University System of Georgia
Reduction in Force Employee Guide
Job Search Assistance

It is critical to begin the job search process immediately after notification.  Employees meet with an Employment Specialist at their institutions Human Resources Office to discuss employment options and qualifications.  The Employment Specialist assists the employee with application completion, resume development, interviewing techniques and practice, job search techniques, and networking. 
While the Employment Specialist will provide assistance as defined above, it will not be the responsibility of the institution to find the employee employment within or outside the institution. 
Employee Job Search Steps

1. Identify the type of job desired. 

2. Prepare a well organized and attractive resume. 

3. Gather contact information for professional references. 

4. Identify potential employers within state government and in the private sector. 

5. Contact family, friends, co-workers, and neighbors for possible job leads. 

6. Connect with professional organizations and acquaintances. 

7. Prepare for interviews. 

8. Communicate often with the Employment Specialist. 

Job Search Resources

University System of Georgia website for all University System locations:  http://www.usg.edu/hr/jobs/employment_links/
State of Georgia Listings - http://www.dol.state.ga.us/  

The Georgia Department of Labor offers an online job vacancy listing available through a link on their site.  They also offer placement and other employment services. 

Department of Labor Resource Page - http://www.dol.state.ga.us/js/landing_js.htm 

This page provides important information including retraining options, jobs in Georgia and more.

Chambers of Commerce - http://www.gachamber.com/
Local Chambers of Commerce provide directories of businesses within an area.  Copies of these directories are also located in local libraries.

University and County Libraries

Books on job hunting, interviewing and resume writing and information on local employers can be found in most libraries.

Campus Career Services – Contact your campus career office for assistance with reviewing job applications, resumes and cover letters and possibly conducting a mock interview with you prior to the real job interview. 

 GOOGLE SEARCH - Find excellent tools and online articles to help build your cover letters and/or resumes. Search cover letters and resumes. 

Other Online Resources: 

	Academic Employment Network  
	http://www.academploy.com/

	America ’s Career Infonet
	http://www.acinet.org/acinet/

	America ’s Job Bank
	http://www.americasjobbank.com/

	Applicant Clearing House
	http://asg.citp.uga.edu/ach/

	CareerBuilder.com
	http://www.careerbuilder.com

	CareerMag.com
	http://www.careermag.com/

	Chronicle of Higher Education Career Network  
	http://www.chronicle.com/jobs/

	CLICKonCAREERS.com
	http://clickoncareers.com/

	Dice.com
	http://www.dice.com

	Employer Assistance Referral Network (EARN)
	http://www.earnworks.com/

	EmploymentGuide.com
	http://www.employmentguide.com/

	HigherEdJobs.com
	http://www.higheredjobs.com/

	HotJobs.com
	http://hotjobs.yahoo.com/

	Job Interview.net
	http://www.job-interview.net/questionstoask.htm

	Jobsinthemoney
	http://www.jobsinthemoney.com/

	Monster
	http://www.monster.com/

	Net-Temps.com (regular, temp & contract work)
	http://www.net-temps.com/

	NationJob.com
	http://www.nationjob.com/

	Nowhiring.com
	http://www.nowhiring.com/candidate/candquicksearch.html

	One Center.org
	http://www.online.onecenter.org/

	Right Management (management skills)
	http://www.right.com/

	Rx Career Center.com
	http://www.rxcareercenter.com

	Science Jobs
	http://www.sciencejobs.com/

	True Careers
	http://truecareers.com/


Diversity Sites

	Historical Black Colleges & Universities Career Center
	http://jobs.hbcuconnect.com 

	LatPro (Hispanic & Bilingual Professionals)
	http://www.latpro.com/ 

	Los Saludos (Hispanic Employment site)
	http://www.saludos.com/sql/job-search.htm

	Hispanic Outlook Magazine
	http://www.hispanicoutlook.com/

	Diversity.com
	http://www.diversity.com/

	DiversityInc.com
	http://www.diversityinc.com/

	The Diversity Network
	http://www.thediversitynetwork.com/ 


On Line Collections of Sites

	Academic360.com
	http://academic360.com/

	Job-Hunt.org
	http://www.job-hunt.org/employers.shtml

	Newspaper Links
	http://www.newspaperlinks.com/home.cfm

	The Riley Guide, List of Job Posting Sites
	http://www.rileyguide.com/jobs.html


Books and Resources

	How To Survive A Layoff – A Week by Week Guide to Getting Your Life Back Together 

	http://www.amazon.com/Surviving-Layoff-Week-Week-Together/dp/1605500968/ref=pd_bxgy_b_img_a 

	Knock Em Dead Cover Letters
	http://www.amazon.com/Knock-Dead-Cover-Letters-Information/dp/1598696734/ref=pd_rhf_shvl_5 

	Knock Em Dead Resumes
	http://www.amazon.com/Knock-Dead-Resumes-Information-Techniques/dp/1598696742/ref=pd_bxgy_b_img_b 


BENEFIT INFORMATION 

Your Human Resources staff is available to assist you with benefit questions related to TRS and ORP.  Please see the following sites for further information:

· Teachers Retirement System of Georgia – www.trsga.com 

· TRS Member’s Guide - http://www.trsga.com/media/7609/membersguide.pdf 

· PPO Health plan, Cobra Info, Page 71 - http://www.usg.edu/hr/benefits_docs/ppo_book.pdf
· COBRA - http://www.usg.edu/hr/benefits/health_insurance/
· COBRA Rates – Active Premium Rates (plus 2% administrative fee) http://www.usg.edu/hr/benefits_docs/BOR_2010_Rate_Sheet.pdf
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