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Module 05:
Strategies for Success
Deal with the ups and downs
of searching for work, and
starting a new job

Strategies for success
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Introduction: Strategies for Success



Strategies for
Success

Strategies for success

Staying positive throughout the process
•

Avoid self-defeating thoughts that can impact your work
search. Take the time to identify your skills, research your
career options and target your work search.

•

If you’ve been laid off or fired, take the time to deal with
your emotions (denial, anger, depression) before moving
on.

•

If you experience rejection, learn from it. Analyze your
choices and work search tools and strategies. Ask for
feedback and make adjustments where needed.
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Success

Strategies for success

Staying positive throughout the process
•

Prepare yourself for the emotional highs and lows
associated with work search. Ask for help, connect with
an employment counsellor and share your feelings with
family and friends.

•

Maintain your energy level. To help reduce the stress,
take time off to exercise, spend time with family and
friends, and reward yourself by doing something that you
enjoy.
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Strategies for success

Dealing with practical considerations
•

Stay organized and focused. Set aside a block of time
each day for your work search, schedule activities, and
plan ahead as much as possible.

•

Use a system to organize your time, contacts, and job
applications. Keep track of your actions and progress.

•

As much as possible, cut down on expenses so that you
don’t find yourself in the position of having to accept a
job because you need the money.

•

Accept a “survival” job if you must, but continue looking
once your financial situation is more stable.
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Goal Setting
The process of deciding on
what you want, planning
on how to get there and
working towards achieving
the goals you’ve identified

Strategies for success

Goals can be long term, taking concentrated time and effort
or short term, accomplished fairly easily and quickly.
Sometimes, it can be beneficial to set a series of short term
goals leading to the accomplishment of a longer term goal.
For example, if your long term goal is to become a manager,
your shorter term goal may be to gain the necessary skills
and experience
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Goal Setting

Having clear and concise goals will make it easier to focus
your efforts, time and resources towards reaching your
objectives.
Maximize your chances of achieving what you want by
making sure the goals you set are:

SMART!
Strategies for success

   



05/9



Introduction: Strategies for Success
SPECIFIC
Vague or general goals
are difficult to
accomplish. Specific
goals are easier to plan
for and accomplish
MEASUREABLE
Your goals should be
measurable – how much
you want to accomplish
and when you will know
have reached your
goal(s)

R
S
M A T

Strategies for success

ACHIEVABLE
Your goals need to be
realistic and attainable
given your current
circumstances , constraints
and obstacles

RELEVANT
Make sure that your goals
are meaningful and aligned
with other aspects of your
life
TIME BOUND
Setting realistic time‐frames
and deadlines for the
accomplishment of your
goals can help you stay
focussed and minimize
procrastination

   



05/10

Handling a Job Offer Effectively



1. Express your
appreciation and
enthusiasm for the
offer.
2. If the offer is made
over the telephone,
ask for an email
confirming the details.

Strategies for success

3. It is fine to take some
time to respond to a
job offer. 24 hours or
over a weekend is
reasonable, but don’t
take too long.
4. If you have any
lingering questions
regarding the offer,
address them
immediately via email.

5. Negotiation is fine,
over the telephone or
in person. If you’ve
done your research,
it’s fair to negotiate for
what you believe is
reasonable.
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Fake Job Offers
How to recognize a job
scam, and the signs should
you look out for

1. Company websites that do not have contact
details.
2. Email from Google, Hotmail, Yahoo or other
Internet hosted accounts.
3. Emails with grammatical and spelling mistakes.
4. Job descriptions that do not require any specific
experience or qualifications.
5. Offers for jobs you did not apply for
6. Offers to train you for the job, in return for
money.

Strategies for success
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Fake Job Offers
How to recognize a job
scam, and the signs should
you look out for

Strategies for success

7. Offers without face-to-face or telephone
interviews.
8. Requests for personal or financial information.
9. Requests for placement fees in advance.
10. Salaries that exceed what you would normally
earn.
If it appears too good to be true, it probably
isn’t…true!

   



05/13

Workplace Etiquette



You got the job,
congratulations!
Here’s what you need
to do, and what you
need to know to keep it

Strategies for success

Etiquette is the rules for polite behaviour in society
or in particular groups such as schools, associations
and workplaces.
Knowing the formal, but not written rules of your
workplace, can help you built healthy relationships
with your co-workers and supervisors, and good
manners can lead to an enjoyable work
environment.
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You got the job,
congratulations!
Here’s what you need
to do, and what you
need to know to keep it

Strategies for success

Your success in establishing good relationships with
fellow workers can have a major influence on your
career advancement.
You can have outstanding knowledge of your job and
excellent productivity, but if you don’t fit in with the
team and your co-workers find you difficult to work
with, you will have a much tougher time keeping
your job and getting promotions.
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Workplace Etiquette



You got the job,
congratulations!
Here’s what you need
to do, and what you
need to know to keep it

Strategies for success

An average Canadian worker will spend more time at
work than with his/her own family. So the use of
appropriate etiquette becomes essential to create a
pleasant and healthy work environment where you
will feel motivated and content to spend most of
your time.
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Workplace Etiquette



You got the job,
congratulations!
Here’s what you need
to do, and what you
need to know to keep it

Good workplace etiquette can help you:
• Build strong and healthy relationships with
co-workers
• Keep your job and advance on your career
• Create a pleasant work environment
• Communicate effectively with your team
• Avoid tension among your co-workers
• Demonstrate your commitment to
SEE ALSO
REFERENCE
the workplace
• Workplace
Etiquette

Strategies for success
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Workplace Etiquette



How you interact with
others in the workplace
says a lot about you

Keep the following in mind:
•

•

•

•

Strategies for success

Quickly memorize the names of your co-workers, and use
the person’s name at least a couple of times within your
first conversation with him or her.
Create a list that includes the names, titles and contact
information of the individuals you interact with most
frequently.
Don’t make value judgments related to the importance of
a co-worker’s role in the organization. Everyone deserves
your consideration and respect!
Be aware of the need for privacy when you discuss
anything sensitive or private with a co-worker or client.

   



05/18

Workplace Etiquette



How you interact with
others in the workplace
says a lot about you

•

•

•

•

Strategies for success

Respect the privacy of others: don’t read faxes, emails or
mail not addressed to you and avoid looking at some
else’s computer screen.
Respect your co-workers’ space and don’t drop in on
others while they are working without asking if it is okay
to interrupt.
Offer help if you see that your co-worker is overwhelmed
and needs assistance. It will certainly
strengthen your relationship.
Remember to say “thank you” if you
are the one receiving help. It can go
a long way.
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Standards



Employment Standards
SEE ALSO
REFERENCE
• Employment
Standards

Strategies for success

The Employment Standards Branch (ESB) of the BC Ministry of
Labour administers the Employment Standards Act and
Regulation, which set minimum standards of wages and
working conditions in most workplaces.
Telephone Inquiries
To speak to an ESB agent directly call

1.800.663.3316

8:30am to 4:30pm Monday to Friday
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Standards



Workplace Standards
All employers in BC are
required by law to
provide a healthy and
safe environment for
their employees

Strategies for success

In British Columbia, workplace safety is the responsibility
of WorkSafeBC.
In the event of work-related injuries or diseases, WorkSafeBC,
in conjunction with workers and employers, provides services
that support the rehabilitation of workers who are injured in
the workplace and their safe and timely return to the
workplace.
For more information about starting a claim visit:
WorkSafeBC Claims
For resources specific to safety at work visit:
WorkSafeBC Resources
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Additional resources and worksheets
Resources:
• Workplace Etiquette
• BC Employment Standards Act (BC Government Factsheet)
• Effective Workplace Communication (Bulletin)
• How to Keep Your Job (Bulletin)
• Multiple Generations in the Workplace (Bulletin)
• SMART Goal Setting (Bulletin)
Worksheets:
• EMP-M05-WORKSHEET-Employment Standards
• SMART Goal Setting
• EMP-M05-WORKSHEET-Workplace Etiquette-Scenarios

Strategies for success

   



