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Dear State of Arizona Employee:

If you have recently learned that you will no longer be employed in your current position, you may have some concerns regarding obtaining other employment.  The Arizona Department of Administration (ADOA), Human Resources Division would like to help you locate another position.  We have compiled the following information to assist you in obtaining future employment either with a State agency or the private sector.  

We understand this is a very difficult time for you, and we believe the information in this brochure and the resources available at the Career Center will enable you to effectively market your skills and find other suitable employment.  If you know of someone else in state services who would benefit from this material, you may direct them to us at (602) 542-4757.

If there is additional information or assistance you need, please do not hesitate to ask.  You may contact us at the number listed above or contact the Human Resources Office at your current agency.

ADOA Human Resources Division – Employment Services

The Arizona Department of Administration (ADOA), Human Resources Division has established a Career Center Program to provide outplacement assistance to employees impacted by staff reductions.  In addition, the Center is available to other state employees seeking career movement to another position within State government.  

Outplacement

What is Outplacement?

As mentioned above, outplacement services are being made available through the ADOA Career Center.  The Career Center staff will work with employees to create an account on www.azstatejobs.gov , assist in resume and cover letter preparation and provide guidance during a job search.
How do I access the Career Center?

When an agency determines that an employee will be impacted by a reduction in force, an employee will be asked to contact the Career Center Manager at 602-542-4757.  More information on the Career Center can be found on page 5.
How does my resume become part of www.azstatejobs.gov ?

Once you have set up an account in www.azstatejobs.gov , your resume may be placed on the account.  The Career Center staff can assist in account creation and resume preparation.  Once your account has been set up in www.azstatejobs.gov and you have applied for positions, staffing analysts will be able to view your resume and based on your knowledge, skills and abilities, forward your resume to hiring supervisors.  

Will my resume be considered once I leave State Government?

Yes, once your resume is created on www.azstatejobs.gov it can be applied to jobs even if you leave State Government.

ADOA Career Center

What is the ADOA Career Center?
The Career Center is a resource for employees affected by a RIF, a layoff, or active in an internal job search.  The center is available to any individual seeking help in the areas of job searching, resume writing, and the interviewing process.  By using our collection of helpful reading materials or a one on one talk with a career center representative, this center will equip any person with the adequate skills they need in their job search.  

Where is the ADOA Career Center?

The Career Center can be found in the ADOA building at 100 N. 15th Avenue, Room #103 in Phoenix, Arizona.  Call the Recruitment Manager 602-542-4757 to schedule an appointment at the Career Center.  
What Resources are available?

The center has computers available for resume preparation and job search.  There are also telephones for contacting employers and references.   In addition, a DVD/TV has been set up to enable you to watch helpful career guidance and job search videos which are available at the center.  There is a CD player to listen to instructional tapes. 
The Career Centers bookcase has many of the latest “self-help” career books to assist you in resume and cover letter preparation and in starting and completing a successful job search.     There are also samples of cover letters, resumes, and thank you letters for browsing.  
In addition, there is a section of helpful articles on topics such as coping with jobs loss, how to file for unemployment insurance benefits, external job boards, etc…

Appendix A has a complete list of materials available at the Center.  

Contacts:

Recruitment Manager 602-542-4757
Staffing and Recruitment Manager 602-542-4724
JOB SEARCH ASSISTANCE-OTHER

There are several types of community resources and external job boards to assist you in your job search.

DES JOB SERVICE - ONE-STOP CENTERS

What are One-Stop Centers?

One-Stop Centers are a single point-of-entry to a network of employment, training, and educational programs and providers in the community. The Centers help employees and job seekers access the tools necessary to manage their careers through high quality information and services and assist employers in locating skilled employees. Information about job vacancies, career options, student financial aid, relevant employment trends, and instruction on how to conduct a job search, write a resume, and interview with an employer is available to anyone in the United States.

What are some of the key services provided?

· Job Service


Assistance for job seekers in finding jobs and employers in finding qualified employees. 

· Senior Community Service Employment Program 


Help for people aged 55 and older to find jobs, increase income, and learn new skills. 

· Veterans' Employment & Training Services 

Specialized employment and training services for qualified veterans and other eligible persons. 

· Employment and Training activities - Housing and Urban Development (HUD) 

Employment opportunities and necessary training and supportive service provided through several HUD-funded programs. 

· Unemployment Insurance 


Benefits that are paid timely to individuals who are involuntarily unemployed.

For additional information on these services and others you can visit the DES One-Stop web site at www.de.state.az.us/oscc/ or in person at the following locations.

MARICOPA COUNTY

Phoenix Workforce Connection North 9801 N 7th Street Phoenix, AZ 85020 Phone: (602) 861-0208

Mesa Workforce Development Center 305 E Main Street, Suite 200 Mesa, AZ 85201 Phone: (480) 668-8262

Glendale Workforce Development Center 9770 W Peoria, Peoria AZ 85345 Phone: (623) 934-3231


Affiliate Sites 

Phoenix Workforce Connection West 3406 N 51st Avenue Phoenix, AZ 85031 Phone: (623) 247-3304


Avondale Workforce Development Center 3000 N Dysart Road, Room 120-129 Avondale, AZ 85340 Phone: (623) 535-2735

Phoenix Workforce Connection South 4732 S Central Avenue Phoenix, AZ 85040 Phone: (602) 534-4732

Vista Del Camino Center 7700 E Roosevelt Scottsdale, AZ 85257 Phone: (480) 312-2323

Phoenix Workforce Connection - Arizona Opportunities Industrialization Center 39 E Jackson Phoenix, AZ 85004 Phone: (602) 254-5081

Phoenix Workforce Connection - Arizona Call-A-Teen 649 N 6th Avenue Phoenix, AZ 85003 Phone: (602) 252-6721

Phoenix Workforce Connection - Chicanos Por La Causa 2916 N 35th Avenue, Suite 5 Phoenix, AZ 85017 Phone: (602) 269-6485

Phoenix Workforce Connection - Friendly House 802 S 1st Avenue Phoenix, AZ 85003 Phone: (602) 257-1870

Phoenix Workforce Connection - Goodwill Industries 1620 E Polk Phoenix, AZ 85004 Phone: (602) 254-2222

PIMA COUNTY


Comprehensive One-Stop Centers


One-Stop Career Center Tortolita Building 340 N Commerce Park Loop Tucson, AZ 85745 Phone: (520) 798-0500 Fax: (520) 798-0599



Affiliate Sites


One-Stop Career Center Satellite 825 E Ft. Lowell Tucson, AZ 85719 Phone: (520) 407-3600


Kino Teen Center 2801 E Ajo Way Tucson, AZ 85713 Phone: (520) 740-4600


Jackson Employment Center 300 E 26th Street Tucson, AZ 85713 Phone: (520) 882-5500


Regional Re-employment Center 667 N 7th Avenue Tucson, AZ 85705 Phone: (520) 629-0450


For other statewide locations, please visit www.de.state.az.us/oscc/location1.htm or contact:

Arizona Department of Economic Security
Workforce Development Administration
PO Box 6123, Site Code 920Z
Phoenix, AZ 85005
(602) 542-3957
Fax: (602) 542-2491
Email: onestop@de.state.az.us
External Job Boards

The following web sites provide listings of job openings throughout Arizona and the United States.  In addition to providing existing job openings with private industry, state and federal government, most of the employment pages allow you to create and post your resume on-line.  Similar to the Arizona Department of Administration Human Resources database, once your resume is on file, employers can search these databases for qualified candidates.  Instructions for posting your resume varies; please follow the instructions established by the provider.

1. www.azcentral.com 
    - The Arizona Republic - Classified Jobs

2. www.monster.com
    - Worldwide job board catering to all job types

3. www.techies.com 
    - Worldwide job board specializing in Information Technology jobs

4. www.hotjobs.com 

    - Worldwide job board catering to all job types 

5. www.ajb.org/az
    - Specializing in jobs locally and nationally

6. www.jobing.com 
    - Specializing in jobs in the Metro Phoenix and Tucson areas 

7. www.careerbuilder.com - Specializing in jobs locally and nationally

8. www.usajobs.gov
    - U.S. Federal government jobs

Basic Interviewing Tips

Interview Tip 1: Plan ahead - Do a little homework! Go to the company website.  Research the company and the position if possible, as well as, the people you will meet at the interview. Review your work experiences. Be ready to support past career accomplishments with specific information targeted toward the employer’s needs. Have your facts ready!

Interview Tip 2: Role-Play - Once you have finished studying, begin role-playing or pinpointing the types of questions that will be asked (rehearse). Write down answers if it helps to make your presentation more concise. Try to keep your answers to the information the interviewer will want to know.

Interview Tip 3: Dress for Success – Don’t wear shorts or jeans to interview, or any other inappropriate dress.  Always dress professionally. 

Interview Tip 4: Eye Contact - Maintain eye contact with your interviewer. Show you want the position with your interest.

Interview Tip 5: Be positive - Avoid negative comments about past employers.

Interview Tip 6: Listen and adapt - Be sensitive to the style of the interviewer. Pay attention to those details of dress, office furniture, and general decor, which will afford helpful clues to assist you in tailoring your presentation.

Interview Tip 7: Relate - Try to relate your answers to the interviewer and his or her company.  Focus on achievements relevant to the position. 


Interview Tip 8: Encourage – Try to get the interviewer to share information about his or her company.  Demonstrate your interest. 

We appreciate the opportunity to assist you in your employment efforts and wish you success.

Appendix A
Job Search

10 Insider Secrets to a Winning Job Search

By: Tod Bermont

Overview:  A complete, step-by-step guide to getting the job you want— fast!  In this book, Todd Bermont shares with you the secrets he has learned to finding a job in any economy—secrets that he used to get six job offers his senior year of college, to land three job offers in one week during a recession, and to earn numerous job promotions.  Having also been a hiring manager, Todd gives you a rare, behind-the-scenes look into the hiring process.  With this unique perspective from both sides of the interviewing desk, you’ll have an unfair advantage when searching for a job! This book will motivate you, increase your self-confidence, and show you how to sell yourself so companies want to hire you, even when no jobs are available.

The Unwritten rules of the Highly Effective Job Search

By: Orville Pierson

Overview:  To conduct a successful job search, it’s imperative to develop a well-formed strategy aimed at getting the right message to the right decision makers—before they have announced job openings.  The career services company Lee Hecht Harrison has helped over 600,000 people land great jobs using the proven strategies of Orville Pierson.  

This book helps you create a powerful plan using the Pierson Method.  You ’ll learn proven methods to sharpen your focus, taking you step by step through the search process that has helped make LHH the world’s leading career services company.  Put Pierson’s strategies to use and you’ll soon be embarking on a successful job search.  Learn how to:

*Structure a personalized search project and measure your progress.

*Target the companies that best suit your immediate needs and long-term goals.

*Create a “core message” about yourself that decision makers will remember.

*Overcome job hunting obstacles—and get back to work.

A clear focus is essential to success.  Remember, you can find a great job at the best company—as long as you have the right plan!

Get Hired!

By: Donald J. Strankowski

Overview:  Most conventional job search strategies are simply not effective anymore.  To be successful in today’s ultra-competitive job market, one must employ new tools and strategies for gaining notice and getting hired.  Get Hired! will provide you with the necessary advice and strategies to conduct a successful job search campaign, and do so regardless of the strength of the employment market.


Get Hired! is written to help you get maximum results by following a time-proven strategy for job searching success-for today’s business environment.  The principles and techniques discussed in Get Hired! will apply whether you are looking to embark on a complete life-altering career change, or whether you simply want to switch employers.  

Through the Brick Wall

By: Kate Wendleton

Overview:  This book is about taking a pro-active approach to getting the kind of job you want.  If covers: 

*Finding a good job.

*Deciding what you want in a job.

*Knowing the right people. 

*Getting what you want.

*Keeping it going after the interview.

A Story of Success, The 5 Secrets to Finding a Job

By: Barbara L. Siegel with Robert S. Siegel with cassettes

Overview:  Learning how to find a great job in today’s economy can be quick, fun, and educational.  Here’s the first book to put the job search within the framework of a story-guide.  Designed to be as easy and fun to read as The One Minute Manager, the books centers on a fictional character that is unemployed.  She is helped by her friend, a professional salesperson, and a professional career counselor through the trials and tribulations of finding a job.  Based on a sales technique used by top sales professionals in major companies, this innovative and intriguing book takes the reader through each of five job search steps.  At each step the reader produces the necessary information—from skills assessment to a job winning resume—for conducting a successful job search.  The Five Secrets to Finding a Job is one of the most entertaining and informative books on how to succeed in today’s job market.  With this book you’ll quickly discover how to improve your own job search.

Super Job Search

By: Peter K. Studner

Overview:  For the first time, here’s a manual that has helped thousands of men and women learn the secrets behind a successful career change.  Whether you are about to embark on your first job search or are in mid-career or even seeking to re-enter the job market after being away—Super Job Search will guide you through each step of the way to land the best of all possible jobs.  This 7-day program will show you how to:

*Evaluate what you want to do and in what kind of environment.

*Write a winning Performance Resume as well as the 20-second, Functional and Chronological Resumes.

*Organize your accomplishments to easily market your skills.

*Become a great networker, even if you have never done it before!

*Obtain job leads and company information on the internet.

*Create your first consulting business brochure.

Plus much more…

Interview 

201 Best Questions to Ask on Your Interview

By: John Kador

Overview: To really shine in your job interview and get that dream job, the questions you ask must be at least as memorable as the answers you give.  Today it’s the questions you ask that set you apart from the dozens—even hundreds—of qualified candidates competing for your job.  Make your questions demonstrate that you are a superstar, a world-class candidate who will add significant value to the job from Day one.  This book arms you with the questions and techniques you need to nail this most crucial part of the interview process.

Best Answers to the 201 Most Frequently Asked Interview Questions

By: Matthew J. DeLuca

Overview:  The most crucial part of your job search is responding well to the toughest job interview questions…because the best candidate doesn’t necessarily get the job—the best interviewee does!  Career expert Mat t DeLuca reveals the secret agenda behind every kind of question that interviewers ask.  And he prepares you to answer them all:

*Ice breakers

*Thought provokers

*Curve balls

*Stress testers

*And even those illegal questions that shouldn’t be asked ( but that have to be answered somehow)

Take this crash course and you’ll know how to turn negatives into positives…sell yourself with styles…and win the interview game!

Fearless Interviewing

By: Marky Stein

Overview:  Discover these job-winning secrets to take control of your next interview and get the job you want:

*Techniques for being more prepared than the interviewer.

*Strategies for getting a top salary.

*Surefire ways to make a powerful and positive first impression.

*How to turn difficult questions to your advantage.

*Questions to ask before, during, and after each interview.

Monster Careers: Interviewing

By: Jeff Taylor and Doug Hardy

Overview:  Solid resumes are a start, but they’re not enough to get you the job of your dreams.  Interviews are where the connections are made, when you really get to make that all-important first impression.  Drawing on the expertise of the founder of the worlds leading global online job network, Monster Careers: Interviewing gives you all the tools you need to ace virtually any interview situation.  Here you’ll find:

*500 questions that interviewers ask, and the answers that will put you ahead of the pack.

*Invaluable advice on the employer’s perspective and tips on handling a wide variety of interviewing styles.

*Proven techniques for defusing stress and building confidence.

*Tips on using advance research, the Internet, and other preparation tools.

Get the Interview Every Time

By: Brenda Greene

Overview:  Two minutes.  That’s the amount of time you get to impress a Fortune 500 hiring manager.  To make matters more competitive, some big corporations receive up to 500 resumes per day.  No wonder you’re feeling pressure.  This book goes inside the minds of 50 human resources and recruitment professionals—HR managers, directors, and vice presidents—at Fortune 500 companies to tell you directly what these professional want and expect from job applicants.  In ten brief but revealing chapters, the book reports the survey results from companies such as Bank One, Continental Airlines, H.J. Heinz, and Fannie Mae, to name a few.  You’ll find out:

*How company research will determine your job search.

*When to use networking and how to not feel self-serving

*How to brush up on Resume Writing 101, reviewing proper use of white space, and the importance of getting a second set of eyes to proof your resume (with plenty of sample resumes included).

*How to apply job cyber-searching tactics, such as surfing job postings for keywords that score a hit on resume scanners.

Resume 

The Elements of Resume Style

By: Scott Bennett

Overview:  In this book the author offers clear, smart strategies for creating resumes and cover letters that get people jobs.  (He also explains why some of the most popular “tricks”—for example, using a “functional ” instead of “chronological” format to hide employment gaps—backfire more often than they work.)  In addition, this book gives you more than 1400 sample action words, action statements, and position descriptions, plus more than 700 words, phrases and vague claims to avoid.  You’ll also get practical, effective strategies for handling salary and reference requests.  The battle for jobs is tighter than ever.  This book can help you make a first impression that’s clear, powerful, unforgettable—and that blows your competition out of the water.  

The Resume Handbook

By: Arthur D. Rosenberg and David Hizer

Overview:  This all new 4th edition teaches you how to:

*Organize your information in a clean and easy-to-follow layout.

*Post online and garner immediate results.

*Focus on the essentials and omit excess information

*Avoid dull writing.

The Resume.com Guide to Writing Unbeatable Resumes

By: Rose Curtis, CPRW and Warren Simons, CPRW

Overview:  The first step to getting a great job is writing a great resume. The career professionals at Resume.com have years of experience helping job hunters craft unbeatable resumes, and now you can tap into that experience yourself.  The Resume.com Guide includes detailed, real-world sample resumes for almost every profession, along with proven strategies for getting the job.  More than just a resume guide, this comprehensive career resource covers all four steps of the job search process-career planning, resume writing, marketing yourself to employers, and finally, interviewing.  You’ll not only craft the best possible resume for any position, you’ll write winning cover letters and follow-up letters that make employers take notice.  

CD’s

Getting a Job

By: Janet Garber 4 CD’s

Overview:  Getting a Job gives you just the information you need to find the job you want.  You’ll learn how to:

*Write a cover letter that gets noticed

*Create a fantastic resume.

*Networking.

*Handle interviews like a pro.

*Negotiate for a better salary.

*Work for yourself, if you’re the boss you want.

The 250 Job Interview Questions you’ll most likely be asked…

By: Peter Veruki, Nona Pipes, and Ken Kliban 3 CD’s

Overview:  Do you have convincing answers ready for important questions?  Landing a good job is a competitive process and often the final decision is based on your performance at the interview.  By following the advice of prominent career and human resources Peter Veruki, Director of Career Planning at Rice University’s graduate school of business, you’ll know you have the right answers at your job interview!

The Don’t Sweat Guide to Your Job Search

By: Richard Carlson, Ph.D. 3 CD’s

Overview:  In these troubled economic times, looking for a new job, or searching for that very first job opportunity, can be extremely stressful.  There’s more competition out there, and fewer jobs to compete for.  However this time does not have to be as worrisome as it might seem.  The Don’t Sweat Guide to Your Job Search helps you to be more relaxed and peaceful as you hunt for the right occupation, and everyone knows that people are at their best in interviews when they’re calm and relaxed.

DVD’s

Why Should I Hire You?

By: Jist Works

Overview:  How to be more than just a face in the crowd.  This is the most important question for you to answer during the job-search process.  If you can’t give good reasons why someone should hire you, no one will.  This program will help you answer this interview question as well as many others.  It will also help you understand what employers look for in the people they hire.  This knowledge will help you review your background and give examples of how you can do the job.  The importance of interviewing well is covered as well.  The job market is very competitive.  Employers will often hire a person who does well in the interview over another person who has better credentials.  This makes the interview one of the most important times during the job search.  The interview is when questions are answered and decisions are made.  Being prepared for the interview will make a difference in your skills and experience in the best possible way.

The Very Quick Job Search

By: Jist Works

Overview:  This DVD answers the question:  “If you only had 30 minutes to teach someone how to find a job, what would you emphasize?”  The techniques it presents are based on the job-seeking methods developed by Mike Farr as presented in The Very Quick Job search and his other books.  Using a newsy 20/20 style, a narrator ties together interviews with job seekers, employers, and Mike himself into an interesting and informative program.  This is a well-done DVD that maintains interest with good graphics, a fast pace and solid information.  Topics include:

*Workforce trends.

*Limitations of traditional job search methods.

*Getting job leads from people you know.

*Telephone contact techniques.

*The importance of following up.

*How to best use a computer in your job search.

Resume Remedy

By: Jist Works

Overview:  As important as resumes are in today’s working world, there are plenty of people in the dark about what a resume is…what it isn’t…and how to write one that best reflects their capabilities.  Every part of a resume requires careful decisions, from the way a person’s name appears to the type of paper that it is printed on.  Topics Include:

*How a resume differs from a job application.

*How to tailor a resume to suit individual needs.

*How minor details in a resume can make or break a job seeker’s chances. 
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