
 

What is Find a Job Support? 

Find a Job Support is a collection of 
three guides to support you as you 
look for employment. They also cover 
benefits (Universal Credit) and lots of 
other hints and tips for job-seekers. 

• Find a Job Support is designed to 
help anyone who needs find new 
employment. 

• Find a Job Support is updated 
every month from the government 
website so users can be sure that the 
latest information is all available in one 
place.  

• All guides include English speech for 
users who have ESOL and literacy 
requirements.  

• The guides have Google Translate 
buttons on every page with access to 
over 85 community languages. 

 

Adapting to Change Step by Step 

This section starts by explaining how to adapt to the change in your 
situation. Following that are lots of help, hints and tips to help you to find your ideal 
job. 

The easy-to read pages will tell you all 
you need to know starting with looking 
for jobs, then interviews and moving on 
to actually starting work. 

You'll find many tips on where to find 
local jobs and we have even supplied lots 
of links to the careers and job vacancies 
section of numerous national employers. 

There is advice and help on how to speak 
to people on the phone as you enquire 
about job vacancies, with some useful  
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Adapting to Change Step by Step (continued) 

phrases for you to use. You'll also discover how to get through to the right people. To 
prepare you for your interview we have also included typical questions and suggested 
answers. 

We’ve only mentioned a few of the many 

job skills that the guide covers. It ends 

with advice on what should be included in 

employee’s contracts and how to be 

properly prepared for the first day of 

work.  

 

Universal Credit Step by Step 

Find out everything that you need to 
know about the Universal Credit 
system, including the current rates of 
benefits and those which are replaced. 

You'll also be told how to log in, input 
your details and so on. Tips on monthly 
budgeting, and links to helpful sites are 
provided too.  

The section will fully prepare you with all 
the facts you need to know about 
Universal Credit, whether you can apply 
for it and new procedures like the 
"Verification Process". 

Many other important topics are covered 

too. For example, we look at what 
happens if someone becomes employed 
and how levels of savings, pension 
payments, and monies received from 
relatives' wills and "windfalls" affect the 
payments. 
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Find a job – Step by Step 

The "Find a job" guide will tell you 
all that you need to know about 
creating a Find a job Jobseeker 
account. 

Follow the step-by-step instructions to 
help you create your Jobseeker 
account, set up a profile and search for 
jobs. There are also lots of useful tips 
like why and how you should keep your 
activity history up to date. 

Most importantly you'll be shown how 
to write letters, fill in forms, create a CV 
and obtain an email account. You’ll 
even be shown how you can follow the 
steps in the guide at the same time as 
completing the actual processes online. 

There are also many more useful things 
like how you can look for jobs using the 
Internet and other necessary skills. 
There are lots of interactive exercises to 
make sure that you are well prepared to use your Jobseeker account. 

 

A summary of the package 

The collection includes:  

Comprehensive step-by-step guides to help people who are seeking employment 
covering all key areas of job hunting and processes like creating and using Find a job  
and Universal Credit accounts. 

• Adapting to the changes caused by Find a Job 

• Basic computer skills like keyboard and touchscreens and keeping safe on 
line 

• How to create a Find a job account – a step by step guide 

• How to create an email account and fill in online forms  

• How to write a covering letter, personal profile and CV  

• Be properly prepared for interviews  

• The benefits that Universal Credit replace  

• How to create and use a Universal Credit account – a step by step guide  


