
 

 

Training Programme 

Name of Training: Active Employment Search 

Target groups: 

Civil Society Organization members, youth workers, persons with disabilities, and other interested 

persons who wish to gain knowledge about active employment search and employment of persons 

with disabilities.  

Purpose: 

In respect to the difficult situation of youth employment and especially the employment of persons 

with disabilities in many countries, especially in countries outside of the EU, the need to increase 

potentials, capacities and possibilities for them to become prepared and active in the job search 

process can contribute to increasing their employment. The training informs about the job search 

process, what candidates need to prepare, where to find information on potential employers, types 

of employment searching, and presents a step by step employment search approach. Participants 

will learn about support services which exist in the job search process, skills which they should build 

to improve their employability and be more prepared for the process. Persons with disabilities are 

one of the most discriminated groups in the employment field. Discrimination of different forms 

exist but are often ignored or misunderstood. Steps which are being taken to improve the position of 

PwD on the labour market are presented and can be modified to different environments. 

 

Objective of the training: 

Trained participants to be active in job searching and compete on the labour market by being 

prepared to search for potential employers, adequately present their skills and competencies and be 

aware of employer skills demands.  

Expected results for the participants: 

 Understand the different types of employment searching 

 Are informed of different ways to reach employee seekers 

 Familiarized and understand the 8 steps of active job searching 



 

 

 Understand the importance of improving employability skills 

 Familiarized with support services available in job searching 

 Able to recognize and understand discrimination in the employment process 

 Familiar with difficulties persons with disabilities face on the labour market 

 Familiar with the Case Study of Serbia in the area of improving the position of PwD in 

employment. 

 

Description of the programme and thematic units: 

The training covers basics related to job searching as an introduction into the topic in order for the 

participants to get the entire picture.  

The topics covered in detail through the training are:  

o Types of employment/job searching 

o How employers can reach job seekers 

o Steps in active job searching: 

 Defining career goals 

 Creating a convincing CV or Resume 

 Picking a Job Board 

 Applying 

 Researching companies and positions 

 Cover Letters 

 Tailor your CV/Resume 

 Job interview 

o Tips in job searching 

o Employment of vulnerable and marginalized groups 

o Active measures for work integration 

o Discrimination in employment 

o Case Study Serbia 

 

    
 



 

 

 
 

Forms, methods and techniques of program realization 

Organizational form:  Training. 

Methods and techniques: plenary sessions and lectures using presentations and sample materials, 

workshop, group work, discussion, interactive discussions, brainstorming, learning by doing 

Duration of the training: Maximum 4 days training  

Planned number of participants- From 10 to 20 participants 

Evaluation method - Students' success is evaluated on the basis of a knowledge gained through the 

drafting of the project proposal. Evaluation of participants’ satisfaction through an evaluation after 

the training is finalized. 

Method of verification of participation - After successfully participation in the training, the 

participants receive a certificate of attendance and completion of the program. 

Methodology/Approach: 

The training approach is a combination of plenary presentations, interactive work and discussions 

and group tasks, with the support of Power Point Presentations,  discussions, brainstorming, 

presentation of examples, brainstorming , Group Work on concrete examples - learning by doing, 

and evaluation of achieved results.  

 

 



 

 

 

Duration: 

The training is foreseen to last maximum four days. Adjustments can be made to fit the specific 

needs of the target groups and participants. 

Number of participants: 

In order to secure the adequate amount of attention to each participant and to actively involve all 

participants the ideal number of participants is up to 20 persons.  

Evaluation of achievements: 

Evaluation of achieved results is conducted through assessment of the drafted cover letters, 

resumes, and role play of interviews. Evaluation can be also conducted through an initial short test 

on the topics covered through the training to gather baseline inputs on the level of knowledge of the 

participants. The benchmark or level of knowledge acquisition is conducted at the end of the 

training, using the same tests in order to compare the initial and final results and level of achieved 

knowledge. 

***************** 

 

 



 

 

Agenda 

Active Employment Search 
Day 1  

 Time Topic 

10:00 – 11:00 Registering of participants 

11:00 – 11:30 Opening of Trainings 

 Welcome by the Host and training rules  

11:30 – 12:00 Introduction into the Active Employment Search Training 

12:00 – 13:00 Active Employment/Job Searching 
What types of job seeking exists? 
Discussion on experiences in job searching 

13:00 – 14:30 Lunch  

14:30 – 17:00 From the employer side – how to reach job seekers? 

17:00 End of day 1  

 

Day 2  

Time Topic 

09:00 – 09:30 Revision of previous day 

09:30 – 10:30 Steps in active job searching 

10:30 – 11:00 Coffee break 

11:00 – 13:30 Step 1. Define Your Career Goals 

Step 2. Create a Convincing Resume 

• Tips in preparing your CV/Resume  

13:30 – 14:30 Lunch 

14:30 – 16:00 Step 3. Pick a Job Board 
Step 4. Apply Rationally 
Step 5. Research Companies & Positions 
Step 6. Write a Tailored Cover Letter 
Step 7. Tailor Your Resume or CV to the Position 

 End of day 2 

 

Day 3  

Time Topic 

09:00 – 09:30 Revision of previous day 

09:30 – 10:30 Exercise – prepare your cover letter 

10:30 – 11:00 Coffee break 

11:00 – 12:00 Step 8. Shine at the Interview 

12:00 – 13:30 Exercise  -  job interview 

13:30 – 14:30 Lunch 

14:30 – 16:00 Other tips for job searching 

16:00  End of day 3 

 



 

 

Day 4  

Time Topic 

09:00 – 09:30 Revision of previous day 

09:30 – 10:30 Employability skills 

10:30 – 11:00 Coffee break 

211:00 – 13:30 Employability skills 

12:30 – 13:30 Lunch 

13:30 – 15.30 Support in employment search 

15:30 – 16:30 Discussion on experiences  

 End of day 4 

 

Day 5  

Time Topic 

9:00 – 9:15 Revision of previous day 

9:15 – 11:30 Employment of vulnerable and marginalized groups 

11:30 – 12:00 Break 

12:00 – 12:30 Active measures for work integration 

12:30 – 13:00 Different forms of discrimination in employment 

13:00-14:00 Lunch 

14:00 – 15:00 Case study Serbia 

15:00 – 15:15  Interesting statistics 

15:15 – 16:00 Discussion 

Training evaluation and closing 

16:00 End of training 

 

 

 

 

 

 

 



Active Employment Search 
Training

Youth Empowerment and 
Employability Strengthening

Date,  Place



• Erasmus + Programme 2021 – 2027

• Capacity Building in the Field of Youth

• Duration 24 months (01.01.2022-31.12.2023)

• 6 partner organizations from 5 countries 



Active Employment/Job Searching

• What does it mean?



Active job searching occurs when 
someone is currently seeking a new 
job and is putting time and effort 
into finding one.



• The reasons behind it may vary, from not 
having a job to wanting a better/more 
challenging job, change of industry etc. 

• The point is that a candidate isn't just 
passively clicking on job adds that occasionally 
pop up but is actively putting effort into the 
pursuit for a job.



Understanding the differences...

• Proactive job/employment searching

• Active job/employment searching

• Semi-passive job/employment searching

• Passive job/employment searching





Passive job search

Passive job searching refers to a process in 
which individuals who are currently employed 
and are not actively searching for new job 
openings are willing to learn about new career 
opportunities.



Semi-passive search

A semi-passive job seeker is somewhat 
interested in finding a new job, but is not 
constantly looking for one.



Active search

• Active job seekers are candidates that are 
proactively searching for a new job. They are 
actively looking for relevant job ads and 
actively applying. They may be currently 
employed but looking for a new, different, or 
better opportunity, or they may be 
unemployed.



Proactive search

• Proactive job searching means scouting out 
opportunities before they ever grace a job 
board or company website. This is primarily 
referred to as accessing the hidden job 
market.



The difference between active, semi-passive, 
and passive job seekers demands different 
recruiting sources to reach each group (by the 
potential employer).

Reaching the job seekers



1. An active job seeker is actively on the job market and can 
be reached through traditional job advertising methods.

2. A semi-passive job seeker is somewhat interested in 
finding a new job, but is not constantly looking for one.
 More proactive and strategic recruiting efforts are required to 

reach them because they are not regularly looking at traditional 
recruiting methods.

3. A passive job seeker is not actively seeking another job, 
but could be tempted by the right opportunity.
 Because they are happy with their current positions, it often 

takes job seekers to pursue a different job opportunity.



Another division of types of job seekers is:

• Passive, active, monitoring or seeking; there 
are many terms bandied about when it comes 
to candidates.

• There are other divisions but the most 
common are Active and Passive seekers.



An Active Canditate
What is an active candidate?

Active candidates are actively searching for a new job. 
Their CV is up to date and they've uploaded it online. 
They keep track of the latest postings on various job 
boards and are in contact with recruiters.

• Active candidates aren't necessarily unemployed -
instead, they might be looking for a job that better 
suits their schedule, or an escape from a job that they 
dislike.

• These job seekers only make up around 1/3 of the 
workforce at any given time. 



Passive Candidate
What is a passive candidate?

Passive job seekers aren't looking for job opportunities, 
but they will consider any vacancies that are brought to 
their attention.

• Passive candidates probably already have a job that 
they're happy with, and they have no plans to move 
on. Therefore, they don’t have an updated CV on hand. 
However, if a recruiter, headhunter or friend suggests a 
job opportunity, they might look into it.

• More than ½ of the workforce fall into this category.



What about the rest of the workforce?
A third group of job seekers lies in between these 
two - often referred to as 'actively passive' job 
seekers or 'tiptoers'. 

These candidates are sprucing up their LinkedIn 
profiles, cautiously asking friends if they know of 
any job opportunities, and researching 
companies, job roles and market salaries - but 
they're incredibly picky about what they apply 
for.

Actively Passive Candidate



The Not Interested

• Of course, there's also a small portion of 
the workforce who have no interest at all 
in finding a new job and will never 
consider job vacancies, regardless of how 
attractive they are.





Steps for active job searching
• Marketing materials: create your professional 

resume, prepare a portfolio

• Build your resume and cover letter: tailor your 
cover letter so you set yourself up as the solution 
to a prospective employer's problem as defined 
in the job description. Only mention what's 
relevant to the specific job you're applying for.



• Redesign your online brand: update profiles 
and resumes on sites where you are 
marketing yourself for employment 
opportunities.

• Create a plan: create a routine in which you 
utilize avenues such as networking contacts 
and online resources to heighten your 
search.



Info on active searchers
Most jobs, particularly entry level jobs, are filled by active 

candidates. Here's why:
• Active candidates come to the employer via online (or 

hard copy) application forms.
• On average, active candidates will settle for a lower 

salary than passive candidates.
• It takes fewer resources to gain an application from an 

active candidate than a passive candidate.
• Active candidates are able to attend interviews and 

start work at short notice.



Downsides of active seekers
Recruiting active candidates can have some 

downsides. These candidates might be lacking 
in experience, or their skills could be a little 
rusty. Employer might need to invest more to 
train these staff and get them back up to 
speed.



Job hunting

The job hunt process:

• Define your career goals. What kind of role are you 
looking for? Do you want to stick with your current field, or 
make a career switch?

• Create a resume. Write a resume that’s easy to read, 
concise, and convincing.

• Pick job boards you want to use. There are dozens of job 
boards in just about any country. Pick the ones you want to 
use.



• Apply Rationally. When applying for jobs, don’t ˝spray and 
pray˝. Instead, apply specifically for the companies and 
positions you’re a good fit for.

• Research companies you want to apply for. Don’t just blindly 
apply for positions - research the position and the company 
and see if they’re a good fit for you.

• Write a tailored cover letter. Don’t just use a copy-paste 
cover letter template. Explain to the recruiter why you’re a 
good fit for the role AND for the company.



• Tailor your resume to the role. Don’t just submit 
the same resume to every position. Tailor it based 
on what skills and experiences each employer is 
looking for.

• Be brilliant at the interview. Remember the 
common interview questions, practice, and do 
your best at the interview.

• And most importantly, get hired!



Necessary Steps
Step 1. Define Your Career Goals
• Before you even get started with the job hunt, you need to 

decide on your exact career goals.
• When thinking about your career goals, think about it 

strategically.
– First, define where you want to be in 5-10 years. Do you want to 

be in a management position or a more senior role?
– Then, define what kind of skills and experiences you would need 

in order to get hired for that position.
– Finally, look for positions that are likely to give you the skills and 

experiences to get you to that level.



Some other things to consider at this stage are:
• Are you applying for a similar position to what you 

have now?
• Are you completely switching careers? In that case, 

you might want to learn how to make a career change 
resume.

• Where do you want to be in 5 years’ time? How is the 
job you want to apply for going to help you get there?

• Are you applying for a role more senior than your 
experience level? Do you have the skills for it?



Step 2. Create a Convincing Resume

• A lot comes into play when creating a good 
resume.

• You need to pick a resume template. 

• Then, you need to decide on what content 
you’re going to include in your resume. 



Resume or CV
• A resume is a one - to two-page document 

presenting key facts about your professional 
experience, educational background, and 
skills. A CV (Curriculum Vitae) is a longer 
document that details the whole course of 
your career. A resume is used for job search, a 
CV—for academic purposes (mainly).



Dispite the differences and initial planned use of 
both the resume and CV, the majority of 
potential employers will request a CV and 
Cover Letter or Motivation Letter.



The must-haves are:

• Contact information

• Personal statement

• Work experience

• Educational history

• Skills

Preparing your CV or Resume
And the optional ones are:

• Hobbies & interests

• Projects

• Extracurricular activities 
(perfect for students)

• Volunteering experiences



Tips in preparing your CV/Resume
Tip 1. Use a professional email address

(e.g. [name] + [last name] @gmail.com)

Tip 2. Mention achievements instead of responsibilities 
wherever possible. 
The recruiter already knows what your role involved. What they 

want to see is how YOU stand out.

Tip 3. Stick to relevant work experience.
The recruiter doesn’t have to know about your first internship or a 

part-time job you worked 10 years ago. Mention only recent & 
relevant work experiences on your resume. The golden rule 
here is to include your last 3-5 positions tops.



Tip 4. No work experience?
Recruiters don’t actually expect you to have work experience if 

you’re a student. Just fill up your resume with the experience 
you DO have (coursework, extracurricular activities, projects, 
trainings, etc.). 

Tip 5. Back up your skills.
You can’t just say “I have leadership skills” without backing it up. 

All skills you mention in your resume should somehow be 
backed up with practical experiences on how you applied this 
skill in real-life.

Tip 6 Make your resume ATS-friendly.
In 2020, over 75% of all recruiters and hiring managers use 

applicant tracking systems to filter through their candidates. 
Meaning, unless your resume is well-formatted, chances are, 
the ATS might not be able to read it and automatically discard it.



ATS Resume
What is ATS for resume?

• An ATS resume is designed to be read by 
applicant tracking systems. This means your 
resume needs to be formatted in a way that 
makes it easy for computers to scan and interpret 
your data. It also needs to include keywords that 
are relevant to the job you're applying for.



• Are you a high-skill professional with years of 
work experience? You can also look for a job with 
the help of recruitment specialists.

• You can do this by applying to recruitment agency 
websites online, or reaching out to professional 
recruiters in your area, and asking if they have 
something relevant for your skill-set.



Step 3. Pick a Job Board

There are dozens of job search sites in just about every 
country, so you’ll have to pick the ones you’ll focus 
on.

Some of our favourite international job boards include:

• LinkedIn

• Monster

• Indeed

• TheMuse



Or, you can also use some of the niche job boards for specific 
professions or industries:

• Hired.com - IT & tech job board where companies apply to 
YOU instead of the other way around.

• Dribble & Behance - The most popular job boards for 
designers.

• WeWork Remotely & Flex Jobs - Job boards dedicated to 
remote work.

• AngelList - Looking for a job in a start-up? AngelList is a job 
board dedicated to positions in early-stage companies.



You can also use job boards which are used 
in your specific country or region.



Step 4. Apply Rationally

• The most common (and wrong) approach to job-search 
is to spray and pray. 
– Meaning, applying to dozens of positions every day and 

hope that one of them succeed.

– This is not just annoying for recruiters, but also very 
impractical and unlikely to work for the job-seeker.

• If you spray and pray, you’re not just going to get 
rejected from the jobs you’re not qualified for, but also 
the ones you’re a perfect match for (because you didn’t 
tailor your application for their company and position).



Recommendation for Step 4
When applying for jobs:
1. Apply only for positions you’re genuinely interested 

in and qualified for. 
– E.g. if you’re a junior finance analyst with 2 years of 

experience, you’re never going to get the role of a senior 
banker - that’s just not what the recruiter is looking for.

2. Apply to 5-10 positions every day, 5-days a week.
– Job-search is a process, it’s not something you do in one 

evening and call it a day. For the average job-seeker, the 
job-search process can take up to 5 months, so don’t get 
discouraged if you don’t get good results in a week!



Step 5. Research Companies & Positions
• Before applying, do your research on the 

company and position. This will help with your 
job hunt!

Use the information you find for:
• Tailoring your job resume 
• Personalizing the cover letter for the 

position/company.
• Answering the interview questions better.
• Negotiating for a better salary.



Do your research!
Check the company background information 

Here’s the information you should be looking for:

• What’s their product/service? 

– Do you have experience working with something similar? If that’s the 
case, you’d mention this in your cover letter or interview.

• What’s their company culture like? 

– Is that a culture type you would fit into and get along in? Mention this 
in your interview or cover letter (and explain how/why!).

• What’s the latest news/developments at the company? 

– You can mention this at the interview to “wow” your interviewer!



Read the job description in-depth, and really understand 
what the role is about:
• Do you have all the skills & work experience mentioned in 

the job description? If so, does your resume reflect this?

• Did you mention all the must-have skills in your resume?

• Is the position a good match for you at this current time? 
Do you have the skills and years of experience for it? Or 
are you underqualified or overqualified?

• What are the most important experiences required for the 
role? Make sure that you make them visible on your 
resume and cover letter.



You can also research the following:

• What’s the average salary range for this role 
with your years of experience?

• What’s the average salary for a similar 
position to yours in the company? 

• Does the company really seem like the type of 
place you would enjoy working? (online 
reviews).



Step 6. Write a Tailored Cover Letter
• A cover letter is a one-page document that you submit 

as part of your job application (alongside your resume).
• The average cover letter is approximately 250 to 400 

words long, and it acts as a pitch for your resume.
• The resume is an objective overview of your past 

experiences, skills, and education.
• A cover letter, on the other hand, is a written 

document on how you’re going to use these 
experiences and skills to help the company you’re 
applying for.



Tips for the Cover Letter
Cover letter content tips:
Tip 1. In your cover letter, mention:
• The role/position you’re applying for.
• Your top skills (that are relevant for the position).
• Top 2-3 biggest achievements that are going to help 

you succeed with your new role.
• Why you are interested in working for the company 

you’re applying for. (Product/Service? Company 
culture? Mission??



Tip 2. Look at the cover letter as a personal 
letter to the recruiter in charge of the hiring 
process. Convince them that you’re the right 
choice!

Tip 3. Tailor your cover letter to the position. For 
each position you’re applying for, either 
completely re-write or adjust your cover letter.

Tip 4. Use a well-designed cover letter template.



If you are a senior professional with a very in-
demand skill-set, you can get hired even if 
your cover letter is awful. 

But, also, if you’re really under qualified for a 
position, a cover letter won’t change the 
recruiter’s mind.



Step 7. Tailor Your Resume or CV to the Position
You want to tailor your resume to each position you’re applying for.
• Most job-seekers create a single resume/CV and apply for dozens of 

positions with it. That’s actually a wrong approach
• Chances are, you’re not just applying for one specific type of role. 

– E.g. if you’re a sales professional, you could be applying for more types 
of positions: Sales specialist, Sales team lead, Outreach specialist, Pre-
screening sales specialist

• Depending on which position you are applying for, you want to 
adjust your resume/CV.

If you’re applying for the role of a sales team lead, for example, your 
resume should talk about your experiences with managing a team, 
rather than personal sales results.



How to tailor your resume/CV to a specific position:

• First, read the job description for the position –
identify mandatory skills/experiences for the 
position, and which ones aren’t.

• Go through your resume/CV and change your job 
titles to the exact role you’re applying for.

• Mention the essential skills in the “Skills” section 
in accordance to the mandatory skills required.



• In your resume summary, mention your years 
of experience with the position.

• In your work experience section, state your 
top achievements relevant to the positiion you
are applying for.



Step 8. Shine at the Interview
• Interviews can be very uncomfortable for many. 

Image sitting and having your entire career and 
educational background judged by strangers you
have never met.

• They ask one complicated question or after 
another.

• Well, it doesn’t have to be that way! With the 
right practice and dedication, interviews CAN be 
easy.



Prepare yourself for the interview
Before the interview, do some preparation. 

• Get a good night’s sleep before the interview. 
You will feel better, less stressed, and leave a 
better impression on the interviewer.

• Eat a healthy breakfast so you’re energized for 
the interview.

• Check the location of the interview, and prepare 
your route. Make sure you can get there on time.



• Dress adequately. Applying for a job in a bank? 
You can impress the interviewer with the classic 
suit & tie. Innovative start-up? Business casual

• Prepare the clothes you’re going to wear a day 
in advance, so you don’t end up spending time 
on deciding what you want to wear.

• Don’t over-caffeinate but it might also make you 
jittery and anxious.



During the interview, be courteous and professional:
• Relax. Take a deep breath, empty your mind for and focus 

on one question at a time.
• Slow down. Don’t pressure yourself to answer questions 

fast, take your time, and really think about your answers.
• Keep in mind that interviewer is not your enemy. They 

want you to succeed just as much as you do!
• Be humble. Don’t brag about your achievements, talk 

about them objectively.
• Pay attention to body language. Make eye contact with the 

interviewer (but not too much), sit upright, speak slowly, 
and try not to fidget.



Common Interview Questions
Most interviewers ask pretty much the same questions. So, if 

you’re prepared for them, you’ll have a much easier time 
answering.

• Tell me something about yourself.
• Why did you decide to apply for this position?
• What are your biggest strengths/weaknesses?
• Why should we hire you?
• Do you have any questions for us?
• What’s your biggest achievement?
• What kind of work environment do you work best in?
• Where do you see yourself in 5 years?



Behavioural Interview Questions

Behavioural interview questions are a bit different 
than the traditional interview questions.

These are the questions that start with:

• “Tell me about a time when you…”

These questions are tougher than the rest because 
they are all about YOUR experiences. If you don’t 
have the experience, you won’t be able to answer 
it correctly.



There is, however, a strategy you can use to 
tackle the behavioural interview questions:

The STAR Method

Here’s how this works. For each behavioural 
interview question, your answer should be 
structured as follows:



• (S) Situation - What’s the context of the 
situation? What was the problem you had to 
solve?

• (T) Task - What’s the task(s) you had to complete 
to fix the problem?

• (A) Action - What actions did you take to fix the 
issue?

• (R) Result - What were the results of your 
actions? How did the company benefit from this?



Other tips for job searching

1. Set Aside Time For Your Search

• Don’t expect to land the first job you apply for 
- job-search is a lengthy process that can take 
(on average) up to 5 months.

• Set aside 2 to 5 hours every day during which 
you will specifically be looking for and 
applying for positions.



2. Don’t Limit Yourself to Online Resources
While online job-search is the most popular method today, it’s the only option.

• Add local recruiters on LinkedIn, and ask them to help find you a job.

• Reach out to professional networks and ask if they are hiring and attend
networking events.

• Ask your close friends if they know of companies hiring and if they can refer 
you.

• Attend job fairs.

• Reach out to companies you are interested in and ask if they have an 
opening. If you’re convincing, they might hire you even if they don’t have an 
opening.



3. Take Advantage of LinkedIn
• Don’t have a LinkedIn profile? Create one.

• LinkedIn comes with a many uses for a job-seeker:
– You can use it to keep in touch with your professional 

network.

– If your profile is well-optimized, recruiters can find you and 
contact you with job offers.

– You can see where your friends and acquaintances work, 
and reach out to them for a reference if their organization 
is hiring.



No work experience?
How to get hired with no work experience?
• On your resume, focus on the skills and experiences you do 

have. This can be hard skills you learned in your free time 
or at school, personal projects, volunteering experience, 
etc.

• Work on yourself. Take online classes, earn certifications, 
and attend trainings or conferences.

• In addition to your formal education, focus on non-formal 
and informal skills and knowledge you have gained.

• Meet a person who works in the field you want to join. Find 
out what skills/experiences you’ll need to get a similar job.



• Apply for internships. If you are a recent 
graduate, chances are, no one is going to hire 
you for a senior position

• Apply, apply, and apply! Do not get 
discouraged if you get rejected. 

• The job search can be a long and tough 
process, but if you stick to it, you will
definitely land the job.



Job hunting as a student?
• It is best to begin job hunting/searching 

around a month before your graduation so 
that you have a job as soon as you are out of 
university or school.

• If you want to take time off during the 
summer after finishing schooling, start your 
job hunt during autumn.



Networking
Networking is the best way to find a job 

because:

• Networking makes you a recommended 
member of a much smaller pool. The job you 
want may not be advertised at all. Networking 
leads to information, often before a formal job 
description is created or a job announced



Job search networking - Jobvite's 2019 Job 
Seeker Nation Survey reported that 50% 
of respondents heard about jobs from 
friends, while 37% say they also learn 
about jobs from professional networks.



Develop contacts - friends, family, neighbours, college 
alumni, people in associations - anyone who might 
help generate information and job leads. Attend as 
many networking events as you have time for. You can 
also network virtually. 

You can take a direct approach and ask for job leads or 
try a less formal approach and ask for information and 
advice. Contact people you know, pick up the phone 
and call. 

E-mail is a perfectly acceptable way to network as well. 
Keep your message brief and to the point and be sure 
to check your spelling, grammar, and punctuation.



If you belong to a professional association, visit 
its website for career assistance. Are you a 
college alumnus? Contact the Career Services 
office - many universities have online career 
networks where you can find alumni who are 
willing to help with job searching.



Job Search Networking
Job Search Networking Tips
• Conduct informational interviews with your contacts and 

ask for referrals for additional meetings.
• Follow through with referrals, and always thank contacts in 

writing (email is fine).
• Create an inventory of your accomplishments, including 

your educational background and work history, to keep at 
hand should a chance encounter become a contact.

• Make a list of the assets you will bring as a prospective 
employee.



• Write some notes so you'll remember the details on 
who you have met

• When networking online, keep track of who you've 
emailed and where you have posted so you can follow 
up.

• Finally, if you haven't memorized all your strengths and 
strong points, write them down - you'll need to 
articulate these in your resumes and cover letters as 
well as emphasize them during interviews.



Employability Skills
Essential employability skills with examples:
Positive attitude
• Being calm and cheerful when things go wrong.
Communication
• You can listen and say information clearly when 

you speak or write.
Teamwork
• You help out when it gets busy at work.



Self-management
• You get to work on time every day.
Willingness to learn
• You want to learn new things to improve your skills.
Thinking skills (problem solving and decision making)
• You try and solve problems or can see where 

something won't work.
Resilience
• You get an angry customer but you keep calm, keep 

working and laugh about it later.



SKILLS & QUALITIES EMPLOYERS LOOK 
FOR



Top 10 Skills/Qualities Employers Seek:
• Ability to verbally communicate with persons inside and outside the 

organization.
• Ability to work in a team structure.
• Ability to make decisions and solve problems.
• Ability to plan, organize, and prioritize work.
• Ability to obtain and process information.
• Ability to analyse quantitative data.
• Technical knowledge related to the job.
• Proficiency with computer software programmes.
• Ability to create and/or edit written reports.
• Ability to sell or influence others.



Communication
• You won’t get far in the workplace if you don’t have the 

ability to communicate well with those around you.  
Employers value this skill because it allows them to mitigate 
risk and avoid problems before they arise.

• Having strong communication skills in the digital age means 
solid writing and speaking skills, both in person and over 
the web with tools like video conferencing and email. You 
can demonstrate your communication competency in an 
interview by practicing active listening, asking questions, 
remembering the interviewer’s name and sending a thank-
you note.



Time management
• Meeting deadlines and staying efficient are important to 

companies in every industry. That makes time management a 
valuable skill for employees who are often juggling multiple 
projects at a time. 

• Employers want to know they have employees who can 
manage their time well so managers don’t have to look over 
their shoulders to ensure they’re staying on track.

• The ability to manage time successfully is often demonstrated 
during the interview process, by being on time. 

• Try talking about times where you clearly had competing 
priorities and explain what you did to stay on top of deadlines.



Critical thinking and problem solving
• Critical thinking is a skill that allows you to objectively 

examine information to determine the best way to 
move forward, and it’s a key component of problem 
solving. 

• Companies rely on employees who take action and find 
creative solutions to problems the company is facing. 

• You can brush up on your critical-thinking skills by 
practicing on problems you encounter in your daily life. 
Ask smart questions, conduct research and make an 
educated guess to solve problems.



Teamwork
• No career path is exempt when it comes to the ability to 

work well on a team. Even positions with a lot of 
independent work will still require you to collaborate with 
others. Every role or position in a company is connected to 
other roles and teams. 

• Employees that are able to work well with others and 
understand their points of view often come up with 
creative solutions efficiently and effectively.

• The importance of teamwork can’t be overstated, so it’s a 
skill you’ll want to communicate to employers during your 
interview. Be sure to mention specific instances where you 
worked well with a team and share the positive outcomes 
that resulted from your group’s effort.



Emotional intelligence
• Emotional intelligence is the ability to understand both your 

own emotions and the emotions of those around you. This is 
especially helpful in the workplace, where teams work 
together to keep companies functioning successfully. If 
teamwork is a vital component of a successful company, then 
emotional intelligence is the glue that makes all that 
collaboration possible.

• There are many signs you may have high emotional 
intelligence, but one of the biggest is empathy. 

• To become a valuable employee, it’s important to sense facts 
from a peer’s perspective.  The single shift of perspective 
helps build a thriving, positive company culture.”



Digital literacy
• We live in a technology-driven age that demands digital literacy in 

nearly every profession. Demand for digital literacy goes far 
beyond technology careers. Being comfortable with computers, 
online research and apps—not to mention industry-specific 
software—is expected in the workplace today.

• There are plenty of ways to develop your digital literacy. If this soft 
skill seems out of your reach, make sure to convey your willingness 
to go the extra mile to learn new skills and follow your natural 
curiosity. 

• People who are curious make a conscious effort to explore, 
investigate and learn without needing an external person to 
persuade them. 



Initiative
• Employers are always on the lookout for employees who take 

initiative and are proactive about finding new ways to help the 
company do its work. 

• Employees with initiative don’t wait for their boss to assign them 
tasks. They’re self-motivated and driven to do whatever they can to 
improve their company from their current position. Employees with 
this kind of inner drive can add huge value to a company.

• A strong work ethic is an indispensable factor for any employee as 
they take ownership for their work and are self-driven to aim for 
results. They become a motivation for others at workplace.

• Share with your interviewer an instance where you brought 
initiative to your previous organization to demonstrate that you 
have experience with this soft skill.



Employers want employees who are self–motivated. 
While the role of every manager is to motivate their 
employees, they appreciate and seek ones that create 
their own motivation. 

It makes a huge difference to have an employee that has 
an inner drive to organize their work versus one who 
needs constant guidance to perform day to day 
activities. 

Employers look for employees that have a level of self–
motivation that will not require a high level of "hand-
holding," as well as the ability to tackle the expected 
obstacles that arise in day to day business.



Employers want employees who demonstrate 
dependability. 

Employees show dependability by taking personal 
ownership of all aspects of their job, including 
being on time, dressing and working in a 
professional manner, and demonstrating a high 
level of commitment. 

Managers like dependable employees because they 
set and maintain clear expectations.



Employers want employees who provide a positive representation of their 
brand . Employers seek individuals that will enhance their 
organization and their brand. 

They want to recruit people who are trustworthy, have solid reputations –
inside and outside of work – and have a good work ethic. 

Great employees have a strong sense of what is appropriate in the workplace 
and outside, and they know how to balance the two. 

Employers want employees who rise to the occasion. A good employee gets 
the job done. A great employee gets the job done in spite of everything –
including when priorities and schedules shift. They are self–motivated and 
can problem solve and think on their feet.



Employers want employees who are team players. No one can 
achieve "greatness" in an organization completely alone, and 
remarkable employees know this to be true. They are the 
consummate team player who can highlight their own successes, as 
well as praise others for theirs. These employees recognize that 
success is better achieved through team work, always.

Employers want employees with a positive attitude. Great employees 
maintain a positive attitude, even during difficult situations. They 
tackle projects, both big and small, in a straightforward manner. If 
they have a sensitive issue to discuss, they do so in private. They 
promote a team spirit and good morale, and they are a pleasure to 
work with and be around; a trait that is often minimized as an 
essential job characteristic.



Support in employment searching



• National Employment Service Agencies

• Head hunters or recruiters

• Career couches

• Job-centers (depending on countries)



• Other sources for information on positions

• Websites of companies, organizations, sectors, 
etc

• Companies providing employment services 
abroad

• Student oriented websites on potential 
employment



Searching for opportunities depends on 
your goals

• Local level

• National level

• International - abroad



Local level

– Local National Employment Services offices

– Local companies and organizations

– Local Chamber of Commerce

–Professional organizations

–Networks 



National Level

–National Employment Service

–Websites in the local language 

–Large companies with national network

–Professional associations and 
organizations



International level

– EU funded programmes for youth 
employment

– International organizations websites

– Employment service agencies in other 
countries

–Networks

– Internet is crucial



Employment of vulnerable and 
marginalized groups



Vulnerable groups are typically categorised in 
social terms according to age, sex, ethnicity, 
disability or family status. This obviously 
reflects the complex relationship of individual 
and societal factors, such as discrimination 
and access to education, which affect 
employment prospects.



• Persons with disabilities

• Youth

• Women

• Ethnic minorities

• Ex-convicts 

• Persons with low level of education

• etc



• Improve employment opportunities for poor, 
vulnerable and marginalized groups through 
access to skills training on enterprise 
development;

• Empower vulnerable groups to start or improve 
their businesses through the new skills acquired

• Create an enabling environment for 
entrepreneurship through establishment and 
strengthening of networks of implementing social 
safety net services, providers of working capital, 
and participants from vulnerable groups.



What can be done to support them?

Active measures for work integration



Employment services (job search assistance; motivational 
training; job intermediation services, services for 
employers; employment and Work Preparation; career 
counselling and professional orientation); 

Developing entrepreneurship
Subsidized employment (support the development of 

micro and small businesses in creation of new job 
positions; Programme for conditional monetary 
support for employment of individuals at risk of social 
exclusion; Subsidized employment of young people by 
exempting contributions; Subsidized jobs for persons 
with disabilities),



Training
• Trainings for known employers accompanied by subsidized 

employment; 
• Training at work place with subsidized employment; 

Trainings in professions in short supply;
• Training to meet labour market demand by private training 

providers; 
• Training in advanced IT skills; 
• Internship; 
• Survey to address the needs of skills in the labour market;
• Training in general skills-language and computer skills



Policy priorities 

Despite the current growth in employment in the EU, it is 
clear that some people still have poor labour market 
opportunities and that unemployment remains highly 
concentrated among particular groups. 

Economic growth alone will not resolve the employment 
problems of vulnerable groups. 

There is a need for specific measures, with the 
recognition that actions for one group may not be 
appropriate to meet the needs of another.



The general consensus across the Union is 
that social policy towards the 
unemployed, as well as others not in 
work, should shift away from passive 
income support towards active 
measures to help get them into 
employment. 



Measures can be divided into two broad categories: 
• Measures aimed at helping the unemployed find 

a job, either by assisting them in their job search 
activities or by improving their employability 
through training or work experience; 

• Measures which provide the unemployed either 
with direct access to employment, through 
subsidising jobs or reducing the taxes and/or 
social contributions which employers have to pay, 
or with assistance to start up their own business 
and become self-employed.



The more attention paid to individual needs of 
unemployed people has been accompanied in many 
cases by a decentralisation of employment services 
and the granting of greater autonomy to local offices in 
decisions on the different programmes available for the 
unemployed, so that most adequate measures can be 
taken in respect to the local labour market conditions 
and needs. 

As a result, there is increased interaction with local 
organisations –private and public – in the design and 
provision of work and training opportunities



Various forms of discrimination in 
employment



Recruitment of younger women in their reproductive age. 
They are often offered short term employment and part 
time employment, to minimize the cost of paying for 
pregnancy and maternity leaves.

Discrimination against persons between 55-64 years of age

It is believed that older workers are less productive, do 
not have adequate knowledge, are slower to accept 
change and are not willing to improve and adapt to 
current demands of the workplace 



People with disabilities

• Discrimination occurs in those cases where a 
candidate for a job, despite the necessary 
qualifications, is not taken into account due to 
their disability.

• Employers’ attitudes are a significant barrier 
to persons with disabilities gaining access to 
meaningful work and job promotions



Case study Serbia



The Law on Vocational Rehabilitation and 
Employment of Disabled Persons of the 
Republic of Serbia recognizes people with 
disabilities as a group that requires special 
attention due to extremely low level of 
employment. 



Poverty Reduction Strategy Paper issued 
in 2003 came as the first strategic 
document focusing on their vulnerable 
position and setting specific goals 
directed at promotion of equal 
opportunities for this population in the 
fields of work, employment and 
education.



It was followed by the National Employment 
Strategy Paper 2005-2010 which was rooted in 
the principle of non-discrimination and further 
recognized vulnerable position of PWDs in the 
labour market. The document enlisted a set of 
measures in support of enhancement of their 
activity in the labour market, employability and 
employment on the open labour market as well 
as through special forms of employment



Analysis of labour market position and 
participation of PWDs in social activities 
and labour market is quite limited due to 
rather low level of data sources about 
this particular population.



Various sources describe the overall labour market 
position of PWDs in Serbia in the first decade of 
the 21st century as rather weak, primarily due to 
their limited access to education and 
employment. 

Based on the available data, it is estimated that 
about 50% of PWDs had no more than primary 
education while only 13% had opportunity to 
work and one third of them was provided with a 
working place adjusted to their needs



Data gathered in the unique information system 
(JIS) of the National Employment Service (NES) 
allow monitoring of labour market participation 
of PWDs. 

The number of registered PWDs, their participation 
in active labour market programmes (ALMPs) and 
employment are available from the NES registry. 

The available data show that the number of PWDs 
registered at NES has remained constant through 
years



Registered PWDs differ substantially by structure (gender, age, 
competencies and unemployment time) from registered NES 
clients in general. 

Women are much less represented with only 1.67% among 
overall women registered at NES, 33.14% women PWDs vs. 
51.10% women overall in 2017. 

Registered PWDs seem to belong to older population.

Young PWDs (15-34) represent 25.66% of all registered PWDs in 
comparison with registered young clients overall representing 
34.66% share of NES clients.



The most striking difference however comes from the 
fact that long-term unemployment is much more 
frequent among PWDs with 79.35% vs. 68.78% in the 
overall registered at NES waiting for employment for 
more than 12 months as of 2017. 

The figure explicitly points out the hard-to-employ status 
of PWDs, but it also calls for specific attention to the 
prevention of further deterioration of already very low 
skills of PWDs as a result of their long-term 
unemployment status. 



Registered unemployed PWDs are generally less 
qualified with 39.25% of persons with no/low 
qualifications in comparison to 32.7% of persons 
with no/low qualified among registered 
unemployed overall at NES in 2017. 

Therefore, professional rehabilitation (with focus on 
institutional and workplace trainings) comes into 
place as one of the most important measures to 
enhance labour market position, employability 
and employment of PWDs.



Over the years, the European Union as well as a 
number of international organizations (e.g. 
UNDP, ILO, USAID) have provided technical 
and financial support for developing legal 
background, enhancing public policies and 
building capacities of NES in delivering various 
active labour market programmes directed at 
PWDs. 



An adequate legal and strategic framework has 
been set up, allowing the implementation of 
created policies and measures directed at the 
enhancement of labour market position and 
possibilities for PWDs. 



Assessment of work capacity uses medical, social 
and other criteria to assess possibilities of PWD 
for inclusion in the labour market and their 
capabilities to perform concrete work. 

In accordance with the Law, PWDs can be employed 
under general conditions or special conditions. 

The assessment is based on a four-level scale

Assessment of work capacity



Level 0 - acknowledges minor difficulties and obstacles 
not affecting the working capacity;

Level 1  - acknowledges difficulties and obstacles that are 
small but affecting the working capacity; 

Level 2  - acknowledges moderate or substantial 
difficulties and obstacles affecting working capacity 
and 

Level 3 - acknowledges multiple difficulties and obstacles 
severely affecting the working capacity at the extent at 
which a person could perform less than one third of an 
average performance expected with relation to the job 
placement.



What the different levels mean
Level 0 doesn't give a person a PWD status in accordance with the Law, 

Level 1 allows persons' employment under general conditions (i.e. job 
placement with an employer without adjusted work activities, workplace 
or work activities and workplace) and 

Level 2 under special conditions (i.e. job placement with an employer with 
the adjustment of work activities, workplace or work activities and 
workplace). 

Level 3 doesn't entitle a person to employment either under general or 
special conditions while she may be engaged within Work center
representing a special form of employment and recruitment envisaged by 
the Law.



Actions taken by the Government of Serbia 
in the last years have contributed to the 
enhancement of labour market position 
of PWDs in Serbia, yet there is still a long 
way to go to their full integration into 
society in general, and particularly in the 
fields of work and employment. 



Four pillars of employment policy 
directed at PWDs



Professional rehabilitation

through training, employment, policies related with 
job retention, advancement and/or career change, 

including individual and group counselling, vocational 
guidance and vocational training, motivational 

training, education, professional assistance and similar 
programmes. 

Employment of persons with disabilities 

under general and special conditions, based on quota 
scheme under which all employers with at least 20 

employees are obliged to employ particular number of 
PWDs (employers with 20-49 employees should 

employ 1 PWD, whereas at least 50  employees put an 
obligation on the employer to employ 2 PWDs, and 

one more after each 50 employees employed).  

Active employment policy measures aimed at 
increasing motivation, employment and self-

employment of persons with disabilities, including 
subsidies for self-employment, subsidies for 

reasonable accommodation, subsides for employing 
PWDs without previous experience and similar. 

Special forms of employment and recruitment which 
can be organized as enterprises for professional 

rehabilitation and employment of PWDs (level 1 and 
2); job centres providing recruitment for PWDs (level 
3) as therapeutic activity and social enterprises and 

organization, established for the purposes of 
provision of activities to meet the needs of PWDs and 

employing at least one PWD. 

Employment policy 
for 

PWDs



Legal acts, by-laws and strategic papers with regards to 
employment of PWDs have been adjusted to the UN 
convention and developed in accordance with the EU 
regulations and standards. 

Successful practices from other EU countries have been 
transferred and adjusted to the local labour market 
conditions. 

On the other hand, some neighbouring countries have 
further developed their regulation based on the Law 
on professional rehabilitation and employment in 
Serbia.



The most important success factors stem 
from the recognition of rights to work 
and employment and assuring equal 
opportunities for PWDs based on 
recognized status of PWDs and 
assessment of capacities.



Discussion on different experiences



Improving capacities in line with 
market demands



Finding employment has been a challenge 
for young adults in recent years. This is 
not only due to high unemployment 
rates, but also because entering working 
life is more complicated than before. It is 
no longer just a question of credentials 
and skills.



The term ‘employability’ gives the 
impression that employment depends on 
the individual and their willingness (or 
lack of it) to develop their capacities in 
and out of education.



Employability can be regarded as a strategy 
aimed at increasing people’s readiness to 
acquire the qualities that are needed in the 
labour market, in education and elsewhere. 

While ‘employment’ requires that an employee 
with the right skills and qualifications finds a 
job, ‘employability’ means being able to show 
one’s potential to be successful in the job



Employability is primarily defined by the labour 
market rather than by capacities of individuals

Young people are educated and advised to 
increase their employability by acquiring 
credentials and skills and, more importantly, 
by improving themselves through obtaining 
valued experiences and capacities



Mobility and reflectivity of the self are 
essential both in taking up new 
‘opportunities’ and being capable of the 
performances needed in work



Interesting statistics

Informative Job Search Statistics

• According to LinkedIn, 

– only 30% of the global workforce is actively looking for 
jobs, and the rest is passive about this task. 

– But of the 70% passive workforce, 87% is open to 
finding better job opportunities. 

– What makes them accept a new job position is an 
opportunity to go up the corporate ladder.



What makes a candidate accept a position:

– is payment and compensation (49%), 

– a chance to achieve professional development 
(33%),

– improve their work/life balance (29%).



Among the most important reasons people 
turn down job offers:

– inconvenient working hours, 

– long commute, 

– inflexible hours, and 

–no promotion potential are.



Job Seeker Expectations

People want to work in places where they feel 
appreciated as a part of the company. They 
look for workplaces that share their values, 
get paid fairly, and see equality. Where their 
work is adequately paid for and are treated 
with respect.



Final Thoughts

• While salary level is one of the most 
important factors, it’s not everything.

• Job seekers search for many different criteria, 
such as the company culture and reputation 
and how your position will help them achieve 
career development.



Thank you for your 
attention!
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