Succeeding in the world of work
Living without welfare

You did it! You now have a job. You can succeed. And this job can lead to
better and better ones. Here are some tips on how to get there.

Doing well at work
In any job, you must perform to earn your pay. . .. - -
You are more likely to be successful at work, however,:if you
enjoy your job and Sibiiichitdints. 1
for succeeding

* Ask for help from other employees or your
supervisor when you néed it.

« Ask about training programs that will help
improve your skills.

* Bealeader. Help new employees and set
a good example for other workers.

* Discuss your career goals with your
supervisor. Ask for suggestions.
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* Keep a positivealtifude ., , . . . ... ... ..

* Always be willing to learn new tasks to improve your job skills.
* If you think that something needs to be done, ask if you can do it.
* Be polite to your coworkers, supervisors, and customers.
¢ If you have problems with a coworker or customer,

immediately discuss the situation with your supervisor.
* If you are criticized, listen for any helpful suggestions

and ignore any personal remarks.

Following these guidelines can improve your performance and possibly
your position. Don’t give up if it doesn 't seem to work at first. A job is
meant to work out over the long haul, so go ahead and try your best!

Managing work and home life

Balancing the demands of work, family, and personal needs
takes practice. It’s tough for everyon t you can learn how to
manage your time as well as 7 are problems that all
of us have to deal with froz 2, and some ideas

on how to manage them.




¢ Transportation

* Plan ahead. Expect delays and allow plenty of time
for traveling to the job.

*  Get a copy of the bus and subway schedules in your area.

* Ask about carpools or vanpools.

* See if transportation subsidies are available.

* Identify people who might be able to give you
a ride in an emergency.

¢ Heul'h - - . « ] . L] . L] . a
e Miss Work only when you are truly s1ck
*  When you are sick, inform your boss as soon as
you can so he or she can cover your position.
Try to scheduler doctor or any other medlcal

look for jobs in other compames

* Don't limit your search to the jobs you already know about.
There are many jobs out there that you may not have had time :
to explore when you first started looking. :

¢ Leam about many different occupations. ‘

The Occupational Outlook Handbook has information about

hundreds of occupations. Your job service office or a library should have a copy.




» Ask for advice from a job counselor at your local job
service office or One-Stop-Career Center.,

* Ask family, friends, work contacts and
neighbors if they know of any job openings.

* Check the classified ads section in your local
newspaper for current employment listings.

* Education and fraining. . . . . .

* More education and traini
Jobs and-hi

* Wherefolookforanewijob. . . . . ... ......

¢ Receptionists

¢ Medical assistants
* Dental assistants

¢ Bank tellers

* Construction trades helpers - :
* House painters
¢ Carpenters

Electricians

‘lawn service workers

Jobs dealing with people
¢ Cashiers

¢ Retail sales workers

¢ Waiters and waitresses

* Police officers

- Driver/sales workers




Regional Contacts

Sources for Information about Welfare-to-Work Initiatives

General information about Welfare-to-Work Grants and other Welfare-to-Work
-activities can be found on the Internet at: http://wtw.doleta.gov. You may also call
the U.S. Department of Labor Regional Office that serves your state:

Region 1-CT,ME, MA, NH, RI, VT

Contact: Raymond Poet
City: Boston

Phone: 617-565-2243

Fax: 617-565-2229

Region 2 - NJ, NY, PR, VI

Contact: John Castellani
City: New York

Phone: 212-337-2139
Fax: 212-337-2144

Region 3 - DE, DC, MD, PA, VA, WV

Contact: Sharon Wellons
City: Philadelphia
Phone: 215-596-0791
Fax: 215-596-6369

Region 4 - AL, FL, GA, KY, MS, NC,

SC, TN
Contact: Latifa Johnson
City: Atlanta
Phone: 404-562-2109

Fax: 404-562-2151

Region 5 - IL, IN, MI, MN, OH, WI

Contact: Lisa Rosendale
City: Chicago
Phone: 312-353-1937
Fax: 312-353-4474

- Phone:

Region 6 -AR,LA,NM, OK, TX

Contact: Justice Parazo
City: Dallas

Phone: 214-767-2154
Fax: 214-767-4952

Region 7 - IA, KS, MO, NE
Contact: Richard Chavez

City: Kansas City

Phone: 816-426-3796, ext. 226
Fax: 816-426-2729

Region 8 - CO, MT, ND, SD, UT,

wY
Contact: Maxine Bradley
City: Denver
Phone: 303-844-1581, ext. 221

Fax: 303-844-1685

Region 9 -AZ, CA, HI, NV, GUAM

Contact: Martha Norman
City: San Francisco
415-975-4656
Fax: 415-975-4612

Region 10 - AK, ID, OR, WA

Contact: Chris Cromer (ext. 8031)
or Adriana Tossini (ext. 8002)
City: Seattle
Phone: 206-553-5642
Fax: 206-553-0098
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