questions\thgt anjemplover is apt

to make: why you are applying for a job to that company; Wwhether you feel
that you can do the work required, etc.

(o]

s
In general, you should try to remember all of the things you h@ave done that <

1

you think will be of interest to a potentigl employer. One of the biggest problems
most people have is ‘in not recognizing all of the experiences thatehey may have had
and that would be useful to tell a future employer about. Remember, experience does

not mean just the kinds of things yoy may have been paid-to do. Perhaps you assisted

O ‘elative in his or her shop when you were younger; perhaps you know how to cook well,
ERIC o=
-« . J




*tut vou have never worked as a cook; or you mav know how to drive a truck or a bus,

bat vou nave never worked as a driver. These arq/some of the experiences that may

J— \‘ R
turn out teo be quite useful in getting a iob todav- ot ever: rh*ng vou}have done in
the past will prove parcxcularly useful to all emplovers. You will h _B/fﬁfaecide wnich

¢xcericaces wou will tell an empio.er about. wnatever your experience mignt have -e: .,

it is best to.be horest; say ou have had no experience, if that is true.

.~

Finding out what jobs are available will probably be the most difficult ctask

vou will have in finding'a job. All Americans Iace the same problem in looking: for

a . Jote can sfzen Le ZIsund T
] reading the wanrt-ads i nersr-aters; ~ ///* v
. o contaccing state emplovment orfices; K~‘
o contacting Voluntary Agencies and Mutual Assistance .
‘ Agsociations; -
o looking for 'help wanted' migns in front of stores, factories, fre.;
. o asking vour sSponsor,
o asking friends and neighbors.
-

. ‘ . .
. 7
, v
13 . ’ E .
Following are some questions you might want to ask about job choices:

_ob Choices

Are all entry-level jobs the same? No. These wvary according to the nature
. ' of the business involved. An entry-level
i - job just means that no experience is re-
L quired for that job.
~ s Do I have to know English to get -
{- a job? o No. There are ohny tvpes of jobs where
: you will not need to know much English.
Of course, the more English vou know, the

‘ A\l
- more oppo-tunities there will be. |

How do I knézkif a job {s suitable N

for me? t In general, {f vour skills and experience

are what are needed for the job, then the
job #s suictable. You should also feel that -
o you can do the required work comfortably.
What about the pay? How important # ' o
is this? _ ‘ Every worker wants to be paid as much as he
) deserves. ~But gaining work-experience is a
very important part of your first job. Also,
, how well vou think vou will do on the  ob 1ig
: , important. Getting a slightly better paying
) job’fFhat you' may not do well on will not be
TN : 43} worth the extra money in,the lod® run. There
are other qucktion hat”™you should ask, such
o cost of transportation
o availability 'of trang$portation

(/5 DL " o distance from vour home -,
4 o hours during which vou are
. L f expected to work
1
What do jobs pay? There is & national minimum wage for égst .
. jobs (this i about $3.85%an hour). Soce -
]ERi(j 2(. jobs may pay less than the minimum if tipw
| e ) are involved (c‘ks ifs the cgse, for exacple,
. , for waiters and waitresses, etc.). Often LI
S o L] d —




"Should I look for a better job
than an entry-level job?

4

' Are some jobs better for me than others?

" +
.

How long should E‘wait before looking
for a job?

How important are fringe benefits (medical
insurance, vacation pay, etc.) in the con-

sideration of a Job’
g

27

‘' benefits.

the job is one for which employees
cannot be found readily, the pay mayv

be higher. Also, if the job is late

at night, the pay is often higher.

Keep in mind that a job requiring li:ctle
experience that pavs veryv well =izh:z "z
a job that has’ spec1al conditions at=
tached to it (perhaps the job is espec-
cially unplieasant, or there might be sox
dangerous aspect involved). You should
ask about the job and get all the in-
forrmation vou can before decidirng solely
on the issue of =oney. '

.

If you have the skills and experience
and if you speak sufficient English to
get a job that requires certain skills,
you should try to £ind such a job. ZIut
if you can't find one, vou should not
avoid looking for an entry-level job.
The work experience gained will be
worthwhile. Keep in mind that many
highly-skilled Americans have often
found themselves unable to find jobs
that they were trained for. 'Ino such
cases, these Americans gladly accept
entry=-level jobs. )

This is a difficult question to énswpr.
But depending on what types of jobs

- might be available, the answer is prob-

ably "yes." It is sometimes difficult
to see opportunities when they arise.
In general, jobs that allow you to gain
a skill are preferred to those that do
not allow you to learn useful skills.
Money many not be the most important
criterion in choosing a job. BN

You should try and find a job as quickly
as possible after arriving. Not only
will this help you start building. vour
work record, but it will be valuable in
helping you meet more people, learn '
English, and, in general, help you im-
prove your self-confidence.

L

Most entry-level jobs have few fringe,
You might wish to ask about
medical insurance, but, in general, yvou’
should show more interest in what is
needed for the job than in fringe bene-
fits and pay. Many emplovers will be
reluctant to hire you if you seem more

interested in the pay and benefits than
“in the kind of work that you would be
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things vou might wish to con51der when deciding on a jiob:

ere a2re some additional
) .

¢ #ill I ileactn any ,n2w shill on the job?
L uos zuch will is sost mo totER@lecine job?
o Will I nave to pay for any speclal clothing?
o Will I have to dress in a certain style? ‘

\ o is ‘there any sneC1al equipment cnat-I will have to purcnase'
o Gow Olificuic will it de ior me Co gat to Ine 300! (Thnis is lmporcéac

1f the job is at night and buses are not running reeularly )

o Will I be comfortable working' in such a job? .
0o Will I be expecred to work over- tize or on weekends or holidays?
o is working on weeskends 2 v'eg"'er part of the joo?
o 1s T

nere provision for sick-p@y?

- 1 - g 4 L2 2 %
*n 2ek-a—Tiend if he <

3}

- v -
-

- - -
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she already knows the answer. For some }o0S, working on weekends 1s considerea part

of the job and you may not be paid more. For other jobs, working over-time or om

t
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monev on the job, it is wise to consuit with vour supervisor to determine what cthe
pollcy is. Also xegp ia mind that during Gifficult eccncmic :fizes, many pecolie are
happy to work at any job---even one that “EQUL‘ES over-time or work on weekends w;:hc"‘
any expectation that they will be paid at a hlgher rate than the1r reoular rate.

Getting a Job
and vou have identified the

Once you have appraised your experlence and skills,

types of jobs that you feel are suitable ¥or you, you will have to try to locate pos-

sible jobs. Looking for actual jobs will probably be the most complicated part of get-

ring a job. In add1t1on to the persons and places that you should contact for pos-

sible job openings discussed above,‘vou should’ also keep in mind that there are private,

dvertlse job openings (sometimes such

jobs appear listed in want-ads and you will have no way of ‘knowing whether the ad has

profit-making employment aoenc1es that often a

been placed by the employer or by the'private emﬁl yment agency). Such private agencies
charge a fee (this night be equivalent to as much as one month's wages, althongh the

fee is often for far less).. Usually the fee is pald by the emolovee, although sometimes

the fee is pald by the emplover. When answering a job ad, you should determine whether:

If the ad has been, in fact, placed by a

the ad has been placed by a, private agency. 7 _

private employment agency, that agency is required by law to inform you that that is

the case. Private agencies offer the advantage that the job-seeker will be sent only

to places that have actual jobs available. Also, the private agencies will only refer

yod to a job for which you meet the job requlrements.
If you do decide to use the serv1ces of a private

This can save you a lot of time,

but such conveniences are costly.

employment agency, be sure to determine (1) who pays the fee, and (2) what the fee will

be exactly.- ' .

O .na for the Interview . 28

gg;;;hum you have located possible job open1ngs,~vou should tazke the following steps:

[

v




o vake cooies of appropriate documents that vou mav have to leave .with
. * the emplover: letters of recormendation (if any), certificates ‘of various -
sorts. You shquld not leave original 'documents with the emplover since
these nmight zet lost. Place covies of all documents in a larze envelop.

o You will have to either go directly to the employer or else make an !

appointment over the telephone or in person with him/her for an interview.

o iou might want to arrange for a friend to go aiong with vou cto act as

nlinterpreter---if vou feel the need to do so. It will te an advan:ieze
to vou if you can go to the interview alone. But if you do not speak
any English at all, you may want an interpreter to assist vou. You
might also have to get a f#*®nd to make the initial appointment, if you
‘do not speak sufficient English to do so. Your job counselor might also
be able to assist wou ir this part of the process.

o You should dress conservativelv for the'job. If vou are a man vou =ight
consider wearing a tie. However vou decide to dress, be sure that vou
do not go to the interview dressed too lnformally (such as wearing a
T- shlrt or sandals).

o 143 vou are a man, you should be sure that vour hair is of an zrpropriate
length; very long hair is often looked on with disfavor by many emplovers.
A

o Personal cleanliness is very important; ;. you should take care that vour
finger-nails are trimmed and clean, and you should avoid using,very strong

perfume or eau de cologne. ”

0. You should plan on arriving a few mlnutes prlor to the interview; it will be
very disadvantageous to you if you should arrive late for the interview. If
you think you will be late, call the employer and either explain that you
will be late or request an interview for a later time. Arriving late withou:
having called ahead of time will not be helpful to you.

o You might want to get a friend to help you with preparing a short resume.
A resume is a document that lists important information about you: your -
address, your telephone number, your social security number, vour date of
birth, a summary of your work experience, efc.). Above all, you will want
to give the employver something with your name and address so that he ‘might
be able to contact you about the job.

o You should also list some of the questions that you might want to ask the
employer during the interview. Among these might be:
(1) When could you expect to start working?
(2) What hours and days would you be expected to work?
(3) What 'would you be expected to do on the job?
N (4) Who would be your supervisor? .
(%yv’%v _(5) Are there any reqh%remgnts as to ?lothing or equipment?
(6) Are there any special job regulations that vou would
have to observe (health or safety)?
s (7) Would you be taught any skills on the job?
(8) What is the pay?
(9) When and in what form "would you be paid?
(10) 1Is there health insurance?
(11) Does anyone speak your language that vou might be
able to ask questions of on the job?,
(12) How will you find out if you got the job?

The employer will expect you to be asking such questions. There is no shame in asking
such questions since most Americans would ask sfmilar questions during a job interview.

‘l in mind that no two companies will offer the same benefits, or have the same working

ERIC i1l o | n
‘ ,, 29




conditions and requirements. In some companies, you might have to join a union in
order to get a job there. The pay schedule will differ between companies. In some
places you get paid weekly, in others every two weeks, vet. in other places you might

ser -2id on 2 monchly basis. It is important to keep in mind that it is often the
sractice in many companies that firsc-time workers will have to wait for cne pay
period to pass before receiving their first pay. This means that if the ccrpany pave
on a semiimonthly basis, that you will not receive your first pay until you have worked

for two weeks. You will ultimately be paid for the first two weeks you worked (generzll:

-

when vou lezve the job). It is in vour Interest for rou to f£ind cut whz

(A

the pavy
policy is so, that you are not disappointed. Do not be in the pasition of assuming chatc
your employe& is cheating &ou because you did not receive your pay when.you thought vou
sho&ld have. TFind out the facts and avoid an embarrassing situation.

If vou are oifered a job that vou decide is not the kind of job vou want, do
~not be hesitant about saving that vou don't want the job. If vou do accept a job
and then decide that you really do not want it after all, inform the employer as
quickly as possible. Do not be in the position of accepting two jobs at the same
time and then taking your time in deciding which job you might really want. You
could very easily wind up with no job at all.

Keeping a Job

You will probably find that getting a job 1is more difficult than keeping one.
However, thére are some important things you shéuld éonsider in keeping a job. You
will have beén hired because your employer thinks you will be able to do the job. ,
He/She also pfobably believes that you are going to be dependable. This is one of
the most important factors in keeping a job---dependability.- Dependability means tnat
your employer can trust you to be at work when you are supposed to.

Dependability also meaﬂé being‘on time for work. Emplcyers tend to view people
who are always late for work, or late returning from coffee-breaks and meal-breaks, or
who leave earlier from work than they are are supposed to, as non-productive or
"sloppy" employees. In many places, workers are expected to 'punch the clock' when
they éome'to work and when they leave. This 1is done so that the employer has a record
of when the empIOyer is actually at-work. Pay is determined by the time-clock records.
Not only does the employer know whether-you are coming late or leaving early, but you
are likely to be 'docked' pay if you are not on time. If your work-record shows that
you are often late, it will make it difficult for you to get another job. A consistent
pattern of tardiness may result in yéur being fired.

Many places of ehploymént close on legal holidays, on weekends (Saturdays and
© days), and perhaps on other spe;ial days. You should inquire‘when you are expected

-come to work. Also keep in mind that not all places of work observe rne same days E)O




.off, <The best person to ask is vour supervisor.

. If vou are ill and cannot come to work, vou should contact’ vour supervisor and

tell ‘him so. Most places of work will understand your not coming to work if you are

ill. Most emplovers will show compassion if there is a death in your family (this is

emerzlly lizmited to clcse zexters of the family, such as a thild, a parent, a Srczioz

N
(o
'

or siscter; grandparents as well as unclég;and aunts are sometimes fegarded as close
members of che family; the death of a cousin or of some distant relative may not de
regarded as sufficient reason ﬁo; to come to work). Be sure that you contact your su:rer-
visor before vou are scheduled to arrive at work. This is especially necessary iz

~“our supervisor nas to iind someone to replace vou while vou are aot at work.

Except for illness and death in the family, most employers e:xpect their employees
to be at work and *o arrive at work on time. If you are often late to work or if you ‘
fail to come to work for reasons that your supervisor does not accept as sufficient,
vou will likely be regarded as undependable. Keep in mind that what you do on the oD
will follow you for a long time. i

Sometimes vou may feel that a religious holiday requires‘your absence from work.
Before you decide to be absent from work, be sure to discuss this with your supervisor.
Many, but not all, employers are willing to accommodate work-schedules to special re-
ligious observations. This may require a lot of planning, both on your part and gn
your supervisor's part. Consult early with your supervisor. If you decide that you
should not go to work because of Tet or some special religious holiday, your super-
visor may regard you as undependable. ‘

One final hint for keeping a job. Do not leave your work (just because the time
has come for you to leave. Depending on the type of job you have, you should not leave

mntil you finish your ta;ks. If someone if supposed to replace you when you leave, don't
leave before’that person arrives (unless your supervisor fells you that you can leave).
For example, suppose you are in charge of a store and you are scheduled to leave at
six o'clock and that you are the.only‘uorker in the store at six o'clock. Further,
suppose that your replacement. is late. It will be considered highly irresponsible
for vou to leave at the scheduled time if this means’leaving the store unattended.

Your replacement has the obligation to be on time, but you also have an obligation to
your employer in this case. Some emﬁloyers will react angrily and very likely fire

both your replacement for arriving late and you for being irresponsible.. Let us take

a different situation. Suppose you are a waiter in a restaurant and the time has come
to leave for the day. You should not leave until yoﬁ finish whatever tasks remain
undone. Of course you can leave if your supervisor tells you to. Often this means that

you might have to work beyond the time you are scheduled to leave. You may not get

O ) additional money if you stay a few minutes beyond your regular quitting time. If

ERIC
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o leave your work without finishing whatever tasks that remain to be done, vou may d
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be regarded by vour emplover as undependable.

[

If vou do all that is required of you on the job, and 1if fou do all of this

well, vou sheould have no problems keeping the job. Find out what is required; there

is no stame in askiné a question. You will be expected to ask whenever you need to

xnow something. TIhis also helps the supervisor to maxe sure thac >ou do ;our job

well. If you hesitate asking for information, and damage occurs because you did not

ask, vour supervisor will probably be displéased. In the United States, your super-

visor is neld responsible for your work. Help your supervisor do his work by asking -~

c.estions that are necessary for rou to do your work. \ )
nd

Sometines a situation mav arise where your sunervisor will Il

Some~

rr
pat
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thing that you are doing on the job. Americans generally listen catiently to what-
ever criticisms their supervisors might make and attempt to do whatever their super-
visors suggest. You will have to learn to do this also. That is, do not be emoar-
rassed because your supervisor criticizes you. Remember, his job is to mane sure

vou do your job well. Try to follow his suggestions. You mizht want to ask vour
supervisor later on 1if yoﬁ are doing what he has suggested. This is always a good
step to take. Remember, you can also avoid some criticism by asking questions ahead
of time. Americans expect to be criticized by tbeir supervisors at times. Criticism
is not something to be alarmed over. You will have to learn not to feel anger or
shame when you are criticized. It is part of the work experience. )

Sometimes some supervisors are overly eritical or they make unreasonable demands
on the employees. Should this happen to you, you might want to talk frankly to your
supervisor, in private. You should tell him how vou feel. Often, supervisors will
take steps to elhmi&ate conflicts on the job. But sometimes some supervisors do not
see the need for this. 1In such a case, vou might have to weigh carefully the advan-
tages and disadvantages in continuing in such a job.

Sometimes co-workers may tease you. Americans often tease each other as a show
of friendliness (this is especially true among males). It is difficult at first to
tell whether someone 1is teasing you out of_friendliness or for some other reason.

The best thing you might do with friendly teasing is to learn to ignore it. If your
‘co-workers are teasing you out of friendlinesé, and if you ignore it, they will soon

stop teasing you. If you feel that you are being teased not out of friendliness, vou

should talk to your supervisor and see what suggestions he might have to offer. Remem-
ber, kme:icans enjoy ﬁaking'jokes and teasing each other. You 1 soon learn when
such joking and teasing i{s done out of friendliness. der You ill probably even come

to enjoy the intended humor.

Getting along with your co-workers is almost as important as being dependable.

o .
[ERJ!:‘ability to get along with co-workers is noted by your supervisor and forms part of 3

IToxt Provided by ERI 2
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of wvour work record. VYou will also have to find out 1f there are special customary

-

cTtaciices observed among your co-workers. ror example, it might be the custom that in
some factories certain tools are not shared. If vou need a certain tool, vou might

“have to ask the supervisor directly. 1In other factories, tools are shared, and if

;- .
- e

couv reec a certain ool, vou can ask a co-worker for one 1 nhe is not using i

A -
)

LT

keep in mind that Americans generally do not share food at work. Do not offer to
snare your lunch with anyone at work if this is not the usual custom there. However,
customs do vary from place to place. In some places, the workers might be eﬁpected
to stop at a tar arnd dfink beer before zoing home. In other pls;es, “he warkers Tl ht
zo their separate ways with lit;ie socializing with co-workers afier work. In many
places, eating meals together (but not necessariiy sharing food) isgan important part
of the daily routine at work. Sometimes you might be expected by vour co-workers to
eat vour meal with them; sometimes it is expected that vou stiould not eat vour meal
with vour co-workers unless you are invited to do 56. In zeveral, however, most
Americans enjoy eating meals together and vou will be fnvited to do so. You should
try to be observant of ‘these customs. Perhaps vou might want to discuss some of thes
customs with your supefvisor.

Getting along with your co-workers, being dependable, and doing the best job
you are capable of doing are all important for keeping a job.

Getting a New Job

There will come a time when you might want to look for a new job. You might
have gotten tired with your present job (it happens to a lot of Americans) or vou
want to make more money or you may want to seek new oppartunities. VYou might also-
have to get a new job because you have lost your current job.

If your employer cannot keep you because his business does not allow it (the
business might not be making enough money---not all business are always successful),
you might get laid off. Getting laid off is not the same thing as getting fired. GCet-
ting laid off just means that your job no longer exists for reasons that you are not
responsible for. If you get laid off, you generally are covered by unemployment in-

surance. This means, if vou meet the reguirements for the insurance, that you will re-

ceive a certain amount of money while you look for another job. In most states you are
generally covered by the insurance for a maximum of six months. However, keep 1in aind
that not all jobs are covered by unemployment insurance, and that you have to work for
a certain period of time before you can qualify. Also, you must be unemployed for some
specific period of time before(you can qualify for unemployment benefits. These re-
quirements vary from state to state. The ambunt of money that vou receive from ‘the

unemp loyment insurance will most likely be a lot less thdn you were making on the job.
%

IERJ(}ing laid off will not be held against you since it is understood that yvou lost
Pz | . 3‘3
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your éob through no fault of your own. If you should get laid off, vou should try
to zet a letter of recommerdation from vour former 5upefvisor that explains why vou
lcst your job. This will be of great assistance in securing a new job. Xeep in mind
tmat if vou do get laid off, you will probably also lose any medical benefits that
vou might nave been entitled to on the old job.

VMost Americans fegard getting fired as a very serious matter. First of all, in
many states vou may not be entitled to unemployment insurance benefits if you get
fired. Further, you will probably not be able to get a positive letter of recommen-=

dacion ‘rom vour emplover if ne/she fired wou. This will make it difficult to secure

=

"
ot

another iob. As we discussed above, work experience 1s considered eéxtrzmely imporzarnc.

Getting fired from a job forms part of your w§rk experience. You cannot totally it

o

ou left your jo More likely than not

once it has happened. You will be asked why

oyk ctimeric-ce. Thili-

"

our former exmpliover will be contacted Ior informagicn on 2w
fore, it is best to avoid getting fired. If vou feel that your emplover is "dissat-
isfied with your work, vou should speak to him about it and ask him directly if ~vou
should quit the job (before getting fired). tost employers will give the emplovee

the opportunity to quit before getting fired.

Quitting a job-may not be to your advantage if (1),y0u quit often (say you onl'
work for two months, and then you quit) or (2) you quit without giving sufficient
notice. While getting fired will be seen as very serious, changing jobs often is als-
seen something undesirable---it is considered a sign of undependability. You do not
want to establish a pattern of working for a few weeks and then quitting. If you wor
for a considerable amount of time (say:arOund six months) and then quit, it will not
necessarily be seen as a sign of undependability. If you decide to quit, you should
give ample notice to your Supervisor. Find out how much time is usually required or
expected. In most places, two weeks is sufficient time. Keep in mind that if you
tell your supervisor that you plan to quit the following day, he might decide to fire
you immediately because of what he will consider a sign of undependability. There is

"‘no shame in quitting a job---just notify your supervisor with sufficient time.

Other circumstances may arise that require you to leave your Joq\ For example,
you might get hurt/on the job and be unable to work. Most jobs have ;orkmen's com=
pensation. This means that if you get hurt on the job, you can expect to receive
some benefits to take care of you. However, these benefits may take some time before
you start getting them, and you may have to prove that you were aétually injured
while at work. Suppose that you gat ill and cannot continue to work. Your company
might have disability insurance’ that will entitle you to receive some benefits. There

,are many factors that have to be considered when you are unable to continue work. ‘You

[:R\!::uld ask your supervisor for details, just in case. Also, if you get too old to :3

Aruitoxt provided by Eic:

work, you might be entitled to Social SeCuricy bénefits. These benefits are determined
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on the basis of how long vou have worked in jobs that are covered by Social Security

irs.rance (not all +0obs zre so covered).

But suppose that vou just feel that it is time to look for a better job---one
that has better opportunities, or one that pays better. How should vou go apout itc?
Zrotably the most prudent course to follow is not to quit vour present (ob until su
are assured of having a new one. You should not take time off from your present job
to look for a new one (your emplover, should he find out what you are doing, may well
zet angry and possibly fire you). You might want to inform vour emplover that you
intend locking for a new job and that rou intend leaving rour present fob at a.given fime .
"Say, in séveral weeks).. You mizht also explain to vour en@loyer wny ou are thinping
about leaving your job. This gives him an opportunity to possibly give you an offer. .
You might request time off to go to job interviews, but many employers might not be
tappy apout our request. This is a very delicate situation since rou wille aeed
a iletter of recommendation from your present employer. It is best to e honest znd
forward with vour present emplover. Most emplovers know that just about all workers
are interested in better opportunities. If you give adequate notice of your inten-
tions, at least your employer will respect you for being honest.

In looking for a new job, be sure that whaCeverﬂadvantages vou might gain on
the new job outweigh possible problems that may arise as yvou go about getting the new
job. )

Unless you get a promotion (and more pay) on your present job, the time will
come when you will probably consider getting another job. If you plan ahead and
follow whatever procedures are necessary for informing your present employer of
your intentions, you ought to be all right.

In considering a new job, keep in mind that money is not always the most im-
portant consideration. Many Americans have been known to take a new job that pays
less than the old one because they felt that the new job would lead to a better pay-

ing one in the long run. For example, suppose you are working as a clerk in a food

store and vou are making $3.80 an hour, and vou are also receiving training for

a manager's position. When you become manager you will be paid $5.00 an hour, but it
will take you at leasg a year before you can be considergd for such a posicion. In the
mean time vou are offered a job in a different food store at $4.75 an hour, but you
will not receive any training. It might be tempting to take the job that pays 95 cents
more an hour, but you will probably be making the same amount a year hence. What
should you do? It seems that the wisest thing is to remain on the job that pays the
lesser amount, since it will allow you to receive training and ultimately get a bet:ter

paying job. Also, the training will also make it possible to leave your present company

on to another better job. In making a decision you should consider what effects :3:

decision will have in the future. You sno'.ld try to determine whether there are
o . L
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opmortunities {nvolved---money 1s not always the only consideration.

Developing ~ew Skills

“ost Americans believe that by gaining experience and learning new skills, it will
e ncs3ible to go on to better jobs and make more monev. In order to do this, manr

SmETlians 40 to school part-time to acguire the necessary sxills o so on
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iob. There is nothing unusual in trying to improve wvourself economically by

ing new skills.

. Perhaps the first skill vou will want to improve is vour Eanglish. Wnile getting
a _>t acd talking with vour co-wogrers is yepw val.able Ior L.e poopose oI logroving
vour English, you may zes—e—Sacond language. There are
" A :
many kinds of English’{anguage programs available. You should seek informatiom on

availlable programs from vour sponor,vthe voluntary agency that has assisted you, and
cerhaos from your friends who might be taking a class in English as a second language.
Classes are usuallv available that charge very little. It may be difficult to work all
dayv and theh g0 to classes at night to study English, but the sacrifice is well-worth
it. If vou are competing for jobs with people who speak English well, then you will
have to improve your English in order not to be at a gevere disadvantage. This does : .
mean that jobs will not be available to you unless you spéak perfect English, but it
does mean that the better your English becomes, the more opportunities you will have.
Besides improving your English, you might consider learning a new skill. Perhap:.
you might want to learn to be a skilled mechanic, or learn how to operace‘a computer,
how to be a secretary or perhaps a bookkeeper. All of these things are possible, but
they all require an adequéte command of English- and special training. Such special
training i{s widely available at little or no cost. Adult Education programs are
available at most public high schools at night (sometimes even on weekends). Community
colleges also offer many types of vocational and technical training at low cost. Perliaps
you might be interested in opening up your own business. There is much to learn about

operating a b4‘iness (e.g., bookkeeping, taxes, local regulations, etc.) that is often

taught in Adult Nducation programs or in community colleges. These are accessible to

you if your Engliph 1is adequate.’
CHECKLIST OF THINGS TO CONSIDER IN GETTING A JOB: 7

try summarizing your experience and skills

get copies of necessary documents

prepare yourself for the interview

find out about available jobs by contacting
-=want ads ] P
-=state employment agencies
-=voluntary agencies
-=friends and neighbors
--asking employers directly :3,\

arrange for an appointment L

o be readv to ask questions about the job

0O 0 0O O
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dress appropriately for the interview

Se on time for the interview \j>

Te prepared ‘to ask gquestions atout the job0

dectermine how you will be told whether you got the job or not

OF THINGS TO CONSIDER AFTER YOU GET THE JOB

alwavs try to arrive at work on time

avoid leaving the joo if there is still work to be done

inform your supervisor when: vou are unable to work

always ask questions when vou do not understand something

do not be alarmed when vou are criticized by vour supervisor
rememoer _that what vou do on the job will follow wou for a long time

OF THINGS TO CONWSIDER LHEN ©0U WaANT TO ~ET
zive sufficient noctice of vour intention to guic -
avoid a bad work record by quitting jobs often .
get a letter of recommendation from your present emplover---before quitting
do not consider money as the most important factor in getting a new job
do not take time off from vour present job to look for a —ew one
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