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CONTINUED FROM LAST WEEK
PREPARE FOR THE INTERVIEW:

You are selling the most important asset
you have, ‘“YOURSELF," If youhave prepared
for it, the interview will not be difficult.
I. Know about. the business or
y where you are

company
2, Kmow the name of the man or woman to

&;:mmanm

e a pen and be prepared to complete

addidional forms. =

4. Dress properly for thie job -- dress alome
cannot get you the job, but it can lose the

job.
5. Be prepared w answer the following ques-

f. “Have you ever been bonded?™
j. ‘“Have you ever suffered amoccupational
lnj_l.ll'Y?"

HAVING THE JOB INTERVIEW:

When you arve notified that you are to have

an interview, do the following:

I. Arrive at the interviewer's office five
to ten minutes before the scheduled ap-
pointment.

2. GO ALONE! Don’trake afriendora parent.

3. Check your apperance,

4. Don’t smoke or chew gom.

S. Iatroduce yourvelf to the receptonist or
gecrerary.

6. Speak clearly throught the time you are
in the office.

7. Give a fizm handshake (Hur do mot offer
to shake hands unless the interviewer
offers first).

8. Stand unuil e inverviewer teils you w
be seated.

9. Anewer all questions completely (@o mot
use YES or NO).

10. When the Imexview is over, dank die
interviewer and GO.

11. Thank de receptionist oy SeCretary as
you leave,

WHERE AND HOW TO FIND A JOB:
SCHOOL - Each high school has a

agencies must chasge youw w

the first mont's salary. ‘& fee
be paid before youw start work. _

NEWSPAPER: In the Classified Section of
any mewspaper will be a section called
““Help Wanted — Male & Female.” The
three daily wewspapers available are:
R eview-Journal, Las Vegas Sun and Val-
ley Times & owe weekly, The Las Vegas
VOICE.

FRIENDS AND RELATIVES: Many job open-
ings never get listed with ncies or
newspapers, but are filled Dy friends
and relatives .of company employees.

reladvesmg
are looking for a job. Be sure they
the type of job :{ong the hours you are
interested in working.

UNIONS: Each uniom has its own regulations
and procedures for membership. If you
are interested in joining a union, go to
that union's business office and inquire
about becoming a member. The name and
address of all unioms cam be found in
the ““Yellow " of the telephone

under “LABOR ORGANIZAT-
JONS.,™

Many unions have a trainig program for
new members called “ Apprenticeship,’’
whichh you must qualify for to join. Other
Lm only require you to pay monthly

S.

THE STREETS: Wawch for signs in store
windows, or go into stores andbusinesses
and ask to see tfie mamager or someone
in the Persomnel Office about a job.

When you check the streets, be pre-
nared then you will give a good impres=-
sion o the businessman,

STATE OF NEVADA EMPLOYMENT SEC-

URITY DEPARTMENT: Eackh Employment
Security Office has 2 Hsting of jobs

. in the valley. The
primted daily amd is called the

Nevada Employment Security
I35 South Bth St. (Second Floor)
Las Vegas, NV 89101

Nevada Employment Security:
2071 Las Viegae Blvd. North
North Las ¥Wegas, N¥ 89030 or

Newada Emphrménl Security
200 Water Sereet, Room 30
Henderson, N¥

The hours at alf ethree offices are 8:00
a.m. to 5:00 P.M., Monday through Friday.
To use the services available from Employ-
mrent Security, you will be required to com-
plete several different forms. Samples of
these forms will appear on the pages fol-
lowing. -

1. To register for Employment Security ser-
ES-511,“"Work His-

guest by your
open only on Wednesdays from 8:00
A.M. to 5:00 P.M. for the Judge’s sign-

ature,

SHERIFF’'s CARD (OVER 18 YEARS OF AGE):
Cc
You will need a referral by your mew
employer. The office is open from 8:30
}l:;!!l»‘li. to 12:00 Noon, Monday through
ay.

sod 47

gkt dne,
e

Metropolitan Police - Civil Indentification
Department

(First Floor of County Courthouse)

200 East Carson Avenue

Las Vegas, NV 89101

HOW TO KEEP THE JOB
The development of good work habits early

in your work life will help to insure keeping
your job now and in the future. As an employee
for every one dollar in gross pay on your
check, you must produce for the employer
about one dollar and forty cents.

Employees are usually terminated for one
of the following ten reasons; know them so
as not to give the employer a reason (o
terminate you.

l. Frequent tardiness or absence from work.
i you must be tardy or absent modfy your
supervisor as soon as possible.

2. Must be told to get to work frequently.
Always appear to be busy; it can keep your
employer from thinking youare not earning
your pay.

. Frequenmr breaking of company rufes and

regulations. Rules.andregulations are made
for a reason, usually for #ie safety of
employees and maximum production.
Poor quantity anmd quality work. It takes
less time to do a job right the first time
and yow can produce more work for the
employer by not having to do the same
job over.
Being a “‘woublemaker’’ during working
hours. Be friendly and cooperative toward
fellow workers; it makes the time spent
at work moze emjoyable, Also your fellow
workers will help protect you and your
job.
Allowing persomal interests to interfere
with your work. Don't have friends visit
or phone during working hours.
Being dishonest woward the company either
monetarily or in speech. This means both
taking er using company agsgets for person-
al use and saying untrue things about the
company or the employees.
Failure to communicate or comprehend
directions. Not being able to explain or
understand oral or written directions.. Many
businesses have a spoken and written short-—
hand that is used om the job. It is your
responsibility to leasn this shorthand so
you can become an effectfve worker.

The inability to accept changes in methods

and ways of doing a job. I'm the fast chang-

ing world of work, the way of doing a job
may change. You, as the worker, must
also be willing to change.

10. Economic slowdowm or Recession. This
causes many workers to be laid off because:
the company cammot afford to keep alk
employees. To prevent or reducethechance
of being laid off, ry to produce for the
company more than you take from the
company.

During your working Hfe you will be term~
inated from at least one job, for one of the
previously stated reasomns or some other.
If and when you are terminated, have‘‘Class”
when you are notified. Under no conditon
should you use “‘foul’’ and ‘“abusive’” language,
or physical force toward your fellow workers
or employer. In fact, the besrt thingis to thank
the employer (supervisor) for the opportun-
ity of working for him. This pleasant action
on your part could help in getsing a decent
referral from the employer.

Never talk against the company or its
employees to prospective employersar social
friends Because people will believe that if
you ‘‘knock’’ past employers you will “knock™
future employers, is will hure you when
trying to find another job.

Address for WORK PERMIT:

Juvenile Court Services
Fortye Hall

3401 East Bonanza Road
Las Vegaa, NV 89101




