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1. Handling  
the impact
Like any other change, redundancy should not be 
underestimated in terms of how it will affect you.
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You may have fears:
• How will I cope financially?

• How will I cope with the loss of status?

• I’ve lost my job; will I lose my home as well?

• What will happen to my family?

• Will I find another job?

In later sections of this pack, advice and guidance is given on 
these very important issues.

Apart from the practical questions, redundancy may cause 
emotional turmoil. You may experience a range of different 
emotions and it is important to realise that these are 
perfectly normal.

Getting your bearings
It is quite widely accepted that there are three stages that 
people go through in their feelings when it comes  
to redundancy.

1. Shock
It is difficult to accept the reality about redundancy. Some 
people find it difficult to tell their family and friends. Others 
react by joking, saying that they’ll have another job in three 
weeks. You may feel excited one day about the prospect 
of being free from the demands of a job, and the next day 
terrified at the implications it brings up.

The initial shock about redundancy brings up fears about 
personal failure, fears about the collapse of your plans, fears 
of a completely unknown future. But it’s not your fault – it’s 
happening to good people everywhere. Remember, it’s not 
you that’s redundant: it’s your job. The only real way to handle 
the shock of redundancy is to hold on and live through it until 
you feel more settled.

2. Depression
The second stage is characterised by depression. Your 
first few job applications may come to nothing, you may 
even be unsure about your ability to find and hold down 
another job. Time may begin to drag; the reality of living 
on unemployment benefit begins to sink in. However, it is 
important to remember that this stage is not permanent, and 
that different people stay in it for different lengths of time.

One of the characteristics of depression is a lack of feeling 
– a sense of being weighed down or blocked. It is helpful to 
find a way to express what you are feeling, instead of bottling 
it up or blocking it in. For the feelings, expression is like 
breathing – it is essential, health bringing and natural. Talk 
about them to someone at home, a friend, a colleague you 
trust at work, your GP. If you are not ready to talk to others, 
consider writing your feelings in a diary – it all helps.

Some people also find that new interests or involvement in 
voluntary work is therapeutic; it serves both to occupy time 
and mind and can assist in rebuilding knocked self-esteem. 
Likewise, physical exercise may also help you to relieve some 
of the anger, frustration and depression.
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Research in the USA has revealed that after half an hour of 
physical exercise, a natural chemical is released into the brain, 
which is the same as that which is prescribed by doctors for 
depression. It would appear that the body has a built-in anti 
depression system, which is activated through exercise.

3. Adjustment
This is the stage when people begin to accept what has 
happened and start to make adjustments to their style of life, 
their expectations and their hopes.

Keeping a positive attitude
Although easier said than done, it is important that you 
maintain your self-respect through this very emotional 
period. Try not to dwell on the past, rather move on and make 
plans for the future.

“WorkNest has been a great 
support to our managers 
dealing with people issues. 
Our Employment Law 
Adviser is always on the 
other end of the phone 
whenever we need him.”
Lisa Best, Head of Service Delivery



5

Resource Pack
Redundancy

Social and emotional support
1. Families
The rest of the family cannot be protected from the 
effects of this domestic crisis, and although support 
within the family is given, you may also need to offer them 
understanding and support when you see signs of strain. It 
is not uncommon for the spouse or partner to experience 
more uncertainty and worry than the person who is handling 
the redundancy, because they feel that their lives will be 
fundamentally affected, or even threatened, by a situation 
they cannot influence or control.

You may also find it a strain to be asked constantly by your 
partner or spouse how the job hunting is going. If you find this 
hard to cope with, consider allocating some time where this 
can be discussed in full – once a week may be appropriate. 
Being at home all day can itself be hard to cope with, and 
if this is the case, try to spend time outside the home, for 
example writing out application forms in the local library.

2. Friends
Friends are an invaluable source of impartial advice. They 
can also provide much-needed help and support. We tend 
to feel that we ought to be able to cope by ourselves, but 
give and take are part of this life, and this may be a time when 
you need to take more than give in your friendships. Most 
people like to be needed and will give this support willingly. 
However, it is important that these issues are discussed with 
your friends in order to help them appreciate how much you 
are relying on them.

Leaving work may suddenly leave you with a blank in 
terms of contacts. At work, we get used to a certain level 
of stimulation. Whether positive or negative, when the 
stimulation stops, it leaves a gap to be filled. Although you 
have been, or are, facing redundancy, now is not the time to 
become a recluse. It may, however, be the time to consider 
that college course or voluntary work that you’ve been 
interested in but never had the time to do.

3. Living alone
Emotional and social support may be especially important 
for people living alone. You may have learned to be more 
self-sufficient. On the other hand, work may well have 
provided you with a main social arena. If it did, you may need 
to take advantage of other social networks to compensate 
for this loss.

4. Counselling support
You may find that you wish to spend time going through 
this process with a professional counsellor. Some 
health authorities or General Practitioner’s surgeries 
have counsellors attached and this may be an option to 
investigate. Another organisation that may be of use is the 
British Association for Counselling and Psychotherapy, who 
will send you information about local counsellors, costs 
and other national associations in a similar field. Their email 
address is bacp@bacp.co.uk
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What is redundancy?
The legal definition of redundancy is set out in the 
Employment Rights Act 1996 and is summarised below as:
1. When an employer ceases, or intends to cease, to carry 

on their business, whether totally or at one particular 
location; or

2. The requirements of the business for employees to  
carry out particular types of work cease or diminish,  
or are expected to do so, either totally or at one  
particular location.

What does this mean?
This means that redundancy is related to the business needs 
of the organisation and is objective rather than subjective. 
In other words, it is the job that is redundant, not you as a 
person; the decision does not reflect on you as an individual.

What are your rights in this situation?
You have several rights:
1. You will normally be entitled to statutory redundancy 

pay if you’re an employee and you’ve been working for 
your current employer for two years or more. Statutory 
redundancy payments are calculated based on age and 
length of service and gross weekly wage (subject to a 
statutory limit). 
Full details will normally be given to you in writing, and if 
you need further information, your line manager should 
provide this.

2. Time off – For employees with two or more years’ 
service, you have a legal right to reasonable paid time 
off to look for alternative employment outside of your 
current employer. This should be agreed in advance 
with your manager and would normally be in the order of 
two days. However, in certain circumstances, more time 
may be given and again this should be agreed with your 
line manager.

3. Alternative employment – Employers will wish to 
avoid compulsory redundancy and offer alternative 
employment wherever possible and reasonable. Although 
options may be limited, they will make every effort to seek 
out alternative employment for you and will work with you 
to look at alternative jobs available internally.

4. Trial periods – Should you move into alternative 
employment, you will be entitled to a trial period of four 
weeks. The benefit of a trial period is that if either you or 
your employer decides for a good reason that the post 
is not suitable, you will still be entitled to your original 
redundancy payment.

Alternative employment
If you have received formal notice that the post you hold will 
become redundant, then you will be entitled to “ring-fencing” 
for vacancies.

In essence, this means that you have the right to be 
considered for suitable vacant posts before other applicants 
not at risk of redundancy. In order to be successful, you 
must be able to demonstrate full ability to meet all the 
requirements of that post, by meeting the person profile for 
the post.

Alternative employment may be either:
1. “Suitable” alternative employment – this means that 

the new position is the same, or broadly similar, to the 
redundant job in terms of duties, responsibilities, status, 
salary and other terms and conditions. 
If you accept an offer of suitable alternative employment, 
then you are treated as not having been dismissed, the 
question of a redundancy payment will not arise, and your 
service will be continuous (subject to any right to a trial 
period that may exist). 
If you refuse an offer of suitable alternative employment, 
and the refusal is deemed unreasonable, or you terminate 
the trial period without good reason, you will lose the right 
to a redundancy payment.
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Should you wish to leave early
Some people under notice of redundancy may wish to be 
released from their contract early, in order to take advantage 
of another employment or training opportunity. Should 
you wish to leave before the redundancy date, you will not 
prejudice your redundancy payment providing you give 
adequate notice (normally contractual). However, the amount 
payable may change to reflect the earlier date of leaving.

Guidance on taxation
P45 / Pay Arrangements – When you leave your 
employment, you will be issued with a P45. This is an 
important document which details your total pay and tax 
for the year to date. It should be kept safe and handed on 
to a new employer / job centre in order that the correct tax/
refunds are continued. If for any reason you misplace it, a 
new employer can use a P46 as a temporary measure to 
notify the tax office of your employment.

You should contact your payroll officer/provider if you have a 
query about your pay or P45.

2. Other alternative employment – this means that the job 
on offer is different, or has different terms and conditions, 
to the redundant job. It is irrelevant whether the new 
terms are more or less favourable than the old. 
If you accept an offer of such alternative employment, 
then you are treated as not having been dismissed, the 
question of a redundancy payment will not arise, and your 
service will be continuous (subject to any right to a trial 
period that may exist). 
If you refuse an offer of such alternative employment, or 
you / your employer terminate the trial period, you will still 
be entitled to a redundancy payment.

Pensions
If you are in the company pension scheme, you should 
contact the company pension administrator or the 
pension provider for information to discuss any options 
available to you.
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The type of queries that the payroll officer can usually help 
you with are:
• Monthly salary payments;

• Information on payments made to you;

• Specific queries covering tax;

• P45/P60;

• National Insurance information; and

• Salary information to be able to complete forms, e.g. 
mortgage application, health insurance.

The above are just examples. You may have something very 
specific outside of this list that they can advise you on.

Unemployment and social security benefits
If you have not been successful at finding suitable 
employment when you leave your employer, it is important 
that you make arrangements to call in at your local Jobcentre 
Plus on the first weekday that you are unemployed in order to 
claim any benefits to which you are entitled.

You may lose money if you delay going to them and there 
may also be an interruption in your National Insurance 
contributions, which the state will now pay on your behalf.

In addition to telling you about your benefit rights (including 
information on council tax relief, housing benefits, etc.), 
the advisor will explain about the “new style” Jobseeker’s 
Allowance. Jobseeker’s Allowance is paid to individuals who 
are capable of working, available for work and are actively 
seeking work. Full details on Jobseeker’s Allowance can be 
found on the government website:

Jobseeker’s Allowance (JSA) - GOV.UK

Further information can also be obtained from the Jobcentre 
Plus website:

Jobcentre Plus

Assistance for disabled employees
Your local Jobcentre can help you to find a job or gain 
new skills and tell you about disability-friendly employers 
in your area. They can also refer you to a specialist work 
psychologist, if appropriate, or carry out an ‘employment 
assessment’, asking you about:
• Your skills and experience; and

• What kind of roles you’re interested in.

Ask the work coach at your local Jobcentre.

Other useful organisations:

Disability Rights UK

The Disabled Living Foundation
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3. Finances
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Managing finances
It is advisable to notify immediately any lending institutions 
with which you have outstanding loans, such as mortgages, 
overdraft facilities, hire purchase agreements, etc.

Preparing a budget
In looking at your finances, it is essential to make a financial 
plan. Many people forget the importance of their financial 
commitments and the need to reorganise. By preparing 
a simple budget, you have the opportunity of looking at 
regular outgoings compared to net income. Even if you 
move onto another job, this aspect of financial planning can 
be useful, as most people will benefit from a review of their 
income and expenditure.

The guide at appendix 1 identifies some key areas of financial 
planning. However, the list is neither exhaustive nor exclusive, 
and you may think of other items to include.

Help and advice
Having looked at your income and expenditure, you may 
feel that you need further advice and would find it helpful to 
discuss your financial situation. Help and advice is available 
from many sources, including your bank or building society, 
the Department for Work and Pensions or the Citizen’s 
Advice Bureau. The latter will also be able to provide legal 
advice. Their contact details can be found here.

A number of insurance companies also have confidential 
helplines for policyholders. Some are aimed at generally 
assisting you if you have been made redundant; others offer 
specific services such as legal advice. To find out, check your 
policy or with your local agent.
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4. Reviewing 
your career
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Traumatic as it is, redundancy offers the opportunity to 
appraise your career and decide on future ambitions and 
progress. Perhaps there are other jobs which you would 
derive greater pleasure from, or you may have other 
dreams, such as travelling, working for yourself, going to 
university/college, etc.

Over the next few pages, we will be covering career/
retraining options. The Career Planning Chart at appendix 
2 will help you in determining the aspect of your work that 
you need to look at. Having completed the chart, you will be 
in a position to compare what you have to offer against your 
expectations. If you wish to investigate other options, you 
may find the information given below useful.

Starting your own business
Before venturing out on your own business, whether full or 
part time, ask yourself why you want to do it. It is essential that 
your answers include an honest consideration of your profit 
motive, as you will be in business to make money. You will 
also need to appreciate that starting and running a business 
is time consuming and this will have major implications for 
your family and social life.

To help you make up your mind, it is worthwhile making good 
use of guidance that is readily available. The Education and 
Skills Funding Agency can help you with business advice 
and counselling, business training and planning. You may 
also find it beneficial to talk to friends and acquaintances that 
may be self-employed, and who can guide you through the 
pros and cons.

Working/travelling abroad
Many people choose to take time out to travel, and it is 
possible to fund your travels through seasonal work, e.g. 
by grape picking in France, then moving to Switzerland for 
the winter season by working in a chalet, followed by work 
in a Kibbutz and then to the Mediterranean to catch the 
summer season.

You may just decide to travel in luxury, or by an alternative 
means such as horse and caravan! In any event, a period 
following redundancy may allow you the breathing space to 
fulfil your ambition.

It is advisable to contact the embassies of the countries 
that you would like to visit to check visa requirements and 
import policies (i.e. what you can and cannot take with you). 
Likewise, you should talk to your GP and ensure that you are 
fully and appropriately immunised.

Job hunting
Looking for another job can be frustrating; however, 
few individuals can leave it to chance to find them job 
opportunities. You must become fully employed in 
marketing your skills and knowledge in a tough, competitive 
environment. Look upon yourself as a business.

Organisations that may be useful are:
The Youth Hostelling Association,  
YHA England & Wales, Trevelyan House, Dimple 
Road, Matlock, Derbyshire, DE4 3YH

National Council for Voluntary Organisations, 
Society Building, 8 All Saints St, London, N1 9RL

Tel: 0207 77136300 Email: ncvo@ncvo.org.uk
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Where to look
If you are looking for a job, you won’t find one unless you 
take some active steps to search out suitable openings. This 
means using all the methods that are at your disposal:
1. Internet – The Internet is the most popular medium for 

agencies and employers to advertise vacancies, either 
in your area or nationally. If you do not have access to 
the internet at home, many libraries are online, and most 
towns now have an internet café or places with Wi-Fi 
where you can surf for a small charge.

2. Social media and network sites – These can be used for 
careers research, job seeking and to market yourself to 
future employers including:
• LinkedIn – Business-oriented networking site. It has 

a feature which allows you to upload your CV, and it 
will recognise the relevant bits and lay them out in the 
right order. All you then need to do is a bit of editing 
and tailoring and your online résumé is ready to go.

• Twitter – Can follow companies, brands and issues. 
Tweet yourself to show interest in a career.

• Facebook – Many employers use it to promote their 
brand and to highlight vacancies. You can also use 
Facebook to let your friends and family know you’re 
job seeking.

• Instagram – In the creative industries, Instagram 
feeds are to some extent now replacing CVs and 
portfolios. Successful Instagram portfolios may also 
include information on your activities outside of work 
as well as traditional material. Creative directors now 
often use Instagram to vet candidates as they can get 
a taste of your personality as well as your artistic skills.

3. Newspaper advertisements – It is still worth looking at 
the small, classified advertisements as well as the bigger 
display ones in the local or regional paper. The national 
daily and Sunday papers also carry advertisements. You 
don’t need to buy all the papers yourself – most will be 
available from the library or job centre.

4. Careers service – The National Careers Service website 
provides careers advice and information on a wide range 
of jobs, training course resources and funding. Maintain 
regular contact with them and help them to help you by 
being as positive and constructive as you can.

5. Local radio – Job advertisements and other local 
information may be worth listening to – you may get 
some leads that you can follow up “on spec”.

6. Trade journals and websites – Most professions have 
their own trade journals and websites and jobs are usually 
advertised through these mediums.

7. Recruitment agencies – As well as replying to 
advertisements for jobs, you should consider making use 
of the services offered by the various job-finding agencies.

Getting organised – some ideas
1. Work normal business hours and stick to them. Organise 

your resources and set aside some workspace, e.g. 
the spare room, dining room table, etc. Keep your 
administration up to date.

2. Develop your product (you) and improve your skills, for 
example, through interview practice. Think about what 
you have to offer – training regularly for a marathon, say, 
proves self-motivation and a disciplined approach, while 
someone who sings in a choir or is a member of a drama 
group will be able to demonstrate team work and, again, 
self-discipline.

3. Approach three new sources of potential employment 
for possible leads each week. Plan the use of every 
opportunity and keep the pots on the boil! Sometimes 
growth in one department will lead to opportunities  
in another.

If you have only one job in the pipeline, you will be keyed up 
for emails dropping into your mailbox, and that one you turn 
down, perhaps weeks later, is going to leave you numbed 
and depressed. Decide to make several applications a 
week and include some long shots. It is worth emailing 
organisations that you know are recruiting.

During this period of time, you may go through spells of 
despair and your mood will change. Keep positive – these 
spells will pass quicker if you have applications for jobs on 
the go all the time.

Also, it is important that you do not go into your shell. You 
may not want to meet your friends; however, make the effort 
and take the initiative to talk openly about your situation – 
they may not know how to broach the subject and feel more 
awkward than you. If greeted with the conventional “How 
are you?”, break the ice by letting them know how the job 
hunting is going and remind them to let you know of any 
suitable vacancies that they hear about. Remember that 
many jobs are found by tip-offs from friends, acquaintances 
and family.

Try to get clear in your mind the type of job that you want, 
together with any limitations on income, location and 
category of employer (see also the career planning chart at 
appendix 2). The basic steps before you now are: making 
yourself known, obtaining an interview, and being offered a 
job.
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8. Applying direct – Writing or emailing directly to a 
company where you would like to work is worth the effort 
– it sometimes works!

9. Personal contacts – People who are at work are often 
well placed to find out whether there are any vacancies 
coming up or being advertised inside the organisation. 
Let family, friends and acquaintances know that you are 
looking and what you are looking for. Follow up the lead 
by writing or emailing directly to the organisation.

Keep an open mind about opportunities – you may not find 
exactly what you want, but sometimes taking short-term work, 
perhaps in an unrelated field, will reap its own dividends.

Employers will normally require you to respond to an 
advertisement in one of two ways – by application form, or 
with a CV. A copy of your CV should accompany speculative 
letters to employers.

The golden rule is to follow the advertisement and do as it 
says, i.e. if asked to email, email; if asked to phone, phone. 
Do not send your CV if asked to complete an application 
form.

Completing an application form
You should read both the application form and any 
information sent to you by the employer before you begin to 
complete the paper or electronic application form.
Think carefully about what you will say. Don’t forget to 
comply with special instructions such as “in block capitals” or 
“complete in black ink”.

Apart from there being good reasons why the employer 
wants it done this way, some companies have been known 
to reject applicants at this stage simply because they have 
demonstrated an inability to follow basic instructions!
You should ensure that you answer every question as fully as 
possible. Where a job description or person specification 
has been provided, tailor your answers to fit the criteria. 
Remember that perhaps the most valuable section on 
the application form is that which asks for “any other 
information” as this is where you can best “sell” yourself. If 
possible, keep a copy of the completed application form, 
which you can refer to prior to the interview – it will remind 
you of what you have said.

Application forms should be treated with care. It may be the 
“umpteenth” one you have filled out, but it is an employer’s 
first impression of you, and the only document he/she has 
on which to make an initial assessment of you. Having said 
that, do your best, email or post it and forget about it until 
you hear from the employer.

Writing your curriculum vitae
A CV is a document which summarises your life – your 
background, career, education, interests and special skills. 
Its aim is to give an employer a brief picture of who you are 
and what you have to offer and to enable him/her to make an 
initial judgement on your suitability for the organisation / job 
on offer.

As a CV is a basic document, it should always be 
accompanied by a covering letter, in which you can 
highlight the specific benefits that an employer would get 
from employing you. The covering letter, however, should 
complement the CV, not repeat information, and must be 
brief, ideally one page.

In order to be effective, a CV should be:
• Brief - Ideally two, but no more than three, typed pages.

• Factual - Do not include your own view about your 
personality/character.

• Readable - In a logical order, with correct spelling and 
punctuation, and with bullet points and short sentences. 
Keep “fancy” font type to a minimum.

• Positive - Using action verbs and positive skill 
description words.

• Direct - No unnecessary information, no false modesty.

Depending on what jobs you are applying for, you may find 
it necessary to have two or three CVs, each emphasising 
different skills, which can also be reinforced by your covering 
letter. However, whether you have one or three CVs, you may 
find the proforma at appendix 3 useful.
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• How would you describe yourself in three words?

• How would your managers/subordinates/colleagues 
describe you?

• What motivates you?

• What are you looking for in a job?

• How did you get into the field of ………….?

• Tell me about an event that has challenged you?

• What do you think you will be remembered for?

Not all questions have a positive slant. Some will challenge 
you, although remember that the interviewer is probably 
only looking for further information, part of which may be to 
see how you react under pressure. So keep calm.

Examples of some questions may be:
• Why have you been out of work for so long?

• Why have you changed/stayed in jobs so frequently/long?

• Why were you made redundant/fired/let go?

• How might someone who disliked you describe you?

• Why have you had so much time off work?

Weaknesses and failures
Questions that focus on weaknesses and failures again help 
an employer to get a rounded picture of you by exploring 
how you think, how you work, where you are strong and 
where you may need help. For your own self-confidence, 
remember that every weakness is an inverse strength and 
that different organisations will perceive styles differently.
• Tell me about something you did that went wrong? / 

Why do you think it went wrong? / What did you learn 
from it? / What would you do differently?

• What is the biggest problem at work that you have had 
to overcome?

• How do you deal with difficult people?

• What is the hardest aspect of your job? / Why?

• What makes you angry?

• How do you prioritise?

• If you could change your job, what would you do?

Potential
Some questions are designed to gauge your potential.  
For instance:
• What do you see as your next job?

• What would you like to be doing in five/10 years’ time?

Interview guidance
1. Purpose of the interview

Your objective at an interview is to be offered the 
job – you can then decide whether you want to take it. 
Remember that around six people are usually interviewed 
for each job, so do not expect to be offered every job that 
you are interviewed for.
However well you feel an interview went, do not stop the 
job search until you are offered, and have accepted, a job.

2. Preparing for the interview
It is good practice to find out as much as you can about 
the organisation and job if you have time before the 
interview. Many companies now include job descriptions 
with the application form (although you may have to 
send your CV in on the basis of the advertisement alone); 
however, most are happy to send out brochures, a copy 
of the accounts or other general information on request. 
Most companies have a web page on the Internet, where 
further information can be found.
As well as this, you need to prepare mentally by thinking 
through the sort of questions that you are likely to be 
asked in relation to the job and how you will answer them. 
Some possible questions are given below.
If you have not had an interview for some time, it may 
be prudent to have a mock interview – sometimes your 
Jobcentre will provide this, otherwise you could ask a 
friend or relative.
Several books are available on interview technique and 
questions. Check with your local library or on the Internet.

Types of questions
Open questions are designed to extract maximum 
information. They may include:
• What did you do in your last job?

• What were your main responsibilities?

• Why do you think you got that job?

• What do you feel was your greatest achievement in it? 
Why?

• What can you offer this organisation/job?

• Why should we appoint you?

• How do you get on with your managers/subordinates/
colleagues?

• What sort of decisions do you take?

• How do you make such a decision? What process do 
you follow?
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• What can you offer this organisation?

• What training do you think you will need over the next 
year?

You may also be asked scenario or hypothetical questions, 
along the lines of “How would you react if……….?”,
“What would you do if…………?”

Other favourite questions
• What salary are you looking for?

• What are your interests?

• How do you feel about relocating?

• How flexible can you be with regard to travel/hours, etc.?

• Tell me about your last organisation?

On the day of the interview
How you react and behave at interview is very much a 
personal matter. However, here are a few guidelines that you 
may find useful:
1. How you dress is a vital part of marketing yourself. 

General appearance will vary; however, this should 
be consistent with your personality and profession. 
Cleanliness and tidiness are of the utmost importance, 
whatever you decide to wear.

2. Make sure that you know where you have to go. 
Arrive punctually, or even a few minutes early. Take 
the opportunity to talk to the receptionist and learn 
something useful about the company and its culture. If 
there is a waiting room, look for company magazines, etc.

3. Remember names when introduced and use them.
4. Use positive body language and maintain eye contact.
5. Speak clearly and naturally. Don’t rush your answers and 

try not to repeat phrases or information.
6. Listen to the question that is actually asked and answer it. 

If you don’t know the answer, say so. Otherwise keep your 
answers concise and directed.

7. Include all the members of the interview panel (if there is 
one) in your answers.

8. Don’t knock your present or past employer – the 
implication is that you will knock your future one too. A 
good interviewer will pick up if you have been unhappy 
and probe accordingly.

9. Be honest – don’t exaggerate what you have done, and 
don’t try to hide the truth.

10. At the end of the interview, limit your questions to two or 
three. Do not discuss salary and terms of employment 
unless you know that this interview is the final one.

The interviewer relies on you for information and his/
her judgement will be based mainly on what you tell 
them. Answer questions with integrity but stick to what 
the interviewer wants to know about you – not what you 
think they ought to know. Your task is to demonstrate how 
you match their requirements – and indeed whether the 
company matches yours. The interview is the time to find 
this out.

After the interview
Assess your performance in terms of both good and bad 
answers and gauge what can be learned for future interviews. 
The decision to accept a job should be taken coolly – unless, 
of course, everything about it suits your requirements.

Offers of jobs should be answered with speed. By taking 
some time beforehand to decide whether you will accept the 
job if it is offered, you will know what your answer is going 
to be. If for any reason you need additional time to make up 
your mind, explain this to the employer and try to give an 
idea of when you will make a firm reply. If turned down, think 
honestly what the reasons were. Some employers are happy 
to give feedback, which may help you in future interviews.

Finally, if you don’t get the job, don’t be too despondent 
– certainly don’t give up the job hunting. The more 
applications you make, the better your chances of finding 
suitable work.
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Internal contacts
Redundancy is traumatic, and during this difficult period 
of time, it is important that you receive as much help and 
support as possible.

You should talk to your immediate manager or HR Manager 
about any concerns you may have, including any issues in 
connection with your redundancy letter or redundancy pay.

Finally, it is important to reiterate that you are valued as 
an individual and that as Malcolm Levene stated in The 
Observer Career Casebook:

“People cannot actually be 
made redundant. Their jobs 
can disappear from beneath 
them or their firms may 
have to contract for financial 
reasons, however I submit 
that they cannot actually be 
redundant. They are people 
fresh out of a job and need to 
be relocated into new ones. 
But they remain people, not 
an empty space where one 
once was. ”
Malcolm Levene, stated in The Observer Career 
Casebook

For more information and advice contact 
ACAS on:

0300 123 1100
www.acas.org.uk
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Financial Planning Guide

Expenditure Key Items Per Month

Mortgage/rent £

Council tax £

Utilities –  
gas/electric/water

£

Telephone / mobile phone £

Food £

H.P. / credit cards / loans £

Car / car tax / transport £

Insurance – buildings/contents/car £

Life/health assurance £

TV licence £

School fees/dinners, etc. £

Clothing £

Clubs/Association fees £

Internet costs £

Subscription payments £

Savings £

Subtotal £

Other income Per Month

Investment/interest/benefits £

TOTAL £
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Career Planning Chart

What sort of job are you looking for? What degree of change are you prepared to initiate 
or accept? How realistic are your ideas?

Complete the chart below by pencilling in the point of your decision. At the end of it, you should have a better idea of 
what changes, if any, you need to think about in relation to your work.

EXAMPLE No Change Little Change Some Change Very Different Remarks

Job Overall No change Little change Some change Very different

Physical Content No change Little change Some change Very different e.g. more or less

Administrative 
Change

No change Little change Some change Very different

Social Content No change Little change Some change Very different

Technical
Content

No change Little change Some change Very different

Location East Daily Travel Longer daily travel Move within UK Overseas

Industry Same Related Particular,
different – which

Any Industry

Retraining None Limited Short term, full 
time

Long term, full 
time

Salary Lower Same Higher Potentially much 
higher

Prospects Reduced Same Better Potentially much 
higher

Social Status Reduced Same Better Potentially much 
higher

Responsibility Reduced Same Better Potentially much 
higher

NB. Do not expect to be paid more for doing the same job in a different industry with less responsibility and no increased 
travelling. Also look to see whether you would be happier doing a different job for which you may need to be retrained 
but would be paid less.
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Curriculum Vitae (pro-forma)
Name:

Address:

Tel. No.:

CAREER HISTORY:
(In reverse chronological order i.e. most recent first)

Dates employed: 

Job title and Company name: 

Brief description of main duties and responsibilities.

Outline special achievements/projects.

Reason for leaving the employment (unless you have been dismissed, in which case you need to discuss it at interview).

EDUCATION:
This is the section to list your qualifications. They should be in reverse chronological order, and limited to university, colleges 
and schools. Do not include short courses that you have done at work, unless it has led to a recognised qualification.

Dates 
Educational establishment 
Course 
Result

OTHER INFORMATION:
This is the section to detail things like driver’s licence, linguistic ability/fluency, computer literacy, special skills, etc.

INTERESTS:
This section is optional; however, in any event, should be concise.

REFERENCES:
You can either say simply: “References will be provided on request” or you can give the names, addresses and telephone 
numbers of two people, one of whom should be your last employer. Make sure that you have their permission before you use 
them as a referee.


