CHAPTER 8 
Krista, Zita: 
Employment – Jobs – Careers

Translated by Szili, Ágnes

Introduction

Adult life begins when you start your working career. All sorts of problems arise at the same time. The aim of this chapter is to help you find out about conditions of employment.

In the labour market

· Who are sellers and buyers in the labour market?

· What is the price of labour?

· What is your opinion about unemployment?

Participants in the labour market

In the labour market, just as in a commodity market, there are sellers, buyers and goods as well.

Goods stand for working abilities, which may be the physical strength or the mental abilities of a person.

The buyers are the employers, the companies which use and pay for the labour.

The sellers are of course the employees, who sell their working abilities.
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Having a job can happen in different ways.

a) Labour Relations

· The two parties: the employer (the firm) and the employee.

· In case of labour relations the two parties make a contract of employment.

· The relations between them are regulated by the Code of Labour in most countries.
· Wages should be paid for the work performed.

b) Contract of Agency

· The two parties: the employee and the employer.

· The two parties make a contract of agency.

· Their relations are regulated by the Civil Code in most countries.
· Wages agreed beforehand should be paid on performance of work.

c) Independent entrepreneur

The two parties: the employer and the independent entrepreneur, the contract of agency is issued by the employer, by making a contract of enterprise.

· In this case you are your own employer.

· The relationship between them is regulated by the Civil Code.

Wages should be paid on performance of work, however, you may receive your payment by rights only after paying contributions and taxes.

d) Collective entrepreneur

· The two parties: the collective enterprise and you as a private person.

The collective enterprise can be: a deposit company, a limited liability company, or a share company – nowadays: closed and open.
In this case you are your own employer, and you can get wages and have a share of the profits as the owner of your enterprise. 

· The relationship between them is regulated by the Civil Code.

Wage should be paid on performance of work, or as an owner of the firm you can have a share of the profits.

e) With a temporary work booklet / casual work booklet

· The two parties: the employer (the firm) and the employee.

Employment with a temporary/casual employment booklet is regulated by the Code of Labour, as with labour relations, but in the case of short-term, casual work less administration is required.

· Wages should be paid on performance of work.

f)  Illegally

There is no contract between the two parties, so no laws apply to either of them (except for the fact that the overall performance of work is illegal!)

You are not registered officially as an employee, you are not covered for Health Insurance, so this period will not be taken into account in your pension, it may also happen that you cannot receive medical care.

It is uncertain whether you will get your wages, as your employer is not obliged to pay you by any law.

Consider carefully if you want to be employed without being registered, because nothing can protect you from your employer’s taking advantage of your good faith, what is more, you may have financial problems in the long run.

The labour market is special, because the relationship between the two parties is strictly regulated by the state/government, as rates of employment and wages are important from many points of view. For instance, it is important what qualifications students should get, what qualifications are needed. People who are socially disadvantaged should be guaranteed equal opportunities, and discrimination should be reduced in employment as well. The Public Employment Service (PES) and the regional County Labour Offices (if you have them in your country) can play an important role within the national system of institutions. Their main tasks include registering and assisting the unemployed, organising training, and promoting active job-seeking.

Non-governmental employment and labour-providing agencies now play an increasingly significant role on the labour market.

Employment agencies

Employment agencies recruit for different companies and firms. Some employment agencies recruit for firms abroad. Always make sure whether the agency is licensed to recruit, especially in the case of agencies recruiting for firms abroad. Licensed employment agencies cannot charge fees for recruitment.
Employment agencies may screen applicants before recruiting them for a firm. Screening is done on the basis of C.V.s, or personal interviews, or even skills tests. It is worth being registered in the database of employment agencies, even if there are no jobs available which have caught your interest at the moment, because the agency – being aware of your needs – will notify you if they find a suitable vacancy for you. It may happen that you apply for a specific job at the employment agency, and you are not selected. In this case it is still worth leaving your application at the agency: it is possible that they will have an offer for you soon. Registration is free of charge for job seekers.

Always make sure of the reliability of any employment agency recruiting for firms abroad. Before leaving the country, make sure you know what rules apply to non-resident employees: whether a work permit is necessary, how to get it, whether you need to get a visa, what taxation rules apply, how to join the social security system of that country. We can get information on the internet: the most reliable source is the embassy of the country in question, or the Public Employment Service. Or we can find out more on the homepage of the Ministry of Foreign Affairs.
Short-term employment agencies (for temporary work)

Short-term employment agencies are often mixed up with ordinary employment agencies, although their function is very different. Short-term employment means that employees have a contract with the agency and are sent to client companies of the agency to carry out specific, non-permanent jobs.  These agencies also need to be licensed. The homepage of the PES provides information about both ordinary and short-term employment agencies.
Applications and screening are handled by the short-term employment agency, so there will be interviews and skills tests. Signing the contract, commencing employment and legal matters will also be dealt with by the agency. Training sessions and records of working hours are dealt with by the client company. You also have to discuss leave from work, accomplishment reports and career goals with your immediate boss. Your temporary position may become permanent after a few months. Even if your position remains temporary, you may include this period in your C.V. as labour of full value, because even if it was a short-term job, it has added to your work experience. You may also ask for references as if it had been a permanent job. 

Headhunting agencies

Recruitment agencies are often called headhunting agencies, although they use completely different methods. Head-hunters are commissioned by firms to identify and recruit highly qualified and experienced employees and managers. Head-hunters work discreetly; indeed, often the employee in question is not even aware of being the part of an application procedure. During an unofficial, casual conversation the head-hunter learns about the employee’s professional skills, ambitions, plans, willingness to start a new job, then head-hunters inform the firms they were commissioned by, and they make an offer to the employee in question. Headhunting is expensive and time-consuming, so this method is only used with employees who have a special value on the labour market. It is not used with career-starters.

Where and how to find a job?
· In your opinion how can you get a job nowadays?

· What do you need to be able to get a job?

Where should you search for a job?

Obviously at places where you can find job advertisements. It is also worth considering where you can find job advertisements suitable for you. For example, in some periodicals job advertisements are published but hardly ever for career-starters. And there is not much point in looking for a position as a language teacher on a web page recruiting engineers. The first step is to decide what kind of job you would like to apply for, and then start searching.

Most job advertisements can be found in the following places:

· PRINTED MEDIA: daily and weekly newspapers, advertising papers, small ads in free publications

· INTERNET: job hunting portals, small ads on different homepages, career pages on companies` homepages

· HUMAN RESOURCE CENTRES: employment agencies, temporary employment agencies, you can get information in person or on the phone, but it is better to check out their homepages regularly. 

· ALTERNATIVE ways to find a job

· Study contracts: these are quite rare nowadays, but may be used in the case of skills in special demand. The employer helps to pay for your studies, and in return you undertake to work for the employer for an agreed period after receiving your qualification. 

· Direct approach: if you know exactly which firm you would like to work for, you may as well find out who is in charge of hiring and send them a well-written application. This is, of course, not for people in a hurry: there might be no vacancy in the position you have chosen for some time..

· Other possible ways: what else? It is best to be alert and constantly on the look-out for possibilities. Recently a group of university students went on a factory visit. One of them took his C.V. with him. His fellow students made fun of him throughout the visit. Seeing the factory he decided he would like to work there, and handed over his C.V. to a manager, who was impressed by his aptness. So when his fellow students were still looking at job ads, he was able to relax as he had already signed a contract with the firm he wanted to work for, before he even got his degree.

Most important criteria for choosing a job:
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How to spot misleading job ads

You have to know how to read between the lines. If the job description is not clear, if they promise higher and higher salaries, the chances are that you have come across door-to-door selling or a pyramid game, or bar dancing advertised as ’sex free’.

These ads can easily be spotted, as they do not provide a detailed job description, nor do they require qualifications; they ask for a payment upfront, and they try to tempt job seekers with high monthly salaries. Be suspicious of ads saying: ”plenty of money – little work”! Find out everything you can before you pay anything in advance or sign a promissory note. 

You should also be wary of unlicensed employment agencies promising high salaries. These agencies want to take advantage of career-starters` hopes. Most of the positions that they offer have never existed, but were just made up. What do the agencies get out of it? The fees that they charge for registration or recruitment. Only some 15 euros for a photocopied hand-written list? That’s a lot if all your phone calls end with someone angrily hanging up on you, because there have never been any vacancies for that position, or it was filled a long time ago, and they have not commissioned any agencies.

Licensed employment agencies do not charge any fees.

Fake agencies can be identified by checking on them. The most obvious way is to look them up on the internet: it only takes a few minutes if you use a search programme.

It is extremely important to read ads carefully, more than once, before sending in a C.V. The following extract from the Guidebook for Job Seekers helps to interpret job ads.

How to interpret job advertisements?
If you regularly read job advertisements, you will soon understand what certain expressions stand for.

· Basic command of a language: understands written texts in basic topics in the given language.

· Ability to communicate in a language: it means command of a language at intermediate level, with good speaking skills. The applicant is able to communicate fluently about general topics in the given language.

· Very good command of spoken and written language in both general and business subjects. This is higher than the level described above, but does not mean proficiency in a language.

· Proficient or fluent in a language: is able to communicate about any subject, has an excellent command of spoken and written language.

· Expectations, conditions, requirements: are basic qualifications, skills and qualities which are necessary to perform the tasks detailed in the job description.

· At least high school/secondary diploma: the applicant should hold a high school diploma or a higher qualification, for example a bachelor’s or a master’s degree.

· Tasks: job description, brief description of tasks to be performed. It is important to read them carefully.

· ”Reference number”; do not forget to copy this on your application form. Reference numbers are used if the firm is looking employees for more than one position at a time, and the C.V.s are identified by this number. (It is also used by employment agencies or temporary employment agencies.) “Application with position reference” means the same. The person in charge will not waste time finding out which position you have applied for! C.V.s without reference numbers are usually thrown away.

· Location of work: the location of the city, town or district where you have to go to work.  You have to consider whether you can get to this place in 90 minutes from your present place of residence. 

· Type of work:

· temporary: they are looking for employees to carry out specific, non-permanent jobs, for instance in a short-term project

· permanent: they need employees for a long-term period (more than 1 year).

· full-time: 8 working-hours a day (160 hours work a month)

· part-time: usually 4-6 working hours a day 

· seasonal: they need employees to work in specific industries such as agriculture or public catering, which require a larger work force at certain times of the year.

· Casual worker: they need someone to do casual work, not on a long-term basis.

· ”salary”, ”wages”: this may refer to wages paid by the hour or by the month, or to payment according to performance. Please check if it is gross or net pay to avoid disappointment, (if it is not specifically mentioned, then it always refers to gross pay!) If an exact wage is indicated, you cannot expect wage negotiations. 

· ”Competitive salary”: wages are at least as high as other employers pay for the same work. 

· ”information on the firm”: read it carefully, or try to find out even more about the firm. This information will come in handy during the interview, besides helping you to decide whether this is the most suitable company for you. 

· ”relevant qualifications” or ”relevant professional skills”: you possess the qualifications required for that job, or you have experience in that field (about 1-2 years).

· ”opportunities for promotion”,” career opportunities”: after 1-2 years of experience in the given position at the firm or company, with good performance and self-development, you may be promoted.

· Letter of application, handwritten: firms often use graphology when screening applicants, that is why they ask for a handwritten C.V. or letter of application. Do not forget to enclose the required letter!

(Hatház,i Alexa – Körösi, Márta – Krista, Zita: Guidebook for Job seekers, Athenaeum 2000 Kiadó, 2005)
Rules for successful applications

· If you were the employer, what would you like to know about a would-be employee?

· What would reassure you?

C.V. or resumé
The most commonly used formats are those of the US or the European Union. 
A career-starter’s C.V. tends to be quite short, but do not get discouraged. Think about what kind of information you can add to give a more complex picture of your experience. How? Anything revealing your interests, your personality, and your experience so far would be useful, for example school competitions in the specified field, activities in the field outside school, taking part in sports competitions or social life, summer jobs, working part-time for parents` or acquaintances` firms, hobbies, other free-time activities. It is also a good idea to describe your strengths and your goals.

People often wonder what kind of photo to send in.

The answer is simple: a recent face-to-chest photograph of you wearing formal clothes, taken in front of a neutral background. Your facial expression should be optimistic; you should be smiling at the camera.

The photograph should not be: 

· a group portrait with your  face circled;

· taken at a wedding, concert or party;

· a graduation photo;

· your wedding photo;

· a photo more than a year old, especially if your appearance has changed a lot

· a whole-figure portrait (unless the job requires good appearance, and the employer has asked for one)

· scantily dressed (neither men nor women)

· one taken in your kitchen or on a trip to the top of a hill in the countryside

· one taken after an all-night party, when your hair is in a mess and  you have black rings under your eyes.

Another common question is what to do if you do not look your best in photos. You do not have to send in a photo unless the advertisement asks for one. It is not obligatory in other cases. But do not forget: when you are looking for a job, your photo should not be a question of vanity; your face is part of your personality, and helps the employees to remember you later. It is easier to connect the name with a photo.

The photograph should not be attached separately, but should be inserted as a small image into the C.V. The C.V. itself should be word-processed, for example using Word, because it is easier to alter content before sending it than with a handwritten C.V..

Letter of Application

Advertisements often ask you to send in your C.V. with a letter of application. A letter of application describes the reasons why you are applying for that position. It should contain: the name and reference number of the position, then why you are looking for a job and why you think you are the most suitable person for the position. Do not repeat in more detail what you have already written down in your C.V., but add some important information. For example, if your address is in one town, but you have applied for a job in the capital, explain whether you plan to move there or maybe have already done so.

References

Few people realise how valuable references are when they are applying for a job. They do not consider it important to ask for a reference when they leave or have to leave a job. Written or even oral references play a significant part in building a career. In some countries, such as England, it is built in to the culture: when you leave a position your employer will automatically give you a reference or record of service.
Regardless of the reasons why you leave your job, and the circumstances under which you do so, your employer is obliged to give you a record of service when you leave or within a year of that date. The record of service should include the field of work, the working hours, and upon request of the employee an evaluation of performance as well. 

A reference (or letter of recommendation) differs from a record of service in that it is not an official document, but a personal recommendation from someone you have worked with for the last 2-3 years, and who therefore knows you well. A reference is not supposed to prove how long an employee has spent in their previous job, but to describe their personality, working habits, qualities and accomplishments, and to explain why the writer of the reference recommends the person for a particular position.

You should not ask friends or acquaintances to write you a letter of recommendation, but rather a responsible person at your previous workplace, who is considered objective and trustworthy. Career-starters can ask a former teacher, training supervisor or mentor to write them a reference, because they too can provide reliable information about the applicant’s personality or attitude.

Sometimes you are asked to give the name of a referee instead of attaching a reference. In this case you should give the name and contact number of the head person of your recent job. If you think that this person is biased against you, then you may give the name of another person. However it looks a bit suspicious if you do not provide any referees.

You should always ask for a written reference anyway, in case the referee happens to change jobs, which might make it more difficult to reach them. A good reference can greatly increase your chances of getting chosen.

Certificate of good conduct

In some countries this is usually required when you apply for a position where impeccable conduct is considered very important, such as a position in the financial sector or one which involves data security. The certificate of good conduct is an official document issued by the Ministry of Interior or other authorities, it states that you have no criminal record; in other words it proves that you have a clean past. It refers only to the past, so if it is a position of trust, you may be asked to declare whether you are presently involved in legal proceedings. The certificate of good conduct is usually valid up to a few months, after which you have to request a new one. Because of this, most employers ask the applicant to request a certificate of good conduct at the end of the selection procedure, and present it when they start work.
Interview

It is obvious that employers would like to meet their would-be employees in person. An interview can be regarded as a kind of negotiation between the employer and the applicant: its purpose could be to find out if the offer made by the firm meets your expectations. Therefore it is important that besides concentrating on leaving a good impression, you should try to find all the information you need to make a decision. There is plenty of advice on the internet about how interviews work and how to do your best to prepare for one, so it will not be discussed in detail here. 

Whenever in your life you happen to be seeking a job, you should find out what has changed in the field during the last few years. More and more up-to-date selection methods are being developed, and it is better to know about them.

You should be prepared to take part in several rounds (two or more interviews), especially in the case of bigger companies, as their selection procedures tend to be slower.

Other methods of selection

Several rounds means that you might have to repeat the same information over and over again, as you meet managers in higher and higher positions. However, besides interviews you may meet other methods of selection as well.

· Tests: you have to do a test on paper or on the computer, which might take from 5 minutes to several hours. You may be tested on your abilities, personality or professional skills.

· Telephone interview: the first round takes the form of a telephone conversation in which you are asked a few questions. The person in charge of hiring will decide if you should be interviewed in person on the basis of your answers. Be careful to observe the norms of polite telephone communication.

· Group interview: two or more applicants are called in for interview at the same time and asked some general questions, or told to take part in role-plays.

· AC evaluation centre: a group selection taking about 2-4 or 6 hours, in which certain kinds of competence are tested by observing applicants` behaviour by role-plays presentations and communication tests.

· Trial task: a task that is not real, to be done at home or at the workplace, for example writing a formal letter, making a phone call or creating an Excel table. Trial tasks test professional and technical skills and competencies. 

· Other methods: working competence can be tested in various ways, for example by asking someone to make a phone call in a foreign language, or to gather information on the internet at home, or by finding out how much stress you can manage when being interviewed by more than one person, etc.

You may be tested by employers in several other ways. This is acceptable in view of the fact that they are looking for the most competent, the best qualified applicant. You have to measure whether you are able to carry out the task or not. You should not let yourself be humiliated: if this seems likely then you should just say that you do not wish to continue the process, and leave. You need to know that during the application process the potential employer is not allowed to ask questions about your sexual habits, your faith or your political orientation!

After the interview

In the course of the interview or the application process you should feel free to ask what to expect in the future. It is advisable to remember the name, contact number and contact address of the interviewer (and of course the name and reference number of the position), in order to make enquiries if there is no answer from the interviewer before the stated time. You should not bother her or him every other day, but it is worth a telephone call or an e-mail to learn how you got on in the application process. In most cases you will get a written answer, by post or e-mail, but sometimes you will get a response on the phone. If you have not been selected, you may ask why. On the basis of your own experience and the response, you should think over the interview and learn from it, so that you do not make the same mistakes next time. 
How to build a career?
· What do you mean by a career?

· Can you name anybody as an example of a successful career-builder?

The basics of successful job hunting

The word `career` derives from the English word `carriageway`, and it originally meant a continuous path. Today it refers to development, progress and advancement in a certain professional field. You can think in terms of moving up the hierarchy of the company, or achieving success, fame and acknowledgement as a professional.

There is a common mistake that people make about careers: they often imagine them as uninterrupted, ascending lines. In fact, when they look back over their careers, even the most successful people admit that once in a while they have had to come to a halt and step back to be able to get going again. 

How are you supposed to build a career, then?

It is essential to start off in the right direction, and in order to do that you need to find the answer to the following question: Who am I? To answer this question it is important to know yourself, which is discussed in the Chapter 1 entitled “What to do after finishing high school” as well. Here you will find only a few questions which may help you to develop your self-knowledge in the area of employment.

· Personality

What are my usual reactions in different situations? What do I need to change?

· Values

What values are important to me? What are the values I cannot agree with?

· Skills, abilities

What are my strengths and weaknesses? What skills do I lack?

· Interests

What are my main interests? What do I hate? What would I like to get involved in for a longer period of time? 

Smart career builders have the following stages in mind:
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The secret of success is that you have to go through all these stages more than once.

Once you have started your career, it is important to remember that you should reassess your situation over and over again. You always have to re-consider your chances. Why is this important? Because even if you have chosen a very good job at the beginning of your career, things may change in the course of time. Then you need to be flexible enough to adapt to a new situation. This does not mean you have to go in the opposite direction. It might be enough to take a supplementary course, or get experience in another field, or learn to use new tools. What it all comes down to is that you have to keep up with a rapidly changing world: that is the only way to make sure that your skills and abilities remain marketable.

Education – Self-education: what does lifelong learning mean?

Lifelong learning does not mean sitting at school forever and getting more and more certificates or university degrees.

Why is it necessary?

Because if you would like to be a useful member of society, then you should keep up with the swiftly-changing demands of the labour market, and you need to develop yourself continuously. For instance, it is obvious that nobody who learned touch-typing on a traditional typewriter will find a job today, unless they acquire new skills and learn to use the computer.

What is the point of it?

The main point is to be continuously open to what is new and to self-development. In the sense of lifelong learning self-education is valid for all walks of life and it is always up-to-date!

It can mean

· taking part in adult education, for example in order to learn a new trade,

· updating and widening your knowledge in your current trade,

· learning a language

· acquiring new skills in IT and technology,

· improving your abilities and skills at company trainings sessions, or

· taking up a healthy way of life.

You always have to bear your weaknesses in mind and make efforts to improve in those fields. This is, of course, not so easy, because you can always meet difficulties such as financial problems, or difficulty in reconciling your studies with family life, but if you have a chance, do not miss it. In the long run, it is worth devoting time and energy to it.

What happens when you enter employment?

Who are laws for?

Commencing work happens according to the many formalities required by law. The most competent source in the case of labour relations is the Labour Code of the country. It is advisable to leaf through it, because this is how you can find out what sort of questions it can help to answer. Separate labour laws relate to civil or public servants. There have been some modifications to the labour laws, as they had to be brought into line with the labour laws in force throughout the European Union, such as:

ON THE LABOUR CODE

on THE LEGAL status of PUBLIC SERVANTS
ON THE LEGAL STATUS OF CIVIL SERVANTS

ON PROMOTING EMPLOYMENT AND supporting the unemployed

The above-mentioned laws can be found on the internet, and bought in book-form at good bookstores.
The laws give precise and direct answers to the following questions:

· How should labour relations be established?

· How should legal relations be terminated?

· How should working and rest periods be organised?

· What forms of remuneration for work exist?

· What are the responsibilities of the employer and the employee?

· What organisations (trade unions) are there to protect employees` interests, and how do they work?

· How is telework carried out?

· What special laws relate to hiring of workers?

· What authorities deal with labour disputes and how can these conflicts be settled?

Laws are strict but necessary regulations, and in many cases they serve your interests, especially in situations when you are at risk, for example if you are a minor, sick or expecting a baby.

If your application for a job has been successful, legal employment starts with a contract of employment. It is important to read through and interpret the contract carefully before signing it. Ask for explanations if there are any unclear sections, check whether it contains all the details you have agreed upon verbally earlier. You can refer to points included in the contract, if you need to in the future. It is important to know that even if the contract includes sections which are against the law, the two parties have to act according to the law. Therefore no matter what you agreed (in written or oral form) with your employer, it is not possible unless it is allowed by the law. Laws protect you even if you have agreed to break them.

What should a contract of employment include?

A contract of employment has many points, but the most important are:

· place of work,

· time of work and number of hours,

· if the job is for a fixed or temporary term,

· wages.

What does a trial period mean?

A trial period is the period during the first days of employment when either of the parties may terminate the employment with immediate effect, and neither the employer nor the employee has to offer an explanation. Unless the contract of employment states otherwise, the duration of the trial period can be 30 days, but cannot exceed 3 months. 

What does a fixed-term contract mean?

In the case of a fixed-term contract of employment the parties agree on a date of termination of employment. This kind of contract applies if you are standing in for another employee or doing seasonal or temporary work. A trial period can be specified in a fixed-term contract as well, but beyond that if your employment relationship is terminated by the employer before the expiry date of the contract, you are entitled to go on receiving your full-time pay. The fixed-term contract can be extended or modified for an indefinite period, if both parties agree.

What do you need to know about the temporary employment booklet?

In some countries it is worth having a temporary employment booklet if you do not have a registered job, but you do some temporary work from time to time (for example in agriculture or shovelling snow), so you do not work for a longer time for the same employer. In this case the temporary employment booklet replaces an employment contract. The booklet includes the obligatory points of an employment contract based on the LC, such as the data of the employer (residence address, tax number, tax identification number), the place of employment, the wages, the job profile (description of work), and the signature of both parties. According to this a contract is concluded between the two parties, valid for the given day. 

What are gross and net wages?

You will not get the total wages stated in the contract of employment, because there are certain deductions. These deductions are the obligatory contributions to the state (personal income tax), which will be used to finance public services such as building roads, organising public security and education, or health care contributions, and so on. Other deductions are for your own social security (pension, health service contributions), so that if you fall ill, you can receive health care, and when you retire, you can receive a pension. 

The gross wage is the wage without any deductions; net wage is the amount that remains after the deductions have been made. This is the amount we actually get on pay day. You will get a pay slip along with your salary, which shows the deductions and records of holidays. Do not throw this paper straight in the dustbin: you may need it later, so keep it for at least a year in case you need to check something! It usually looks like this, contains the following:
	in case of labour relations



	
	Basic wage
	

	
	Paid holidays
	

	
	Sick pay
	

	
	Sick leave
	

	
	Bonuses
	

	
	Wage supplements
	

	Gross wage
	The total of the above
	

	DEductions
	Employee’s contributions
	…%

	
	health service contributions 
	…%

	
	pension contributions
	…%

	
	advance payment on personal income tax
	… %



	net wage
	gross wage minus deductions
	

	
	 
	

	Contributions paid by the employer:

 
	

	
	social security contributions

(Basic Health Care …% +

Basic Pension …%)
	…%

	
	
	

	
	
	

	
	Employer’s contribution
	…%

	
	 Training contribution
	…%

	
	Health care contributions (itemized)
	…. (euro/currency)


Why do you need to make advance payments on the personal income tax?

Personal income tax is checked by the State Tax Collection Agencies for the previous year, so you have to submit a tax return for the preceding year. For instance you may have to fill in your tax return for the year 2007 by May, 2008. This is when you know the final amount of the taxable income on which you have to pay taxes. The tax relief you are entitled to receive will have to be taken into consideration here. (This may change year by year, so you should check it every year.) In accordance with the law the employer has to deduct the calculated advance payment of income tax every month. So during the year 2007. a certain amount of money is deducted from your salary as advance payment of your income tax, which is added up at the end of the year in the tax return and compared to the amount of income tax to be paid. If you have paid too much, you may either claim back the surplus or have it discounted from your taxes for the following year. If you have paid less than necessary, you have to pay the missing amount to the State Tax Collection Agency. The order of taxation is regulated by law, so if you violate it, you will have to pay a fine.

How do I know if my employer has really registered me and pays contributions for me?

This is what the Unified Labour Database of some countries is for. At first it may seem complicated, because besides your tax number you also need to get a pin-code from your local Employment Centre. However, it is worth obtaining this pin-code, because in future you will be able check at any time whether your employer has registered you and is paying contributions for you according to the regulations. The system, the database can be reached through the internet or by phone, or you can get information in person at your local Employment Centre.

Apart from using the database, you can keep track of the statements of account you receive from your private pension fund every few months, but you can also ask for information on the sums coming in to your account at other times.
How do I terminate my employment?

During the trial period the employee may terminate the employment without giving any explanation and with immediate effect. In the case of a fixed-term contract you may terminate your employment by mutual consent; otherwise you must remember that your employer can claim compensation for the remaining time. In the case of a permanent contract you can terminate your employment in various ways. Most often you would reach an agreement with your employer and terminate your employment by mutual consent. If you decide to have a one-sided termination, then you exercise ordinary termination. In this case you have to justify your reasons, and bear in mind that your employer will stick to the term of notice prescribed by law in the Labour Code of your country. If there is a significant infringement of lawful rights, then you may terminate your employment with justification and with immediate effect. Such an infringement might be, for example, not getting paid. 

What to do with the signed contract of employment.

The contract of employment, as well as other supplementary documents (collective agreements, job description, study contract, information sheet and so on); in other words all the documents carrying the stamp and signature of the employer and your own signature, must be kept in a safe place, even after the contract has expired.

What is collective agreement?

Employees` interests are represented on the labour market by trade unions, or representative organisations in the case of smaller companies. If you start work, your interests will also be represented. You can join the trade union and become an active member, or take up a union post if you are elected to one. In some of the larger companies there are several trade unions. The trade union can obtain benefits which are not prescribed by the Labour Code, (for example longer holidays, higher wage supplements), which are written down in a collective agreement. The benefits detailed in the collective agreement apply not only to the members of the trade union, but to all employees of the company. Whether you choose to join the trade union or not, you should ask for a copy of the collective agreement and read it carefully when you begin work. 

How do I know what my job profile actually includes?

Your job profile and your responsibilities are described in your job description. This is a written document which you should read carefully to avoid future arguments. When you start work you should clarify any questions concerning your job profile with your immediate superior.  Unless it is detailed in the contract of employment you will get a separate information sheet about exactly when you start work, your working hours and schedule, the date of pay day, the existence of any collective agreement, and about how holidays are calculated.

What should you take with you when you go to sign a contract?

The most important items can be similar to these: your identity card and address card, tax card, TAJ-card, the number of your bank account, certificates of qualifications, school report or a copy of it, declaration of membership of a private pension fund, and certificate of good conduct and/or references if requested by the employer. The documents of termination of employment and the social security booklet from your previous workplace if you had one.
What can employees` benefits include?

Most companies provide you with some benefits apart from your salary, so you should be flexible when negotiating your pay with your would-be employer. The different benefits should be evaluated according to your situation or goals.

· Basic pay (monthly salary, hourly wage, etc.)

· Supplements (for shift-work, overtime, stand-by work, etc.)

· Performance-related pay (motivation, payment by performance, supplements, bonuses)

· Bonuses on the basis of yearly accomplishments (e.g. productivity bonus)

· Regular benefits (luncheon vouchers, travel costs, voluntary pension fund or health care payments)

· One-off, emergency benefits (loans, aid)

· Non-financial benefits (office, company car, mobile phone, language courses).

All these are included in the offers made by the company, and you have to try to reach agreement about them when discussing pay.  
Certain companies provide their employees with a wide range of fringe benefits like shopping vouchers, in which employees can make up their own package to suit their needs. For example, if you have small children, you may choose the schooling benefit, but if you have just started your career, a language course might be more useful for you.
The Pension System

This varies very much from country to country.

The employee and the employer are both likely to be obliged to pay contributions of a certain percentage prescribed by law to two of these institutes - social security and a private pension fund. So these pension contributions are automatically deducted from your gross salary every month, and transferred to the accounts of the appropriate institutes. If you want to have advance-savings for your retirement, you can also pay a contribution to a voluntary pension fund, above the compulsory payments. Your employer might also undertake to pay this contribution, in which case it is regarded as a wage supplement. 

What is a private pension fund? What is the difference between social security and a private pension fund?

A certain amount of money, based on your actual salary, is paid into the account of the social security services, and this money is used to pay current pensions. When you become a pensioner, your pension will be covered by the money paid in by employees at that time.

On the other hand a private pension fund enables you to pay a certain percentage of the compulsory contribution into a private pension fund chosen by you, and not to the social security system. You have an account in your name, and the amount saved on that account is managed and invested by (and receives dividends from) the private pension fund. You may keep a record of your advance-savings on the statements of account that you receive regularly. These savings will cover a part of your pension when you retire. So after reaching retirement age you will get your pension from two sources: one part from the government, and one part from the private pension fund. (If you are a member of a voluntary pension fund as well, then you will get the third part of your pension from them.)

According to the prevailing laws in some countries, new-comers to the labour market must join a private pension fund within 15 days of their first day at work. So when you first commence employment, you must join a private pension fund within 15 days.

It is up to you which private pension fund you choose, but you cannot be a member of more than one private pension fund at a time. Find out about the operation of the fund, and about its expenses and investment policy. You can change private pension funds any time, but find out about the financial consequences beforehand. 

Some practical advice on how to fit in at your workplace

1. Arrive on time.

Do not be late on the first day: it will be remembered for a long time, and you will be expected to perform better at the beginning to make your co-workers forget this negative experience.

2. Wear suitable clothes.

Your personality is important, but ask if there is a dress code at your workplace. It is worth following it, if you do not want to get into unpleasant situations. You want your inner qualities to be noticed, not your appearance!

3. Introduce yourself.

The best way is to be introduced to colleagues by the person who interviewed you or met you during the application procedure. If not, then you should go up to the others and introduce yourself, because you are the newcomer. Pay attention to names, and try to remember them.

4. Listen to others.

You have a lot to learn during the first days. Do not interrupt other people; listen to them: you may get an answer to a question you were going to ask. If you listen to colleagues, you will get to know them more quickly, and will be able to understand the system more easily.

5. Do not criticize.

Whatever problem you see in the system, procedures or organisation of the company, do not start by criticizing it. Your colleagues might take an immediate dislike to you. Instead, you should try to understand why things work like that. If your opinion does not change in the future, you can talk about it later. 

6. Ask questions.

During the first few weeks you should not be ashamed to ask questions. It is worse to pretend you understand everything, and appear helpless later. Ask questions to avoid making mistakes. 

7. Take notes.

It can be very tiring to concentrate continuously on new things, and even to remember them, so it is better to take notes. You can keep a record of names, telephone numbers and other data or information in your notes, and you will not have to bother colleagues with the same questions again and again. Use your notebook to take notes, if you have one.

8. Be flexible.

You will probably have to fit in with a team whose members have already got used to each other. Do not try to introduce new things, try to accept the old rules instead. Later you will have plenty of chances to talk about your new ideas, but do not do so right at the beginning.

9. Be patient.

Especially with yourself. In the first few weeks you will hear a lot of new information, gain many new impressions, which you have to sort out for yourself in order to create a relaxed style of work. Be patient with others, as well. You do not know their intentions, reasons or purposes yet.

10. Do not leave early.

You are being watched! They will notice if you ”drop your pencil” at 15.59. You should respect the customs of your workplace. Of course, you do not have to work overtime in the first few days, but it is better to stay for a few minutes extra than to leave early.

11. Wait 5 minutes.

Wait 5 minutes before saying: ”I can’t do it!”. If you give up a task straight away, they will think you do not even want to try. Moreover, you are preventing yourself from trying to solve a problem on your own. But if you really can’t do it, do not spend too much time trying, because you will hold up other people’s work.

12. Appear optimistic.

Obviously you will be nervous and full of worries during the first days, but try to appear optimistic and cheerful. Your colleagues will be more willing to get to know you and talk to you. Your relationships will get off to a good start.

13. Keep your distance.

Keep your distance; do not interrogate your colleagues about personal matters or their private lives. You have to gain their confidence first, and that takes time.

14. Do not gossip.

You may find yourself in a company where gossiping and backbiting are quite common. It is not a good idea to take sides if this happens, as you only know one side of the story. This might cause serious conflicts later. If your colleagues start behaving like this it is better to change the topic of conversation and talk about work again.

15. Cooperate.

Think as a team-member from the very first moment. Do not think only about your own interests, communicate so that they can understand your way of thinking, your strengths and weaknesses, and what you can contribute to team work. Be tolerant and ready to compromise.

16. Do not have someone waiting outside after work.

Although it would be nice to pour out your heart to your boy/girlfriend or parents immediately after work, it does not do any good to your colleagues’ judgement of you if someone is waiting for you at the exit. They may decide that you lack independence. Ask your boy/girlfriend not to wait for you after work. It makes better sense for you to seize the opportunity and talk to a colleague on the way home.
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