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      WORK SMARTER

      
1 Help a laid-off worker find a new job.

      Massive layoffs have plagued us from coast to coast. The hardest-hit industries: construction and manufacturing. The hardest-hit regions of our nation: the West and the Midwest. But Americans from California to Florida, from all walks of life, are losing their jobs. Everyone knows someone who just got laid off. So adopt one of these unemployed workers and dedicate yourself to helping that person land a new position. If you think there's nothing you can do, think again. Encourage your unemployed friends and family members by helping them:

      [image: illustration] Update their resume

      [image: illustration] Search for jobs online

      [image: illustration] Approach colleagues and industry insiders

      [image: illustration] Network within their respective field

      [image: illustration] Identify opportunities outside their field

      [image: illustration] Put out feelers with your own contacts

      [image: illustration] Prepare for interviews

      [image: illustration] Stay motivated with pep talks as needed

      
        enough!

        At 6.5 percent, the unemployment rate is higher than it's been in fourteen years. According to the Washington Post, some economists expect the rate could very well top 8 percent, which would be the highest we've seen in a generation.

      

      
        CALL TO Online Action!

        Top Five Job Search Websites

        
           Monster.com 
        

        
           Indeed.com 
        

        
           FedWorld.org 
        

        
           CareerBuilder.com 
        

         Dice.com  [image: illustration]

        Source:  http://websearch.about.com 

      

      
2 Write a letter of reference for an out-of-work employee.

      Letters of recommendation can make or break a job search. Employers typically ask candidates for three such letters of recommendation; more important, they do check them out. So one of the most useful things you can do for an out-of-work colleague is write a winning commendation of their talents, skills, and experience. The best-prepared job seekers present letters of recommendation tailored to the position they desire; ask colleagues what they'd like you to focus on in your letter. Write the best recommendation you can — the next recommendation you may need may be your own.

      
        
[image: illustration] THE PRESIDENT SAYS

        “A chicken in every pot and a car in every garage.”

        — HERBERT HOOVER

      

      
3 Recommend someone for a job.

      When it comes to finding a job, who you know beats  Monster.com  any day. In fact, three out of four jobs are not advertised at all, as many employers prefer hiring people they know, or know of. Recommending colleagues for a job may be the shortcut to the paycheck they've been waiting for. Better yet, many companies reward employees who recommend new hires. Ask your human resources department about your company's recommendation policy.

      
        friends don't let friends find a job alone

        According to the Department of Labor, most Americans find a job through personal contacts. The top ways people find a job:

        48 percent, friends or family

        24 percent, cold calling (no ad posted)

        23 percent, alumni or school placement professionals

        5 percent, newspaper or website ads

      

      
4 Start a cottage industry on the side.

      Enterprising Americans start more than half a million businesses every month, according to the Ewing Marion Kauffman Foundation. It's this spirit of entrepreneurship that makes our nation the most innovative on earth. From Mrs. Field's Cookies to You Tube cofounders Chad Hurley and Steve Chen, success stories abound. So why not join the ranks of these profit-minded small business people — and turn a little profit of your own?

      
        
[image: illustration] Rallying Cry!

        “Tens of millions of families are struggling to figure out how to pay the bills and stay in their homes.”

        — BARACK OBAMA

      

      
5 Hire local workers to support that cottage industry.

      Founding and running your own business is as American as Mrs. Smith's Apple Pie. Most Americans work for small companies; so when you hire people to help you run your new business, you're helping the economy as well as your bottom line.

      
        CALL TO Online Action!

        Top Five Small Business Websites

        
           www.sba.org 
        

        
           www.abwa.org 
        

        
           www.entrepreneur.com 
        

        
           www.score.org 
        

         www.inc.com  [image: illustration]

      

      
6 Devise strategies to boost productivity.

      The quickest and often most effective way to boost productivity is to go right to your workforce. Ask employees to suggest improvements, and reward them for the most useful strategies.

      
        small is $mart

        Some 66 percent of Americans work for companies with fewer than 250 employees, according to the U.S. Department of Labor. Small businesses employ 50.9 percent of all nonfarm workers in the private sector.

      

      
7 Boost your own productivity at work.

      With unemployment on the rise, you want to make sure you hold onto your job — even if everyone around you is losing theirs. That means boosting your productivity — and hence your value to your company. Here are ten ways to increase your effectiveness:

      
        	Eliminate distractions.

        	Make a to-do list daily.

        	Skip unnecessary meetings.

        	Get caller ID to cut down on needless phone calls.

        	Do the tedious/tough/boring stuff first.

        	Only check your e-mail twice a day.

        	No web surfing.

        	Delegate.

        	Outsource.

        	Love what you do.

      

      
        
          
            “Productivity is being able to do things that you were never able to do before.”
          
        

        — FRANZ KAFKA

      

      
        enough!

        The biggest time waster in the typical office is meetings, according to a survey by Executive's Briefcase.

      

      
8 Start an internship program for local college students.

      Student interns are 1) cheap and 2) motivated. For the price of an honorarium, they get experience — and you get people to whom you can delegate virtually any task. … Not to mention potential entry-level new hires! Contact your local community college, and ask for the head of the department most likely to provide you with the skill set you need.

      
        interned!

        Nearly three in every four college students work as interns before graduation, according to Vault, Inc. A whopping 55 percent of these interns receive no pay.

      

      
9 Teach an unskilled laborer a marketable skill.

      With outsourcing on the rise and manufacturing jobs moving overseas, unskilled workers often find themselves underemployed or unemployed altogether. Take such a worker under your wing, and teach him or her whatever marketable skills you can. Particularly valuable: verbal and written communication skills; general computer skills, as well as software know-how; technical expertise; organizational skills; and administrative skills.

      
        
[image: illustration] THE PRESIDENT SAYS

        “The business of America is business.”

        — CALVIN COOLIDGE

      

      
10 Moonlight.

      

      
11 Be a mentor.

      Hone your leadership skills while you help a younger, less experienced colleague up the ladder of success in your given field. You can also groom your protégé to become your right-hand person — or even your successor. Remember: You can't move up yourself until you've got someone ready to take on your former responsibilities. Mentor well, and your protégé might just fit the bill.

      
        
          
            “I considered Nat King Cole to be a friend and, in many ways, a mentor. He always had words of profound advice.”
          
        

        — DIAHANN CARROLL

      

      
12 Sit on the board of a company.

      In many companies, the true power is held by the board members. Power corrupts, as the Enrons and the Stelcos of the world have once again proven. By becoming a member of a firm's board, you can help keep the boardrooms of America honest — and add a plum to your resume at the same time. You'll also make valuable contacts, learn important networking and management skills, and gain a better understanding of what really goes on behind those closed doors.

      
        
[image: illustration] Rallying Cry!

        “The greed of Stelco's senior managers and board of directors, combined with Stelco's approach to labor relations, is right out of the nineteenth century. … Charles Dickens would have a field day writing about this place.”

        — WAYNE FRASER

        United Steel Workers Of America Ontario/Atlantic Director on the steel giant's financial woes

      

      
13 Hire a kid to do your yardwork or fix your computer.

      Industrious young people often find it tough to make money — even when they're motivated. Jobs are hard to come by in today's economy, even for those sixteen and older; for younger teens it's even harder. Help ingrain a solid American work ethic in the junior — high schoolers of your choice by hiring them to rake leaves, baby-sit, teach you to use that new software, or create a Second Life avatar for you. You may even learn something yourself.

      
        enough!

        Many kids desperate for work end up in jobs far too dangerous for their level of experience. According to the National Institute for Occupational Safety and Health (NIOSH), a young worker is hurt on the job every two minutes — and one teenaged worker dies of work-related injuries every five days. That's some 230,000 injured kids and seventy fatalities every year!

      

      
14 Give a teen a summer job.

      Four million teenagers hope to find work each summer — but fewer and fewer are finding it. The competition is fierce, and with the retail, manufacturing, and construction industries suffering slowdowns, there are fewer jobs to compete for. So give a kid a summer job at your workplace or home office, and help the next generation learn to be resourceful, productive, and responsible. Ask your colleagues, friends, and family if they know any teenagers interested in your line of work, and hire them to be your gofer for the summer.

      
        enough!

        In 2000, nearly half of all teens aged sixteen to nineteen landed a summer job, but by last summer that number fell to only one third. That's the smallest percentage since the government began documenting teenage work in 1948, according to the Center for Labor Market Studies at Northeastern University.

      

      
15 Donate interview clothes to a local women's shelter.

      Abused and homeless women trying to make a new start often lack the business attire they need to land that all-important job that will get them get back on their feet. You can recycle your good-enough-to-interview-in suits and dresses by donating them to your local shelter — or you can donate $29 to buy a suit for a woman in need (it's called the Dressing Fine Campaign run by Women in Retail and the Women's Alliance). Just visit  www.thewomensalliance.org  for details.

      
        
          
            “Someone's future is hanging in your closet.”
          
        

        — SLOGAN OF THE WOMEN'S ALLIANCE

      

      
16 Join the chamber of commerce.

      
        
[image: illustration] THE PRESIDENT SAYS

        “Man is not the only animal who labors; but he is the only one who improves his workmanship.”

        — ABRAHAM LINCOLN

        The only U.S. president to hold a patent

      

      
17 Invent something.

      From squirtguns and exercise equipment to automobile security and laser eye surgery technologies, patents are big business — and big money. Revenues from patent licensing generate some half a trillion dollars every year, according to the U.S. Patent Office. So whether you invent a better mousetrap at home in your basement or on the job at the office, get started.

      
        
[image: illustration] Rallying Cry!

        “Lonnie Johnson is the American success story.”

        — DICK APLEY

        Director of independent inventor programs for the U.S. Patent Office, on the African American millionaire inventor of the Super Soaker squirtgun

      

      
18 Join SCORE.

      Billing itself as “Counselors to America's Small Business,” this nonprofit is dedicated to fostering entrepreneurship and small business success nationwide. So share your wisdom and lessons learned in business with the next generation of entrepreneurs — and have fun doing it. Check out  www.score.org  for more information.

      
        Score with SCORE!

        Since its inception in 1964, SCORE volunteers have counseled some 8 million Americans — resulting in more than 25,000 new jobs and nearly 20,000 new small businesses every year.
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      SPEND SMARTER

      
19 Pay off all your credit card debt.

      If you have massive credit card debt or delinquent accounts, addressing these crisis situations needs to be a top priority. The cost of carrying high-interest debt or allowing delinquencies to affect your credit (FICO) score will defeat your financial goals before you get them off the ground. Once you've fought the debt dragon, you can refocus your goals on savings and wealth creation.

      If you vastly reduce your credit card debt and lower the interest rates on the few you maintain, you'll be well on your way to renewed financial solvency — and so will our nation.

      
        
          
            “Creditors have better memories than debtors.”
          
        

        — BENJAMIN FRANKLIN

      

      
        enough!

        According to Experian, the average American with a credit file is responsible for $16,635 in debt (not including their mortgages).

        Source: U.S. News and World Report, “The End of Credit Card Consumerism,” August 2008

      

      
20 Buy local.

      An amazing array of goods, services, and food is available right in your backyard. Rather than driving long distances to shop at monstrous warehouse stores, shop at your local, family-owned grocer or farmers' market. Even if you pay a bit more, when you support local independent businesses, you are improving your local economy. Just as independent bookstores and roadside fruit and vegetable stands are vanishing, so are small, local businesses. Buy local — it's well worth the extra change and it strengthens relationships in your community.

      
        
[image: illustration] Rallying Cry!

        “Academics who followed shoppers found that those in farmers' markets had ten times as many conversations as those in supermarkets.”

        — BILL MCKIBBEN

        Author and activist

      

      
21 Spread the word about your favorite local businesses.

      Word of mouth is still the best advertisement. Spread the word amongst your friends and business acquaintances. Is there a locally owned tailor, gift store specializing in handcrafted goods made nearby, sign maker, jeweler, or printer that's not getting enough foot traffic? Be an ambassador for local business, and everyone will thank you for it! And if you own a small business, frequent other local businesses, and give them your business card and ask for referrals. Networking is a good thing.

      
        enough!

        According to the Small Business Administration's Office of Advocacy, unincorporated self-employment dropped from 10.5 million Americans in 2007 to 10.1 million in 2008.

      

      
22 Buy American.

      Just as trickle-down economics failed to lift the lower and middle classes, so have free market practices failed to improve the American economy. Since the late 1970s, America's desire for cars, foreign oil, and consumer electronics has caused trade deficits that have to be financed by attracting overseas investment. At the end of 2005, the United States had a net debt of $2.7 trillion (source: Time magazine). Every time you buy a product that is not made in America, you participate in shipping jobs overseas. Again, if you spend an extra buck for an American product, you are strengthening our economy rather than bolstering those in other nations. Be a patriot in the stores!

      
        
[image: illustration] THE PRESIDENT SAYS

        “I have come to a resolution myself as I hope every good citizen will, never again to purchase any article of foreign manufacture which can be had of American make be the difference of price what it may.”

        — THOMAS JEFFERSON

      

      
23 Repay your student loans.

      In the 1970s, college students typically borrowed about 26 percent of the cost; today, college students borrow as much as 80 percent of the cost. Because the federal government funds most student loans, repaying them boosts our federal economy and allows those coming up to have access to an education. Proudly pay down your student loans.

      
        enough!

        Some interesting stats on young people in debt:

        The average college graduate has nearly $20,000 in debt.

        Between 1989 and 2004, average credit card debt has increased 47 percent for twenty-five- to thirty-four-year-olds and 11 percent for eighteen- to twenty-four-year-olds.

        Nearly 20 percent of eighteen- to twenty-four-year-olds are in “debt hardship,” up from 12 percent in 1989.

        Source:  Demos.org , “The Economic State of Young America,” May 2008

      

      
24 Keep a money log.

      One of the smartest financial tasks you can undertake is to keep track of your money. The first — and very important — task is to discover and record all aspects of your financial situation (see sidebar at left). Stay on top of your daily expenditures by maintaining a money log that records where and how you are really spending your money, modeling the government's new desire for “transparency.”.

      
        [image: illustration] Here's how to create a money log:

        
          	List your income.

          	List credit card and loan balances, including car loans, student loans, personal loans, mortgages, home equity or line of credit, and any taxes owed.

          	List retirement and savings accounts. Including health savings accounts, certificates of deposit (CDs), education accounts, and investments.

          	List monthly expenditures, such as utilities, groceries, clothing, automobile gas and upkeep, education expenses, child care expenses, entertainment, and so on.

        

      

      
25 Comparison shop online.

      Whenever you're looking to buy any nonperishable item, do price comparisons online before buying. Utilize the websites of your preferred stores as well as the websites of online retailers and seek out the best prices. The more expensive the item, the more valuable this comparison shopping can be. You can save 10 to 15 percent off the purchase price of an item (or even more) with just a few moments of research.

      
        enough!

        According to an American Express Publishing survey, 70 percent of the respondents, all of whom had household discretionary incomes of $100,000 or more, said they preferred to shop online.

      

      
26 Reprogram your money mindset.

      Try saving your money, not spending it! If you struggle with this revolutionary concept, accentuate the positive. Set healthy financial goals to spend less and accumulate wealth. The point of making goals is to create a positive vision of your future. Instead of writing, “I won't spend money on luxuries for six months,” write “I choose to pay down my credit card debt to zero.”It's not deprivation; it's empowerment! Before you buy anything, ask yourself if you really need it and if it's worth the price you're paying. Oftentimes, simply pausing before buying will allow you to use greater discretion when spending money.

      
        
[image: illustration] Rallying Cry!

        “A simple rule dictates my buying: Be fearful when others are greedy, and be greedy when others are fearful. And most certainly, fear is now widespread, gripping even seasoned investors.”

        — WARREN BUFFETT

      

      
27 Raise your credit score.

      From the obvious (car loans, home mortgages, credit card rates) to the surprising (insurance rates), your credit report has a great deal of influence on the amount you have to pay on almost everything. Even worse, errors on your credit report can cause your rates to go up. Get your credit report for free from the federal government at  www.annualcreditreport.com .

      
        enough!

        On average, at a credit bureau on record, a consumer has thirteen credit obligations, and of these, nine are most likely credit cards and the other four are installment loans.

        Source:  Myfico.com 

      

      
28 Pay your bills on time.

      Paying your bills on time improves your FICO score, which improves your credit rating, which lowers your interest rates. All of these together make you financially sound and capable of borrowing money to launch a small business, make house repairs, or cover an emergency expense. Paying your bills on time helps your creditors be able to pay their bills on time and to maintain a healthy bottom line.

      
        
          
            “If you can count your money, you don't have a billion dollars.”
          
        

        — J. PAUL GETTY

      

      
29 Speak up about poor service or workmanship.

      Encourage your fellow citizens to elevate their work ethics. By taking pride in our work and the products or services we provide, we support America's reputation for being the best in the world. This concept is not just for major players in the global market, but for every goods or service provider in our country. Whatever you do, do it well. And encourage others to follow suit by nudging them toward taking pride in themselves and their contributions. When you experience disconcerting lapses in quality, write a letter to the CEO or manager and encourage them to motivate their workers to step up and exceed consumer expectations.

      
        [image: illustration] As we've learned lately, the economy is circular and interconnected, and it's beneficial to all if we're true to our promises.

      

      
30 Negotiate for better terms on your mortgage.

      If you have paid down your credit cards and improved your credit score, you may be in an excellent bargaining position to renegotiate for a lower interest rate. If you're paying more than 40 percent of your income for your mortgage, you may be eligible for renegotiation. If your monthly housing cost is around 25 percent, they're not likely to budge, unless your income plummets due to job loss or illness. If you're heading toward foreclosure, however, call your mortgage company immediately and work with them to stay afloat.

      
        
          
            “A bank is a place where they lend you an umbrella in fair weather and ask for it back when it begins to rain.”
          
        

        — ROBERT FROST

      

      
31 Negotiate for better terms on your credit cards.

      Flip your credit card over and call the number on the back. State clearly that you would like the interest rate reduced because it is making it difficult to pay off the card, and that you are considering transferring the balance to another card. If the first person says no, ask to speak to a supervisor. Keep escalating to get a positive answer. Repeat for all your cards. Your finance charges may be greatly reduced, meaning you'll have smaller minimum payments and more breathing room each month.

      
        enough!

        Between 1990 and 2000, the total volume of consumer loans — including credit cards, auto loans, and other nonmortgage debt — more than doubled to $1.7 trillion. The average American has around $8,400 in credit card debt.

        Source:  www.Bankrate.com 

      

      
32 Sign up for automatic payment plans.

      This is the best invention since, well, the Internet. Presuming you have enough cash in your bank account when bills come due, arrange to pay your bills automatically. You can often jockey due dates, timing some to arrive early in the month, and others later. Then, create automatic payments for your mortgage, car payments, credit cards, phone, cable, and utilities. Doing so means never being late again! And that frees up your time, bolsters your FICO score, and keeps you on track financially. Here are other benefits of automatic online payments:

      [image: illustration] You receive reminders online.

      [image: illustration] You receive paperless statements.

      [image: illustration] It's easy.

      [image: illustration] Your bills are never late.

      
        [image: illustration] Be sure you have adequate funds on hand! Check your bank balances every week to make sure withdrawals are accurate.

      

      
33 Avoid buying new retail products.

      Consider buying used or secondhand products or clothing. With the recycling that occurs via eBay these days, you can almost always find what you need by browsing its pages. Other options: Visit local consignment shops and Goodwill outlets, browse on  Craigslist.org , or visit  www.freecycle.com .

      
        enough!

        According to Checkfree corp.com, people pay their debts in the following ways:

        21 percent pay on their bank websites

        21 pay on the creditor's website

        11 percent use automatic online payments

        31 percent use checks

        2 percent use the telephone (which can be expensive!)

        7 percent pay in person

      

      
34 Establish an emergency fund.

      At some point in your life, disaster will strike — and you'll need an emergency fund. Experts recommend that you bank three to eight months of expenses. Even if it seems impossible, start now! Have your bank automatically transfer a small sum out of your checking account each week (say, $20) into a savings account. Make other contributions whenever your budget permits, and keep this account inviolable unless you have a catastrophic emergency.

      
        enough!

        The amount of outstanding personal credit card debt more than tripled between 1990 and 2002 in America, from $173 billion to a whopping $661 billion.

      

      
        
          
            “Bargaining has neither friends nor relations.”
          
        

        — BENJAMIN FRANKLIN

      

      
35 Bargain everywhere for everything.

      The Internet is a fabulous educational tool for consumers. An educated consumer is a smart consumer and a financially savvy consumer. Whether you're buying a pair of leather boots or a washing machine, go online and search for information that will help you know a fair price when you're ready to buy. Then, before you buy anything, but particularly big-ticket items, ask your retailer to match the lowest price you've found. These days, more and more retailers bargain. It can't hurt to ask.

      
        haggling tips & tricks

        
          	Research prices first.

          	Give yourself a price limit, and walk away rather than exceed it.

          	Play up any flaws in the product as bargaining leverage.

          	Pull out what you're willing to pay in cash.

          	Never lose your cool.
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