Ask aWise Woman.. “Your Job Search Connection”

Dear Wise Woman;

| am an excellent typist, but @

do not have much experience

with computers. When | read

advertisements for office

jobs, they often require

“familiarity with Microsoft ~~ ’
Office programs.” How can R\

| improve my computer skills?

Computer-shy Cathy

Dear Cathy;

That'’s terrific that you have excellent
keyboarding skills. You already possess an
important component of computer mastery.
However, computer literacy is an essential skill
in the office. If you are truly unfamiliar with the
functioning of a computer, a good place to start is
to take a course about the operating system,
Windows XP, which most offices are still using.
The main computer programs you need to learn |
areWord, a word processing program, and " g '

Excel, a spreadsheet program. You can increase

your employability by also learnirgowerPoint, ! $ &
used to prepare slide presentatidhs;essa e
database program, and a computerized

accounting program such amply Accounting #o !
or Quick Books.
There are several ways to gain computer # %() *)
$%& "' +,'&

skills in our communityCTDC in Cobourg
(905-372-9967) offers both 1:1 and on-line
computer training. Ontario Learn.com
(www.ontariolearn.comoffers computer
software application courses exclusively on-line.
(Be sure to check out computer requirements if
you try on-line learning.fFleming College
(www.flemingc.on.caandTriarch Educational
Services(905-377-9255) offer computer training
as well. If your typing needs improvement,
Triarch offers a keyboarding course.
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Careers for Older Women

Stay Fresh for the Job Market in 2008
Adapted from an article in Careerbuilder,capril 2007
by Kate Lorenz, CareerBuilder.com Editor

Many older workers are opting to continue
working instead of retiring. To keep your edge
in today’s job market, consider these points:

1. Be trendy
Follow job market trends by asking, “What jobs
are in demand today?” Evaluate whether you

Personal Goal of the Month

TIMELY TIP OF THE MONTH...Let's resolve
to make finding a job a “JOB” and adopt
“failure—is-not-an-option” attitude. CERC
can help — come on down!!!

Resources

For more on exercise and cold weather, check

have the necessary skills to be employed in those  out www.mayoclinic.com/print/fitness

positions if you want to keep advancing.
2. Get wired
Know your computer and go get the skills
necessary to use it. (See “Ask a Wise Woman”)
Be familiar with:
- Navigating the internet

E-mail and its applications

Word processing

PowerPoint
- Excel spreadsheets
3. Go back to school
If you lack in any area of demand, remember it's
never too late for more education. Lifelong
learning is an important part of professional
growth.
4. Opportunity knocks
Look around you in your workplace and see if
there are other skills that you can learn. Perhaps
you can cover for someone on vacation and
receive training outside your normal realm of
duties.
5. Update your resume
Make your resume skills-driven and results
oriented rather than a list of dates and titles.
Employers want to know what skills you can
bring to a job. For the mature worker, the
Functional Style resumeis more useful. Come
into CERC if you want help renovating your
resume.

A good source of information for the mature

job seeker is the non-profit organization CARP

(Canadian Association for the 50 Plus):
www.carp.ca They publish the magazine

50 Plusand have an e-zine (e-mail newsletter).

Scroll down on this link for articles on
employment;_http://50plus.com/display.cfm

Quote of the Month

“When people think of physical activity, the
physical comes to mind first...but there is a

mind-body connection and the mental benefits
are just as important as the physical benefits.”

. Kaliopi Nakitas, personal trainer.

CERCulation News

Female, Over Forty and

Fit for the Workforce

WEATHERING THE WINTERTIME BLUES

Get an early start in January with strategies to
overcome that dragged - out “Blah” feeling
that hits us all in the winter along with snow
and chilly temperatures. Seasonal Affective
Disorder (SAD) affects 2-3% of Canadians
and another 15% suffer from a milder
depression known as the “winter blues”. This
has an impact on mood, sleep, appetite and
concentration. For you, dear readers, this
feeling can also have a negative impact on
your 2008 resolve and motivation for Job
Search activities.
A Canadian Health Network article suggests a
few changes to keep those feeling to a
minimum and help you stay on track:
1. Tryto get outside during the day as
much as possible, particularly during
the morning hours.

. If you have to be working indoors, try
to spend as much time as possible
near a window.

3. Resist hibernation: exercise is a great
preventative for any kind of
depression, acts as a distraction from
the climate and provides a sense of
control over health and body image.

4. For more about SAD visit
www.canadianhealthnetwork.ca

REMEMBER: for exercising outdoors in
cold weather — dress right and play it
safe...from fluids, to layered dressing to
footwear to sunscreen and always head
into the wind.



