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JOB SEEKER PLAYBOOK:



                                                                       to experience overwhelming stress when life deals

unexpected changes.  Whether you’ve been laid off, downsized, or seen prospects dry up, losing

your employment is one of life’s most traumatic experiences.  However, it’s important to

remember that a career is not an identity, and that there are actions you can take right away to

begin to manage, recover, and discover new opportunities.

 

Career insecurity has quickly become the top area of concern for job seekers when as many as 1

in 6 American workers are faced with the reality their “old” career may not return.  There may be a

chance you are lucky enough to get hired back when the economy recovers, but the truth is that

many industries will be forever changed by these volatile circumstances.  All businesses have

discovered, by necessity, how to hire, train and manage remote workforces.  Job seekers have this

new reality to consider in their search options and criteria. So, in light of these circumstances, we

have created this guide to assist job seekers navigating the new job market and assembled ten

insights we hope will help you on the way to find a joy powered career.

Job Seeker
Playbook

JOB SEEKERS

I N S I G H T S  O N  H O W  T O  R E B O U N D  Q U I C K L Y
A F T E R  A  L A Y O F F

It's perfectly normal
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Having a strong employer brand can bring the

expenses related to hiring and training down

by as much as 50% according to LinkedIn. 

Additionally companies with poor employer

branding pay +10% higher salaries  according

to a Harvard Business Review study and  64%

of consumers stopped purchasing from a

brand after hearing news of that company’s

poor employee treatment according to

CareerArc.  Reducing payroll expenses initially

might seem like a favorable solution to

rebalance the business but when managers

dig deeper, they will find highly engaged

teams show 21% greater profitability

according to Forbes. So if decisions are

enacted too quickly or without

thoughtfulness, managers will undo years of

work to build an engaged workforce. Oh and

the engaged people are the one you will need

most to pivot the business to adapt to a new

normal.

HOW EMPLOYER
BRAND AFFECTS THE
BOTTOM LINE

SIX COMMON
MISTAKES MADE
DURING
DOWNSIZING
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“TOUGH
TIMES NEVER
LAST, TOUGH
PEOPLE DO.” 
ROBERT SCHULLER



of consumers stopped
purchasing from a

brand with poor
employee treatment

64%STEP  1 :  

UNDERSTAND  THE  DETAILS  OF  YOUR

SEVERANCE  PACKAGE
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Knowing exactly what is included in your severance will help you understand how
much time you have before new income is necessary to pay your bills. 
 

The four major components of a severance package include:

Regular pay
Payment for unused and accrued vacation or PTO time 
Actual post-employment severance 

1. Your Final Payout: 
It's important to understand what pay is included in your severance package
as it is taxable income. In many cases your last check will consist of the
following: 

 
You may consider noting that businesses typically do not have any obligation
to offer additional severance pay however in many states they do have a legal
obligation to pay you for any unused vacation and/or PTO time which has
accrued.  For more information about your state we recommend this link to
learn more.

2. Health Insurance Coverage:
Knowing how long you have to get new health insurance is a critical piece in
not experiencing risky gaps in coverage. While there are programs like COBRA,
you can also look on the insurance marketplace, as COVID-19 is a qualifying life
event, if you reside in a state without an insurance marketplace, research
insurance alternatives like Christian Health Ministries to make sure you and
your family do not go uncovered.   You should understand your coverage
completion date and what defined next steps will be when it ends. 
Marketplace insurance may be available to help you with insurance post
employment as well.   If you are wondering, how do I file for Unemployment
Insurance, check out the U.S. Department of Labor and what additional
benefits you might be able to receive through The CARES ACT at the U.S.
Department of Treasury.

SEVERANCE
PACKAGE
DETAILS
PART I I

http://ask.legalsolutions.thomsonreuters.info/cc-nto-vacation-rolling-pl
https://www.dol.gov/general/topic/unemployment-insurance
https://home.treasury.gov/policy-issues/cares


of consumers stopped
purchasing from a

brand with poor
employee treatment

64%STEP  1 :  (CONT 'D)

UNDERSTAND  THE  DETAILS  OF  YOUR

SEVERANCE  PACKAGE  
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3. Retirement Rollover Options: 
When being downsized many people are faced with four options on what they
can do with their retirement plan.
 
Take No Action:  
Within 30 to 90 days you will need to decide if  you want to keep your money
in your former employer's 401(k) plan. If you have at least $5k in assets they are
required to give you this option. That said, beware they may no longer be
picking up the fees for the investment products because you are no longer
employed there and would be responsible to pay them as part of the plan. If
you have less than $5k your employer may elect to have you cash out. 
 
Rollover to Individual Retirement Account (IRA): 
Rolling over your retirement account gives you maximum control and
flexibility. With a 401(k) program your employer makes the selection of where
you can invest your retirement savings.  Yet with an IRA you are in the driver's
seat so to speak. There are unique and unconventional ways to use your
retirement saving to help you start a business through self directed options. 
Consult an accountant in your state to explore these options or visit your local
bank branch for assistance.
 
Rollover To Your New Employer's 401(k) Plan: 
Many people, when they start at a new employer, will take part in their 401(k)
plan because of fee reduction, matching contributions and more. According to
Ameriprise, “Using a direct transfer method, or 401(k) to 401(k) transfer, you can
transfer your entire account balance without taxes or penalties. You can work
with your new employer's 401(k) plan administrator to select how to allocate
your savings into the new investment options.”  Rolling your existing
retirement into a future employer is usually pretty easy and the Human
Resource department should be equipped to walk you through this process.

SEVERANCE
PACKAGE
DETAILS
PART I I I



of consumers stopped
purchasing from a

brand with poor
employee treatment

64%STEP  1 :  

UNDERSTAND  THE  DETAILS  OF  YOUR

SEVERANCE  PACKAGE  (PART  4)
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4. Outplacement Services:  
Take full advantage of any outplacement services your former employer is offering,
these resources will help support your efforts.  The emotional reaction after a layoff
may be to pause, which is a good thing.  Take time to reset and ready your focus for the
task ahead, but do not delay.  Outplacement services are usually offered for a limited
amount of time and are narrowly focused to help you prepare to look for new work. 
Typical services employers offer are headshots, resume writing, career counseling,  and
online job profile building through platforms like Linkedin, Careerbuilder, Monster.com,
and InDeed.   Particularly if it has been more than two years since any of those items
have been updated, taking advantage of free services to bring them up to date will be
a great benefit to you as you begin the job search process.

GET 
YOUR
MIND
RIGHT



It’s perfectly natural to experience anger, rejection, and even a sense of

shame over being laid off or terminated.  Try to remember those are just

feelings not facts, and those feelings will pass.  Most importantly, the last

thing you should do is isolate yourself.  Surround yourself with loving,

supporting people who will listen and give you honest advice.  Talking with

friends and family often does the trick but it's important to tell them “how” to

support you (and what to avoid doing) in the weeks and months ahead as you

look for work. 

 

A great resource for your support team is The Business Journals’ research on

How to Support Someone Who Has Been Laid Off.  However, if you feel like

your mental health needs more than your friends and family, seek help from a

trained mental health professional (review a more comprehensive list of signs

to see if more professional guidance may be right for you).  

 

Remember the role physical activity and a healthy diet plays in mental

health.  There are numerous studies showing a good diet and exercise helps

your body produce the correct levels of dopamine and serotonin, which are

the mood regulating chemicals in the body.  Additionally, Health.com

provides some wonderful guidance with 33 Simple Diet & Fitness Tips that

help you operate at 100%.  Remember you are worthy, everyone needs help at

different times in their lives.  The sooner you re-prioritize self-care the faster

you will see positive results in your job search efforts.

 

STEP 2: 
GET YOUR MIND RIGHT

STRATEGIZE
YOUR JOB
SEARCH
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https://www.bizjournals.com/bizjournals/how-to/human-resources/2015/04/how-to-support-someone-who-has-been-laid-off.html
https://www.mentalhealth.gov/basics/what-is-mental-health
https://www.health.com/weight-loss/30-simple-diet-and-fitness-tips


STEP  3 :  

STRATEGIZE  YOUR  JOB  SEARCH
Looking for a work without a strategy and clear set of objects is a sure fire way to find

a “job” rather than a “career”.  Being strategic about how much you want to make,

what you are willing to do (and not willing to do) are very important items to have

predetermined before you start your job search.  What is becoming very clear is that

as we emerge from the COVID-19 global pandemic, certain premiums can be placed

on jobs and industries that are more resilient or to use the current term “essential” in

the wake of natural disasters.  Additionally, society has almost adapted overnight to

conduct the vast majority of business remotely.  This new normal will place much less

emphasis on your physical location for many positions.  Remote or telecommuting is

not just reserved for the progressive, tech forward companies/industries, but applies

to almost everyone.  This change ushers a very new reality that your ideal career

position might not be anywhere near the city you live in and you might not need to

be if you are the most qualified candidate for the job.  Physical proximity to the home

office matters much less than talent, industry knowledge and position skill set.  So,

expand your horizons past your physical location, build your virtual meeting skillset

and explore openings in a wider area.  As the world recovers, we are going to find

many industries and positions that place much more emphasis on the positive traits

and skills you bring to your company, rather than just what your commute time will

be.  Before applying at every opening in your local area, try to imagine what the new

Zoom meeting world will look like in your industry, prepare yourself to meet a

company’s business needs wherever they might be located.

TOP 5
OUTPLACEMENT
SERVICES
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While this might sound simple, it’s an incredibly powerful tool in the digital world we

live in.  The reality is that the first impression you make (before anyone decides to

read your resume or look at your profile) is the picture you use on your social and job

seeking profiles. 

 

Within 40 nanoseconds, the human eye reviews a photo and makes a decision on an

individual regarding traits like trustworthiness and reliability.  You want to be

conscious about what people are thinking of your digital reputation.   Studies have

shown 87% of recruiters visit a candidate’s online profile (LinkedIn) before bringing

them in for an interview.  The first impression any profile makes is the candidate's

personal photo.  Using LinkedIn as an example, we learn that profiles with a

professional photo receive 14x more engagement including 36x more messages

(LinkedIn), than those without.

STEP  4 :  

UPDATE  YOUR

PROFESSIONAL  BRAND

WITH  A  HEADSHOT

RESUMÉS
& COVER
LETTERS
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STEP  5 :  RESUMÉ  & COVER  LETTER

Writing an effective resume is a crucial component to advancing in the interview

process. There are several paths to take when deciding how to get the best resume put

together.  If writing is not your forté then you may want to consider hiring someone to

assist with writing your resume.  Platforms like Fiverr.com and Upwork.com are full of

freelancers who do this every day. You can check out examples of their work and hire

the best one to shepherd you through the task of writing a persuasive resume and

cover letter that align with your career goals.  For those of you with proven writing

skills, selecting the DIY option may be more economical, but be sure to review your CV

with a colleague or friend before sending it out.  We recommend studying InDeed’s

article on 10 Resume Writing Tips to Land you the Dream Job as a way to get started. 

But to give you a sneak peek, here are the 10 Tips summarized below.

1. Use keywords from the job posting in

your resume, show you have read the job

description.

 

 2. Review resume examples from your

industry, not as a copy, but just for ideas.

 

3. Use a professional font, this may go

without saying, but “Comic Sans” is not

appropriate for resumes. 

 

4. Put the most relevant information first,

this may change for each job for which

you are applying.

 

5. Use active language, instead of saying,

“sales increased during…” say “responsible

for catapulting sales….”

 

6. Call attention to important

achievements that are relevant to the job.
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7. Be brief, only include sections and

subheadings that you need and keep your

resume easy to read.

 

8. Choose appropriate margins, usually 1” is

recommended.

 

9. Proof read and edit, if spelling errors are

present, your resume will likely end up in

the trash.

 

10. Decide whether you need a unique

resume for different jobs, we recommend

tailoring each resume and cover letter to

each position for which you apply.  This

shows your attention to detail and the

amount of effort invested into each

application.

ACTIVATE
LINKEDIN

https://www.indeed.com/career-advice/resumes-cover-letters/10-resume-writing-tips


STEP  6 :  

 

UPDATE  OR

ACTIVATE  YOUR

LINKEDIN  PROFILE

Writing an effective resume is a crucial

component to advancing in the interview

process. There are several paths to take when

deciding how to get the best resume put

together.  If writing is not your forté then you

may want to consider hiring someone to

help.  Platforms like Fiverr.com and Upwork.com

are full of freelancers who do this every day. You

can check out examples of their work and hire

the best one to shepherd you through the task of

writing a persuasive resume and cover letter that

align with your career goals.  For those of you

with proven writing skills, selecting the DIY

option may be more economical, but be sure to

review your CV with a colleague or friend before

sending it out.  We recommend studying

InDeed’s article on 10 Resume Writing Tips to

Land you the Dream Job as a way to get started. 

But to give you a sneak peek, here are the 10 Tips

summarized below.

LINKEDIN
BRANDING
TIPS
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https://www.indeed.com/career-advice/resumes-cover-letters/10-resume-writing-tips


Step 1:  Add A Professional Profile

Image: Members with a photo get up to:

14x more connection requests, 21x more

profile views, 36x more messages.

 

Step 2:  Add Your Industry:Members with

industry information receive up to 9x

more profile views. More than 300k

people search by industry on LinkedIn

every week.

 

Step 3: Draft A Compelling

Summary: Write an “elevator pitch” by

focusing on career accomplishments and

aspirations including 40+ words.

 

Step 4: Detail Your Work

Experience: Members with up-to-date

positions receive up to 5x more

connection requests, 8x more profile

views, 10x more messages.

 

Step 5: Add Examples of Your Work & A

Banner: Upload photos, presentations and

videos you have created. Give a dynamic,

visually appealing representation of your

personal story and work product. 

Step 6: Add Volunteer

Experience: Members who add volunteer

experience get up to 6x more profile

views than those without.

 

Step 7: Add Skills & Get

Endorsed:Members who add 5 or more

skills receive up to 17x more profile views.

 

Step 8: Request a

Recommendation:Recommendations help

build you credibility and validate your

skills.

 

Step 9: Complete Your Profile

With:Education, certifications,

Publications, Accomplishments, Award

Location and a Unique Headline. 

 

Step 10: Customize Your Settings &

Privacy

HERE  ARE  SOME  TIPS  FROM  LINKEDIN

ON  BRANDING  YOURSELF :
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LinkedIn Learning Path for Job Searching (13 Courses Unlocked) – (Get Started)

How to Let Recruiters Know You Are Open to New Opportunities – (View)

Best Practices for Searching Jobs on LinkedIn – (Read More)

How to Create Job Alerts on LinkedIn – (Learn More)

Here are some additional helpful links to help you get the most out of the platform

during your job search.

If you would like to learn more about

becoming a LinkedIn pro, read 

The Art of Personal Branding. 
This information contains the best practices

from some of LinkedIn top influencers.

https://www.linkedin.com/learning/topics/job-searching
https://urldefense.com/v3/__https:/www.linkedin.com/help/linkedin/answer/67405?lang=en&lipi=urn*3Ali*3Apage*3Ad_flagship3_pulse_read*3B1k*2FHjwrZS6CpNLItkbLLFw*3D*3D__;JSUlJSUlJQ!!BHlfX_zbyOAjqHI!gtU87gU3vR9CSgbZAX6CJmbpZfEa-H64blcROqfgiE2vGyJMgGkqK7lv5FgyTNdQQyqL4vgdf6wAlg$
https://urldefense.com/v3/__https:/www.linkedin.com/help/linkedin/answer/157__;!!BHlfX_zbyOAjqHI!gtU87gU3vR9CSgbZAX6CJmbpZfEa-H64blcROqfgiE2vGyJMgGkqK7lv5FgyTNdQQyqL4vgRL4dfgQ$
https://urldefense.com/v3/__https:/www.linkedin.com/help/linkedin/answer/20709__;!!BHlfX_zbyOAjqHI!gtU87gU3vR9CSgbZAX6CJmbpZfEa-H64blcROqfgiE2vGyJMgGkqK7lv5FgyTNdQQyqL4vgZg0_fTw$


STEP  7 :  

 

JOB  SITES  AND

CAREER  SERVICES

Whether you are looking for a job as a carpenter

or a CEO, there are thousands of job platforms to

choose from.  Do you need a profile on all of

them?  No.  It's important to put in the time to

research what job platforms will be the most

relevant for the position you desire.   

 

For most job seekers, using one of the major job

boards like Indeed, LinkedIn, Glassdoor, Monster,

Google, ZipRecruiter, SimplyHired and Robert

Half are all great places to start.  These job sites

not only list profiles that are directly placed on

them but also pull in job listings from thousands

of other locations around the internet.   Click the

link to learn more about the pros and cons for

the top thiry jobs sites.

CONSIDER
TEMPORARY
EMPLOYMENT

Executives 

Human Resource

Sales 

Engineers

Marketing

If you are looking to further refine your search

criteria based on the type of position for

which you are uniquely qualified, below are

job specific boards for you to explore:  
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https://zety.com/blog/best-job-search-sites
https://careersidekick.com/executive-job-boards/
https://www.bamboohr.com/blog/top-websites-for-hr-professionals/
https://www.brainshark.com/ideas-blog/2018/november/best-sales-job-boards
https://www.engineerjobs.com/
https://www.smartrecruiters.com/blog/10-best-marketing-job-boards/


STEP  8 :  

 

CONSIDER

TEMPORARY

EMPLOYMENT

Sometimes a paycheck is a paycheck and earning

with temporary positions as you build interviews

is the best direction to take.  Finding the job of

your dreams takes time.  Borrowing money from

friends or relatives can stress important

relationships and can put behind the eight ball

financially.

WORK
YOUR 
NETWORK

Here is a list of top companies hiring during the

economic downturn: 

 

Retailers: 

Wal-Mart, Target, Krogers, Ralphs, 

Lowes, Home Depot 

 

Online Distribution Centers: 

Wal-mart, Amazon 

 

Package Delivery: 

Amazon, UPS, FedEx, USPS

 

Food Delivery Services: 

Postmates, UBEReats, GrubHUB, 

DoorDash, Instacart OrderUp

Also consider finding

temporary placement

through staffing

agencies like CareerArc,

Kelley Services,

Manpower, The Morales

Group or Robert Half. 

These companies can

help you quickly find a

paycheck while your

ideal career search

continues.
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STEP  9 :  WORK  YOUR  NETWORK

You may not be a social butterfly and the sound of the word “networking” makes you

cringe.  Fanning the flames of your network can be less daunting than you might

think.  People, in general, want to be helpful and if they are able will provide you a

connection or provide crucial insider information on who is hiring, if you just ask or

reach out.   

 

A simple, “hello, how are you?” goes a long way to reconnect with folks on LinkedIn

or connect with people you have not before.  People are possibly more active on

social media sites than ever before and you can take advantage of “networking” from

home.  Thought leaders on LinkedIn and companies are hosting roundtables and/or

conversations almost every day.  Ask people you know to connect you with people

they know, you never know when the right person will accept your request.  

 

Give to get, you can always go and ask somebody for something after you have

already given to them.  And when you do ask, be specific about what you want. Make

it easy on them to help you.  We recommend creating a one-page career summary

that outlines your work history and your new career objectives so your network can

easily forward to someone they think might be interested. This one-pager should be

designed to drive traffic to your LinkedIn profile and to get requests for a copy of

your full resume. 

 

“Your network is your net worth,” the old saying goes so use these connections to

your advantage but, remember to think of networking as a balance of give and take. 

Share others’ profiles when they are seeking a new career, ask people what you can

do for them.  

 

Be thoughtful.  Think about what doors you can open for them or what connections

you can make that might be helpful.  The end goal shouldn’t always be to receive

something back but maybe you can connect them with somebody, help them with a

project or even do something outside of the business world for them.  The butterfly

effect can have a huge impact on your long term networking and career path.

INTERVIEW
PREP IS
KEY
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of consumers stopped
purchasing from a

brand with poor
employee treatment

64%STEP  10 :  INTERVIEW  PREPARATION  IS  KEY
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Preparation is crucial for interview success. The more you prepare the less

likely you are to be caught off guard.  People can only process or handle so

many things at once and the more rehearsed you are the less stressed you will

be, experts recommend a combination of research and interview simulation to

give you the confidence and mental bandwidth to go in calm and prepared.

Know the job descr ipt ion l ike the back of  your  hand,  keep in  mind:  

What does your position really entail in detail?  

What does the day to day look like?  

What can you bring to the team that they don’t have now?

Seeking to understand the business, as well as the work life, that you are

interviewing for helps clarify any vagueness about your potential job, in turn

this helps lead to more engaging interviews.  It is wise to check out the

LinkedIn and Twitter of your interviewer as well, to learn about their interests,

and what they are directly responsible for in their role.  It's also critical to

understand the company you are applying to, both historically and what public

plans have been announced for the future such as:

Recent structural changes

Taken a round of funding

Hired a new executive 

Released their 10K 

Put out new content such as a white paper, case study, or new podcast

Talking about these can show you care about the company and what they are

producing.  When it comes to the job market we are all salespeople,

preparation about people and companies can help you win your next meeting

and land the career you want.

PART  1 :  RESEARCH

INTERVIEW
PREP IS  KEY
PART I I



of consumers stopped
purchasing from a

brand with poor
employee treatment

64%STEP  10 :  INTERVIEW  PREPARATION  IS  KEY
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You can have fr iends or  family  members  ask you quest ions such as :

What have you overcome in the past? 

If you could have one thing in the world, what would it be? 

Why are you a good fit for this role? 

What do you like about our company and our culture? 

What have you done previously that will set you up for success here? 

Virtual interviews are here to stay and you should rehearse virtually before

the actual event. Remember to turn on your camera on the video chat when

you have a video interview, make sure that you have a clean and pleasant

looking environment (background) when you turn on your camera, that you

are well dressed and professional looking and of course refrain from any

nervous fidgeting.  Just take a deep breath, trust your preparation and

remember: the right job is out there looking for you too.

PART  2 :  PRACTICE  INTERVIEWING

CELEBRATE

Read More Suggest ions From Linkedin

https://www.linkedin.com/feed/update/urn:li:activity:6657205519104778240


LAST  BUT  NOT

LEAST . . .  

CELEBRATE

We will be cheering you on from the

sidelines and singing your praises as you

succeed at ultimately finding a new job

and getting hired.  It will take all the things

you already possess: courage, dedication,

intelligence, and adaptability.  Many of us

wait until the finish line to let ourselves

feel good.  Don’t wait for the big win. 

Bring the goal-posts closer and celebrate

every victory.  We hope this guide has been

helpful and we can’t wait to see you

succeed.  Stay positive, keep your chin up

and your heart full!
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