


By Kimberley Bartel

Getting Ahead

The more people who know
about your good work, the
more likely you will hear of
opportunities.

any people desire career advancement for a vari-
M ety of reasons. Usually for higher pay, but also to

learn or improve skills, for fun, because it makes
work more interesting, or for other fringe benefits such as
flexible hours. Some people seem to have a knack for get-

ting promoted while others may be frustrated from efforts
that have not worked.

Experts who study career advancement offer some helpful
tips for women who want to move up the career ladder.
One of the most common pieces of advice is to get a
mentor.

What is a mentor? A mentor can be someone inside or
outside the organization who is usually in a higher-level
position. It is someone you feel that you can learn things
from and who will take an interest in your career develop-
ment. If you build a good relationship with a mentor, he/
she may provide good advice, help you make decisions and
advocate for you.

Another tip is to market yourself. Make sure you receive
credit for the work you do and let your supervisor and oth-
ers in management know of your accomplishments and
successes. Work to develop good communication and inter-
personal skills. Maintain a positive attitude, get along well
with co-workers, treat others politely and respectfully, and
demonstrate good problem-solving skills.

Volunteering and networking are also great advancement
tools. If you have opportunities to serve on committees or
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workgroups, take them! If your supervisor needs help on a
special project, offer your assistance. Taking advantage of
these types of opportunities helps you meet and work with
other people and show what you can do! Meeting other
people and developing good relationships with them is
another way to help you get ahead. The more people who
know about your good work, the more likely you will hear
of opportunities. Attend lunches, parties, and conferences.
Some people even find opportunities by joining groups
they are interested in outside of work.

Experts also recommend that you work hard and prepare.
Make sure you continue to learn in your job and take ad-
vantage of as much training and education as you can.
Acquiring and utilizing new skills is a good way to get pro-
moted. Make sure your resume includes the new things you
learn. Another way to prepare is to consider making a later-
al move to a different job at your current level. These types
of moves can be helpful if you are able to increase skills that
are valued by the organization.

Check out the web site www.careerjournal.com for more
ideas. And finally, it is important to remember that climbing
the ladder may not be the only way to define a successful
career. Performing excellent work or making lateral moves
(moving to another position with similar pay at the same
level in the company) to learn another skill can be fulfilling
and keep you prepared for future career changes and
challenges.



regnancy and maternity leave:
P According to Title VIl of the Civil

Rights Act of 1964, discrimination
on the basis of pregnancy, childbirth or
related medical conditions constitute
unlawful sex discrimination. This means
you can't be fired for being pregnant or
having a baby.

An employer also cannot single out
pregnancy-related conditions to deter-
mine an employee’s ability to work. If
an employee is temporarily unable to
perform her job due to pregnancy, the
employer must treat her the same as
any other temporarily disabled employ-
ee, because pregnancy is considered a

pregnancy,,
temporary disability. For example, the

mate 4l Ity Ieave employer may provide modified tasks,
and sexual bl alternative assignments, disability leave

or leave without pay.
harassment at ®
4 work.

What ytou need

to know about

Employers must hold open a job for a
pregnancy-related absence the same
length of time jobs are held open for
employees on sick or disability leave.

Regarding pay, the 1993 Family and
Medical Leave Act allows an employee
to take off up to a full 12 weeks of UN-
PAID leave, provided you've worked
there for one year and the company
has more than 50 employees. If the
company has no maternity leave ben-
efits, you'll need to use your sick leave,
vacation and comp time benefits, since
there’s nothing that entitles you to full
pay while on maternity leave. If you're

http://womenscommission.utah.gov/law.html
http://nwlc.org/display.cfm?section=employment
http://www.warley-mrc.org/labor-law/
http://www.megalaw.com/top/gender.php
http://www.uslegalforms.com/employmentforms/
utah-employment-forms.htm
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pregnant, or are planning a family, you
should consult your company’s human
resources manager or the company
handbook to investigate your com-
pany’s specific policy.

Sexual Harassment: Trust your gut feel-
ings. If someone’s behavior makes you
uncomfortable, you do not have to put
up with it. According to the American
Psychological Association, research
shows that less than 1 percent of sexual
harassment complaints are false. And of
the many women who have valid com-
plaints, most do not take any action.

In any sexual harassment situation, it's
critical to follow the correct steps. The
first step is always to tell the harasser
that you are offended by their conduct,
that you won't tolerate it and it's got to
stop. At this point, it's a good idea to
start documenting everything that hap-
pens, in case the harasser doesn't stop
and you need to take further action.
Also, check your employee manual

to see if your company has a harass-
ment grievance policy. If so, make sure
you follow the policy to the letter. If
this doesn’t stop the person’s behav-
ior, then you may eventually need to
prove in a court of law that you made

a good-faith effort to work within the
corporate guidelines. Document how
you followed the rules laid out by the
company, and how they did or did not
work. But do this in a home journal, not
at work.
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Will you
maintain
your level
of living
during
retirement?

How Will You Spend the
Last Third of Your Life?

The Last Third

tahns live longer than other

Americans and women outlive

men. Will you live to see 100?
How are you planning to finance a two-
to-three-decade-long retirement? Do
you plan on being dependent on your
children after you retire? It's time to
start planning for financial security in
later life.

The Center for Retirement Research
projects that 45 percent of working-age
households will not maintain their level
of living during retirement. Most wom-
en will be single or widowed in old age.
Sadly, with few exceptions, to be old,
female, and single is to be poor. What
does this mean for women?

On average, full-time women workers
earn 76 cents for each dollar men earn.
Women account for 47 percent of the
work force, but 72 percent of part-time
workers are female. Have you consid-
ered investing in your human capital?
Additional training or education can
improve your wage.

Perhaps in response to lower wages
and a desire for flexibility, female entre-
preneurship is growing; one in 11 adult
women owns a business. However, busi-
ness owners must provide their own
benefits.

Beyond wages, employee benefits are
essential in ensuring future financial
security. Health (and disability) in-
surance and retirement benefits are
directly linked to employment. To go

without health insurance for yourself or
your children is to take enormous risks
in your long-term health outcomes and
financial security.

Are you lacking adequate benefits?
Utah's unemployment rate is very low;
maybe it’s time to look for another job
that offers better benefits (but don't
leave before your retirement contribu-
tions are vested).

Planning for retirement is essential for
all workers, but especially for women.
The traditional approach to retirement
has been the three-legged stool of
Social Security, employer-provided pen-
sion and individual savings. However,
due to the decline of traditional pen-
sions, individual savings, the switch to
defined contribution retirement plans
(dependent on employee contribu-
tions), and growing healthcare costs,
future retirees will need to supplement
the three sources with earnings by
working longer or continuing to work
part-time in “retirement.”

Many employers offer a defined contri-
bution plan, a.k.a. 401(k). Your employer
may match your contributions up to a
certain percent of your salary. If your
employer doesn't offer a retirement plan
or if you are not eligible to participate
(due to working part-time), you need to
consider making some changes.

Ask the human resources department:
What kind of retirement plan do you
offer? What are the requirements to par-



ticipate? Am | contributing enough to
receive a full match? Do | need to work
more hours to be eligible?

If you are self-employed, you are re-
sponsible for your health insurance and
retirement planning, which can be ac-
complished via an SEP-IRA.

Investing using compound interest
(time value of money) is essential. The
sooner you start investing, the faster
your money will grow; $1,000 invested
at 8 percent for 20 years will grow to
$4,661 ($3,661 is due to compounding).
To delay is to forfeit the powerful ben-
efits of compounding.

Time is a four-letter word. It can work for
or against you. A focus group of women
stated:“l don’t have time to learn about
retirement planning and employee
benefits; I'm too busy keeping up with
daily demands. | have lots of time before
| have to start planning for retirement.
I'll do that after my kids leave home!" If
you don’t want to work until you drop,
it's time to evaluate your retirement
security.

Take action. Calculate your life expec-
tancy. Take steps to earn an adequate
wage. Check out your benefits package
with your employer. Learn more about
investing for retirement. Take control of
your future financial security now.

Web Sites

-Life Expectancy Calculator—http://www.livingto100.com/

«What You Should Know About Your Retirement Plan—
http://www.dol.gov/ebsa/publications/wyskapr.html

«Financial Security in Later Life—
http://www.csrees.usda.gov/nea/economics/fsll/cons_intro.html

«Retirement Planning for Boomers and Beyond—
http://www.csrees.usda.gov/nea/economics/fsll/publications/pace_
guide.pdf

Guidebook to Help Late Savers Prepare for Retirement—
http://www.nefe.org/latesavers/index.html

-Ball Park EStimate—http://www.choosetosave.org/ballpark/

«Taking the Mystery Out of Retirement Planning—
http://www.dol.gov/ebsa/publications/NRTOC.html

+Planning for a Secure Retirement—
http://www.ces.purdue.edu/retirement/

«Women & Financial Planning; Small Steps to Health and Wealth—
http://njaes.rutgers.edu/sshw/

-Utah Saves—http://www.utahsaves.org/

«Financial Planning for Women—http://www.usu.edu/fpw

-Women'’s Institute for a Secure Retirement—
http://www.wiserwomen.org

-Women'’s Institute for Financial Education—
http://www.wife.org/index.html

«Money Club—nhttp://moneyclubs.com/
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Domestic Violence—

A Barrier to Successful

Employment

Stopping the Violence

Domestic violence occurs in all age groups,
races, and economic levels of society.

Utah Domestic Violence Council—http://www.udvc.org

Commission on Criminal and Juvenile Justice—http://www.justice.utah.gov
Utah Department of Safety—http://www.bci.utah.gov

Utah Governor’s Office on Violence Against Women and Families—

http://www.nomoresecrets.utah.gov
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ne of the biggest (and most hidden) barriers to

women finding and keeping employment is domes-

tic violence. The vast majority of domestic violence
is man-on-woman violence, although it does occur in same-
sex relationships and, rarely, woman-on-man. Unfortunately,
domestic violence is very common and occurs in all age
groups, races, and economic levels of society. Even more
unfortunate is that victims keep silent because they feel
ashamed and blame themselves for the situation.

Often, a woman who is battered at home is also prevented
from working by her abuser, who fears she will become too
independent and leave him. Or, if a working woman is bat-
tered, the abuser may harass her at work and even bring the
violence to her workplace.

Domestic violence is not a family problem or a personal
problem; it is a CRIME—and a serious one. Despite the
remorse, tears, pleading, and flowers that often follow bat-
tering, the violence in these relationships tends to increase.
It may start out with verbal and emotional abuse—put-
downs, public humiliation, name-calling, mind games, isola-
tion, and extreme jealousy. These tend to increase to physi-
cal violence, serious threats, and even the harming of pets.
The longer the violence is kept secret, the more it escalates,
sometimes to the point of murder. One thing is certain: the
violence will not end without breaking silence and getting
outside help.

The best way to break the cycle of violence is to treat it like
the crime it is, and report it. Nothing gets through to an
abuser better than being arrested and held accountable
by the laws of society. And, when the crime is reported,

it opens the door to help for the victim, children, and
perpetrator.

Any domestic violence situation, or emotionally abusive
relationship, is a barrier to work success. What can you do if
you're being abused?

Make a safety plan. Here's how:*

«Think about all your possible escape routes (home, car,
work, etc), and practice using them.

«Choose a place to go. It can be a women'’s shelter or the home of a

supportive friend or relative where you will feel safe.

* Adapted from: “Preventing Domestic Violence” by Laura Crites in Prevention Communique,
March 1992, Crime Prevention Division, Department of the Attorney General, Hawaii.

-Pack a bag to grab and take with you. It should include
money, a change of clothes, extra house and car keys,
medications, insurance information, checkbook, credit
cards, legal documents and other important papers (di-
vorce papers, protective orders, birth certificates), address
and phone lists, small valuables (like jewelry), and papers
that show jointly-owned assets. Conceal this bag at home
or leave it with a trusted neighbor, friend, or relative. Cash
and/or important papers can also be kept in a bank deposit
box.

By Connie Blaine

«If you have pets or children, plan for their protection as well.
You can take your children to a shelter with you, but you'll
need to have your pets protected some other way. Seek out
that help in advance.

«Try to start an individual savings account. Have bank state-
ments sent to a trusted relative or friend if you live with the
abuser.

+Avoid arguments with the
abuser in areas with poten-
tial weapons—such as kitch-
ens or garages—and in small
spaces without access to an
outside door.

Here’s how
to make a
safety plan.

«Know the telephone num-
ber of your local shelter or
domestic violence hotline.
Contact them for help.

Above all, remember that you are not to blame for another
adult’s behavior—ever—and you have the right to be safe,
especially in your own home.

Many resources exist throughout Utah to help victims of
domestic violence. On page 30 are some web sites for more
information. However, be aware that many abusers check
the web site history on home computers to see where their
partner has been.

The toll-free 24-hour number for the statewide domestic
violence line is 1-800-897-LINK (5465). If you are in immedi-

ate danger, call 911.
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You Can Do It!

By Brooke Adams

Do It

ow many “now hiring” signs do

H you see in a day? Utah employ-
ers need you. Let them know

who you are and what you have to offer

them. MYTH

Once you get the job, moving up will be Entry-level jobs are not worth the
easy. Just be patient and do your best pay

every day, offering to help where you

can. Your boss will not forget you. FACT.

Many entry-level jobs in Utah pay
up to $8.21 or more an hour right
now

What is a minimum wage job in

Utah?

Did you know that employers have to
only pay $5.85 hour, but they are paying
much higher than that right now?

The economy in Utah is one of the best
in the nation and that means that there
are jobs for the asking. And, with so
many job openings, employers need
YOU to work with them; this creates
higher wages, perks and benefits for
you.

What is expected from you while em-

ployed?

sListen to your supervisor.

«Do not miss work without prior ap-
proval.

Do not be late for work.

+Ask questions—there is no such thing
as a dumb question.

+Be patient—it takes time to learn some-
thing new.

«Get along with others—don't gossip.
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«Treat your job like it matters.
«Have a great attitude and enjoy your
job!

What can the Department of Work-
force Services offer you?

jobs.utah.gov can help you find many
of the services that may be available to
you. Find the most complete list of jobs
in Utah.

+Financial assistance

-Food stamps

«Medical assistance programs CHIP, UPP,
PCN

«Social Security information
«Training services

*GED/high school completion
+Veteran services

‘Women and Infant Children (WIC)
«Youth services—YES program
+On-the-job training services
«Targeted job search

+Career Assessment CHOICES
*Resume programs
«Thank-you notes

«Cover letters

«Interview skills on video
-Bonding

sLinks to UTA services
«Community resource Links

«CCEP (computer program for those re-
ceiving FEP assistance)

«Links to budget and financial
management

The Utah job market is great; it’s a job seeker’s
market. Utah employers need you!

«Employment Information for people
with disabilities

«A listing of job descriptions from the
Department of Labor

+Guide to federal benefit programs
«Local job fairs

«Free local workshops

-Links to type and ten-key tests

-Links to help those who have been
incarcerated

«Careers.utah.gov

«Child care licensed providers, centers,
assistance, after school programs

Labor market information, unemploy-
ment rate, occupation wage, publica-
tions

<Unemployment services—adjudications
and appeals, file appeals, schedule hear-
ings, policy, rules, and law

Some myths of taking an entry-

level job:

«| can never make more money working
here—not true.

<l will be treated differently than other
employees—not true.

«l will lose all the money | make to tax-
es—not true, you may even get money
back.

«l will not be able to get child care—the
Department of Workforce Services can
help.

+Only losers take a low paying job—not
true, everyone starts somewhere.

«l can't live on this amount of money—
What are you earning today?

«l won't get raises or promotions—not
true, raises and promotions are there
for all good employees.

Why should you take a minimum

wage paying job?

You need the money, for such things as
food and shelter. The main reason that
people take a survival job is the income
needed to cover at least the most basic
of necessities and then work on the job/
career they have dreamed of.

A few perks of being employed:

+Paid vacation time

+Paid sick leave

-Paid holidays

Retirement program
«Social Security and pension
«Networking

«Social interactions
«Promotions

+Pay increases

«Medical insurance

«Dental insurance
-Reimbursement of education costs

-Reimbursement of cost of monthly bus
fare

Increased sense of self-worth

+You're a role model for your family

continued on next page
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You Can Do It!

continued from previous page

Why should they hire you?

An employer will want to hire you be-
cause you showed interest in them and
their company by asking to complete an
application, and because you do have
skills and abilities they need.

What do | do once | have the job?

Check your ego in at the door. When
you take a job that you feel is lower-pay-
ing than you are worth, be sure to leave
the chip off your shoulder when going
to work. Take pride in a day’s work re-
gardless of the pay.

Job Wage

(with no experience?)
Retail Sales $7.17
Customer Service Representatives $9.89
A small listing of ST $6.31
inexperienced hourly Waiters /Waitresses $6.11
wages for jobs that Receptionists/Information Clerk $7.48
you can obtain with New Accounts Clerk $10.19
little training Stock Clerk $7.65
Construction Laborers $8.32
Data Entry Clerk $9.09
Cafeteria Attendant $6.11
Fast Food Cook $6.10

Source: Utah Department of Workforce Services

* Statistically speaking, the inexperienced wage reflects the average of the
bottom third of wages for a particular occupation.



Want more?

What are you waiting for?

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities
by calling (801) 526-9240. Individuals with speech
and/or hearing impairments may call the Relay Utah by dialing 711.
Spanish Relay Utah: 1-888-346-3162.

Utah Careers
Supplement for
Women

Utah Department of Workforce Services
Executive Director

Kristen Cox

Workforce Development and Information
Stephen Maas, Director

Stacey Floyd, Assistant Director

This guide is published annually by the
Utah Department of Workforce Services,
Workforce Development and Information
Division. To read, download, or print
this publication (free), see our Internet
site: http://jobs.utah.gov/wi. Click on
“Publications” then select the one you want
from the drop-down menu.

To obtain additional printed copies contact:

Department of Workforce Services
Attn: WDID
140 East 300 South
Salt Lake City, UT 84111

Telephone: (801) 526-9786
Fax: (801) 526-9238
Email: wipublications@utah.gov

The Workforce Development and
Information Division generates accurate,
timely, and understandable data and
analyses to provide knowledge of ever-
changing workforce environments that
support sound planning and
decision-making.


http://jobs.utah.gov
http://careers.utah.gov

View job postings within
seconds after they are posted

Presorted Standard
US Postage

PAID

SLC, UT
Permit # 4621

+Get the latest wage and
occupational data

*Find endless job-related
resources
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Don't have a computer?
Use one free of charge at any
of our employment centers!
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