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Tips on finding a job 
 
The latest figures suggest the number of people 
who are unemployed and looking for work is 
dropping (during January to March 2017 1.54 
million UK adults were unemployed, which is 
152,000 fewer than the previous year). But that 
doesn't make things any easier for those who 
don't have a job. 
 
These days, being unemployed and looking for 
work is often described as the hardest job of all, 
thanks mainly to the fact that competition for 
suitable positions can be tough. If you're 
unemployed, you're probably under a lot of 
financial pressure too - which doesn't help. 
 
The good news is there's lots you can do to 
improve your chances of finding work and to 
make your job search less of a daunting prospect. 
 
Did you know?  
During January to March 2017 the UK 
employment rate was 74.8 per cent, the highest 
since comparable records began in 1971. 
(Source: Office for National Statistics) 
 

Identify the right job 
 
The first step in any successful job search is to 
decide what you have to offer. Ask yourself what 
you're good at and what you enjoy doing. Then 
make a list of the skills you've developed in any 

previous jobs you may have had, including 
specific job-related skills and other 'soft' skills 
(these are transferrable skills such as being able 
to communicate effectively with other people, 
working well in a team, having good time 
management skills, being able to work well under 
pressure and so on). 
 
Once you've identified the skills you could offer a 
potential employer, it should make it easier to 
decide which type of job you should aim for. For 
example, if you don't have good communication 
skills it may be worth avoiding jobs that involve 
dealing with the public all of the time. 
 
On the other hand, if you lack the skills you need 
for a job that you're particularly interested in, try to 
think how you could develop those skills. 
Consider signing up for any relevant courses or 
workshops (search for online courses and training 
via the National Careers Service website or call 
0800 100 900). If you're disabled and 
unemployed, you can apply for residential training 
courses. 
 
You could also try getting some work experience 
by volunteering. For instance, if you need to boost 
your communication skills and gain experience of 
working in retail, you could try volunteering in a 
charity shop while you're waiting to find paid 
employment. 
 
According to the National Careers Service, 
volunteering can be both rewarding and valuable. 

https://nationalcareersservice.direct.gov.uk/advice/courses/Pages/default.aspx
https://www.gov.uk/residential-training
https://www.gov.uk/residential-training
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But make sure the organisation or group you want 
to help does something you feel is important, and 
that the experience will improve your chances of 
getting back into paid work. 
There are several websites where you can find 
volunteering opportunities, including: 

• Do-it 
• Volunteering Matters 
• Alternatively, visit a Volunteer Centre in person 

(find your local centre online). 
 
Meanwhile, try to stay flexible about the type of 
job you want to target. If you've only identified one 
particular type of job that you think you're suitable 
for, consider if there are any other jobs that would 
also be a good match for your skills. Expanding 
your options in this way could mean you'll be 
open to other ideas and opportunities. 
 

Check the job ads 
 
Once you've identified the type of job you want to 
apply for, you can start to keep an eye out for 
jobs at your local Jobcentre. Also keep a close 
eye on any newspapers and trade journals that 
carry relevant job ads. Find out when these 
publications go on sale, and try to get into the 
habit of searching through their jobs pages on a 
daily, weekly or monthly basis. 
 
Reading the relevant trade publications can also 
keep you well informed about a particular market, 
which can also be useful. If you get a job 
interview, you can show that you're 
knowledgeable about that market. Or you may 
read about companies that are expanding - which 
can often mean they are looking to hire new 
employees. 
 

These days, one of the easiest ways to search for 
a new job is to check job search websites. Not 
only can you look for any jobs that are available, 
but many jobs sites also allow you to register with 
them, which can mean potential employers may 
be able to find you. And the beauty of looking for 
jobs online is you can do it any time, not just on 
specific days or during office hours. 
 
There are thousands of jobs websites you could 
search through, some of which are general while 
others are specific to certain industries (for 
instance leisurejobs.com [NEW LINK] 
and barzone.co.uk [NEW LINK] feature jobs in the 
leisure industry). 
 
• To search for a full or part-time job in England, 

Wales, Scotland and abroad, use Universal 
Jobmatch. 

• Or visit JobCentre Online NI for jobs in Northern 
Ireland. 

  

It's also a good idea to use social media sites to 
find and 'follow' potential employers. Many 
companies use websites such as 
LinkedIn, Twitter and Facebook to broadcast the 
latest news about what's happening in their 
industry as well as to recruit new employees. You 
may learn about job vacancies on social media 
sites days or even weeks before they're published 
in newspapers or on jobs websites, so it's well 
worth the effort. 

 
However, if you use social media to find work 
opportunities, try to make sure your online profile 
doesn't do your job prospects more harm than 
good. Embarrassing photos and comments in 
Facebook or Twitter may be seen by potential 

https://do-it.org/
http://volunteeringmatters.org.uk/
https://www.ncvo.org.uk/ncvo-volunteering/find-a-volunteer-centre?view=map
http://www.jobcentreguide.co.uk/jobcentre-plus-guide/28/jobcentre-plus-offices
https://www.leisurejobs.com/
http://www.barzone.co.uk/
https://www.gov.uk/jobsearch
https://www.gov.uk/jobsearch
https://www.jobcentreonline.com/JCOLFront/Home.aspx
http://www.linkedin.com/
http://www.twitter.com/
http://www.facebook.com/
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employers, so check your privacy settings and 
think carefully about what you post or tweet. Try 
to remember to always promote yourself in a 
positive way, and keep things professional. 

 Use recruitment agencies 

Recruitment agencies can be a good source of 
job vacancies and may give you access to jobs 
that aren't advertised anywhere else. Many 
specialise in particular types of work, so it's 
advisable to only target those that recruit people 
with your skills or advertise the type of job you 
want to find. 

 
Where possible, sign up with a number of 
agencies - consider joining local and national 
recruiters to get access to the highest possible 
number of available jobs. And once you've signed 
up, keep in touch with your recruitment agent on 
a weekly basis, as this may help to remind them 
that you're keen to find a job. Look for local 
agencies in the Yellow Pages and similar 
directories, or by visiting the Recruitment and 
Employment Confederation website.  
 
Recruitment agencies also have websites that 
you can search for jobs yourself and - in many 
cases - that allow you to upload your CV. 
However, where possible, experts advise 
arranging an initial meeting and registering your 
details with the agency direct, as a face-to-face 
meeting can help you to explain your situation in 
more detail and start to build a relationship with 
your agent. During this meeting you should give 
your recruiter as much information about yourself 
and the type of job/salary you're interested in. 
 

Approach employers direct 
 

Because of the cost of advertisements and using 
recruitment agencies, many employers don't 
advertise - in fact, studies suggest up to 80 per 
cent of jobs are never advertised. And that's why 
it can be a good idea to contact companies you're 
interested in working for direct. 
 
If you're going to use this tactic, it's important to 
do your research: 
 
• Identify a small number of companies that you're 

interested in working for. 
• Find out the names of the best people in those 

companies to approach. Send them your CV 
with a covering letter, and even if they don't 
have a vacancy at that time, they may keep your 
CV on file for up to six months or longer. 

 
Using social media is another method of 
discovering unadvertised positions, as is going to 
meetings, trade fairs and conferences - or 
anywhere potential employers may be gathered. 
 
And while you may not feel completely 
comfortable asking about available vacancies at 
first, try reminding yourself that most employers 
don't mind, especially if you're the right person for 
the job (as it could save them the cost of 
advertising). 
 
Networking can also help uncover unadvertised 
job vacancies, as many positions are filled by 
word of mouth. Some companies pay bonuses to 
employees who introduce new members of staff, 
so make sure your working friends and relatives 
know you're in the market for a job, as they could 
end up benefitting too. 
 
Once you've spread the word that you're looking 
for a job among people you already know, use 

https://www.rec.uk.com/membership/member-directory
https://www.rec.uk.com/membership/member-directory
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any social or professional situation to increase 
your network and job-finding prospects. Not 
everyone's a natural networker and you may feel 
a little awkward at first. But try to be positive - 
though never pushy. After all, you never know 
when you may meet someone who could become 
a good source of job leads. 
 

Don't give up 
 
The longer you have to look for a job, the easier it 
gets to become negative. So try to stay upbeat by 
sticking to a routine, especially if you're not 
working. Put aside a regular number of hours 
each day to do your job searching (online or 
otherwise), and schedule some time to get some 
exercise, as physical activity can help to prevent 
a low mood. Also try to eat as healthily as 
possible, and get plenty of sleep. 
 
Another effective way of staying positive while 
looking for a job is to try to surround yourself with 
people who inspire you and who have a 
constructive impact on you. Avoid people who are 
negative, and remember that you have a better 
chance of securing a job if you stay cheerful and 
outgoing. If your confidence has taken a blow, 
make a list of your achievements, both 
professional and personal - then read it back 
whenever you feel low. 
 

Useful links 
 
If you are experiencing any of the issues covered 
in this guide, in the first instance call our free 
helpline on 0808 801 0550. Our Advisors will 
listen without judging and will work with you as 
best they can to achieve a positive outcome. If 
you prefer you can 

email: helpline@ltcharity.org.uk  Visit our 
website: www.licensedtradecharity.org.uk  It's full 
of useful information about the kind of issues we 
know people who work in the licensed trade face. 
  

Other sources of information 
 
gov.uk: Finding a job 
gov.uk/browse/working/finding-job 
Further information including access to work, 
benefits and your rights when looking for a job. 
 
National Careers Service 
nationalcareersservice.direct.gov.uk/Pages/Home
.aspx 
Advice on choosing or changing career, including 
personalised help from careers advisers. 
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