Know the Phases
of a Job Opening

TRANSITION OBJECTIVE

Students will identify the phases of a job opening.

RELEVANCE TO SUCCESSFUL TRANSITION

New jobs open in phases and tend to be filled before the last phase, advertising
to the public, is ever reached. In fact, 75% of all jobs are filed before advertising is
necessary. These phases of hiring are not generally known to the average job seeker,
but, once understood, they make the task of job searching much easier.

INSTRUCTIONAL SEQUENCE

O STEP 1: Update Journal
| can ﬂnd qQ JOb by Where Are the Jobs?

Phase wo: Insiders know there will be a job opening
2 Phase 2:

Inscers Know
#bout Opering

Someane in the business knows
about a job before it is open. For

O STEP 2: Convene Roundtable o ot ko

And fhey know before the em-

m L k. f . b k f | " ployer finds out. Remember, a
ooking for d job makes me feel . e
O STEP 3: Advance Orgamzer Ine o s 6pen. S0 mory Job openings cre ed bors 1o fab s offcily
- open. When looking for @ job, research o get more information about the
b T Here are some suggestions:
Today you will learn about the four phases o o oo o iy kot e compeny
of a job opening. T
D STEP 4: Act|v|ty - 10 Minutes aboul flure o openings.Show you are dependoble
:
Review from the last lesson that many jobs
are hidden or not known to most people who
3. What steps can you take to help the employer get to know you
H H H during Ph 22
are looking for a job. Quickly go over the et

1. Who knows about job openings in Phase 22

2. What can you do o gef ajobin Phase 22

facts from How People Find Jobs. Tell students B b
they now need to learn how to get a hidden

job by understanding the phases of a job

opening.
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Where Are the Jobs?

Where Are the Jobs?

Do you know how jobs open up for  Phase 1:
hire? Employers may know about  Job Is Not
job openings for weeks or even  Open et
months before they are open fo

the public. Sometimes jobs never
open fo the public. They are given

fo someone the employer knows. To
get the job you want, learn about the
four phases of ajob opening.

3 Phase Three: A job is open but it has not been advertfised

In this stage. the employer says
se 3:
Jobls Open But

there is a job opering. It may take
Not Adverfsed

days or weeks fo officially open
the position. Only the employer
and some employees may know
of the opening. At fnis point,
others looking for jobs willfind
out about the opening. Remember,
many job openings were filed in
Phases | and 2. To get a job in Phase

Phase One: There is no job open now

During this phase fhe employer hos no job openings, BUT, employers are
awayslooking for good employees. Infioduce yourself fo employers so they
can ge fo know you. Most people fanore fhis stage, but fhis s fhe smartest
place o start Employers prefer fo ire people fhey know. 5o, the iststep s o
meet ihe employer. Here i a st of ways fo le fhe employer know about you

« Askfor a short meefing to falk o the employer. Ask about the company
and jobs that may open up. Tell the employer about your experience.

« Ask 1o job-shadow af this business fo watch and find out about the job.

* Volunteer at this business (ifitis nonproft]. Show that you fie fhis business.

+ Get ajob through a school work program. Show that you are dependable.

« Get asummerjob at this business. Show that you are a hard worker.

« Aways waich for possible job openings. Let ofhers know you are inferestedt
inworking ot this business

1. Who knows about job openings in fhis phase?
2. What can you do o get a job at this phose?

3. Whot steps can you fake fo let the employer get fo know you at this
phase?
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3, willbe importont fo meet the employer. Let fhe employer know you are
interested in a job. Don'tforget, employerslie fo hire people they know or
Who are referred by their empioyees. Here are ways 1o help the employer know
more about you
+ Fistfind out @bout fhe company. Callthe main number and ask fo folk with
someone who can fell you about the company. Ask hese questions:
1. What s the product or service of the company?
2. What s a recent success of fhe business?
3. How many people are employed a the company?
« Second, call the employer and infroduce yourselt.Tell the employer why
70U would like o work for the company.
+ Third,ask for an appointment fo meet with he employer. Al fhis meefing,fak
about your reasons for wanfing fo work af fhis company. Lef fhe employer
know you are G hard worker.

I, Who knows about job openings in Phase 32
2. What can you do fo get ajob at Phase 32

3. What can you do fo help the employer get fo know you in Phase 32
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of the section. Go over the questions and

CAREER MANAGEMENT: Unit 2 LESSON3

Where Are the Jobs? answers with the class before going on to
4 Phose Four: The job opering s adverlsed Phase 2. After all sections have been read
° ; and questions answered and discussed,

summarize with the following: some of all jobs
are filled at Phase 1 before there is a job
opening; others are filled at Phase 2 when
insiders know about an opening; more are
filled during Phase 3 when a job has been
opened but not advertised; the remaining
jobs are filled in Phase 4 after the job opening
is advertised. To get hired, students must look
R for jobs in the first three phases before jobs
R are advertised.

62“ O STEP 6: Evaluate Outcomes
| am more likely to get hired if | *

L1 STEP 5: Activity - 35 Minutes O STEP 7: Connecting Activity
In small groups, have students take turns
reading Phase One of Where Are the Jobs?
Have groups answer the questions at the end

Have students call five businesses to ask
about job openings and keep a log of their
calls.

KEY WORDS

phase advertise announcement opportunity percentage

MATERIALS AND PREPARATION
B Student Handouts: Where Are the Jobs?, pages 59-62.

B Prepare to review facts from handout How People Find Jobs, Lesson 2.
B Prepare to discuss the four sections of Where Are the Jobs?
SCANS FOUNDATION SKILLS
B Basic Academic Skills: Reading, Writing, Listening
B Thinking Skills: Visualizing, Reasoning
B Personal Qualities: Sociability, Self-Management

81



