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1. Seeking employment

The workplace has changed for people and organisations in the last few years, we’ve
seen a global pandemic, economic downturns, cost of living pressures, adaptation to
hybrid working, the great resignation and a recruitment crisis. It has taken a toll on
employees, and now — more than ever - they need mental health support in the
workplace.

This booklet is full of useful information that you can try applying to your job search to
ensure that you gain call-backs and interviews. Some of the information in this booklet
may not apply to you but you will find some of the information may open your mind to
working possibilities that you may not have thought of.

Having a healthy work-life balance supports your mental health so it’s important that
you understand the available working opportunities. The market is saturated in talent
but hopefully by applying these simple steps to your approach you will stand out and
find success with your job hunt.

Focus on Wellness

Hiring managers can smell stress. And while they might have empathy, they
won’t perceive you as the calm and positive team member they are seeking.

But you’re job searching, so naturally, you'll feel stressed.

The thing is, you’ll need to practice keeping your calm. Start by taking a healthy
approach to your job search. This means you should take breaks, both throughout
the day and throughout the week. Continue to prioritize your mental and physical
health and well-being by stepping away from the computer and getting outside.

Then, when you do meet an employer, you’ll be able to present yourself with a
calm and positive confidence that will make them eager to learn more about you.



2. Creating agood CV

When writing a good CV, you need to make sure it follows a logical structure.

If you don’t present the required information in a way that is easy to digest then
recruiters will find it difficult to read and may decide to skip past your CV and
look at someone else’s.

The best CV layout includes the following sections:

e Name and Contact Details - include your number, email, and general
location

e Personal Profile - a brief summary of your experiences, skills, and
qualifications

» Work Experience — a summary of your job history and roles, past and
present

e Education - GCSEs, A-levels, degrees, and any other notable
qualifications

e Hobbies - an optional section to add if you feel it is suitable for the
role

Every good CV will contain these sections because employers need to know
about them. In this order, a reader progresses down the page from the most
important to least important information. Remember that it is not necessary to
add a hobbies section but this may be chance for you to show some of your
personality to the employer.

By following this structure, you’ll ensure an employer can quickly gauge you as an
employee, helping them realise why you’re a good fit for the role.

Things to Avoid:

e Cramped writing — keep your font to a readable size

e Elaborate fonts - select a font that is clear and legible

e Images - pictures and photos detract from the CV’s content,
waste space, and are best left out

If your CV is formatted in a professional manner, an employer will quickly be able
to scan through your writing and assess if you’re a good fit for the role. As they
read more about who you are and your past experiences, they’re more likely to
offer you an interview.


https://standout-cv.com/pages/best-font-for-cv
https://standout-cv.com/should-you-put-a-photo-on-your-cv

Proving your suitability

Personalising your CV to fit the role you’re applying for is one of the most
important parts of creating a winning CV.

Every job description has a list of requirements that the perfect candidate would
have. Think of this as the employers wish list. These could range from
experiences or particular skills an employer hopes to see. Carefully reading these
lists, and adding your matching skills to the CV is a great way of proving that
you’re the right candidate for the job.

Search for key skills they weave into their key requirements or responsibilities.

We have attached a CV template for you to easily edit and input your own
information. Click here to get started.

Worried about gaps on your CV? This one trick may help

With more and more people taking an intentional leave of absence in their
careers you would think that companies would understand that taking a break
can be a good thing. Or necessary in the case of caregiving for a child or a
relative. Having a gap in-between your employment dates doesn’t have a
negative impact on your ability to work or get up to speed in a new role. So why
is it a problem why do hiring manager dislike it? Research has shown that hiring
managers discriminate against job candidates who have gaps in their CV.

Those of us that are out of the labour force can sometimes take longer to return
or are hired at lower levels, and lose out on higher wages and career growth in
the long-term so if you are having no look with your job hunt then maybe you are
making this one small mistake on your CV.

How do we fix it?

In a new study, researchers found CV’s that listed years at an company, rather
than the full dates of employment at the company, were more likely to get a call
back for a job or an interview.

For example, instead of saying you worked with a company from November 2018
to November 2022, you would simply list your length of employment as 4 years.
(2018-2022)

Listing years rather than specific dates increased the chances of a call-back or
interview by 15% compared with a CV’s with an employment gap, and even by
8% compared with a CV without a gap.

Researchers were also focused on seeing the impact for working mothers and
tested CV’s with no career break, CV’s with an unexplained career break, and
CV’s with a break and brief explanation that they left their job to care for


https://standout-cv.com/job-descriptions
https://standout-cv.com/pages/key-skills-for-cv
https://cemind.org/wp-content/uploads/2023/01/CV-template-download.odt
https://www.shrm.org/resourcesandtools/hr-topics/behavioral-competencies/global-and-cultural-effectiveness/pages/employment-gaps-the-struggle-of-re-entering-the-workforce.aspx
https://www.nature.com/articles/s41562-022-01485-6

children. In each case, though, resumes with just length of experience listed
received more invites than those with dates, with or without a gap.

The conventional wisdom has long been that companies won’t want to hire you if
your resume shows that you have a gap of a few months or years between jobs,
so candidates often try to fill in the dates with extracurricular activities.

But as work norms change, so does the CV. A survey found that 47% of UK Gen
Z’s had taken a career gap of six months or more compared with 33% of all UK
workers. In two years, Gen Z’s will make up for 25% of the workforce in the UK
so there will be more changes on the way and when we look back over the last
three years, it is more uncommon to not have a gap on your resume. Which
should hopefully help to put some Job Seeker anxiety at ease.

3. Using LinkedIn to help you find the
best opportunities

Professionals invest a lot of time and resources into building their brands on
LinkedIn. But how often do we apply those same skills to building our own
personal brand?

When job seeking if you think of yourself as your own personal brand then you
can start to think and plan out how you are going to stand out from all the other
people that are applying to the same job role as you.

Most of us have a LinkedIn account with very limited information on it because
we either set it up years ago and forgot about it because we’re too busy, and
because it can sometimes feel a little selfish to invest time in marketing
ourselves. However, when we neglect LinkedIn, we don’t just sell ourselves short
- we also miss big opportunities, from a job-hunting perspective.

The impact of employees who share content and job openings is huge. And the
most effective employee sharers are those who’ve built their personal brand on
LinkedIn. LinkedIn allows you to connect with potential employers and the hiring
managers within each listed company. LinkedIn helps you to feel productive
because you are networking professionally and that gives you the pleasure of
using social media without the guilt of doing it on Facebook, Instagram or
Twitter. Your LinkedIn profile page is the foundation for your personal branding.
LinkedIn reqgularly adds features to increase its capabilities as a personal
marketing platform to give you new ways to signal your skills and motivations to
prospective employers. If you haven’t checked your profile page recently, then
here are 13 tips to get you started.


https://www.linkedin.com/feed/hashtag/?keywords=jobseeker&highlightedUpdateUrns=urn%3Ali%3Aactivity%3A7016432932990980096

Use LinkedIn to Find out which companies
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1. Choose the right profile picture for LinkedIn.

~ Your profile picture is your calling card on LinkedIn - it’s how people are
introduced to you. There are some great posts explaining how to pick the right
profile picture on LinkedIn — but here are some quick tips to start with: make
sure the picture is recent and looks like you, make up your face takes up around
60% of it (long-distance shots don’t stand out), wear what you would like to
wear to work, and smile with your eyes!

2. Add a cover photo.

Your cover photo is the second visual element at the top of your profile page. It
grabs people’s attention, sets the context and shows a little more about what
matters to you. More than anything, the right background photo helps your page
stand out, engage attention and stay memorable. If you are a talented artist
then this is a chance to show off your work.

3. Make your headline more than just a job title.

There’s no rule that says the description at the top of your profile page has to be
just a job title. Use the headline field to say a bit more about how you see your
role, why you do what you do, and what makes you tick. If you search for people
that have similar skills then take a quick look at their profile page headli e‘a:s‘l': o
inspiration. . aud



https://business.linkedin.com/talent-solutions/blog/2014/12/5-tips-for-picking-the-right-linkedin-profile-picture?trk=lms-blog-librand&src=bl-po
https://business.linkedin.com/talent-solutions/blog/2014/12/5-tips-for-picking-the-right-linkedin-profile-picture?trk=lms-blog-librand&src=bl-po

4. Turn your summary into your story.

The first thing to say about your LinkedIn summary is — make sure you have one!
It’s amazing how many people still leave this field blank when creating their
LinkedIn profile. Your summary is your chance to tell your own story — so don’t
just use it to list your skills or the job titles you’ve had. Try to bring to life why
those skills matter — and the difference they can make to the people you work
with. Don’t be afraid to invest some time, try a few drafts, and run your summary
past people you know. This is your most personal piece of content marketing -
and it’s worth the effort.

5. Avoid buzzwords.

Buzzwords are adjectives that are used so often in LinkedIn headlines and
summaries that they become almost completely meaningless. LinkedIn’s regular
rankings of the most over-used buzzwords include terms like ‘specialised’,
‘leadership’, focused’, ‘strategic’, ‘experienced’, ‘passionate’, ‘expert’, ‘creative’,
‘innovative’ and ‘certified’. Just using these words won’t convince people that
you have these qualities. You need to demonstrate them as well - both in the
way you describe yourself, and in the way you use the LinkedIn profile features to
show what you’re about.

6. Grow your network.

One of the easiest and yet most relevant ways to grow your LinkedIn network is
to synch your profile with your email address book. This enables LinkedIn to
suggest people you could connect with. It’s amazing how effective this can be at
surfacing relevant people for you to reach out to — and no connection requests
are sent without your permission, so you can vet all of the potential connections.
Beyond this, get into the habit of following up meetings and conversations with
LinkedIn connection requests — it’s a great way of keeping your network vibrant
and up to date.

7. List your relevant skills.

It’s one of the quickest of quick wins on LinkedIn - scroll through the list of skills
and identify those that are relevant to you. Doing so helps to verify the
description in your Headline and Summary and provides a platform for others to
endorse you. However, the key here is staying relevant. A long list of skills that
aren’t really at the core to who you are and what you do, can start to feel
untrustworthy. Take time for a spring clean of your skills list every now and then.

8. Spotlight the services you offer.

Services is a new LinkedIn feature that helps consultants, freelancers and those
working for smaller businesses to showcase the range of services that they offer.


https://www.thedrum.com/news/2017/01/30/linkedin-reveals-the-10-most-overused-marketing-buzzwords-cvs-and-profiles

Filling out the Services section of your profile can boost your visibility in search
results.

9. Spread the endorsement love.

Endorsements from other members substantiate your skills and increase your
credibility. How do you get endorsed on LinkedIn? For starters, go through your
network and identify connections who you feel genuinely deserve an
endorsement from you - that’s often the trigger for people to return the favour.
Don’t be afraid to reach out with a polite message asking for endorsement for a
few key skills as well. Remember though - relevance matters. Reach out to
people whose endorsement you’d really value.

10. Manage your endorsements more proactively.

Once endorsements start to come in, you might find that they skew the
emphasis of your LinkedIn profile in ways that don’t reflect who you are. It could
be that your core area of expertise is content marketing for example, but the
people who’ve worked with you on events are more enthusiastic endorsers. Be
proactive in managing your endorsements list using the edit features in the Skills
section of your profile — you can choose which to show, and which to hide.

11. Take a skills assessment.

A skills assessment is an online test that enables you to demonstrate the level
of your skills, and display a Verified Skills badge on your profile. Data shows that
candidates with verified skills are around 30% more likely to be hired for the
roles they apply for — and displaying proof your abilities strengthens your
personal brand more generally as well. Displaying the results of your skills
assessments is entirely voluntary, and you can retake the tests as often as you
like before showing that you’ve passed.

12. Share relevant content from your LinkedIn feed.

It’s one thing to have a network of connections on LinkedIn - it’s far better to
have an active role in that network, appearing in your connections’ feeds in a way
that adds value for them. Sharing relevant content with your network is one of
the most accessible ways of doing this. You can make a start by keeping a close
eye on your LinkedIn feed, and sharing content that you find genuinely
interesting — and that aligns with your point of view.

13. Follow relevant influencers in your industry.

Following relevant influencers on LinkedIn helps to put a range of interesting
content in your feed, which you can then share with others when you think it
adds value. It also helps to give context to your LinkedIn profile, demonstrating
your passion for what you do.


https://blog.linkedin.com/2019/september/17/announcing-skill-assessments-to-help-you-showcase-your-skills?trk=lms-blog-librand&src=bl-po

4. The new office working week and why
it’s better for your mental health.

Hybrid working is quickly becoming the norm. Research now suggests that a new
typical work week in the office runs from Tuesday to Thursday.

One of lesser-popularised advantages of the four day week is that it allows
people to have more time to spend on leisure, which gives also local economies a
much needed boost. Workers are also encouraged to relax on their extra time off
and to use this time to focus on their mental wellbeing.

With reduced hours at the office we can look to increase our motivation to hit
deadlines faster and spend less time over analysing and discussing projects in
team meetings. A lot of businesses have realised they are more productive and
can save money with hybrid working. Some aspects of hybrid working can make
you more productive than in the office, allowing you to plough through more
work at home with less distractions.

From everything that we’re seeing, it’s fair to say that Tuesday to Thursday is
the new office working week. This trend has been building for some time,
accelerated by Covid. The role of the office is always evolving. Workspaces that
participate in hybrid working can attract the best talent and deliver higher levels
of employee engagement. As office structures become much more flexible it
opens the door for people who may have thought they were too busy for a 9-5
due to raising a child or health reasons. If this sounds like something that you
would benefit from then look out for a hybrid job description as you scan through
employment opportunities.

5. Flexible working

A new study has found that most bosses think flexible working positively affects
the productivity and motivation of employees.

The survey of nearly 600 managers found that the majority of bosses are more
optimistic about flexible working than ever before. Three-quarters feel that it
positively affects productivity, and the majority agree that flexible work
increases employee motivation.

What is flexible working?

Flexible working, a trend which gained popularity and became commonplace in
the work life of millions during the pandemic, includes more flexible timing, hybrid
working or working from home. For some it may be spending the morning or
afternoon working from home or leaving the office early to continue their shift at
home. It allows for parents to leave work and pick their children up from school,
spend more time with family and schedule times in their day when they are
comfortable to work.


https://www.bbc.co.uk/news/uk-64118190
https://cemind.org/blog/no-motivation-is-it-a-problem/
https://www.theguardian.com/money/2023/jan/09/most-managers-believe-flexible-working-helps-productivity-uk-study-shows
https://lnkd.in/gU2B5vvJ

While managers are getting less critical of their employees spending fewer hours
at the office, they continue to view long working hours as essential for career
progression.

The recent studies have found that people are more likely to work longer, more
intensely at home but find it difficult to disconnect from work when working
from home.

Some things to take away from this:

e Jobs are increasingly advertised as available for flexible working.

e Managers are more positive about flexible working than they have ever
been, with three-quarters believing that it increases productivity and
62.5% believe it boosts motivation.

e Managers are more positive about flexitime and home working than job
shares, part-time work and compressed hours.

e There is less emphasis on presenteeism than before the pandemic.

e Most flexible working agreements are informal.

6. What is Hybrid Working?

Hybrid working is a type of flexible working where an employee splits their
time between the workplace and remote working, normally in their own home. It
can consist of a one-off day, an informal or set working pattern or it can be a
temporary or an adaptable measure to suit the needs of the business and/or the
employee.

Employees typically get to choose their location and working hours based on
their priorities for the day. For example, if they need to spend time focusing on a
project, they can choose to work from home or in a coffee shop. If they want a
sense of community, need to meet with their team or attend a training session,
they can choose to go into the office. This work model offers employees the
option to choose where they work on any given day.

Because hybrid work means different things to different companies, as you’re
searching and interviewing for hybrid jobs, ask some of the following questions to
get a better idea of what hybrid means for that company and that role:

1. Is everyone at every level of the company allowed to work a hybrid
schedule?

2. What are the in-office vs working-from-home expectations?

3. Does the company determine the hybrid guidelines, or do individual teams
decide the hybrid schedule that works best for them?



4. How is employee information distributed to and accessed by everyone no
matter where they work?

5. What programs or initiatives is the company launching to ensure everyone
has a fair and equitable hybrid experience?

Types of jobs with Hybrid working:

e Sales

e Project management

e Computers and IT

e Marketing

e Educational and training
e Administrative

o Customer service roles
e HR and recruiting

7. What is Remote Working?

Remote work is work that is completed outside of the traditional office
environment, it is also referred to as working from home. The concept of remote
working is that employees can successfully execute Projects and daily tasks
without needing to commute to an office each day. Different levels of remote
working exist, but each type provides the benefit of flexibility in an employee’s
professional and personal life.

Job roles for remote workers:
e Web designer
e Social media manager
e Accountant
e Customer service reps
e Graphic artist
e Virtual assistant
o Copy editor
o Data analyst
o UX designer
o Software engineer

e Marketing manager

“When it comes to remote work, the biggest
current trend is there is a lot more of it!”



8. Handling Rejection

One thing that not many people like to talk about when discussing job hunting is
the rejection. The reality is that you may apply to 15 different jobs and get
rejected by 13 or all 15. Even worse, you may get no rejection letter or email and
wonder what went wrong? Try to become resilient to the stress this rejection
brings and continue push on with your job search.

When you really want or need a job, and it's just not happening, it can be enough
to cause you to experience depression

If you're feeling down, confused, or stressed about getting rejected after a
recent job interview, try not to fret. The best way to deal with job rejection is to
turn it into an opportunity. And here's how you can do that.

Ask your interviewer for feedback

This may feel strange at first, but asking your interviewer for feedback following
a job rejection is a hugely beneficial thing to do. If you want to make the most of
a bad job situation - this is how you do it.

Avoid asking your interviewer questions like “why wasn't I chosen for this job”
and instead ask “How can I improve my interview skills” or try saying “I know you
are really busy, but I would really appreciate your feedback on how to secure a
position similar to this role, any insight you may offer would be a really big help”.
Their feedback can offer you great insight into what you can work on to ace the
next interview.

Learn from the job rejection experience

If you're feeling particularly depressed, sad, or embarrassed about your job
rejection, it might seem counterintuitive to dwell on the whole experience. But
the thing is, it's quite important that you do.

Reflecting on how your interview went, what you could've done better, and any
questions that confused you can help you decide what you need to improve for
your future interviews.

For example, if you are invited for an the interview, and you stumble on a simple
question like “What does our company do?”. For your next interview, now you
know that researching the company and what it does is something you must do
to prepare for it properly.


https://cemind.org/blog/how-can-i-be-more-resilient-to-stress/
https://cemind.org/blog/supporting-a-friend-recovering-from-depression/

Work on your job rejection response plan

Take all the interviewer feedback you receive and what you learned from
assessing your strengths and weaknesses. It can be common to request
feedback and receive nothing. But if you do, design a job rejection response plan
that identifies what areas you need to target on your CV or during an interview
to impress future employers.

Perhaps you fell short when describing your soft skills (collaboration,
communication, listening skills, etc.) or feel you haven't developed them enough.
Or maybe your interviewer highlighted your lack of appropriate qualifications for
the role.

List the things you need to develop in order of priority and create an actionable
strategy to help you improve your knowledge, skills, and qualifications. Maybe it's
picking up a book, attending an online course, or getting some experience
through an internship. If you list these things and make an effort to work through
them and cross them off the list then you will encourage yourself and feel your
confidence growing. Nothing worth having comes easy. You may have already
worked hard to get where you want to be or you may still have work left to do
but maintaining a proactive and positive outlook will support you to find a job
that is best for you. That proactive and positive outlook is also contagious and
will stand out to prospective employers.

While hiring may be slow during the economic downturn, hiring doesn’t stop
completely. Narrowing your job search to focus on companies that are actively
hiring and using the CV tips outlined in this booklet means you can now focus
your search on companies that meet work flexibility needs, such as those
embracing remote work; companies with part-time, remote jobs; or companies
that hire for work-from-anywhere jobs.

We hope this helps put your job hunting stress at ease and gets you on the road
to finding the best job for you.



Resources

If unemployment is affecting your mental health there are a number of services
available to support you:

MindLine Cumbria: Offers mental health information, guidance and support to
those living in Cumbria. We can help you understand your situation better,
explore your options or just be there to listen. It doesn’t matter who you are,
how you feel, or what has happened. If you feel that things are getting to you,
get in touch. Sometimes talking things through or hearing a supportive voice can
give you the extra strength to find a way forward.

You in Mind: Is a new service that gives you the opportunity to talk openly about
the issues that are affecting you.

We are a free and confidential service to anyone in Carlisle and Eden. You in Mind
provides a holistic service to people in order that they get their needs met and
find strategies to better manage their mental health.

The Lighthouse: is an evening crisis support service, based in Carlisle. It is a
calm, safe and comfortable place for people in Carlisle and Eden, to visit when
they are experiencing a mental health crisis, feeling unsafe or finding it hard to
cope.

Download our full resources here


https://cemind.org/our-services/mind-line-cumbria/
https://cemind.org/our-services/you-in-mind/
https://cemind.org/wp-content/uploads/2023/01/carlisle-eden-mind-resources-2023.pdf

