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Career Training Can Put You on the Road to Success

There are many ways that one
can train for a career, from enrolling
in college to on-the-job training.
How an individual prepares for his
or her career depends greatly on
that persones schedule
and lifestyle. Here
are some options to
consider, courtesy of
CareerPlanningHelp.
com.

Distance education

Do you want to further your
education and train for your career
but nd it impossible to escape
from your part-time or full-time job
because of nancial obligations?

Distance education programs --
college courses o ered through
the Internet -- allow students to
study at their own pace to earn
a diploma or degree. Distance
education requires persistence,
patience and a desire to learn as
you work at your own pace, and
you must be able to motivate
yourself through the entire
program.

On-the-job training

More and more com-
panies are o ering on-

the-job training, thereby
ensuring that employees

are trained within company poli-
cies and perform optimally to the
standards of the company. There
are many bene ts to on-the-job
training for both the employee
and employer, especially the abil-
ity to learn and/or teach the exact
skills which are required at the
company.

Job-sponsored training

Many companies are offering
job-sponsored training, which
involves employees attending
classes or programs to further
their education on the time and
the dime of the company. Tak-
ing advantage of these training

courses and programs could save

employees thousands of educa-
tional dollars and lead to career
advancement. Most companies
that offer job-sponsored training

the company for a specific perio
of time after the training has bee
completed to ensure that the
company makes the most from
their investment.

Post-secondary school

There are many types of post
secondary schools, from college
and universities to programs
offered through technical school:
which are more job specific. The
programs are often held in the
classroom and require regular
attendance on a full-time or part
time schedule. Post-secondary
programs can be lengthy but the
also allow an individual to find a
career with higher earning poten
tial and greater responsibility.

For more information on the
bene ts of career training, please

require the individual to remain at visit www.careerplanninghelp.con



Congratulations! Youeve
landed your first real job
after school, no small feat
in the current economy.
Now ites time to apply
what youeve learned in
the classroom and put it
to good use in the work-
ing world.

But this is the big
leagues now. Every day,
your skills will be put to
the test, and supervisors
and other employees will
rely on you. Donet let that
scare you, though. Follow
these lessons and youell
have an easy time climb-
ing the corporate ladder.

Lesson #1:Prepare to
pay your dues. Yes, that
means you may have to
go on the occasional cof-
fee run, send out a mass
mailing or file till your
fingers bleed. Donet wor-
ry -- everyone has to do
it. Seize menial tasks as
an opportunity to learn
what goes on behind the
scenes or bond with an-
other snewbie.Z

son #2:Listen and

y does its job. Figure
ut the chain of com-
mand and what it takes
to get things done.

Lesson #3:Dress for the
job you want, not for the
job you have. In college,
you can roll out of bed
and head to class in your
pajamas, but that isnet
quite the best wardrobe
strategy in the work-
place. Not sure what to
wear? Stick with conser-
vative and classic pieces
in solid colors. You can
also use your boss as a
model of how you should
dress.

Lesson #4Avoid office
politics. Ites guaranteed
that the office gossip
will tell you whoes dating
whom, or you might hear
a few choice words about
your boss -- even on your
first day. Sure, ites fine to
store such information in
the back of your head so
you can learn about co-
workerse personalities, of-
fice dynamics, and whoes
in a bad mood, but donet
say anything that can be
added to the rumor mill.

rb. See how the com-

Ites a surefire path to ruin-
Ing your reputation.

Lesson #5Watch what
you say and do. That
means you should mind
your manners. Leave in-
appropriate stories and
jokes for your social life.
Donet use company e-
mail to forward jokes or
chain letters to friends;
do that on your own time,
using your own personal
e-mail account.

Lesson #6/Ask ques-
tions. Youere new in your
position. so donet be
afraid to ask questions. It
will help you understand
the company, the hierar-
chy, and what it takes to
make the company run.

Lesson #7Find a men-
tor. Maybe ites someone
who has been there years
or someone who has the
job you want. Find a per-
son who can show you
the ropes or tell you how
they got started in the
business. Some compa-
nies even offer formal
mentoring programs that
involve mentor lunches,
meetings and more.

Lesson #8Volunteer
for something thates not
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ays to Succeed at
ur First Job

in your job description.
Maybe you are an admin-
istrative assistant at a
newspaper and the re-
search department needs
help fact-checking a sto-
ry. Or perhaps the legal
department at your com-
pany needs extra hands.
By volunteering for work
beyond the scope of your
position, you are show-
ing that you are willing

to take on anything. But
just make sure you donet
get so swamped that you
canet finish your own as-
signed tasks first.

Lesson #9Do what
you are told. If your su-
perior asks you to do
something, do it -- with
a smile. Sounds simple,
right? «Youed be amazed
at how many others at
my entry level would roll
their eyes at doing me-
nial tasks or complain
about things like getting
coffee or filing,Z says Me-
lissa Walker, 28, of Brook
lyn, New York, about her
first job as an editorial
assistant at a now-de-
funct magazine. *Hey, if
you canet even do those
things well (and with a
smile), how will you han-
dle more responsibility?Z
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EDUCATION

VS.

With college tuition costs climb- new workers to earn an associatess degree
ing at a record pace, many high school before applying for a position. These two-
students must decide whether to invest year degree programs provide job seek-

in a college degree or dive right into

an entry-level job. Whether driven by
economics or personal preference, this
decision can have a major impact on

ers with critical skills in areas like nursing,
technology or business.

Some jobs that require more inter-
action with customers and clients will

the course of your professional career asrequire a bachelorss degree. Many hiring

well as your personal life.
Bene ts of a College Degree

Throughout most of the 20th cen-
tury, a high school diploma was usually
enough to assure American employ-
ers that job applicants could handle
most basic tasks. In fact, many large
companies operated their own internal
training and development programs
for recent high school graduates. As a
result, many Americans enjoyed long,
successful careers, usually working for
the same companies their entire lives.

Recent changes in the global job
market have put an end to those tradi-
tions. Very few people experience the
stability of working for only one or two
employers throughout their careers. In
fact, most workers entering their rst
job today will change career paths at
least seven times before they reach
retirement age!

With workers jumping ship more
frequently, few companies can a ord
to invest heavily in employee develop-
ment. Therefore, more employers rely
on job seekers to develop their own
skills in advance of joining a company.
As a result, the demand for workers
with college degrees has skyrocketed
over the past few decades.

o cers like to recruit recent graduates

of bachelor degree programs since they

possess the speci ¢ skills to perform de-
tailed tasks and the broad cultural knowl-
edge to relate to clients and colleagues.

Advantages of Gaining Work Experience

Of course, not everyone can af-
ford to invest in a full-time, traditional
degree program right after high school.
Lacking a college degree does not have
to restrict your career choices. Many
professionals start their careers in retail
sales, customer service or other posi-
tions that o er on-the-job training.

Although a college degree pro-
gram builds critical skills, few colleges
and universities can fully prepare
students for real world challenges.
Despite the substantial pressure to
make good grades and to complete
assignments on time, few college
experiences can match the demands
of a regular, full-time job.

In some cases, students who donst
do well in high school can nd real
satisfaction in the work force. Without
the tedium of the classroom, these
individuals can nd the environments
that inspire them to succeed on their
own terms. Despite the prevalence
of MBA graduates in the work force,
many successful entrepreneurs and

Getting the Career Training You Nebkdsiness leaders have achieved

As you pursue more speci ¢ career
opportunities, the requirements for entry-
level positions become more complex.
Many trade and technical elds require

success with little more than a high
school diploma.

For more helpful career and edu-
cation information, please visit www.
worldwidelearn.com.
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Discover The Right Way to LEAVE A JOB

While the current economy has

instilled a greater sense of appreciation

in those who have managed to keep
their jobs this year, there are still some
workers out there who are choosing to

leave thir positions. Whether you resign

or are let go, leaving a job can be an

emotional experience. You may be bitter much notice as possible. (The standard property will not only damage your
about leaving, or maybe you are thrilled. is two weeks.) Your boss or human
Regardless of your emotional state, it's resources department may ask you to  possible lawsuit or land yourself in jail.

important to leave with dignity and

participate in an exit interview, where

grace. You donet want to make enemies you verbally express your reasons for
on your way out the door or risk tarnish- leaving. Be honest and forthright. The
information you o er could be used in a € Read the employee handbook and
long to build. Here are some guidelines bene cial way to the company.

ing the reputation yousve worked so

for leaving with your best foot forward.
When giving notice, put it in a letter
with a simple explana-
tion. State why
you are leav-
ing and when
your last day
of work will
be, giving
as

Donet leak the information that
youere leaving to colleagues before

youeve noti ed your boss -- as much as
you may be itching to do so. It is in poor

taste, and could be detrimental should

the news spread. Also, donst bad-mouth

reputation, and you could wind up in a

There are also a few chores that yc

should do before giving your notice:

out what bene ts you are entitled to
when exiting. You might be able to
get paid for any unused vacation day
or be eligible for continued medical
insurance coverage until your new
insurance plan begins.

the company, even though yousre leav- € Discretely sclean houseZ before yo

ing. What you say now can hurt your ca-

reer down the road. It could haunt you

in other business ventures or hurt your

chances of ever being employed by
that company again. Plus, if you ever

give notice. Take home any person
property and delete any personal
e-mails or other les from your
computer.

want your boss or colleagues to serve € Gather important information. Com-

as references for you in the future, they
will likely be less than willing to do you

that favor.

As tempted as you may be to sabo-

tage o ce property, donet. Deleting

company les or vandalizing company

pile a portfolio of your work. Get
contact information for colleagues,
clients, bosses, etc. This way, if you
escorted out the door immediately
upon giving notice, you wonst be witt
out any important information.
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Over the last decade, perhaps nothiegnployment Web site CareerBuilder founghterial is inappropriate and should not a hit in March when a video purpqrt-
has revolutionized the way people interaittat nearly one in four hiring managers be broadcast to the world. In general, edly showing her using cocaine
with one another more than the Internet(22 percent) are checking MySpace andhe grandmother rule is a great way to  rumored to be in existence. WhetHer
Hundreds of millions of people log on  Facebook to help determine if prospec- gauge whether or not information shouldbr not she was in the video, the rumor
to the Internet each day, and most of  tive employees are up to snu . The hirindgpe shared online. If itss something your illustrates the importance of avoidihg
those people arenet there to work, but tomanagers admitted scanning the pagesgrandmother would not approve of, its cameras even in more relaxed atmo-
network, mainly with friends and family. for signs of excessive drinking, drug usesomething prospective employers wouldspheres. One can never know when
While e-mail is as popular as ever, morevdmether or not applicants have spoken ilikely frown on as well. If Grandma woulghhotos or videos will come back to

more families and friends are using sociaf past employers or coworkers, and a hgise the go-ahead, then go for it. haunt him or her. Ask friends and fam-
networking sites such as Facebook and of other behaviors that would raise red ily members to limit photo postings lof
MySpace to keep in touch. But fans of sbeig. While 22 percent might not seem too € Use it to promote yourself. As you on their pages.

networking sites could pay a price. prevalent, consider that the “gure from adamaging as social networking sites can be

While these sites continue to grow inyear earlier was just 11 percent, indicating a personss image, they can be equally as€ Keep your opinions to
popularity, many job seekers are “ndingthat prospective employers are increasiriggpe“cial if used correctly. Instead of pogburself. Many Facebook or MySpgce
out theress a downside to uploading youtooking to social networking sites as a wigg pictures of yourself from the weekendsers feel prospective employers have
life for all the world to see. In fact, job  to judge applicantse character. beer bash, instead post images of you no right to use their personal pages{to
seekers arent the only ones paying a price.While social networking sites can bedoing positive things. If yousve done chagifyuge their worthiness as a prospegtive
In March of 2009, Dan Leone, a longtimeletrimental, they can also be bene“cial twork, post images of you participating inemployee. While it might be an inva
employee and lifelong fan of the Nationadpplicants. In essence, users will deternsneh activities. sion of privacy, its one thates growing
Football Leaguess Philadelphia Eagles, Was valuable or damaging a social net- increasingly common. Even if you mian-
“red over a Facebook posting in which working site can be, and there are certain € Donet mug for the camerasEven age to keep images of yourself o these

he criticized the team for not re-signing guidelines to follow to get the most out of yousre not posting images of yourself sites, your opinions, as Leone learngd,
popular player. Despite his long history afuch sites. online, images of you can pop up on othean be equally as damning. While Le
employment with the team, Leoness post peopless sites. Perhaps no one has learmes simply stating an opinion many
was enough to get him “red. € Employ the grandmother rule.  this lesson harder in recent months thanhis fellow fans agreed with, that didn

While the Eaglese decision to “re a No one is on their best behavior 24/7. Ctite daughter of Vice President Joe Bidemake it right, at least from his bosse
longstanding employee and fan might  lege students, in particular, many of whaimilar to the scandal surrounding recordpective. Regardless of how strongly you
seem harsh, the Eagles certainly arenst grew up with MySpace and Facebook asetting Olympian Michael Phelps (who Idsél about politics, religion or any othgr
alone in scanning social networking sitepat of their lives, are more inclined to  lucrative sponsorships after photos of hitopics that might invite controversy, kgep
check up on current or prospective emplglyare anything and everything about thesmoking marijuana were posted online ithese opinions to yourself, or at least
ees. In a 2008 survey of hiring managerkyes on these sites. Unfortunately, certalate 2008), Ashley Bidenes public image theknternet.
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TOB Jobs for More7 job Search Tips in a Slow E
Ower and MoneMnews of job layoffs and eco-a long list of skills and past suc-

If yousve been in a job nomi_c woe may Iead_one to _think cesses were the key to landing th
that it will be impossible to find a next dream job. However, today
job in this market. The fact of the employers are more interested in
matter is, you can still find a great what results you can bring -- mos
job in a poor economy -- you just notably, how cost-effective you
may have to change your strategy will be as a new hire. Donet be
a bit to do so. caught up listing all of the minu-
tiae of your skills. List the ways
2 _ : _ youell bring results and give solid
RestlessZ and their median salaries. blanket e-mailing your resume or examples of how youeve done it ir
applying for any and all jobs you the past.
€ Product/Brand Manger -Manages, develops, and find, now is the time to really sit
implements product marketing activities to maxi- down and research the possibili- 5. Donet forget personal touches:
mize sales of an assigned product line. $90,100 tjes that have the best chances  There are many people out there
for coming to fruition. You also looking for jobs. According to the
€ Staff Nurse (RN) Evaluates, plans, implements, want to explore the jobs youell be Bureau of Labor Statistics, the
and documents nursing care for an assigned pa- most interested in. Make a list of number of unemployed increased
tient population. Assists physician during examinaeompanies and inquire about jobs by 2.2 million between Septem-

for a while and are
looking for more
responsibility and a
bigger salary, it might be
time for a change. Here are
some careers from Money Magazine
and Salary.comes «Top 20 Jobs for the Young and ;1 Target your search: Instead of

tions and procedures. $59,800 -- even if the company currently  ber 2007 and September 2008.
does not have any openings. Rather than submitting carbon-
€ Property Manager- Maintains a group of com- copy resumes and cover letters, b
mercial, industrial or residential properties. 2. Whates in it for them: When jobs sure you personalize each to the
$81,400 are plentiful, you may be able to  skills and qualities the company is

pick and choose among companieslooking for. Make sure you follow

€ Public Accountant- Does everything from audit- based on what advantag_es they  up any interviews with a prompt
ing financial statements to advising companies onMay o er you. However, in an eco- thank-you note or e-mail.

tax strategies and other business costs. $50,100 nomic ORI, yo Snellel it :
in lines of what you can o er a 6. Money talks: As previously

company. Explain how you can be mentioned, most companies are
an asset and what results you can looking to save money and be
ring. Theyell want to know how  cost-effective in their hiring pro-
ou can help their bottom line. cess. A job applicant who is flexibl
) ] ) in his or her salary or benefit re-
€ Engineer I- Responsible for design, development,3 405 on growth or recession- quirements, and can also illustrate
implementation, and analysis of technical product$, qof industries: A quick search  ways that he or she will be able
and systems. $53,600 on the Internet can yield informa- to further save a company money
tion on what industries are most could be hired above others.
€ Meeting/Event Planner - Responsible for all as- |ikely to weather the economic
pects of planning a meeting or special event for astorm, and which might struggle. 7. Stay positive and flexible:
organization. $52,600 You may want to concentrate your Even if the job market seems dou
search among the former, as theseremember there are still plenty
€ Financial Adviser- Advises individual customers companies may be doing livelier of jobs out there. If something
on activities regarding financial plans. $66,800 business or be more inclined to  doesnet come your way immedi-

€ Information Technology Generalist - The gate-
way for more technical IT jobs. Handles routine
maintenance and trouble shooting of PCs. $47,80

hire while other industries are ately, keep looking. Options such
€ Marketing Specialist- Develops sales presenta- faltering. as freelancing or doing temporary
tions and provides reports based on information work could keep you busy and

collected such as marketing trends, Competition’ 4. Results, not skills, may sell:It open up new networking contacts
new products, and pricing. $52,400 used to be common thinking that as you continue your job search.
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Is Part-Time the Way to Go?

Today almost half (42%) of
all households are two-income
households. Conventional eco-
nomic theory and perhaps com-

family more resilient in the face of
unemployment or unforeseen -
nancial setbacks than a traditional
family with only one wage-earner.
Therees also the idea that two
incomes enable a family to save
more and have more breathing
room with regard to bills.

However, there is an entirely dif-to create a better work-family bal-

ferent school of thinking that says
the increase in the number of two-
income households with both par-
ties working full time is reaction-

ary. Itss because families choose part-time rather than two full-time
not to make it on one salary alone.

Or, rather because wesve be-
come a society of big wants,
weeve pushed the tides

in the favor of the two-income
household. Larger homes, newer
cars, child care, and the *keeping

PART TIME WORK PROS

1. More time for family: Fewer

up with the JonesesZ mind-set are days spent working and shorter
mon sense would say that having acontributors to this employment
second wage-earner will make the culture.

For families looking to explore
all sides of the employment co-
nundrum, working part-time can

be factored into the decision-mak-
ing process, particularly for those
who are concerned about living

hours free up more time for home

life. That can help reduce stress and
lessen feelings of guilt over working

rather than sharing time with the
kids or spouse.

2. Tax bene ts: Part-time workers

will not make as much as full-time

on one salary alone. This opens upcounterparts. While that means

more doors for individuals trying

ance.
Families with young children

could be those who bene t the

most from having one adult work

less of a salary, there will also be

fewer taxes taken out of the check.
Also, smaller earnings may drop a
household into a lower tax bracket.

Consider talking with an accountant
to see how much you would save if

you took a pay cut with a part-time

workers. Letes explore the pluses position.

and minuses to the part-
time equation.

PART TIME WORK CONS

1. Less money: The rst down si
to working part time is that youell
earn less money. This will involve
taking a look at expenses and mak
ing cuts. It may also prevent you
from buying bigger and better,Z if
that is a priority to you.

2. Passed up at work: Because
your part-time status, you may be
passed up for high-pro le assign-
ments or others may give work to
those who are around full-time. Ott
ers may view you as on the smomn
or daddy trackZ rather than looking
for advancement.

3. Loss of bene ts: Some com-
panies do not o er health bene ts
or 401(k) participation for part-time

3. Save money on certain expens-workers. Therefore, youell have to <

es: Working part-time could enable

if the family can be put on a spous:

you to cut back on child care expens- plan.

es. Today child care costs many fami-
lies several thousand dollars per year.

4. Full-time work, part-time pay:

Many full-time salaries go strictly to can be possible that work responsi
transportation costs, clothing, food, bilities slowly increase even thougt
and child care. Eliminating some of you are on part-time status. There-

those expenses could bene t the
family.

fore, you may end up doing more c
putting in a couple of more hours
without being reimbursed as a full-

4. Stress reduction: Do you fret time worker.

over taking a day o when your
child is sick? What about if you

5. Child care: It may be more

have an after-school appointment? di cult securing child care on a

A exible part-time schedule can

part-time basis. Some centers or

enable you to work around events schools have a minimum amount

that may foil a full-time schedule.

of days or time for students.
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TIPS FOR RE-TOOLING A RESUME

Whether a recent graduate or a
professional with extensive work

experience, the job market gures
to be especially competitive in the

coming months, highlighting the
importance of making a resume
the best it can possibly be.

For many people, 2009 will not
be a year thates fondly recalled in

their golden years. By mid-year,
the nationes unemployment rate
had exceeded 9 percent, with

hundreds of thousands of people

nding themselves out of work.

As di cult as the year has been
thus far, nancial forecasters have

begun to report encouraging

signs that the economy has start-

ed to rebound. For the scores of

people out of work, thates encour-

aging news and an indicator that
ites time to revisit their resume.
While the economy might be
rebounding, ites important for
job seekers to understand the
competition for job openings will

perhaps be more erce than ever,

as never before has there been

Utilize keywords. Nowadays, re-enter a given eld, listing re-  Because the job market gures
technology plays a role in nearly sponsibilities may not be enough, to be extremely competitive over
everything. Human resources has as the hiring manager will already the next several months, ites im-
proven to be no exception to this know whates expected of a given portant to make sure there are n
trend. Oftentimes, resumes are  position and what responsibilities careless errors on a resume.
ranked electronically using cer-  are standard. Listing accomplish-
tain key words from the initial job ments in addition to responsibili- Do some homework. One
posting. Job seekers can recog- ties is a good rule of thumb when thing many unemployed people
nize such words more easily with attempting to make a resume have a lot of these days is time. T
each want ad they read. Upon stand out. time can be advantageous. Take
identi cation of these words, job free time to search the Internet ar
seekers should make sure to in- examine the resumes of others in
clude them in their resume, pref- spell checking a resume seems the same eld. Jok
erably at the top. Placing them like a no-brainer, many hiring seekers should
near the top of a resume is impor- managers have a host of sto- review how oth-
tant since many human resources ries about poor spelling ers are touting
professionals spend less on resumes. their accomplish
than half a minute on ments and work
average overlooking histories, and
each resume they come tailor their re-
across. The closer those sume to stanc
keywords are to tlee above those
top, the more likely it is theyeve seel
the hiring manager will online.
spend more time perus-
ing a given resume.

Be sure to spell checkWhile

List accomplish-
ments, not just respon-

so many people out of work. That sibilities. A good resume

only highlights the importance of

will list accomplishments as

a strong resume. Those looking to well as responsibilities. Ac-
take advantage of the economyes complishments can include

possible rebound and re-enter
the work force should consider
the following tips for making a

resume stand out above the rest.

past awards, be it through
professional organizations or
the company itself, and promo-
tions. For candidates hoping to
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