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Guide 
Introduction

Employment services refer to the opportunities employed and unemployed Arizona residents currently have access to that 
can improve their economic situations, enable them to obtain positions for which they are qualified and enroll in employee 
training or higher education courses. Additionally, employment services help employers and the community by diversifying the 
workforce and refining the efficiency and morale of business. Because employers require numerous positions to be filled by 
skilled workers in a variety of fields, including retail, manufacturing and agriculture, employment services can help prepare and 
place workers into the right positions that suit their skillsets and their employment goals. Therefore, opportunities for employee 
development incorporate both financial and legal support. Employees may also explore access to educational opportunities 
and open job listings. To learn how employment services can help potential or current employees and employers succeed, 
review the following sections regarding financial aid, unemployment and wrongful termination rights in AZ.
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Student Financial Aid Opportunities in 
Arizona
AZ residents may consider attending postsecondary 
institutions to become more skilled in a field or trade. 
Additionally, employment rates for college graduates are 
statistically higher than those for residents less education. 
The National Center for Education Statistics (NCES) 
confirmed that the employment rate was highest for young 
adults ages 20 to 24 with college degrees and lowest 
for young adults who have not completed high school. 
Consequently, residents are encouraged to pursue higher 
education to better their chances of attaining advanced 
jobs and higher salaries.

Because enrolling in universities or career colleges can be 
expensive for low-income residents, financial aid options 
are available to qualified residents. The following types of 
financial aid are accessible to all students to help pay for 
college expenses:

Scholarships and grants do not have to be repaid and 
are awarded based on merit or financial need. Potential 
students are advised to apply for many scholarships and 
grants to help reduce the costs of college. Many students 
may need to supplement their financial aid with student 
loans. Loans can be issued from the federal government, 
federal programs or private lenders. Residents must 
understand how much the loans will cost them after 
calculating interest to ensure they can repay the loans. 
Federal work-study jobs can also be found using the 

Scholarships

Grants

Loans

FAFSA application and provide undergraduate and 
graduate students with part-time positions to pay for their 
education. Not only does federal work-study help students 
pay for tuition, it can also provide students with work 
experience to help build their resumes. 

In addition to traditional student financial aid, residents 
who are currently employed may receive financial 
assistance from their employers to help cover the costs 
associated with certain degrees. However, residents must 
contact their employers to determine if they offer free or 
discounted education opportunities for employees wishing 
to advance their knowledge in the company or organization 
for which they are employed. In most cases, employers 
will only agree to fund postsecondary education courses 
if employees agree to return to the company following the 
completion of their studies. Additionally, employees may 
be required to work with them while attending school.

Arizona Unemployment Benefits
Unemployment insurance (UI) benefits are an extremely 
important employment service for many AZ residents. 
Benefits include financial compensation and employment 
resources to help residents get hired and support 
themselves and their families while searching for new 
employment. However, only certain residents may be 
eligible to receive benefits. 

Additionally, residents’ eligibility for UI benefits depends 
on the terms of their termination from their previous 
employers or leave from active military service. To be 
eligible, residents must be unemployed through no fault of 
their own. This means that residents cannot quit, be fired 
or leave voluntarily from a position. Rather, residents must 
have been laid off due to budget cuts, forced reductions or 
other unpreventable reasons.

Residents may not qualify for unemployment if they make 
too much money. Wage restrictions ensure that residents 
who receive UI benefits are financially needy and require 
assistance. To guarantee that only qualified residents 
continue receiving UI benefits, weekly claims must be 
submitted. The Department of Economic Security (DES) 
will determine residents’ eligibility in the benefits program

https://nces.ed.gov/fastfacts/display.asp?id=561
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according to AZ statutes, administrative codes and federal laws dictating the distribution of benefits.

A determination of deputy form will inform residents who have applied for benefits of their eligibility. Residents interested in 
applying for unemployment in AZ must use the online system either at home or at a DES Employment Service office. 

Wrongful Termination Procedures in Arizona 
Wrongful termination is the act of terminating an individual’s employment without good cause. Often, these terminations are 
deemed illegal. The common procedure for handling wrongful terminations involves filing claims against the employers who 
wrongfully terminated an employee. Most AZ residents who have been illegally released from employment are entitled to 
receive unemployment benefits once all legal proceedings are conducted and completed.

While employment contracts may state that employers can terminate their employment for any reason, wrongful terminations 
can still occur. Employers may not violate any legal rights stated in contract or state or federal laws, and employees are 
encouraged to request compensation to cover unpaid wages and compensatory damages when wrongful terminations take 
place.

To protect themselves and their families from wrongful terminations, residents must be able to identify instances of wrongful 
terminations. Residents should read their contracts fully to ensure that they do not miss any essential rules. They must 
also understand how to file claims and request unemployment benefits to prevent economic issues associated with their 
terminations.
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Student Financial 
Aid in Arizona 

In Arizona, students have various educational 
opportunities that can prepare them for life and careers 
outside of school. However, paying for tuition and living 
costs while enrolled in an educational institution may be 
difficult for some students and families. While students 
often receive financial assistance from their parents and 
other family members, they may not be able to cover 
all costs to attend college. Therefore, Arizona offers 
financial aid opportunities that give students monetary 
compensation to cover necessary education costs. In 
addition to scholarships and merit-based awards, the 
state provides students with government grants and 
loans if they meet eligibility standards for financial need. 
Many low-income students can utilize financial aid to help 
pay for undergraduate or graduate-level education, and 
financial aid programs seek to promote student access 
to educational opportunities. However, each financial aid 
program further limits students based on different factors 
(e.g., demographics) and distributes varying amounts of 
aid each calendar year. Because programs may accept a 
limited number of students, students should be familiar 
with their eligibility requirements and acceptance rates 
prior to applying.

Arizona FAFSA Applications
The Free Application for Federal Student Aid (FAFSA) 
form is not required when applying for postsecondary 
education, such as college or career school. However, 
students are strongly encouraged to complete the form to 
determine how much federal student aid they may qualify 
for. Because the form is complimentary and available at 
students’ convenience online, all students have access to 
it. A program of the U.S. Department of Education, federal 

student aid provides more than $120 billion in federal 
grants, loans and work-study funds and helps more than 13 
million American students pay for their college education 
or career schools annually. While the FAFSA application 
was created to simply relay important financial information 
to the government and postsecondary institutions, it also 
explains financial jargon and simplifies the attainment of 
federal student aid. To learn more about how the FAFSA 
application can help AZ students from any background 
earn student aid, review the following sections.

Why FAFSA Applications Are Used in Arizona

The FAFSA form is an easy way to compile students’ 
financial information into one place to quickly assess their 
eligibility for federal student aid. Additionally, various state 
and private colleges and universities use the information 
provided on FAFSA forms to distribute student aid. 
Although schools may require students to submit extra 
documents or demonstrate academic skills to fully qualify 
for financial aid, the free application saves the schools 
significant time when determining who receives financial 
aid.

Although there are private loan, grant and scholarship 
applications that students may choose to submit, FAFSA 
provides the most comprehensive collection of loans and 
grants available to AZ residents. Private applications also 
require more time and may award less money at higher 
interest rates than FAFSA, depending on the type of 
financial aid and the lender or provider.

To wholly utilize FAFSA applications, students must be 
familiar with eligibility criteria that permits or prohibits 
them from receiving financial aid. Basic financial aid 
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eligibility criteria are as follows for students interested in 
completing a FAFSA application:

Students must satisfy all the above criteria to be 
considered for federal financial aid. Other criteria, such 
as academic performance, may be considered after the 
receipt of federal student aid. If students are still unsure 
about how FAFSA may help them obtain federal financial 
aid, and wish to know how much federal aid they may 
receive, they may estimate their financial aid eligibility here 
using FAFSA4caster.

Another beneficial use of the online FAFSA application 
is the ability for students to correct or update their 
information as they are submitting their forms. Because 
FAFSA prompts students and their parents to create FSA 
IDs and passwords, they may return to a completed or 
unfinished FAFSA application by logging in.

Where to Find Arizona FAFSA Applications
To find a FAFSA application in AZ, students have one of 
three options:

Students must have completed high school 
in a public, private or homeschool setting or 
obtained a GED certificate. 

Students must be enrolled or accepted as a 
student in a degree or certificate program.

Students must have a valid Social Security 
Number (SSN).

Login to the FAFSA website here using an FSA 
ID and password. 

Access a PDF version of the FAFSA application 
here.

Request a paper copy of the FAFSA application 
by calling Federal Student Aid at 1-800-433-
3243.

Due to the simplicity and interactive quality of the online 
application on FAFSA’s website, students are advised to 
use this application method. Additionally, residents should 
be aware that the PDF FAFSA application is printable if 
students would prefer to complete the form by hand.

Students must be sure that they select the correct FAFSA 
application regardless of their application type. Students 
must choose the application for the school year for which 
they are applying for financial aid, not the current school 
year. If students are applying for federal student aid for a 
summer course, they must contact their colleges directly 
to determine which application form they should complete.

How to Complete FAFSA Applications in Arizona 

Students should complete a FAFSA form regardless 
of their abilities to pay for postsecondary education. 
However, the process of completing a FAFSA application 
will vary slightly depending on the type of application 
students choose to complete. For online applications, 
students are instructed to create an FSA ID. While this 
is not required, it will facilitate the application process. 
Both the applying student and his/her parents will need to 
create an FSA ID if the student is a dependent. Students’ 
names, Social Security numbers (SSNs) and birthdates will 
be remembered if students create an ID.

Regardless of the application type, students will need 
access to the following documents to complete their 
FAFSA forms: 

SSNs of parents and students

Students must be a U.S. citizen, carry a green 
card, have an arrival-departure record, receive 
battered immigrant status or maintain a T-VISA.

https://studentaid.ed.gov/sa/fafsa/estimate
https://fafsa.ed.gov/FAFSA/app/fafsa?locale=en_US
https://fafsa.ed.gov/options.htm
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Students are required to complete their applications to the 
best of their abilities and sign the form either electronically 
or by hand before submitting it. 

If students are using the online application, their forms 
may be automatically submitted after they verify their 
information and click “submit.” PDF and paper FAFSA 
applications must be copied for students’ records and 
mailed to the following address for processing:

Federal Student Aid Programs 
P.O. Box 7650 
London, KY  
40742-765

Note: Up to 10 schools may be listed on FAFSA forms. 
Students should list any school they plan on applying to, 
even if they have not yet been accepted.

When to Fill Out an Arizona FAFSA Application

Prior to learning how to complete a FAFSA application, 
students must understand when they should fill out the 
application. To find state and federal student aid deadlines, 

students may click here and search for deadlines by their 
state of residence and school year for which they are 
applying for student aid. For most students, the entire 
FAFSA application takes approximately 30 minutes to 
complete.

Since any student who does not complete a FAFSA 
application is not eligible to receive federal financial aid, 
students should fill out the form as soon as they consider 
attending college, even if they do not believe they will receive 
financial aid. Contrary to popular belief, higher household 
incomes and bad credit do not disqualify students from 
financial aid. Additionally, students with average or below-
average grades and any students in one or more of the 
following situations may still qualify for aid:

Driver’s license number, if applicable

Alien registration number if student is not a U.S. 
citizen

Federal tax information for students and any 
spouses, including tax returns and IRS W-2 
forms

Records of untaxed income

Information on financial resources, such as 
cash, savings, checking account balances and 
investments

Students whose parents are not U.S. citizens

Students who support themselves or are 
considered dependents

Students who have not applied to any schools 
yet

Students who have not qualified for financial aid in 
previous years should still apply again before the new 
FAFSA deadline.

Scholarships for Education in Arizona
Scholarships in Arizona can range from small, one-time 
awards to monetary awards that cover all the costs of a 
student’s education. Because attaining a postsecondary 
education is an important investment for many students, 
it is important for them to understand how best to finance 
it. Scholarships, like grants, do not have to be repaid and 
allow students to demonstrate their skills. However, they 
can be difficult to obtain due to the competition involved 
in earning them. Still, students are encouraged to apply for 

https://fafsa.ed.gov/deadlines.htm?_ga=2.239745408.2471866.1521388089-272987184.1521215317
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both national and local scholarships to help pay for college expenses. Scholarships not only aid students financially, but 
they give them the chance to receive a higher education and flourish in the future. To better understand which scholarships 
students may be able to receive, how to apply for them and why scholarships are such an essential part of reaching students’ 
educational goals, students should review the following sections.
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Merit-based scholarships.

Income-based scholarships.

Scholarships for specific populations (e.g., 
women, non-traditional students, military 
families or disabled students.

What college scholarships are available in Arizona? 

Many scholarships are available to students in Arizona. 
A list of common types of scholarships students can 
anticipate applying for includes:

Colleges and career schools often present incoming and 
enrolled students with merit-based scholarships based on 
their performances in high school or their submission of 
an essay. These scholarships are the most common and 
enable students who demonstrate academic, athletic or 
creative talents to receive extra cash to help cover college 
costs. However, income- or need-based scholarships are 
also common and grant students with fewer funds the 
ability to cover some education costs.

All these scholarships may be offered by schools, 
employers, individual residents or communities. Nonprofit, 
professional and social organizations and religious groups 
may also award scholarships. Therefore, interested 
students are advised to utilize existing connections 
to determine if there may be scholarships available to 
them in exchange for services, essay applications or 

other application criteria. Students can also find suitable 
scholarships by contacting their current or future schools’ 
financial aid offices, checking local libraries for scholarship 
postings or searching online for reputable scholarship 
opportunities. Students should be wary of websites or 
scholarship services that require them to pay before they 
may search or apply for scholarships.

How to Apply for Scholarships in Arizona

Prior to learning how to apply for scholarships, students 
must understand when they should begin searching for 
scholarships. All students considering applying, already 
applying or currently accepted into postsecondary 
colleges or career schools should apply for scholarships 
as soon as possible. Scholarship deadlines may vary 
widely, so high school sophomores and juniors may wish 
to take advantage of as many scholarship opportunities as 
possible. The U.S. Department of Education recommends 
that students begin applying during the summer between 
their junior and senior years in high school. However, 
students may apply for scholarships at any time.

The application process for each scholarship may 
differ depending on the scholarship provider, eligibility 
requirements and any application deadlines that may 
influence students’ applications. As a result, it is imperative 
that students comprehend and track scholarship deadlines 
and other requirements to successfully complete their 
applications. Each scholarship should have a website 
or another way of obtaining important information 
regarding the application process, so students should 
consult these information sources when applying. Usually, 
however, students can expect to write an essay explaining 
why they deserve certain merit-based scholarships or 
to provide letters of recommendation regarding their 
accomplishments. Need-based and minority scholarships 
may require special documentation, whereas community 
service awards may be distributed by organizations 
students assisted or joined.

If students earn scholarship money, they may receive their 
funds in various ways. For instance, some scholarship 
providers may send award money directly to the institution 

Community service scholarships.

Minority scholarships.
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to which the student was accepted to be subtracted from 
the student’s college tuition. Other scholarship providers 
may send winning students checks or deposit the award 
money into the students’ accounts. Because there is not a 
set standard for the delivery of scholarship money, students 
must carefully read instructions and ask questions when 
necessary.

Who is eligible for college scholarships in Arizona?

Eligibility for scholarships depends on the type of 
scholarship for which students are applying. While merit-
based scholarships require students to discuss their 
talents or skills, need-based scholarships distribute funds 
to students with lower incomes. Students should review 
the posted rules and eligibility criteria to ensure they may 
potentially qualify for certain scholarships. This will not 
only save students time, but it will also give them the 
opportunity to find scholarships that they may have an 
increased chance of receiving. Although each student’s 
application is given every consideration, applications 
of students who do not qualify for scholarships will 
automatically be denied.

Another eligibility factor that may affect students’ abilities 
to receive scholarships is their current student aid money. 
Since all financial aid for education is cumulative, students 
who have received substantial aid from other sources 
such as grants or loans may not qualify for certain 
scholarships. Consequently, students are required to report 
all scholarship money they are awarded to ensure their 
financial aid allotments accurately reflect their financial 
need. This is to prevent students from receiving financial 
aid that exceeds the cost of their school attendance. To 
report their scholarships, students must visit their high 
schools’ or colleges’ financial aid offices. The office staff 
will ask students questions regarding the scholarship they 
received. Students can expect to answer the following 
inquiries when reporting their scholarship money:

Understanding how eligibility factors may impact the 
likelihood of students earning scholarship money is the 
first step in deciding whether they should apply or not.

What are Arizona scholarships used for?

Scholarships in Arizona are used by students to assist 
them with college expenditures. Therefore, the main use of 
scholarship money is to increase the prevalence of students 
in postsecondary institutions. The institutions benefit 
from the added number of students that scholarships 
bring to them, the diversity of their student population and 
skills of the students. Additionally, students must follow 
scholarship guidelines pertaining to the use of the funds. 
Some scholarships may dictate how students may use the 
money they are awarded. For example, students may only 
use some education scholarships on textbook fees rather 
than on their tuition.

Education Grants in Arizona
Education grants in Arizona are most commonly called 
college grants. These are distinct from discretionary grants 
in that they do not involve a formal request process and are 
not obtained using a competitive application process. While 
discretionary grants can be used to provide educational 
opportunities, college grants are meant to cover tuition 
costs and other college expenses. For students, grants 
can help fund their postsecondary education endeavors. 
Unlike student loans, however, grants do not have to be 
repaid under most circumstances and are issued to 
students based strictly on financial need. Federal and 
state grant programs are easily accessible to all students 
wishing to attend a university, college or career school. 
The AZ Commission for Postsecondary Education (ACPE) 

Who distributed the scholarship  
(i.e., an institution, individual or organization)?

How much money did you receive?

How was the money delivered?



Arizona Employment Services Guide | 12

is responsible for providing students access to state and 
federal grants through the FAFSA application. To learn how 
college grants can assist students with their education 
costs, students can review the following sections.

Which college grants are available in Arizona? 

Various college grants are available in AZ, and they are 
based on financial need and students’ household incomes. 
Students applying for federal grants in the state have four 
options:

These grants are provided by the federal government and 
have annual award limits for grant recipients. The Federal 
Pell Grant cannot exceed $5,920 per student, and students 
are limited to a total of 12 semesters of eligibility for this 
grant. FSEOGs give successful applicants up to $4,000 
each school year depending on schools’ availability, and 
TEACH grants restrict grant award money to $3,736 per 
student. The Iraq and Afghanistan Service grant can give 
students up to $5,529.28 if they are ineligible for Federal 
Pell Grants.

State grants are more limited than federal grants and have 
specific eligibility criteria. According to the ACPE, the only 
state grant program for college students still in operation 
is the AZ Leveraging Educational Assistance Partnership 

Federal Pell Grants

Federal Supplemental Educational Opportunity 
Grants (FSEOGs)

Teacher Education Assistance for College and 
Higher Education (TEACH) Grants

Iraq and Afghanistan Service Grants
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(AZLEAP). Whereas federal grants are able to be used 
at most institutions, AZLEAP grants are only usable at 
certain state schools. The average grant award is $1,000, 
but students may receive up to $2,500 depending on their 
qualifications and the schools’ budgets.

Students may receive other grants following the 
receipt of need-based grants such as the Academic 
Competitiveness Grant (ACG) or the National Science and 
Mathematics Access to Retain Talent grant. These are 
merit-based grants and encouraged students to pursue 
majors in science, technology, engineering or math (STEM 
majors). Any other college grants for which students may 
be eligible are provided by colleges or career schools or 
private or nonprofit organizations and vary in terms of 
grant amounts.. 

How to Apply for College Grants in Arizona

Students are encouraged to apply as soon as possible 
for numerous grants. Because grants are essentially 
free money that students use to pay for college, there is 
little harm in seeking and applying for multiple grants. 
Additionally, the application for federal and state grants 
enables students to quickly apply for all grants at once. 

Federal and state grants may have different eligibility 
criteria, but their application processes are relatively the 
same. Students must obtain, complete and submit a Free 
Application for Federal Student Aid (FAFSA) form to begin 
applying for any college grant. To begin a grant application, 
students may create an FSA ID and log in to their secure 
accounts. However, they may also complete FAFSA 
online as a PDF here or request a print copy by calling 
1-800-433-3243. FAFSA applications must be completed 
and processed prior to federal aid deadlines. To ensure 
students’ FAFSA forms are timely, students may utilize this 
student aid deadline search to discover when they should 
begin their applications.

Once students’ FAFSA applications are processed, they 
will receive a notice informing them of their federal student 
aid statuses and whether they were granted federal aid 
or not. For state, school and private grants, the FAFSA 
application is not the only factor that constitutes students’ 

applications. Because the application processes may vary 
depending on the institution at which students are enrolled 
or planning to attend. Therefore, students should ask their 
financial assistance offices for more information on the 
rest of the application process for state, school and private 
grants.

Note: A new FAFSA application form must be completed 
for each year the student wishes to apply for college grants.

Who is eligible for grants in Arizona? 

Any student with significant financial need may be eligible 
for college grants in AZ. However, grants have limited 
funds and recipients, so students may be denied due to 
full capacities or insufficient funds. To determine financial 
aid eligibility, Expected Family Contributions (EFCs) are 
calculated based on the information on FAFSA forms. 
Students’ EFCs determine their eligibility for Federal Pell 
Grants and other federal grants. Colleges that students list 
on their applications, the ACPE and private organizations 
will receive the students’ EFC information to determine 
nonfederal grant eligibility. While the FAFSA form 
permits students to apply for all federal and state grants 
simultaneously, some federal and state grants have rules 
that state students may not receive more than one or two 
grants per year.

For students to receive financial aid like grants, they must 
meet basic eligibility criteria, such as the following:

Have financial need

Be a U.S. citizen or an eligible noncitizen

Have a valid SSN

https://fafsa.ed.gov/
https://fafsa.ed.gov/
https://fafsa.ed.gov/options.htm
https://fafsa.ed.gov/deadlines.htm
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What are grants used for in Arizona?

College grants in AZ have various uses. Primarily, grants 
enable low-income students to attend postsecondary 
institutions. However, institutions also use grants to tempt 
students to attend their school and diversify the campus 
environment. Additionally, the inclusion of more students 
bolsters the financial stability of institutions. Federal 
grants are mainly used to promote higher education and 
make the workforce more skilled.

Be enrolled, accepted or eligible for a degree or 
certificate program

Have a high school diploma or a recognized 
equivalent

Sign the certification statement on the FAFSA 
form

Students must also remain eligible for grants throughout 
the duration of the grant payment period. These eligibility 
requirements may differ for each grant program, but most 
students should expect to maintain decent grades and 
continue demonstrating financial need.

While students may be temporarily eligible for grants, they 
must remain aware of the risks of grants that might occur 
if their eligibility does not last. Like scholarships, grants are 
a type of financial aid that does not need to be repaid. 

However, students who commit one of the following 
actions may be required to repay all or part of a federal 
grant: 

They withdrew from a college program before 
it ended.

Their enrollment status changed, making 
students ineligible for the grant(s).

They received other financial aid that reduced 
their need for the grant(s).

They did not meet the requirements to maintain 
their grant eligibility.
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Education Loans in Arizona
Education loans in Arizona are a type of financial aid offered to students. Unlike grants and scholarships, loans are offered to 
every eligible student, regardless of their skills, financial needs or demographics. Since college is a significant expense, most 
students require some financial aid that can help with costs. However, students must be aware of the dangers involved with 
certain loans and pay attention to the entire cost of student loans to prevent issues concerning repayments. Due to the added 
risks student loans pose that other financial aid options do not, students must comprehend how loans work, what they are 
used for and how to find affordable loans prior to accepting any loan offers. To learn the types of student loans available to 
them, student may review the following sections.

What are student loans in Arizona?

Student loans are a means of borrowing money from a lender to cover the cost of college or career school. They are often 
offered to undergraduate and graduate students who are either currently enrolled in or are applying for a degree or certificate 
program. However, student loans may be offered to parents, as well, if students are classified as dependents. Loans may 
derive from federal or local sources and are usually based on financial need. Students are encouraged to apply for federal loans 
before non-federal loans because federal loans guarantee students better deals such as interest reductions or competitive, 
income-based repayment options. Many low-income students rely on student loans in addition to other types of financial aid, 
such as grants or scholarships, to make college a reality.

Uses of Arizona Student Loans 

Student loans are primarily used by students to afford higher education. While student loan terms do not usually specify which 
college expenses the loans may be used to cover, they do have detailed guidelines explaining payment protocols and when 
students may receive and apply for student loans.

How to Find Arizona Student Loans

To find student loans in AZ, students are required to submit a Free Application for Federal Student Aid (FAFSA) form. Despite 
the form’s name, state and local lenders use the information provided in FAFSA applications to determine students’ eligibility 
for most loans. However, extra steps may need to be taken to fully apply for loans. For instance, students must complete 
entrance counseling to formally accept and indicate an understanding of their responsibilities regarding direct loans. During 
entrance counseling, students will learn what direct loans are, how to monitor their payments and how to find other financial 
resources. Students will also be required to sign a Master Promissory Note (MPN) that certifies their agreement to all terms 
of the loan. For Federal Perkins, state or private loans, students must contact the financial aid office at the schools they are 
planning to attend for application details.

However, finding loans that students can repay should be the main goal of searching for loans. To find affordable student 
loans in AZ, students must consider the interest rates, deferment policies and grace period lengths to determine the total cost 
and financial impact of the loans. This requires students to review loan terms and ask questions when they are unsure of any 
details.

Which loans are available in Arizona?

In AZ, students have access to two federal student loan programs administered by the U.S. Department of Education (ED) 
through which they may receive federal student loans. The first federal student loan program is the William D. Ford Federal 
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Direct Loan (Direct Loan) Program. This is the program 
that distributes the most loans to students, and it offers 
the following four types of loans:

Direct subsidized loans

Direct unsubsidized loans

Direct PLUS loans

Direct consolidation loans

Subsidized and unsubsidized loans are low-interest loans 
for students attending four-year colleges, universities, 
community colleges or trade, career or technical schools. 
The main differences between the two loan types are 
the eligibility criteria and the cost. While students must 
demonstrate a financial need for subsidized loans, they are 
not required to do so for unsubsidized loans. Additionally, 
subsidized loans are only available to undergraduate 
students. Unsubsidized loans, on the other hand, are 
available to all students and are often costlier since the 
Department of Education does not pay the interest on the 
loans while students are in school, during grace periods 
or during payment deferments. For subsidized loans, the 
Department of Education does pay interest during those 
times. The loan amounts students may receive for these 
loans increase as students progress in college and cannot 
exceed $12,500 for independent students and $7,500 for 
dependent students.

Subsidized loans also have time limits that do not apply to 
unsubsidized or PLUS loans. The time-limit of loans usually 
depends on the length of students’ current postsecondary 
program or certification. Maximum loan periods cannot 

exceed 150 percent of the program length. For example, 
a student in a four-year program can receive a subsidized 
loan for a maximum period of six years.

PLUS loans are like unsubsidized loans in that they are 
offered to graduate or professional students or parents 
of dependent undergraduate students, but they are not 
available to undergraduate students. Unlike other loans, 
PLUS loans assess students’ and parents’ credit histories 
and have maximum loan amounts that are determined 
by the schools’ cost, minus any other financial aid loan 
recipients may have received.

Consolidation loans allow students to simplify their loans 
at the expense of some benefits. By consolidating loans, 
students are combining their loans into one to facilitate 
payments and reduce costs. However, repayment periods 
may be extended, and loans may no longer be canceled. 
Most loan types can be consolidated, including Federal 
Perkins loans.

The second federal loan program is Federal Perkins. 
While the aforementioned loans are provided by the 
Department of Education, Perkins loans are offered by 
approved schools throughout the U.S. Because of this, 
loan amounts vary depending on accessible funds at the 
schools. However, undergraduates cannot exceed a total 
of $27,500 in Perkins loans, and graduates cannot exceed 
a total of $60,000. Interest rates are fixed at five percent, 
and all loan payments are made directly to the school that 
provided the loan or the school’s loan servicer.

Postsecondary institutions may also offer loans, and 
students may contact banks or credit unions and other 
private lenders to arrange student loan packages. The AZ 
Commission for Postsecondary Education (ACPE) also 
offers need-based, state loans through the AZ Teacher 
Student Loan Program. Students with these state loans 
cannot borrow more than $7,000 each school year. For 
all student loans, though, the amount of money students 
borrow from state or federal lenders cannot exceed the 
total cost of attending the postsecondary institution.
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Unemployment Insurance (UI) coverage in Arizona provides 
temporary monetary benefits to workers unemployed 
through no fault of their own. Recipients of UI benefits 
must meet specific qualifications to apply for assistance, 
and then meet other specific requirements to file a weekly 
benefit claim with the Arizona Department of Economic 
Security (DES). It can be complicated to understand how 
DES calculates UI benefit payment amounts based on the 
applicant’s wages earned during a certain calendar base 
period. UI benefit claimants must carefully meet a different 
set of requirements after being approved to receive 
unemployment. Weekly qualifications for UI benefits 
include filing a new claim each week and actively looking 
for a new job. If your former employer and you disagree 
on the circumstances surrounding your job loss, you 
may have to be interviewed by DES to receive UI benefit 
payments. If you disagree with DES’s decision to deny 
you unemployment benefits, you can file an appeal, and 
in some cases, you may ask for an extension of benefits 
beyond the usual Arizona time limit. AZ employers must 
also learn how to file UI taxes, pass a UI benefits interview 
and how to appeal DES decisions.

Eligibility for Unemployment Insurance 
in Arizona 
Unemployment Insurance (UI) benefits provide financial 
help to Arizona workers who are temporarily unemployed 
through no fault of their own. All applicants for 
Unemployment Insurance benefits must meet specific 
qualifications to receive assistance through the Arizona 
Department of Economic Security (DES). After being 
approved, participants must continue to meet a different 
set of requirements to maintain their weekly assistance 

payment. Some UI benefit requirements are monetary, 
while others are not related to income. The amount of UI 
benefits is calculated by the DES according to the amount 
of wages earned during the base period, as described 
below. Recipients of UI benefits must file regular claims 
with the DES to maintain participation in the program. Keep 
reading to learn more about eligibility for Unemployment 
Insurance benefits in Arizona.

Unemployment 
Insurance in Arizona

https://des.az.gov/
https://des.az.gov/
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Who is eligible for unemployment insurance benefits in 
Arizona?

To qualify for Unemployment Insurance benefits in Arizona, 
you must be a resident of the State of Arizona and be 
unemployed through no fault of your own. This means that 
you lost your job for reasons beyond your personal control. 
Your unemployment status could be due to being laid off 
because your company could no longer afford to pay your 
salary, or their business model changed and eliminated 
your position. If your company had to close due to a fire 
or natural disaster, that would also leave you unemployed 
through no fault of your own. 

DES does not routinely issue UI benefits to those who quit 
their jobs, but can make an exception for those who felt 
forced to quit due to just cause or good cause directly 
attributable to the employer. This just cause provision 
means that DES will consider the evidence if you felt forced 
to quit due to an unsafe work environment. If you were the 
recipient of physical, verbal or sexual abuse or harassment, 
you may be able to receive UI benefits if you can provide 
some evidence of the abusive behavior. If your employer 
relocated beyond a reasonable commuting distance from 
your home, you may also be able to receive UI benefits. 

The Wage Requirement for UI Benefits in Arizona

All states use a similar process regarding base periods 
and wage requirements to be eligible for UI benefits. 
First, you must have worked for an employer that paid 
unemployment taxes, and you must have worked within 
the past 12 to 18 months to establish a base period that is 
used to calculate your benefit amount. Each calendar year 
is divided into four quarters:

For most applicants, your base period will be the first four 
of the last five completed quarters before the date you first 
apply for UI benefits. Once you determine your base period, 
you must calculate how much you earned during those 
four quarters. To qualify for UI benefits in Arizona, you 
must have earned at least 390 times the current Arizona 
minimum wage during your highest earning quarter. The 
total of the other three quarters must equal at least half of 
the amount in your highest earning quarter. For example, if 
you earned $6,000 during your highest earning quarter, the 
total of your other three quarters must be $3,000 or more. 
Or, you must have earned at least $7,000 in total wages 
during at least two quarters of your base period, and wages 
in one of the quarters must be equal to $5987.50 or more.

If you have questions regarding your eligibility for unem-
ployment benefits, call (602) 364-2722, Monday through 
Friday from 7:30 a.m. until 4:30 p.m. You may also obtain 
more information by visiting the Arizona Employment Ad-
ministration online. 

Who is not eligible for UI in Arizona?

If you do not meet the wage and length of employment 
requirements stated above, you will not be eligible to receive 
UI benefits in Arizona. Several additional factors can also 
prohibit you from applying for or receiving Unemployment 
Insurance benefits:

1st quarter is January 1- March 31

2nd quarter is April 1 - June 30

3rd quarter is July 1 - September 30

4th quarter is October 1 - December 31

If you are not physically able to work or 
unwilling to actively look for a new job, you will 
not be eligible. You must be free from illnesses, 
injuries or other personal circumstances that 
would prevent you from accepting a new job 
when you are offered one.

https://des.az.gov/services/employment/unemployment-individual/unemployment-insurance-benefits-definitions-base-period
https://des.az.gov/services/employment/job-seekers
https://des.az.gov/services/employment/job-seekers
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If you have been out of the workforce for 
several years, you cannot apply for UI benefits 
until you have reentered the workforce for 12 to 
18 months.

In most cases, if you were fired, you cannot 
apply for unemployment. You must be able to 
prove that you were fired for an illegal reason, 
such as discrimination based on age, race, 
religion or other protected factors.

If you quit your job for any reason other than 
the “just cause” provision described above, you 
cannot apply for UI benefits.

Maintaining Eligibility

Once you are approved to receive unemployment benefits, 
you must continue to meet certain requirements to 
maintain your eligibility in the assistance program. If you 
did not register with Employment Services as part of 
your initial application, you must do so. Next, submit your 
Certificate of Understanding, Form UB-99Y by the date you 
file for your third week of benefits. If you fail to submit it in 
time, you will cease to receive benefits until you complete 
and submit a new Certificate of Understanding. Then, 
every week, you must:

File your weekly claim for benefits, also known 
as the weekly certification. This is your way 
of verifying that you were unemployed for 
that week and that you are eligible to receive 
benefits.

Actively seek a new job by making a minimum 
number of job contacts each week and keeping 
a record of these contacts, including the 
outcome.

Not refuse any suitable job that is offered to 
you. A DES unemployment expert can help 

Consider all offers of work, especially if you 
have been receiving UI benefits for some 
time. This includes positions that may be in a 
different career category or pay less than you 
are accustomed to earning. Refusing any job 
offer can be grounds for denial of future UI 
benefit payments.

Report any wages earned that week, even if you will 
not receive payment until later. Earnings include 
any severance pay, vacation pay, commissions, 
tips, bonuses or military reserve pay.

determine what fits the definition of suitable, 
based on your work history, previous jobs, 
whether a position utilizes your skills and 
training, and if the earnings are comparable to 
what you earned before.

https://des.az.gov/services/employment/unemployment-individual/arizona-employment-service-registration
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How to Apply for Unemployment 
Insurance in Arizona
The Arizona Department of Economic Security (DES) 
provides access to Unemployment Insurance (UI) 
benefits to qualifying applicants. These weekly monetary 
benefits can help bridge the gap between jobs, but you 
must carefully follow all application instructions to 
begin receiving payments. After checking your eligibility 
requirements, applying for UI benefits in Arizona is a fairly 
simple process. Because UI benefits are not retroactive, 
DES recommends applying for UI benefits as soon as 
possible after your last day of work.

Ways to Apply for Unemployment in Arizona

Arizona’s DES does not have offices dedicated to providing 
UI benefit services. The only way to apply for unemployment 
is to visit the Apply for UI Benefits page online. If you do 
not have access to a computer, go to a One-Stop Center 
or DES Employment Service office resource center. At 
these centers, access to computers is free of charge, and 
the staff can assist you in applying for UI benefits. Locate 
your nearest One-Stop Center or DES Employment Service 
office by visiting the Arizona Job Connection website. 
Arizona Workforce Centers are located in all major cities, 
with multiple locations in Phoenix and Tucson. One-Stop 
Centers are also spread throughout the state, with four 
locations in Phoenix and three in Tucson. DES recommends 
familiarizing yourself with these helpful resources during 
the UI application process, as they can play a huge part 
in helping you find your next job while you are receiving UI 
payments.

Application Forms and Documentation Required 

As with any type of benefit, certain information and 
documents are required to apply for Unemployment 
Insurance benefits. Your application, or initial claim, will 
require the following information:

If you received pay for unused vacation, holiday or sick 
days, or severance pay from your previous employer, you 
must enter the date it was paid to you and the amount 
you received before deductions. If you are currently 
collecting a pension other than Social Security, you must 
provide the monthly benefit amount and the start date 
that you began receiving the pension. If you are a union 
member, include the name and number of your local 
union hall. If applicable, you must also provide your Alien 
Registration number. 

Additional documentation is required if you are 
unemployed following military or federal civilian service 
over the past 18 months. Those recently released from 
the military should provide copy #4 of their DD-214, while 
former federal civilian employees will need an SF 8 or SF 
50 form. 

The Arizona Unemployment Insurance Benefits 
Application Process

The Initial Claims Online Application is open from 12:01 
a.m. Sunday through 5 p.m. Friday each week, except for 
state holidays. After gathering all documentation listed 
above, click the link to start the application process, which 
involves following a series of prompts. If you are unable 
to collect all the information listed above within the first 
week you are unemployed, you may still be able to claim 

Your Social Security number

Your complete mailing address and your 
Arizona county of residence

Your Arizona driver’s license or state-issued ID 
card

The names, addresses and phone numbers of 
every employer you have had over the past 18 
months, including your most recent employer

The date of your last day of work

https://des.az.gov/services/employment/unemployment-individual/apply-ui-benefits
https://www.azjobconnection.gov/ada/r/contact
https://extranet.azdes.gov/ders/ea/uiclaims/
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this week. Call the AZ Call Center at the numbers provided 
below to receive instructions on how to file a claim during 
your first week of unemployment. 

You must use the Personal Identification Number (PIN) 
that you created when you first applied for UI benefits 
online. If you are reopening an old DES account that was 
created before enrollment became electronic, you will need 
to create a PIN to use on all future transactions. You must 
have a PIN to submit your weekly claims and view payment 
information online. After you have followed all the prompts 
and entered the required information, you will see a screen 
stating that your application is complete. It will include a 
confirmation number. Do not exit the application before 
receiving your confirmation number, or your information 
will be lost, and your claim will not be processed. 

If there are any problems that arise during the application 
process, a window will appear, asking you to enter more 
information. Approximately one week after your application 
is processed, you will receive a Form UB-436 in the mail. 
This form is a questionnaire that allows you to provide 
more details and supporting documents, if needed, and 
will arrive along with the following documents:

Where to Get More Information About Applying for UI 
Benefits in Arizona

Although the DES does not have offices dedicated solely 
to UI benefits, you can visit a One-Stop Center or DES 
Employment Service office resource center for help 
with unemployment issues. You may also call the AZ 
Unemployment Insurance Call Center at the following 
numbers:

Wage statement

Certification of Understanding

A Guide to Arizona Unemployment Insurance 
Benefits

Note: The Initial Claims Online Application page is not 
the same page you will use to file your weekly UI benefit 
certification forms. It is only used to open new accounts 
or reopen existing accounts of those who have received 
Arizona UI benefits in the past.

Toll Free: 1-877-600-2722

Phoenix: 602-364-2722

Tucson: 520-791-2722

TDD (Telecommunications Device for the 
Deaf): 1-877-877-6226 

If you need to mail documents or need to contact the AZ UI 
Call Center by mail, use this address:

Department of Economic Security 
Unemployment Insurance Administration 
P. O. Box 29225 
Phoenix, Arizona 85038-9225

You may obtain additional Unemployment Insurance 
application instructions, privacy act information and other 
resources by reading your copy of A Guide to Arizona 
Unemployment Insurance Benefits, the guidebook linked 
in the section above. 

https://www.azjobconnection.gov/ada/r/contact
https://des.az.gov/sites/default/files/dl/UB-099-Y.pdf
https://des.az.gov/sites/default/files/dl/UB-099-Y.pdf
https://des.az.gov/sites/default/files/dl/UB-099-Y.pdf
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How to Prepare for the Unemployment 
Insurance Interview in Arizona
An Unemployment Insurance (UI) interview can be an 
important part of receiving UI benefits in Arizona if the state’s 
Department of Employment Services (DES) determines 
that you one. Most applicants for unemployment benefit 
payments will never go through the interview process, but 
interviews are helpful when DES has questions about the 
information provided on a UI benefits application. Most UI 
interviews are related to a few specific issues addressed 
below. There are two types of UI interviews: one is for the 
unemployed claimant, and the other is for the claimant’s 
former employer. Participants in each type of interview can 
prepare by learning what questions to expect and what 
the process is like. Both types of interviews are usually 
conducted over the phone by an auditor or deputy who 
works for DES. 

The Purpose of an Unemployment Insurance Interview 

Unemployment insurance interviews are usually required 
when DES has questions about the information provided 
on a UI benefit application or claim. This may be due to 
the claimant providing incomplete information or details 
that conflict with information shared by the former 
employer. DES conducts separate interviews, one with 
the claimant and one with the employer. In this way, DES 
can independently obtain more details from each party. In 
most cases, the information gathered during the interview 
process is enough for DES to support the legitimacy of a UI 
benefit claim, or it provides enough details for DES to reject 
a claim for unemployment insurance benefits. 

Interview Tips for Unemployed Claimants of UI Benefits

Prepare ahead of time by writing a few notes about your last 
job, including dates of employment and the type of work 
you did and any copies of written warnings, performance 
reviews or exit interviews that you may have. Once you are 
given a date and time for the phone interview, be sure to 
be on time. Clear the room of any distractions, such as 
children or pets, and make sure the TV and radio are turned 
off. Answer the call politely and maintain a pleasant tone 
throughout the interview.

Remember that the DES interviewer is a neutral party and 
is not taking sides. Because he or she is only interested 
in obtaining the facts surrounding your application, it is 
not necessary to treat the interview like an argument in 
court. Be sure to answer all interview questions honestly, 
as your former employer will most likely be asked the 
same questions and discrepancies may not work out in 
your favor. Answering with complete honesty also means 
avoiding any exaggerations or misrepresentation of facts. 
You should keep your answers brief, but complete, and 
avoid sharing information that is not directly relevant to the 
question. The DES interviewer is not interested in hearing 
emotional opinions of your previous employer or your 
feelings over losing your job. It is best to remain calm and 
only relay the facts. After the interview is over, immediately 
take notes of the conversation while it is still fresh in your 
mind. These notes can be helpful later, if you need to file an 
appeal of the DES’s decision. 

Interview Tips for Employers

Because employers usually have many people working 
for them, it is particularly important to be prepared for 
the interview before it begins. Gather basic information 
regarding the former employee, including his or her time 
worked, wages paid and the circumstances surrounding 
the loss of employment. If you had to issue any written 
warnings, or if you performed an exit interview, collect any 
written records of these events and have them on hand for 
the interview. Be sure to set aside a block of time for the 
call and plan to talk in an environment free of distractions 
or background noises. You must answer the interviewer’s 
questions honestly and thoroughly to ensure that your 
company’s interests are appropriately represented. As 
with claimant interviews, stick to the facts and keep your 
emotions calm. DES is not interested in taking sides 
or hearing lengthy, dramatic details about the former 
employee or your personal opinions of him or her. Take 
notes during and immediately after the interview and keep 
them handy in case you or the claimant decides to appeal 
the DES’s decision. 
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Questions Asked During an Unemployment Insurance 
Interview

Most questions asked during unemployment interview 
calls are related to the reasons for the job loss. In most 
cases, the interviewer needs to hear answers from both the 
claimant and the former employer. Other unemployment 
interview questions usually relate to the applicant’s work 
history and previous wages and whether they match the 
information provided on the application. Sometimes an 
interviewer may inquire about the applicant’s current 
availability or ability to work because being physically able 
to work and actively searching for a new job are required in 
order to receive UI benefit payments. Additional questions 
may arise if the applicant or the employer has concerns 
about discrimination or harassment playing a part in the 
job loss. Sample questions may include:

How long did you work at your previous job?

What did your employer state were the reasons 
your job ended?

Do you agree that these are the reasons you are 
unemployed today?

Were you able to do anything to try and keep 
your job?

What are you doing now to find a new job?

Employers can expect questions on the same topics, 
slightly reworded to fit the employer’s situation.  

Potential Outcomes Following an Unemployment 
Insurance Interview

Since the purpose of an Unemployment Insurance interview 
is to determine whether a claimant is eligible to receive 
benefit payments, the potential outcome can go one of 
two ways. Either the claimant is approved to receive UI 
benefits or the application is denied. From the employer’s 
perspective, either the company must pay UI benefits to 
their former employee, or they are exempt from doing 
so. If either party is unsatisfied with the DES’s decision, 
they have the right to file an appeal within the established 
time frame. If it is determined that the claimant received 
benefit payments that he or she was not entitled to, DES 
will issue a Determination of Overpayment. Depending 
on the reason for the overpayment, the claimant will 
be provided options for repaying the benefits already 
received. If the overpayment was due to intentional fraud 
or misrepresentation, the claimant must also pay penalties 
and face criminal prosecution.

Unemployment Insurance Benefits in 
Arizona
Arizona’s Unemployment Insurance (UI) program provides 
monetary benefits to qualifying workers who find 
themselves unemployed or underemployed through no 
fault of their own. After meeting the eligibility requirements 
and going through the application and approval processes, 
unemployed residents can file a weekly benefit claim to help 
bridge the financial gap experienced between jobs. The 
amount of the benefit paid will vary between individuals, 
according to the factors detailed in the sections below. 
Each worker is responsible for filing a weekly benefit claim 
on time and actively searching for a new full-time job while 
receiving benefit payments. Unemployment Insurance (UI) 
benefits in Arizona are funded by taxes paid by employers, 
and the process is managed by the Arizona Department of 
Economic Security (DES). Learn more about UI benefits by 
reviewing the sections below.

What benefits will you receive?

Arizona’s UI benefits include receiving a weekly payment 
from the DES. If your employer did not pay unemployment 

https://des.az.gov/services/employment/unemployment-individual/arizona-unemployment-insurance-overpayment-policy
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taxes, you will not be eligible to file UI benefit claims while 
you are unemployed. The amount of your benefit payment 
each week is determined by state law and other factors 
discussed in the section below. Note that all unemployment 
benefit payments are subject to federal income taxes, 
and you must report these earnings on your next Federal 
income tax return. There are also non-monetary benefits 
of participating in the UI program in Arizona. These include 
having access to free reemployment resources, new career 
training, job fairs and other recruitment events through the 
Arizona@Work program. 

Determining Your Benefit Amount

Your weekly benefit payment amount represents 
a percentage of your earnings before you became 
unemployed. The amount of benefits you can receive 
is based on wages you earned during your base period. 
Your base period is the first four of the last five completed 
calendar quarters before your original unemployment 
claim date. The four calendar quarters are as follows:

1st quarter is January 1 - March 31 

2nd quarter is April 1 - June 30 

3rd quarter is July 1 - September 30

4th quarter is October 1 - December 31

least two base period quarters, with one quarter totaling 
$5987.50 or more. Although the DES sets specific figures 
for qualifying for UI benefits, the amount you receive 
weekly will equal one-twenty-fifth of your total wages for 
your highest-earning quarter, unless that amount is greater 
than $240. No UI benefit payment in Arizona may exceed 
$240 per week, and any amount of money you earned 
over $30.50 must be reported and deducted from your 
weekly benefit amount. Therefore, the amount you receive 
can vary each week depending on how much income you 
earned during that week. Countable income includes tips, 
wages, lodging, severance pay and more.

To qualify, you must have earned at least 390 times the 
Arizona minimum wage in total wages during your highest-
earning quarter, and at least half that amount in one or more 
of the other quarters of your base period. Alternatively, you 
should have earned at least $7,000 in total wages for at 

https://des.az.gov/services/employment/unemployment-individual/resources-career
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Arizona, like other states, has an annual maximum amount 
of UI benefits that can be paid to one person. According 
to the Arizona State Legislature, “An otherwise eligible 
individual shall be entitled during a benefit year to a total 
amount of benefits equal to twenty-six [26] times his 
weekly benefit amount, but shall not receive more than 
one-third of his base period earnings in such benefit year.” 

How long can you receive UI benefits? 

Because there is a maximum that each person can receive 
annually in unemployment benefit payments, there is a 
limit to how long you may stay on the program. As long as 
you continue to qualify and meet all of the requirements 
for filing weekly claims, you can receive UI benefits for 
up to 26 weeks between jobs. If the DES determines that 
unemployment is unusually high in your area, you may be 
approved for Extended Benefits (EB). 

Even if you have not yet received the maximum amount of 
allowed UI benefits for the year, your participation time can 
be shortened if you become ineligible for benefits. If DES 
discovers that you were dishonest about the reason you 
lost your job or if you fail to report any earnings received 
while on unemployment, you can lose your right to continue 
receiving federal unemployment benefits. You can also 
lose your benefits if you fail to appear at any scheduled 
interviews or appointments at your local DES Employment 
services office. 

How to File a Weekly Benefits Claim

Because unemployment benefits are not paid retroactively, 
you should apply for unemployment as soon as possible 
after your last day on the job. Before you can begin 
collecting weekly UI benefit payments, you must complete 
the Initial Online Claims Application. This first step in 
the unemployment benefits claim process provides DES 
with your personal information, the contact information 
for your former employers, salary information from your 
former jobs and more. The Initial Online Claims Application 
is open each week from 12:01 a.m. Sunday through 5 p.m. 
Friday, except for state holidays. Note that this is not the 
same website you will use to file your weekly UI claims. 
Instead, you will visit the Weekly Claim System to file 

your weekly claims online. If you do not have access to a 
computer at home, you can file your weekly claim at a DES 
Employment Services office.

Before logging in to the system, you may wish to review 
this weekly claims log to see what types of information 
you will enter each time you file a UI claim. You will have 
to provide information about your job search, which must 
equal at least one job contact on at least four days of each 
week. You must keep track of your work search efforts, 
including the date, name of the company, the person you 
contacted, the type of job and the results of your effort. If 
you found work, even if for just one day, enter how much 
you earned before any deductions. You must deduct the 
earnings even if you have not received payment yet. It can 
take up to 15 business days to process your first payment, 
which will be paid through the Electronic Payment Card 
(EPC) you received a week or so after applying for UI 
benefits. 

Denial of Unemployment Insurance in 
Arizona
Unemployment Insurance (UI) benefits are paid to 
individuals who meet Arizona’s eligibility requirements 
as determined by state law and regulations. The Arizona 
Department of Economic Security (DES) oversees the 
provision of UI benefits, which are temporary monetary 
benefit payments that help workers bridge the gap between 
jobs when they are unemployed through no fault of their 
own. Applicants, or claimants, must go through a detailed 
application process that ends with receiving a decision 
from the DES about your eligibility. You will receive either 
a Determination of Deputy, which means that you are 
found eligible to receive UI benefits, or a Determination of 
Overpayment if you already filed for and received benefits 
to which you were not entitled. If you disagree with the 
DES’s decision, you have the right to file an appeal and 
have a hearing. Both letters of determination will include 
instructions for starting the appeal process. 

Common Reasons for Unemployment Insurance 
Application Denial

There are many reasons an application for UI benefits 

https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/23/00780.htm
https://extranet.azdes.gov/ders/ea/uiclaims/
https://extranet.azdes.gov/ders/ea/ContinuedUIClaims/
https://des.az.gov/sites/default/files/dl/UB-106-A.pdf
https://des.az.gov/sites/default/files/dl/UB-106-A.pdf
https://des.az.gov/services/employment/unemployment-individual/unemployment-benefit/electronic-payment-card
https://des.az.gov/
https://des.az.gov/
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can be denied. Most are linked to failure to meet the 
requirement that you became unemployed through no 
fault of your own, or because you failed to meet the weekly 
requirements to maintain your unemployment benefit 
payments. Reasons for UI application denials include, but 
are not limited to:

are only accepted in cases of DES error or misinformation, 
or if the post office did not deliver your determination in an 
acceptable timeframe. You may file your appeal in one of 
three ways:

Quitting your job or being fired from your job for 
misconduct. 

• Misconduct is the intentional act of 
neglecting to perform your job duties or 
otherwise disregarding your employer’s 
interests.

Being unable to work due to illness, a lack of 
transportation, being incarcerated or in school 
full-time.

Not actively seeking employment while 
receiving UI benefits.

Failing to report income earned while on UI.

Turning down a job offer or other opportunity 
to work.

Knowingly and willfully making false statements 
on your application to obtain benefit payments.

Initiating an Unemployment Benefits Appeal

You are required by AZ law to file your appeal within 15 
calendar days of the mailing date on your Determination 
of Deputy or Determination of Overpayment. Late appeals 

By phone: Call the number listed on your letter 
of determination from DES and ask to speak 
to a representative about filing a UI benefits 
appeal. Be prepared to tell the representative 
why you believe the decision was wrong.

In writing: You may fax or mail your appeal to 
DES using the fax number or address printed 
on your letter of determination. Or, you may 
submit your written appeal in person at a 
DES Employment Service office. You can use 
Form UB-126, Request for Reconsideration/
Appeal and attach a copy of your letter of 
determination. Make sure to include your Social 
Security number. 

Online: The Electronic Appeals Submission 
(EAS) online option for filing an appeal is 
only available to claimants who are already 
in the system. You will need to provide your 
Social Security number, your PIN number and 
an explanation of why you believe the DES’s 
decision was in error.

Wait to gather supporting information after filing your 
appeal, to ensure you do not miss the 15-day deadline for 
filing. If you were told you were not qualified to receive UI 
benefits and you remain unemployed during your pending 
appeal, continue filing your weekly UI benefit claims. If you 
are later deemed eligible for benefits, you will only receive 
them for the weeks that you filed a weekly claim and met 
your weekly eligibility requirements. 

The UI Appeals Process for Claimants
After you file your appeal, it will be processed, and a 
hearing date will be selected. You should receive a Notice 
of Hearing within three to six weeks of the DES receiving 

https://des.az.gov/sites/default/files/dl/UB-126.pdf
https://des.az.gov/sites/default/files/dl/UB-126.pdf
https://extranet.azdes.gov/ders/ea/uiappeals/Introduction.aspx
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your request for appeal. This is considered the first level 
of the appeal process, and it will include all important 
details about your hearing, including the date and time. 
Most UI benefit appeal hearings are done by telephone 
and you must follow the instructions for registering for 
the hearing. Telephone hearing registrations may be 
done online through the C2T Online Registration System 
or by calling 602-771-9019, or toll free 1-877-528-3330. 
You must speak to a customer service representative to 
complete the registration by phone. If you are one of the 
few scheduled for an in-person hearing, you do not need to 
register ahead of time. Simply arrive at the location printed 
on your notice 15 minutes prior to the hearing and register 
with the receptionist. 

Your UI benefits appeal hearing is the only opportunity you 
will have to present your case, so take the time to prepare 
your statements ahead of time. During the hearing, 
you have the right to testify for yourself, question any 
witnesses at the hearing, present your own evidence and 
make a closing statement to persuade the judge to apply 
the law in your favor. Click the “Prepare for the Hearing” 
tab on this page if you have questions concerning the 
documents in your file. You may submit any evidence that 
helps your case, including employment contracts, pay 
statements, medical statements, employee handbooks or 
other documentation.

After the hearing, the judge will write a ruling, which will 
include his or her reasons for making that decision. You 
will receive either a mailed letter or an emailed letter, if you 
have given consent for electronic communication. If you 
win your appeal, you will receive payment for all the weeks 
you filed claims while waiting for your appeal. If you lose 
your appeal, you may have to repay any UI benefits that 
were already paid to you. If you disagree with the judge’s 
decision, you have the right to a second-level appeal by 
submitting a petition for review letter to the Appeals Board 
within 30 days of receiving the judge’s decision. Each level 
of the appeal process will provide instructions for the next 
level of appeal.

Unemployment Insurance Extensions in 
Arizona
The most important information an Arizona resident 
interested in receiving an unemployment extension can 
access is local and current state unemployment rates. 
Typically, no extension of unemployment insurance 
benefits is available in Arizona unless the state 
unemployment rate is measured at 6 percent or higher. 
A statewide unemployment rate of 6 percent is what the 
Bureau of Labor Statistics (BLS) considers a “soaring“ 
unemployment rate, and it is generally only when this 
figure is reached that additional federal unemployment 
benefits would be made available in any state. In the 
majority of cases, the Department of Economic Security 
(DES) will pre-notify current unemployment assistance 
beneficiaries that their initial claim period is ending and let 
them know ahead of time whether or not they are eligible 
for any sort of extension. If a claimant is eligible, he or 
she will be notified by mail and the pertinent forms will be 
included in the informative mailing. Arizona claimants can 
typically file for extensions online, by mail or in person so 
long as eligibility requirements are met and maintained. 
There are two common programs for the extension of 
unemployment benefits, but neither is currently in place 
for Arizona. The following is a concise explanation of each 
program. 

Emergency Unemployment Compensation in Arizona

The federally funded Emergency Unemployment Com-
pensation (EUC) program is a temporary implementation 
of extra funds for beneficiaries who have exhausted their 
initial 26 weeks of unemployment support, have not had 
any offers of gainful employment and who live in a state 
an unemployment rate at or above 6 percent. There are 4 
tiers to the EUC model, and each one has different require-
ments regarding disbursement of extended funds. These 
tiers are as follows:       

Tier 1: offers up to 14 weeks additional 
benefits in every state.

https://az.c2tinc.com/register/
https://des.az.gov/content/unemployment-insurance-benefits-appeals
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The EUC program has not been available in Arizona since 
2014. This does not mean it could not be reinstituted 
if statewide unemployment levels rise again. It is also 
important to note that there is no concept of a “phase 
out” period when receiving any sort of EUC benefits. The 
benefits will run out automatically at the termination of the 
program rather than decrease over a period of time.          

Extended Benefits in Arizona

In certain economic circumstances, the state of Arizona 
will provide extended unemployment compensation 
under a program simply called the Extended Benefits (EB) 
program. Like EUC, the EB program has not been active 
in Arizona since 2014 but could be brought back if the 
unemployment rate rises significantly. In order to qualify 
for the EB program, a claimant must: 

Have exhausted the initial 26 weeks of his or 
her unemployment assistance.

Be able to provide proof of consistent weekly 
work search with no job offers.

Be able to articulate, both verbally and in 
written form, specific reasons why additional 
assistance would aid in finding gainful 
employment.

Provide a valid Social Security card and other 
supporting documentation to DES per request.

Typically, the DES notifies any eligible candidate by mail 
that he or she qualifies for extended benefits prior to the 
end of his or her initial unemployment compensation 
period. To check if an unemployment benefit claim is 
eligible for extension of benefits, call DES at 602-542-4791 
or visit an office near you. It is then incumbent upon the 
claimant to provide the above-referenced information 
and any other documentation requested by DES officials. 
Claimants hoping to take advantage of EB benefits need to 
be prepared to show a plan for obtaining a job within the 
timeframe of the extended benefits period. If the claimant 
is labeled under DES regulation as an “experience-rated” 
or “nonprofit” employee, the claimants’ previous employers 
will be billed for 50 percent of any extended benefits 
granted. Some nonprofit organizations qualify for a 
Reimbursement Payment Option and can find information 
about how to sign up for that option here.  Reimbursement 
for any former government employee will be set at 100 
percent.     

Those individuals who have exhausted all benefits of their 
initial unemployment claim may qualify for additional aid 
in a second benefit year if adequate employment was 
sustained during the intervening timeframe and all other 
state requirements are met.

With all types of extended unemployment compensation, 
it is imperative for the claimant to call each week to the 
Telephone Information and Payment System (TIPS) in 
order to continue to claim benefits. The following questions 
will be asked each week of extended unemployment 
benefits and must be answered faithfully and honestly by 
the claimant:

Tier 2: offers up to 14 weeks of benefits for any 
state whose total unemployment rate (TUR) is 
seasonally adjusted at three months to reveal a 
rate of 6 percent or higher.

Tier 3: offers up to 9 weeks of benefits for any 
state whose three-month seasonally adjusted 
TUR is 7 percent or greater.

Tier 4: offers up to 10 weeks of benefits for any 
state whose three-months seasonally adjusted 
TUR is 9 percent or greater.

Were you able to work and available for work 
each regular workday?

Did you look for work?

https://des.az.gov/find-your-local-office
https://des.az.gov/content/employment-taxes-reimbursement-payment-option
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Did you refuse any job offer or referral for 
work?

Did you work or earn any money?

Have you returned to full-time work which will 
not require you to file any future claims?

Failure recertify for weekly benefits by calling TIPS 
will result in an unemployment extension claim being 
dismissed and no benefits paid for that week. Any 
misinformation or omission of information is considered 
fraud and can result in repayment of benefits, fines or 
criminal charges. Call TIPS toll free at 1-877-600-2722 
(those who need hearing-impaired assistance should call 
1-877-877-6226). Payments for extended unemployment 
benefits are released on a biweekly schedule.

Arizona Unemployment Benefits for 
Ex-Service Members and Civilian 
Employees
The state of Arizona’s Department of Economic Security 
(DES) makes special provisions in terms of unemployment 
benefits assistance for former federal civilian employees 
and service members. While many of the same statutes 
governing traditional unemployment still apply, there 
are important differences with regard to eligibility and 
reimbursement. One of the most important of these 
differences is that no payroll deductions are made for 
former military or former federal civilian employees drawing 
unemployment compensation in Arizona. Unemployment 
compensation reimbursement for ex-military personnel 
will be paid entirely by the US military or by the governing 
federal agency for any former federal civilian employee. 

Arizona Unemployment Benefits for Ex-Service 
Personnel

The Unemployment Compensation For Ex-Servicemem-

bers (UCX) program is a federally sponsored initiative 
aimed at providing unemployment support for former mil-
itary personnel that meet certain criteria. The wages any 
claimant who performed federal service in the form of 
active United States military duty or as a commissioned 
officer of the National Oceanic and Atmospheric Adminis-
tration (NOAA) can be deemed eligible for unemployment 
benefits through UCX. This qualification does not include 
active military reserve status unless that status was held 
for a continuous 90-day period or longer. In order to be 
eligible for UCX benefits, former military personnel must 
have the following qualifications: 

Honorable discharge from the military

Discharge or release after completion of first 
full term of military service 
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The UCX program does make allowances for ex-service 
members who cannot meet the above second requirement 
of having been discharged after a full term of service if any 
of the following is the reason for early release or discharge 
from the military:

The discharge was for the convenience of the 
US government under an early-release program. 

The discharge was because of any medical 
disqualification such as pregnancy, parenthood, 
or any service-born disability or injury.

The discharge was due to personal hardship. 

The discharge was because of debilitating 
personality disorders or general inaptitude. If 
this is the reason for early discharge, a claimant 
must have served for 365 continuous days or 
more.

Former servicemen and women who wish to take part in 
UCX benefits can apply at any local DES office in Arizona. 
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New military claimants can call 602-542-5954 to begin a 
filing by phone. All pertinent military service records and 
discharge documentation, especially the DD-214, as well 
as regular forms of identification, such as a Social Security 
card and proof of residence will be necessary when opening 
a claim for UCX benefits. The state where a former service 
member first files a claim will be the state that handles 
the determination of benefit eligibility and the amount 
of weekly income to be received, so it is imperative that 
claimants wishing to be reviewed under Arizona statutes 
file in Arizona. 

Arizona Unemployment Benefits for 
Former Federal Civilian Employees
The Unemployment Insurance for Federal Employees 
(UCFE) program oversees unemployment benefits for all 
former federal civilian employees in Arizona and in all 50 
states as well as Puerto Rico, the US Virgin Islands and 
the District of Columbia. Generally speaking, the same 
state regulations apply to UCFE funds as apply to any 
other unemployment claims in Arizona. Weekly benefits 
are determined by qualifying prior earnings in a federal 
civilian claimant’s base period. Former federal civilian 
workers should be prepared to show wage records and 
separation papers when filing a UCFE claim at any local 
Arizona DES office. Most of this information will be 
requested on a standard form called the ES-935. As with 
any unemployment claim, successful eligibility requires 
that UCFE claimants:

However, there are some provisions and interpretations 
associated with unemployment benefits for former federal 
civilian employees that cannot be determined by Arizona 
Department of Economic Security (DES) officials or other 
state representatives and must therefore be examined 
and ruled upon by the Secretary of Labor. In cases such 
as these, the State Employment Security Agency (SESA) 
presents the Secretary’s decision under its separate law. 
The SESA office is the guiding governmental entity for 
any UCFE-related unemployment benefits and former 
federal civilian employees are bound to the SESA rules, 
regulations and expectations throughout the course of any 
UFCE assistance granted. The following are some special 
tenets of the UCFE program: 

Show qualifying earnings during a specified 
base period.

Have not lost their jobs through their own fault.

Have not denied any offer or referral for work.

Have been able and ready for work during the 
assistance period.

Report regularly to the DES office and comply 
with all DES expectations regarding weekly 
continuance.

Federal service is not solely defined by or 
limited to those persons who are covered for 
civil service retirement purposes but includes 
any person who performed work in the employ 
of the United States, excluding only those 
mentioned in 5 USC 8501.

Former federal civilian employees are not 
blocked from receiving other unemployment 
compensation from the state of Arizona during 
the same time that they receive UCFE benefits.

The state in which the claimant performed his 
or her last posted civilian duty is generally the 
state whose laws will determine eligibility and 
benefit payouts for UCFE funds. 

https://www.law.cornell.edu/uscode/text/5/8501
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Former federal civilian employees should make sure to 
obtain a Standard Form 8 (SF-8), the Notice to Federal 
Employee about Unemployment Insurance, from their 
federal employer before they leave their last civilian duty 
post. It is the receipt of the SF-8 that will commence any 
former federal civilian claimant’s steps toward receiving 
assistance as this form being issued to a separating 
employee has immediate implications for the issuing 
federal agency, the employee and the local DES office. 
Because UCFE is unique in that the Secretary of Labor, 
rather than the Arizona DES, holds presiding jurisdiction 
over the program, any questions about federal wage or 
experience eligibility, the management of the program 
or the regulatory laws surrounding this particular type of 
unemployment insurance should be directed to:

U. S. Department of Labor 
Employment and Training Administration 
Unemployment Insurance Service, Attn. TEUMI 
200 Constitution Ave., N.W. 
Washington, D.C. 20210 

Disaster Unemployment Assistance in 
Arizona 
During times when there is a natural crisis, such as 
flooding, wildfires, tornadoes, earthquakes or hurricanes, 
the federal government makes provisions through the 
Department of Labor to allot relief funds known as the 
Disaster Unemployment Assistance (DUA) program. 
As stipulated by the Robert T. Stafford Disaster Relief 
and Emergency Assistance Act of 1974, these disaster 
unemployment assistance benefits are managed by 
the Secretary of Labor under the direct guidance of the 
president. It is only the president who can announce a state 
of emergency due to natural disaster in any part of the 
United States. For this reason, DUA funds are not available 
at any time other than when such an emergency state 
has been publicly confirmed by the federal government. 
At such a time as the president has made an official 
state of disaster announcement, the Federal Emergency 
Management Agency (FEMA) will work in conjunction with 
Arizona Department of Economic Security (DES) offices to 
distribute funds to needy residents. Most of the same rules 

and regulations concerning the release of these disaster 
relief funds match those of individual states regarding 
regular unemployment insurance. Arizona requires 
potential disaster unemployment assistance claimants to 
be deemed ineligible for any other type of relief by federal 
and state law. 

The Application Process

If you have been involved in a natural disaster in Arizona and 
the president has publicly declared a state of emergency 
for your area, contact the closest Arizona DES office to 
your current location. If you cannot go in person, call or 
access an online version of the preliminary screening 
questionnaire for disaster unemployment assistance in 
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Arizona here. These screening documents and more in-
depth applications will be made available in paper format 
at local Arizona DES offices and pop-up FEMA locations 
in Arizona during actual times of crisis. To contact FEMA 
directly, click here.  Make certain to pay close attention 
to details regarding all information asked for and entered 
into the disaster unemployment assistance application 
as small mistakes or hasty oversights can cause benefits 
to be delayed or fully denied. Any willful omission of 
requested information or false information discovered on 
an application for disaster relief support in Arizona will be 
subject to criminal charges. 

You can find local resources and up-to-date information 
about Arizona disaster assistance application procedures 
and funding status here. Make sure that you have all of 
the following pieces of documentation readily accessible 
when you are ready to file a disaster unemployment 
assistance claim:

Social Security number

Financial information

It is at the discretion of the Arizona DES office to determine 
what documentation a claimant may need to provide for 
each individual filing of disaster unemployment assistance, 
so be aware that requirements may vary from case to case. 

Eligibility

In order to be qualified for disaster unemployment 
assistance in Arizona, residents must meet one or more 
of the following criteria and be deemed ineligible for any 
other type of federal or state unemployment aid:

No longer in possession of a job due to physical 
damage or destruction to the workplace

No longer in possession of a job due to closings 
or destruction of roads leading to the workplace

Has become head of household due to death 
caused by the disaster

Cannot work due to injury sustained by or 
during the disaster

Make certain that you file your disaster unemployment 
assistance application within 30 days of the first day the 
president has officially declared a crisis in your area. This 
may or may not coincide with the actual start of the damages 
you have sustained but applications received later than 30 
days after the presidential declaration of disaster are likely 
to be denied coverage, as are applications received before 
official benefits have been federally authorized. 

The Program Benefits

Disaster unemployment assistance benefits in Arizona 
begin for any eligible claimant the Monday after the presi-
dent has publicly declared an official disaster in the region. 
This official declaration begins what is called the Disaster 
Assistance Period (DAP) and can mark the beginning of 

Damage information

Insurance information 

Contact information

Optional direct deposit information 

https://www.disasterassistance.gov/get-assistance/find-assistance
https://www.fema.gov/
https://www.disasterassistance.gov/
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up to 26 weeks of support for eligible claimants. Bear in 
mind that it can take days or even weeks between the time 
that the disaster actually strikes and the time that the DAP 
begins. All applicable Arizona State laws regarding unem-
ployment insurance apply to DUA funds and specify that 
a maximum allotment of $240 per week can be awarded 
to an eligible disaster relief beneficiary and a minimum 
allotment of 50 percent of the average amount of unem-
ployment weekly sums paid in Arizona at the time of the 
disaster. These regulations are in place to make sure that 
no one is overpaid or underpaid during a time of need and 
that relief funds are on par with local costs of living. If you 
are not currently residing in Arizona due to disaster dam-
ages, it is still necessary to work with a local Arizona DES 
office in order to obtain aid, and you may be able to contact 
them through a nearby unemployment insurance office in 
your current city and state of residence.                                 

For detailed information about DUA benefits call, 1-877-
872-5627 or TTY 1-877-889-5627.

Unemployment Insurance Fraud and 
Consequences in Arizona
It is vital that you understand what unemployment 
insurance fraud truly is and how it is legally defined by 
Arizona state law when you apply for unemployment 
assistance. UI fraud can be defined broadly as the receipt 
of federal or state unemployment insurance payments to 
which you were not officially entitled as defined by federal 
and state law. In some instances, unemployment benefits 
fraud involves providing inaccurate information on an 
unemployment assistance application in order to retain 
funds or receive more benefits. In other instances, UI fraud 
can be as simple as not being available for work during 
an eligibility week in which you reported that you would 
be available for work. The sections below provide more 
information on UI fraud in Arizona.

Examples of UI Fraud in Arizona

A great deal of UI fraud occurs in subtle ways, but the 
claimant is always responsible for what he or she receives. 
The claimant is always responsible for knowing the truth 

of what he or she is entitled to receive. This places the 
burden of keeping accurate records, logs, reports and 
receipts solely on the claimant. The following are a few 
common examples of unemployment benefits fraud that 
can be inadvertently committed:

A person returns to work but continues to 
collect unemployment funds. Even if no pay 
has yet been received from this work, this is still 
unemployment benefits fraud.

A person works a part-time job or at a cash-only 
job wherein he or she does not report wages 
and earnings to the DES. 

A person takes on a temporary job during the 
time of his or her receipt of unemployment 
assistance and simply does not report the 
funds. Whether this affects the amount of 
unemployment benefits received weekly does 
not change the fact that it will be viewed by 
Arizona state law as fraudulent.

A person neglects, willfully or otherwise, to in-
clude requested information on an unemploy-
ment assistance application. 

Through no effort of his or her own, a person 
receives an extra week of unemployment bene-
fits from the DES, does not report the overpay-
ment and keeps the money. This is one of the 
most common forms of UI fraud recognized by 
the Arizona DES and its accompanying federal 
affiliates.  

Arizona UI Fraud Penalties and Reporting

The DES Office of the Inspector General (OIG) serves the 
primary function of protecting the citizens of Arizona from 
erroneous use of public funding. Call the department’s toll 
free hotline at 1-800-251-2436, or the local line at 602-
542-9449, to report suspected unemployment insurance 
fraud in Arizona. While repayment of the illegally-obtained 

tel:1-877-872-5627
tel:1-877-872-5627
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funds will certainly be part of any penalty, penalties for 
unemployment insurance fraud are much more severe 
than mere restitution. 

The following are possible legal ramifications of UI fraud 
in Arizona: 

Tips for Avoiding UI Fraud in Arizona

The most important aspect of protecting yourself and your 
family from unemployment insurance fraud is to maintain 
a level of careful accuracy in every detail that you report 
to the DES or any governing authority related to your 
unemployment benefits claims. Keep the checklist below 
handy to remind yourself of the most basic pitfalls that 
need to be navigated in order to avoid any suspicion of UI 
fraud:

Conviction of a Class VI felony

$150,000.00 in fines per each falsified 
statement that led to illegal obtainment of relief 
funds

Two years mandatory imprisonment

20 years maximum imprisonment

Publication of name, birthdate and conviction 
charges on the public website of the Arizona 
Department of Economic Security

Deemed permanently ineligible for federal or 
state benefits funds of any kind in the future

If you or someone you know may have made an error that 
resulted in unemployment insurance fraud, contact your 
local Arizona DES office immediately to report the error. 
In the vast majority of cases involving legitimate mistakes, 
the error is rectified and no criminal charges are pressed. 
The greatest mistake you could make if you believe yourself 
to have been in any way affiliated with unemployment 
benefits fraud is to remain silent about what you know 
and hope that the mistake goes unnoticed. You could 
be making yourself liable or implicating yourself by not 
speaking up to correct errors that you know about. Report 
any knowledge you have about ongoing unemployment 
insurance fraud in Arizona here. 

Provide totally accurate details about every 
aspect of your life that is asked about on 
the unemployment insurance assistance 
application. 

Comply fully with every DES requirement 
regarding the active search for work while you 
are receiving unemployment benefits. 

Never conceal or omit information about ability 
or availability to work during the weeks in which 
you receive unemployment assistance. 

Never refuse an offer of suitable work or fail to 
show up for work once hired during weeks in 
which you receive unemployment assistance. 

Always accurately and completely report any 
and all income that you receive during the 
weeks in which you receive unemployment 
assistance. Remember that income officially 
includes everything from earned wages and 
salary to unexpected windfalls, other insurance 
payouts of any kind, inheritances and even 
medical support.

If you need further assistance or have any pressing 
questions regarding unemployment insurance fraud in 
Arizona, visit the official Arizona DES site here. 

https://fraudreferralexternal.azdes.gov/
https://des.az.gov/services/employment/unemployment-individual/contact-AZUI


Arizona Employment Services Guide | 36

How to Handle Unemployment Benefit 
Overpayments in Arizona
Finding out that you owe the Arizona State government 
unemployment insurance benefit money that you 
previously believed was rightfully yours can be a 
frustrating and frightening discovery. However, it does 
not have to be a complicated one. There are some simple 
steps you can follow to help understand the process of 
repaying overpaid unemployment insurance. Though 
the information contained in an official Determination 
of Overpayment is delicate and time-sensitive, it is not 
always an indictment. There are multiple reasons that an 
overpayment can accidentally occur and these mistakes 
are generally cleared up with the Department of Economic 
Security (DES) easily as long as you follow the steps to 
the repayment process efficiently. Learn more about what 
your options are after you have received an overpayment 
notice by reviewing the sections below.

Reasons for Overpaid Unemployment Insurance in 
Arizona

There are three general causes of unemployment benefits 
overpayment in Arizona. Although it may be at first difficult 
to understand how a claimant can be deemed eligible one 
day and ineligible the next, the reasons for overpaid funds 
are usually related to the following:

Fraud: If you are aware that you have given 
falsified or misrepresented information on an 
unemployment benefits application or at any 
point during the period of your benefits receipt 
and eligibility, the best step you can take is to 
speak to your local DES office immediately 
about the misrepresentations. It is better to 
address any false information, as this may 
help your case if legal proceedings were to 
ensue. Be aware that in the state of Arizona, 
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What does a determination of overpayment letter 
include?

If it is determined by your local DES deputy that an 
overpayment has been issued to your account, a letter will 
be mailed to you notifying you of:

Non-Fraud: This type of overpayment is highly 
regular, as it pertains to human error. You may 
receive a notice that you accidentally filled in 
a wrong number associated with your Social 
Security, wages, birth dates or work periods. 
Typically, the DES is very good at detecting 
honest mistakes and harmless oversights 
like these. No legal proceeding will follow an 
overpayment classified as “non-fraud” unless 
you simply do not repay the amount that was 
overpaid.                   

Administrative: In this type of cause, the DES 
assumes full responsibility for the error. It could 
be improper entry of data you provided or a lost 
file associated with your eligibility. Whatever 
the case, the claimant is not held liable for the 
mistake when it is classified as administrative. 
This is the only classification group that can 
apply for a waiver or reduction. 

unemployment benefits can be classified as 
a Class VI felony. Prison time and high fines 
are associated with a conviction of this kind. 
Arizona state law also imposes a mandatory 
15 percent penalty to be added on to the total 
amount of the overpayment. 

The “Established Date” of the determination: 
This may or may not be the same date you 
received the actual funds and will be the 
date from which interest measurements will 
accrue. For instances of fraud and non-fraud 
overpayment, interest will begin to accrue 
one month after the Established Date. For 
cases of administrative overpayments, this 

will be six months from the Established Date. 
Interest typically accrues on unemployment 
overpayments in Arizona at a rate of 10 percent 
annually. 

The total amount of the overpayment attributed 
to your account: This sum may be greater than 
the actual amount of benefits you received 
because the DES often withholds child support 
and state income tax from the amount of 
benefits paid. 

A description of what the DES sees as the 
cause of the overpayment, including any 
supporting documents or evidence to support 
this determination of cause.

Methods of repayment available to you.

Methods of recovery available to the DES 
to recuperate the debt, including tax return 
interception and wage garnishment if initial 
collection efforts fail.

Your rights concerning a waiver or reduction if 
your overpayment is classified as administra-
tive.

Your appeal rights: You have the right to appeal 
the determination of your overpayment. You 
can appeal the sum, the classification and even 
the finding of the overpayment if you believe any 
of these to be inaccurate. Appeals must be filed 
within 15 days of the date of the determination 
in order to be considered valid.

The timeframe in which the DES will begin to 
attempt to collect on this overpayment debt.
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There are several deadlines associated with an overpay-
ment determination, so do not hesitate in beginning re-
payment or appeal procedures as soon as you receive the 
overpayment notification.

Overpaid Unemployment Funds Repayment 

Repaying overpaid unemployment benefits is an easy 
process. You need to speak to your local DES office about a 
regular payment plan that works for you if you cannot repay 
the overpayment in a lump sum. Very often, you can have 
these funds automatically debited in smaller increments 
from your checking or savings account, deducted from 
your weekly or monthly wages and even offset from other 
benefits you may be receiving. The main priority is that 
you repay the amount in a timely and consistent manner. 
Failure to pay according to whatever plan you establish 
with the DES can result in penalties and legal action in civil 
court.               

If it is determined that the cause of your overpayment 
is administrative, you are entitled to request a waiver or 
reduction. This option is not available for fraud or non-
fraud overpayment. Remember that you only have 15 days 
from the date of your Determination of Overpayment letter 
to file a waiver or reduction. Upon receipt of your request to 
waive repayment of the overpaid benefits, the DES will mail 
you a packet acknowledging your waiver process and send 
you back a financial statement with a confidential financial 
form attached. You can access the confidential financial 
form that the DES will send to you here. This will give you 
an idea of what kind of information is needed should you 
file for a reduction or waiver of the overpayment. 

You can file an unemployment benefits overpayment 
appeal in Arizona by phone, in writing or online. Find the 
official Request for Appeal form here. You can return this 
form to your local Arizona DES office by fax, in person or by 
mail. Bear in mind that the appeals process is a local court 
matter involving the Appellate Services Administration and 
that it may take several weeks or even months to resolve.

How Employers in Arizona Can 
Respond to Unemployment Insurance 
Claim Notices
Employers in the state of Arizona who receive a request 
regarding a former employee looking for unemployment 
compensation benefits have multiple options for 
responding. Employer responses will vary based on the 
Arizona unemployment insurance program the claimant 
has applied for and the type of company the employer 
owns. Read on to learn more about employer responses to 
unemployment insurance claims in Arizona.

Unemployment Insurance Programs in Arizona

The purpose of the various unemployment insurance 
programs in Arizona is to offer assistance to 

workers who are temporarily unemployed, through no fault 
of their own, and that are also making a concerted effort 
to re-enter the workforce. An employer’s unemployment 
taxes cover the entire cost of a claimant’s unemployment 
benefit payments. Note that state law prohibits employers 
from withholding unemployment taxes from an employee’s 
wages. 

How an employer must respond to a claimant’s request for 
benefits depends on the unemployment program through 
which the claimant is seeking benefits. Unemployment 
Insurance compensation benefits are the primary 
responsibility of former employers, while funding for the 
other programs usually comes from the government. There 
are eleven different unemployment insurance programs 
available in Arizona:

Unemployment Insurance (UI)

Unemployment Insurance for Federal Employ-
ees (ECFE)

https://des.az.gov/sites/default/files/dl/UB-092-A-FF.pdf
https://des.az.gov/sites/default/files/dl/UB-126.pdf
https://des.az.gov/find-your-local-office
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The required steps for the employer will vary significantly 
on the unemployment insurance program for which the 
claimant applied. Similarly, each program requires the 
claimant to meet certain eligibility criteria and follow 
specific application instructions. 

Unemployment Insurance for Ex-military 
and National Oceanic and Atmospheric 
Administration Personnel (UCX)

Combined Wages

Approved Training

Shared Work

Workers Compensation Claim (Alternate Base 
Period)

Labor Dispute Claim

Disaster Unemployment Assistance (DUA)

Trade Readjustment Allowance (TRA)

Extended Benefits 
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Unemployment Insurance Benefit Claims Across State Borders

A former employee who currently lives outside of Arizona 
but worked for you in the recent past has the right to 
file an unemployment insurance benefit claim involving 
your company. In cases of such interstate claims, the 
AZ employer should treat the claim like any other that is 
filed in-state. You may also receive an interstate claim 
notice that a claim was filed in Arizona based on wages 
earned in another state, in which case you will be asked 
to share the reason the employee was released from 
your company’s employment. In this case, payment of 
insurance compensation benefits to a claimant will not 
affect the Arizona employer’s unemployment account. 

Unemployment Insurance Benefit Extensions

When the state of Arizona is in a declared period of high 
unemployment, claimants are entitled to an extension 
of unemployment insurance benefits for an additional 
thirteen weeks. Former employees are eligible only if 
they have already exhausted the funds in their benefits 
account and are able to meet specific work requirements.  
An employer’s financial responsibility is determined by 
the type of company in question. Experience-rated and 
nonprofit organizations are asked to pay fifty percent of 
continued payments to claimants, while government 
employers are required to one hundred percent of the cost 
of extending benefits for past employees.

How to File a Response to Reemployment Insurance 
Claims
When an employee files a claim for unemployment 
compensation benefits, the employer’s response depends 
on whether he/she supports or denies the former 
employee’s claim. The employer will be notified of the 
former employee’s request via the “Notice to Employer” 
form UB-110, sample available here. Regardless of 
whether the employer agrees with the claim or not, he or 
she is required to respond to the notice within a maximum 
of ten working days of receipt. Employers have the option 
of responding online or by mail.

Employer Process When in Agreement With Claim

When an employer receives a Notice to Employer, he or 
she should carefully read the details of the claimant’s 

statements. Employers are responsible for former 
employees who meet the following four basic criteria: • 

The former employee can demonstrate a 
previous attachment to the workforce. Workers 
who have recently entered the workforce do not 
qualify.

The former employee did not cause his/
her unemployment. If the employer let the 
employee go for disciplinary reasons, he/she 
will not qualify.

The former employee maintains an attachment 
to the workforce while collecting benefits.

The former employee can demonstrate that he/
she is undertaking an active search for work.

If an employee meets all eligibility requirements to receive 
unemployment compensation benefits in Arizona, and the 
employer does not wish to appeal the claim, he/she can 
proceed to submit the necessary documentation by mail 
or through the online UI State Information Data Exchange 
System (SIDES). 

SIDES is a free online service offered by the state to help 
employers quickly and easily respond to requests by 
former employees for UI benefits. Employers will need to 
register in SIDES before being able to access most of its 
features. Once an employer has signed up to use SIDES, 
all future Notices to Employers will be sent via email. If an 
employer prefers to respond to UI notices and requests 
by mail, all documentation should be sent to the Arizona 
state Unemployment Insurance Benefit Claims Office, not 
the Unemployment Insurance Tax Office. 

Employer Process to Appeal a Claim

It is important that an employer notes his or her decision 
to appeal a former employee’s claim for unemployment 
compensation benefits within ten days of receiving the 

https://des.az.gov/content/ui-benefit-claims-interstate-benefit-claims
https://des.az.gov/sites/default/files/ub110_2018_0.pdf
https://des.az.gov/services/employment/unemployment-employer/ui-state-information-data-exchange-system
https://des.az.gov/content/ui-benefit-claims-notice-employer-benefit-claim-filing
https://des.az.gov/services/employment/unemployment-employer/ui-state-information-data-exchange-system
https://des.az.gov/services/employment/unemployment-employer/ui-state-information-data-exchange-system
https://des.az.gov/content/unemployment-insurance-tax-employer-appeals-charges-former-employees
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Notice to Employer. The Unemployment Insurance Benefit 
Claims Office will respond by sending a Determination 
of Deputy form that will clarify why the office decided to 
award the claimant with compensation benefits, including 
the applicable charges that will be placed on your 
unemployment account. 

The employer is requested to respond within fifteen days 
of receiving the determination notice to request a formal 
appeal. At this point, an employer is entitled to have their 
case heard in front of an appeals tribunal either by phone 
or in-person. During this hearing, the employer will have 
the chance to explain why he/she does not support the 
claimant’s case to receive unemployment compensation 
benefits. A decision will be mailed to the employer following 
the hearing.

If the employer still does not agree with the tribunal’s 
decision, he or she can take the case to the next level of 
appeals. At this stage, the case will be seen by the Appeals 
Board, which offers two levels of appeals court. The final 
level for appeals is a hearing in front of the Arizona Court 
of Appeals, who have the legal right to come to a final 
decision concerning the rights of the claimant to request 
unemployment compensation benefits from the employer.

How Employers in Arizona Can Appeal 
Unemployment Insurance Decisions
When a worker submits an application for unemployment 
compensation benefits in the state of Arizona, the former 
employers of the worker are contacted for confirmation. 
Employers can express their disagreement with the 
claimant’s request immediately upon receiving initial 
notice of the claim. Once the appeals process begins, 
employers can make their case at appeals court hearings. 
Keep reading to learn everything you need to know about 
filing an employer request to appeal unemployment 
compensation benefits in Arizona.

Steps to Filing Unemployment Compensation Employer 
Appeals in Arizona

In Arizona, the appeals process for employers to reject 
payment of unemployment (UI) insurance compensation 
benefits is managed by the Unemployment Insurance 

Benefit Claims Office that sent the initial notice, not the 
Unemployment Insurance Tax Office. There are four 
different levels to the employer appeals system:

Level 1: Appeals Tribunal Hearing

Level 2: Appeals Board Hearing

Level 3: Arizona Tax Court

Level 4: Arizona Court of Appeals

Each level of appeals hearing is progressively based on the 
decision of the employer to continue to disagree with the 
court’s decision to award the former worker UI benefits. 
The entire appeals process for the employer begins upon 
receiving the “Notice to Employer.”

Respond to the Notice to Employer

The Unemployment Insurance Benefit Claims Office 
lets the employer know that a worker has listed his or 
her company as a former employer responsible for UI 
payments. The Notice to Employer is the first official 
opportunity for employers to alert the state of Arizona of 
disagreement with a claimant’s application for UI benefits. 
It is extremely important for an employer to respond to the 
Notice to Employer within ten days of receipt if he or she 
would like to appeal the claim. 

The most common grounds for appeal cited by employers 
in Arizona include:

The claimant is not a former employee of the 
employer.

https://des.az.gov/services/employment/unemployment-employer/unemployment-insurance-tax-program-employer-appeals
https://des.az.gov/content/ui-benefit-claims-protesting-claim
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The employer has information proving that 
the claimant is not willing or able to seek and 
accept suitable work.

The employer has available work and would like 
to hire the claimant.

Online Submission of the Response to Notice to 
Employer

Employers in Arizona can begin the appeals process 
by submitting the employer response to The Notice to 
Employer online through the free UI State Information 
Data Exchange System (SIDES). The SIDES platform 
allows employers to register their company and receive 
notifications from the UI office electronically through their 
account. To sign up with SIDES, an employer must have 
the company’s tax ID number and other basic information 
ready. 

Once an employer registers with SIDES, all future Notices 
to Employer will be emailed to the address on your account. 
All electronic notices will include a unique Personal 
Identification Number and URL address to respond to the 
email. When an employer chooses to appeal the decision 
of the initial Notice to Employer to award a claimant UI 
compensation benefits through SIDES, further instructions 
specific to the employer’s and claimant’s situations will 
also be available online.

Mail in Response to Notice to Employer

Employers can also choose to respond to the Notice to 
Employer by filing a paper Request for Reconsideration/
Appeal. After filling out this form, the employer can fax the 
completed documents to:

You can also mail the form to the following address:

Department of Economic Security 
Unemployment Insurance Administration 
P. O. Box 29225 
Phoenix, Arizona 85038-9225

Additional questions and concerns about filing an appeal 
of unemployment taxes can be answered by calling the 
Unemployment Insurance Call Center at: 

Toll Free: 1 (877) 600-2722

Phoenix: (602) 364-2722

Tucson: (520) 791-2722

Respond to the Determination of Deputy

After an employer has responded to the Notice to Employer, 
the UI Benefits Claims Office will review the claimant’s case 
and issue a Determination of Deputy (form UB-100) to the 
employer. This document outlines the eligibility criteria 
met by the claimant and which Arizona employment 
statutes apply to the case. The Determination of Deputy 
will also include more details on how the case will affect 
the employer’s unemployment insurance tax rate and 
account. Once an employer receives a Determination of 
Deputy form, he/she has fifteen working days to respond 
with a request to continue the appeals process. The 
employer response clarifying the intent to continue the 
appeal should be sent by mail to:

Arizona Department of Economic Security 
Unemployment Insurance Tax 
4000 N. Central Ave, Suite 500 
P.O. Box 6028 
Phoenix AZ 85005 
Telephone: (602) 771-6652 - FAX: (602) 532-5538

Phoenix: (602) 364-1210 or (602) 364-1211 

Tucson: (520) 770-3357 or (520) 770-3358

https://des.az.gov/services/employment/unemployment-employer/ui-state-information-data-exchange-system
https://des.az.gov/services/employment/unemployment-employer/ui-state-information-data-exchange-system
https://des.az.gov/sites/default/files/dl/UB-126.pdf
https://des.az.gov/sites/default/files/dl/UB-126.pdf
https://des.az.gov/content/employer-tax-appeals-liability-employment-or-wages-process
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Attend an Arizona Appeals Tribunal Hearing 

At this point, the employer will receive an official hearing 
date to discuss the case in front of an Appeals Tribunal. 
Before attending this hearing, the employer should prepare 
evidence and testimony as to why he or she believes the UI 
Benefits Claims Office has made a mistake in finding the 
claimant eligible for compensation from his/her company. 
This hearing can be attended in-person or over the phone, 
with or without the claimant present. The employer will 
receive written notification of the court’s decision after the 
hearing.

Attend an Arizona Appeals Board Hearing 

If the employer still disagrees with the court’s decision, the 
case will be brought in front of the Arizona Appeals Board. 
The Appeals Board offers two courts depending on an 
employer’s basis for appeal. Before attending the hearing, 
the employer must provide any quarterly unemployment 
tax and wage reports along with the names of workers and 
amounts in dispute. This hearing structure will follow most 
of the same guidelines as the previous court hearing.

Appeal to the Arizona Tax Court and the Court of Appeals

When employers still find themselves in disagreement 
with the Arizona court’s decision to award a claimant 
benefits at the cost of his/her company, they can appeal 
to the Arizona Tax Court. At this stage, the employer’s 
responsibilities and rights are similar to previous hearings. 

Likewise, if the employer still disagrees with the Arizona 
Tax Court’s decision to award the claimant benefits, the 
final level of appeal occurs at the Arizona Court of Appeals. 
Here, the employer will have his or her last opportunity to 
make his or her case in front of a legal body. The employer 
should follow similar guidelines in court to those required 
for the previous hearings. 

How to File Unemployment Taxes in 
Arizona as an Employer
Most employers in the state of Arizona are required to file 
unemployment taxes for all employees in their service. 

Filing unemployment taxes can be completed online or 
through the mail, though the state recommends that 
employers use the online system. The specific tax rate 
for every specific company will vary based on several 
factors, including the company’s tax status, employee 
composition, and more. Continue reading to discover 
everything an employer needs to know about filing and 
paying for unemployment taxes in Arizona. 

Employer Conditions for Unemployment Tax Filing in 
Arizona
Not all employers in Arizona are liable to pay unemployment 
taxes. An employer must meet one of the following eleven 
conditions to be held responsible for AZ unemployment 
taxes:

Pay wages of a minimum $1,500 within any 
calendar quarter.

Employ at least one worker for any part of the 
day over twenty different weeks in a calendar 
year.

Pay Federal Unemployment Taxes because a 
worker works in any other state for any reason.

Acquire the business of another employer who 
already pays unemployment taxes.

Own two or more businesses in Arizona which 
together meet any of these conditions.

Voluntarily offer unemployment insurance 
benefits to workers without meeting one of 
these conditions.

Pay domestic house workers at least $1,000 in 
any calendar quarter.

https://des.az.gov/services/employment/unemployment-employer/employer-tax-unemployment-insurance-liability-reconsidered
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Pay agricultural workers at least $20,000 in any 
calendar quarter.

Are a leasing or temporary services business 
providing workers to other businesses

Are a 501(c)(3) organization employing four or 
more employees

Are an Indian tribe or subsidiary thereof 

Employers found responsible for paying unemployment 
taxes in Arizona are required to take two actions on a 
quarterly basis: file Quarterly Wage Reports and pay 
whatever unemployment taxes are due every quarter. 
Continue reading for more details on how these documents 
can be submitted either online or by mail.

How to File Unemployment Taxes 
Online in Arizona
When an employer starts business, he/she should 
immediately complete paperwork to receive an Arizona 
Unemployment Insurance Tax Account Number. An 
employer cannot pay unemployment taxes or conduct 
most legal business without this number. Once an 
employer has his/her tax ID number, he/she can proceed 
to the following steps:

How to File Unemployment Tax in Arizona by Mail

Similar to the aforementioned process for online 
submission, filing unemployment tax payments by 
mail is not possible until an employer has a registered 
Unemployment Insurance Tax Account Number. Once the 
company has been registered, the employer can expect 

Sign up for the Arizona Internet Unemployment 
Tax and Wage System (TWS) online platform. 
This portal was designed by the unemployment 
tax office to help employers stay up to date 
on any notifications to their account and 
easily submit all necessary documentation 
electronically. 

More specifically, employers can upload 

Quarterly Wage Reports and pay unemployment 
taxes through the creation of a TWS account. 
To create an account, employers will need 
access to their Arizona Unemployment 
Account Number and 6-character password. 
The account number and password can be 
found on the most recent Unemployment Tax 
and Wage Report mailed by the UI office to the 
employer.

Upon registering in the TWS system, employers 
should quickly receive a written notification 
in the mail called the Determination of 
Unemployment Insurance Liability. This notice 
will outline the employer’s unemployment tax 
rate and how it was calculated by the state. 
Employers cannot move forward in the process 
until they have received this document and 
their official unemployment tax rate.

At this point, employers can begin completing 
their Quarterly Wage Reports for all eligible 
employees in their service. These reports are 
due on the last day of the month following the 
end of the previous quarter. Employers can log 
in to their TWS account at any point up until this 
due date to submit all paperwork without fear 
of incurring any penalties.

Employer unemployment tax payments are due 
on the same day at Quarterly Wage Reports. 
For most employers, it is easiest to submit both 
at the same time. The TWS portal offers several 
options for tax payment, including debit/credit 
cards and bank transfers.

https://des.az.gov/content/applying-unemployment-insurance-tax-account-number
https://des.az.gov/content/arizona-unemployment-tax-and-wage-system-online-payment-overview
https://des.az.gov/content/arizona-unemployment-tax-and-wage-system-online-payment-overview
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to receive the Determination of Unemployment Insurance 
Liability notice in the mail within the next couple weeks. As 
mentioned above, this document is important for clarifying 
an employer’s tax rate.

Once the employer has received his/her unemployment 
tax rate, the employer can begin completing Quarterly 
Wage Reports (form UC-018 available here) for each 
employee of the company. The employer should be careful 
to adhere to the agency’s due dates to avoid any penalties. 
Employers submitting by mail can make unemployment 
tax payments by check or money order.

All paper submissions of Quarterly Wage Reports should 
be mailed to:

Via U.S. Postal Service: 
Arizona Department of Economic Security 
Unemployment Tax Section, 911B-1 
P.O. Box 52027 
Phoenix, AZ 85072-2027

Via courier service (UPS, FedEx, etc.): 
Arizona Department of Economic Security 
Unemployment Tax Section, 911B-1 
4000 N. Central Ave, Ste 500 
Phoenix, AZ 85012-1976

Penalties for Late Unemployment Tax Filing in Arizona

Arizona imposes penalties on employers who do not 
adhere to unemployment tax rules and regulations. 
Because the employer should be expecting to receive 
important notifications from the unemployment tax office 
during this time, failing to receive a necessary document 
is not justifiable grounds for avoiding a penalty. Penalties 
will incur if either the Quarterly Wage Report is not filed or 
the taxes due are not paid by the stated due date. If neither 
is completed, multiple fees will be added to the employer’s 
account.

The unemployment tax office calculates penalties as such: 
the employer owes 0.10% of the total wages paid in that 
quarter, with a minimum fee of $35 and a maximum of 
$200. This fee becomes compounded into the amount 
due if multiple quarters pass without payment. If too much 

time passes, the unemployment tax office will send the 
case to a collections agency and your company may face 
other legal charges.

Veteran Employment Assistance 
Programs in Arizona 
Veteran employment assistance programs in Arizona 
are offered to veterans as free service to help re-renter 
the workforce, participate in training activities, manage 
disabilities, and more. These programs are available to 
most former servicemen, but some eligibility requirements 
apply for all aid and more specifically for certain programs. 
Applicants for veteran employment assistance are 
processed by the Department of Economic Services and 
are accepted by mail or in-person. Read on to discover 
everything a veteran needs to know about applying for and 
participating in veteran employment assistance programs 
in Arizona.

Eligibility Requirements for Veteran Employment 
Services in Arizona 

To participate in veteran employment and training services 
in Arizona, a veteran must hold one of the following 
designations: 

Special Disabled Veteran or Disabled Veteran 

Veterans in this category must be classified by 
the Department of Veterans Affairs as disabled 
and have been discharged from active duty 
because of problems related to their disability.

Eligible Veteran

Any veterans who served at least 180 days 
of active duty and were discharged from the 
military with anything other than a dishonorable 
designation. Veterans who may have not 
completed the service requirement but were 
discharged from the military for disability-
related issues are also fall into this category.

https://des.az.gov/sites/default/files/dl/UC-018-FF.pdf
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Veteran Employment Programs in Arizona

The Arizona VA Department hosts four of its own 
veteran employment assistance programs for former 
serviceman of different categories. These programs not 
only help veterans find suitable employment and gain 
new professional skills but can also provide housing, 
counseling and other forms of assistance to veterans 
in need. Eligibility requirements for these programs are 
based on the veteran’s designation, as mentioned above. 

Veterans’ Priority of Service

The state of Arizona offers veterans the opportunity to be 
given Priority of Service. The Priority of Service designation 
gives veterans the status of Covered Person, giving them 

Disabled Veterans Outreach Program

The Disabled Veterans Outreach Program (DVOP) is 
an employment and training program for veterans that 
is charged with helping all categories of veterans take 

Eligible Spouse

To be an Eligible Spouse, the spouse must 
have been married to a veteran that died from 
a service-related injury or disability or went 
missing in action (MIA), were captured in the line 
of duty or were forcibly detained by an enemy. 
Spouses of veterans who have been totally 
incapacitated due to a service-related disability 
are also eligible under this designation. 

Served in the military and was released under 
any condition other than dishonorable

Participated in active service, including full-time 
National Guard or a Reserve branch

You are a spouse of a veteran who:

• Died of a service-related disability

• Is considered Missing in Action, Captured 
in the line of duty, or forcibly detained by an 
enemy

• Is totally incapacitated due to a service-
related disability or injury 

priority for VA and state assistance and services before 
non-covered persons. A covered person is any veteran or 
spouse meeting the following conditions:
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full advantage of state and federal veteran assistance 
programs. DVOP representatives are specifically trained 
to help veterans understand which assistance programs 
are right for them and how to access the benefits of these 
programs. Employment assistance provided by DVOP 
specialists includes professional assessments, interview 
and application skills training, job search and referral 
services, career guidance and other professional and 
supportive services. 

The Workforce Innovation and Opportunity Act 

The Workforce Innovation and Opportunity Act (WIOA) of 
Arizona was designed to provide disabled veterans with 
special opportunities for employment and work training. 
Representatives working under the WIOA focus solely on 
helping veterans with disabilities take advantage of state 
and federal VA benefit programs. Some of the specific 
services offered under the WIOA include:

Tutoring, mentoring and skills training to lead to 
the completion of secondary school.

Paid and unpaid work experiences such as 
internships or apprenticeships.

Occupational skills training and certification 
courses.

Leadership development and guidance 
counseling.

Supportive and follow-up services.

their communities to the fullest extent possible. LVERs 
advocate for veterans’ rights in several arenas and work 
to build lasting relationships with community leaders 
and employers. Some of LVERs primary responsibilities 
include:

Local Veterans Employment Representatives 

The entire purpose of Local Veteran Employment 
Representatives (LVER) is to help veterans participate in 

Planning and participating in local and state job 
fairs.

Working with unions and professional 
organizations to promote veteran employment 
and training opportunities.

Collaborate with training providers and 
licensing agencies to promote licensing and 
training opportunities for veterans.

Network and maintain regular contact with 
local employers, including federal contractors.

By helping veterans become active members of the 
community, LVERs provide both professional and 
communal support to veterans. These representatives can 
be contacted to help guide veterans on an individual basis. 
Veterans can see a listing of LVERs in their area through 
the Arizona Department of Economic Services web portal. 

How to Apply for Veteran Employment and Training 
Services in Arizona

Applications to participate in Arizona veteran employment 
programs should be submitted to the Arizona Department 
of Economic Services by mail or in-person at the nearest 
DES office. Application forms can be requested by 
contacting a LVER or visiting a local DES office. If a veteran 
has already been deemed eligible for state benefits 
by applying for being approved for federal benefits, 
the application process involves determining which 
employment programs will best serve the veteran. If the 
veteran has not already registered for federal veteran 
employment assistance, it may be best to do so before 

https://des.az.gov/services/employment/veterans/services-veterans
https://des.az.gov/services/employment/veterans/arizona-local-and-disabled-veteran-employment-representative-directory
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attempting to complete the state application.

If a veteran eligible for state employment services has 
not already applied for federal VA assistance, the process 
is straightforward. The Arizona Department of Veterans 
Affairs provides the aforementioned employment 
and training opportunities to veterans, but the federal 
government has several other national veteran assistance 
programs that could benefit an eligible veteran. Veterans 
can apply for federal benefits online, by mail, or in-person 
at a local VA office. When veterans are unsure of how to 
apply or if they are eligible, they should contact an LVER 
to have their questions and concerns answered. The 
Department of VA guarantees a response to a veteran’s 
application for benefits within thirty days of receipt. 

Social Security Retirement Benefits for 
Seniors in Arizona 
Social security retirement programs exist to help seniors 
maintain a high quality of life after retirement through 
financial assistance, community and housing programs, 
healthcare and more. Federal programs for the elderly are 
managed by the US Social Security Administration (SSA), 
while state assistance programs are managed by the 
Arizona Department of Economic Security (DES). Seniors 
have to meet certain eligibility requirements to apply 
and may have to complete more than one application, 
depending on the applicant’s situation. Read on for all the 
details on social security retirement benefits for seniors in 
Arizona. 

Benefits of Social Security Retirement for Seniors in 
Arizona
Social security retirement benefits in Arizona are designed 
to help seniors maintain their income and way of life, even 
after retirement. The federal and state governments work 
in conjunction to provide seniors with all of the potential 
services they may need to lead rich lives. The foundation 
for this assistance lies in the federal monetary benefits 
system provided to retirees, in addition to the Medicare 
health network. Most state social security retirement 
programs in Arizona are intended to support these national 
initiatives. 

Social Security Monetary Aid for Seniors

One of the most important social security programs for 
retiring or disabled seniors that is funded and overseen by 
the federal government provides seniors with a monthly 
income. The amount of monetary aid that a senior receives 
upon retiring or claiming disability depends significantly 
on his or her work history. The amount is more or less 
the average of the applicant’s ten highest earning years 
of employment. It also depends on the age in which an 
applicant chooses to start receiving benefits. In general, 
the longer a person waits up until the age of seventy-two, 
the higher the social security benefit amount that he or she 
will receive. Medical status and military history can also 
affect the amount of an applicant’s benefits. The Arizona 
DES provides no supplemental income to the federally-
awarded benefit amount. 

Healthcare for Seniors

Medicare is another important federal initiative that 
provides comprehensive healthcare to individuals aged 
65 years or older through national and local medical 
networks. Seniors that are found eligible for benefits from 
the SSA are automatically eligible for Medicare A. Seniors 
dealing with disabilities or long-term illnesses qualify for 

https://www.vets.gov/employment/
https://www.vets.gov/employment/
https://www.vets.gov/
https://www.ssa.gov/oact/quickcalc/faqs.html
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special programs to supplement this aid, most notably 
in the form of the Arizona Health Care Cost Containment 
System (AHCCCS). The AHCCCS is a discounted 
healthcare network dedicated to providing affordable, 
quality healthcare to the seniors of Arizona.

Arizona Area Agencies on Aging for Senior Guidance 

The Arizona DES has dedicated a special branch of offices 
overseeing senior affairs and with both seniors themselves 
and within the larger community. Representatives from the 
Aging and Adult Administration (AAA) are available to help 
seniors learn about available financial, professional, and 
even social opportunities in their area and advocate for 
their rights in different spheres of life. In particular, here are 
just some of the social security retirement benefits offered 
by the Arizona AAA:

significant of these requirements concern the age of the 
applicant and his/her number of working years.

Minimum Age of Applicants

The current regulations in Arizona divide current recipients 
of social security retirement into two categories by age: 
those born before 1938 and those born after. For the 
former, social security benefits can begin to be earned 
in full by the age of sixty-two. For the latter, seniors can 
apply for national social security retirement benefits and 
other benefits at sixty-two, but they will not receive the 
full amount. Instead, if they wait until sixty-five, the yearly 
monetary amount will be notably higher.

Social Security Credits

To receive social security retirement benefits in the U.S., 
an applicant must be able to show that he/she worked 
for at least ten years, or forty qualifying annual quarters, 
at a tax-paying job. A potential beneficiary does not need 
to have been a full-time employee but must have earned 
at least $1,300 per quarter (as of 2017). Known as Social 
Security Credits, the only way to receive social security 
retirement benefits without working is to do so through 
marriage. Spouses meeting certain conditions are eligible 
to receive up to 50 percent of a partner’s monetary benefits, 
without affecting the spouse’s income at all. If separated 
or widowed, a former spouse may also be able to receive 
benefits under special conditions. 

How to Apply for Seniors Social Security Retirement 
Benefits in Arizona

Applicants seeking social security retirement benefits 
should start by completing the federal application before 
proceeding ahead with the state application, as oftentimes 
meeting federal eligibility requirements may automatically 
qualify an applicant for state benefits. The national 
application for social security benefits can be completed 
online, in-person at a local SSA office or over the phone. 
Regardless of how a senior submits an application, a 
written decision will be mailed usually within a month of 
receipt.

Home and community support, including 
transportation and home-delivered meals

Prescription Drug Programs

Case Management

Senior Activities and volunteering

Support Groups

Seniors Social Security Retirement Eligibility in Arizona

Seniors applying for social security retirement benefits 
in Arizona must meet a few important criteria to be able 
to receive either federal or state assistance. The most 

https://www.azahcccs.gov/Members/GetCovered/Categories/elderly.html
https://des.az.gov/services/aging-and-adult/aging-and-disability-services/area-agency-aging
https://www.ssa.gov/planners/credits.html
https://www.ssa.gov/planners/credits.html
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Online Submission

Submitting an application for social security benefits online 
is the easiest way to go. The applicant can head to the 
SSA’s web portal, make an account and start submitting 
the necessary information. To submit an application 
through any method, a senior should prepare his/her social 
security number, birth certificate, most recent W-2, and 
applicable information for any eligible family members. 
Applicants with any questions can contact the SSA with 
questions online or over the phone.

Submission In-Person or by Phone

Applicants can visit any local Social Security Office to fill 
out an application for social security retirement benefits. 
Several local social security offices can be found in 
Arizona. If an applicant prefers to complete the process 
over the phone, he/she can call 1-800-772-1213 to make 
an appointment Monday through Friday from 7 AM to 7 
PM. 

For state social security retirement programs that 
applicants do not receive automatic eligibility for, other 
applications may be necessary. Interested seniors should 
contact their local AAA to learn more about available 
programs in their area and how they can begin the 
application process.

The Work Opportunity Tax Credit 
(WOTC) in Arizona
The Work Opportunity Tax Credit (WOTC) in Arizona 
allows employers to receive a tax credit when they hire 
certain employees. Business owners should understand 
the WOTC in order to learn about the requirements for 
receiving financial compensation in the form of a tax 
benefit. The WOTC program not only offers tax incentives 
to Arizona business owners but also provides employees 
who have difficulty in finding employment with new 
opportunities to find work. Employers who are seeking to 
learn more about the WOTC in Arizona should understand 
the eligibility requirements for the credit along with the 
criteria necessary to participate. Not every employee who 
is hired by an employer will meet the requirements for the 

tax credit. To learn more about the type of employees who 
are eligible to earn a tax credit from, continue reading the 
sections below.

What is the Work Opportunity Tax Credit (WOTC) in 
Arizona?

The Arizona Work Opportunity Tax Credit (WOTC) allows 
employers to earn a tax credit from hiring certain groups 
of employees. The amount of the tax credit that will be 
provided to the employer will depend on the employee hired 
and in which group he or she is categorized. The WOTC 
total amount can fluctuate in terms of what an employer 
will receive, especially when concerning the amount of 
time for which an eligible employee has been unemployed. 
As long as a private-sector business or company hires an 
employee from one of the groups, then the tax credit will 
be awarded. 

What are the Arizona WOTC benefits?

The benefits to receiving the Work Opportunity Tax Credit 
(WOTC) in Arizona can apply to both the employer and 
employee. While the employer will receive a financial 
incentive when he or she hires an employee from a target 
group, the employee will benefit as well, as the target 
groups that are considered are generally groups of people 
who have consistent barriers in finding employment 
opportunities. Thanks to the program, some private-sector 
businesses are more inclined to hire certain employees 
who have faced challenges in employment, which can lead 
to long-lasting careers for these employees. The financial 
benefit for hiring an employee from a target group can 
range from $1,000 to over $9,000 per eligible employee. 
Depending on the criteria of the employee and his or her 
categorization in the target group, the financial amount for 
the tax credit will vary.

What are the Arizona WOTC eligibility groups?

One of the most critical components of the Arizona WOTC 
revolves around makeup of each target group. Not every 
employee hired is eligible to earn a tax credit, even if the 
employee fits into one of the target groups outlined in 
the program. For instance, employees who are rehires, 

https://faq.ssa.gov/ics/support/ticketnewwizard.asp?style=classic
https://www.ssa.gov/agency/contact/phone.html
https://secure.ssa.gov/ICON/main.jsp
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meaning they have worked at the business before, will 
not be eligible for a tax credit. Additionally, employers who 
are seeking a tax credit for current employees will not be 
allowed the credit either. Only new hires who fall into the 
target groups and who will be working a minimum of 120 
hours in the first year of employment will fit the criteria for 
an employer tax credit. The target groups that an employer 
must hire from to receive financial compensation include:

Private-sector businesses will be able to maximize tax 
credits by hiring within the above-mentioned groups. 
Additionally, employers will receive different tax credit 
amounts depending on the eligible employees that they 
choose. For example, hiring a veteran will have different 
tiers in terms of the type of veteran hired and the amount of 
a tax credit received. For instance, hiring a qualified veteran 
will garner a tax credit for an employer of $2,400. However, 
hiring a disabled veteran who was injured while serving 
in the Armed Forces and who was discharged within one 
year will earn the employer a tax credit of $4,800. Finally, 
a disabled veteran who has been unemployed for at least 
six months will garner a tax credit for an employer of at 
least $9,600. Each target group of eligible employees will 
have a set of qualifications that may result in higher tax 
incentives.

Employers should be aware that not all target groups 
that are considered for the tax credit remain consistent. 
For example, Long-Term Unemployment Recipients 
comprise a new category within the Arizona WOTC 
program. Meanwhile, two categories that have expired 
as of January 1st, 2017 include Designated Community 
Residents and Summer Youth Employees. Depending 
on the circumstances surrounding a target group and 
whether or not a group of workers deserves recognition 
due to consistent hardship, changes may be made to the 
program’s target group categories. Employers who wish to 
keep up to date with all the target groups, new and expired, 
should click here.

How to Get Involved in the Work Opportunity Tax Credit 
in Arizona

To participate in the Arizona Work Opportunity Tax Credit 
(WOTC), employers will need to start by creating an account 
online. Employers who are applying for a WOTC account 
on their own behalf can click here to access the system. 
If a consultant hired to represent multiple companies is 
interested in applying, he or she must click here. To apply 
for a user account, employers must begin by searching 
for an Employer Record using their Federal Employer 
Identification Number (FEIN). Once the Employer Record 
is located, an account can be created and the employer 

Veterans.

Long-term Temporary Assistance for Needy 
Families (TANF) Recipients.

Short-term TANF Recipients.

Supplemental Nutrition Assistance Program 
(SNAP) Recipients.

Vocational Rehabilitation Referrals.

Ex-felons.

Supplemental Security Income (SSI) Recipients.

Long-Term Unemployment Recipients.

https://des.az.gov/targeted-groups-workforce-opportunity-tax-credit
https://wotc.azdes.gov/User/UserApplication.aspx
https://wotc.azdes.gov/User/UserApplicationConsultant.aspx
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can apply for the Work Opportunity Tax Credit (WOTC) 
in Arizona. An employer must submit the necessary 
application for an employee within 28 calendar days from 
the date that he or she begins work. Any late application 
for the WOTC will be denied. Further questions regarding 
the Arizona Work Opportunity Tax Credit program can be 
directed to WOTC@azdes.gov or 602-771-0899.

Supplemental Nutrition Assistance 
Employment and Training in Arizona
The Supplemental Nutrition Assistance Employment and 
Training Program (SNA E&T) in Arizona is a mandatory 
program for adults who are receiving nutrition assistance 
from the state. When families receive Supplemental 
Nutrition Assistance Program (SNAP) benefits in Arizona, 
the adult household members who are able to work will 
be automatically enrolled in the SNA E&T. SNAP benefits, 
formerly known as food stamps, provide healthy and 
nutritious food options to lower incomes families in 
need. Beneficiaries who receive SNAP benefits should 
understand the requirements that involve participating 
in SNAP Employment and Training. The only exemption 
involved in participating in SNA E&T is for adults who are not 
able to work and who have a verifiable reason. Applicants 
who receive SNAP should be aware of the Supplemental 
Nutrition Assistance Employment and Training Program 
requirements in Arizona in order to avoid missing out on 
benefits. To discover more information about what to 
expect from SNA E&T, continue reading below.

What is the SNA E&T Program in Arizona?

The SNA E&T Program in Arizona is intended to help adult 
household members to find employment opportunities 
that will help push them forward toward more self-
sufficient means. SNA E&T counselors will provide adult 
beneficiaries with job training, assistance with work-
related problem-solving, necessary career skills, job 
searching and other service options that are considered 
necessary for work. Participants in the Supplemental 
Nutrition Assistance Employment and Training Program 
are encouraged to improve their skillsets when it comes 
to pursuing employment opportunities within the state so 

that they can be better prepared for what to expect. There 
are many different groups that offer SNA E&T Training 
benefits, depending on the area of focus a prospective 
beneficiary chooses. For instance, the Department of 
Labor, Job Corps and Department of Veteran Affairs all 
offer Supplemental Nutrition Assistance Employment and 
Training Programs to help those in need.

What are the Arizona SNA E&T eligibility requirements? 

An important aspect of any government-led program 
involves eligibility requirements. In order to receive SNAP 
benefits, adult household members who are able to work 
must participate in SNA E&T. Exemption from this eligibility 
requirement for Supplemental Nutrition Assistance 
Employment and Training Program participation is 
reserved for adults who cannot work due to physical 
impairment, mental handicap or any other verifiable reason 
approved by the Arizona Department of Economic Security. 
Additionally, adults who are the designated caregivers 
for family members with disabilities and those who are 
pregnant or caring for dependent children under six years 
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of age are also exempt from the SNA E&T Program. Since 
the program is aimed toward adults who have difficulty 
in securing employment, the Supplemental Nutrition 
Assistance Employment and Training Program would be 
of no use to those SNAP beneficiaries who cannot work.

After being approved for Arizona SNAP benefits, the 
petitioner must participate in the SNA E&T program for a 
minimum of 20 hours every week. The type of participation 
which is considered fulfilling the E&T SNAP requirement 
include but is not limited to:

be mailed to the beneficiary and he or she will be required 
to attend a SNA E&T orientation program. The orientation 
for SNA E&T will go over what is expected of the beneficiary 
every week and the consequences that will occur with 
failure to comply with the requirements. Beneficiaries who 
do not comply with the requirements of the program will 
be subject to loss of benefits within the SNAP program. For 
the first infraction, a beneficiary will lose SNAP benefits for 
a period of one month. The second infraction will result in 
SNAP benefits being withheld for a period of two months. 
The third, and any subsequent infractions afterwards, a 
beneficiary will lose SNAP benefits for a minimum of six 
months. Families who receive benefits from SNAP on a 
collective basis should understand that failure to comply 
with SNA E&T program requirements will result in the loss 
of benefits for the entire household.

How to Get Involved in SNAP Employment and Training
After applying for SNAP benefits and receiving approval, 
beneficiaries do not need to submit an application for 
SNAP Employment and Training. Approval for SNAP 
benefits will automatically enroll eligible registrants in 
the Supplemental Nutrition Assistance Employment and 
Training Program. A notice will arrive in the mail for all 
eligible adult beneficiaries to attend the initial appointment. 
All beneficiaries noted on the letter will need to attend. The 
SNA E&T Program orientation notice will be mailed at least 
five days prior in order for beneficiaries to properly prepare. 
The Supplemental Nutrition Assistance Employment and 
Training Program orientation will go over the requirements 
of the program and also explain the activities which 
will need to be monitored and recorded in order to 
meet participation requirements. Beneficiaries should 
understand in advance what is expected from the SNA 
E&T Program in order to avoid a lapse in SNAP benefits. 
Beneficiaries who have further questions regarding the 
Supplemental Nutrition Assistance Employment and 
Training Program can contact the Arizona Department of 
Economic Security (DES). To find the local Arizona DES 
office, click here. Learning how to get involved in SNAP 
Employment Training early on not only helps in maintaining 
SNAP benefits, but also will provide adults applicants with 
the chance to find employment opportunities that can help 
a household from relying on financial support and food 
assistance programs long-term. 

Job searches

Job readiness

Registered apprenticeship

Education training

Work experience

Unsubsidized paid employment

Community service

Enrollment in the Arizona SNA E&T Program will be a 
requirement for those eligible SNAP beneficiaries and will 
need to be maintained until employment is found. The 
SNAP Employment and Training program information will 

https://des.az.gov/find-your-local-office
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The Jobs Program in Arizona 
The Jobs Program in Arizona is a mandatory program that 
provides work-related assistance to families in need. For 
beneficiaries receiving Temporary Assistance for Needy 
Families (TANF) Cash Assistance in Arizona, an important 
requirement is participation in The Jobs Program. 
However, many recipients of TANF benefits are not aware 
of what the Jobs Program is and what is expected in order 
to participate. For low income families that receive cash 
assistance from the state, benefits will only be awarded 
when participation in The Jobs Program is complete or in 
progress. Knowing what to expect from the Jobs Program 
and who will be required to participate are very important 
aspects of the TANF program. In addition, understanding 
who is exempt from the Jobs Program will be helpful 
when learning about cash assistance. To learn more about 

the Jobs Program in Arizona, along with the benefits to 
participating in the program, continue reading below.

What is the Arizona Jobs Program?

The Jobs Program in Arizona is a chance for TANF 
beneficiaries to receive work-related assistance that 
can help with employment opportunities. The Jobs 
Program aims to help beneficiaries of TANF struggling 
with employment with the necessary tools and training to 
reenter the workforce. The overall purpose of this program 
is to help reduce the poverty throughout the state of 
Arizona by increasing self-sufficiency for lower income 
and financially dependent families. By offering The Jobs 
Program, community involvement is increased, while also 
providing critical tools and career training opportunities 
to those in need. Adult TANF beneficiaries who are work-
eligible must participate in the program. The Jobs Program 
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is enforced by The Department of Economic Security 
(DES) and those who do not participate as required may 
experience negative consequences.

Who can participate in The Jobs Program in Arizona?

Since the Jobs Program is a requirement in order to receive 
benefits from TANF, it is important to understand who will 
need to participate and who is exempt. The beneficiaries 
receiving TANF who are adults within the household 
and who are able to work must participate in the Jobs 
Program. The only TANF recipients who are exempt from 
the Jobs Program include children and petitioners who 
are not able to work. Reasons in which a TANF recipient 
is not work-eligible include mental or physical disability, 
caretaker responsibilities within the home and pregnancy. 
Applicants who are determined to not be eligible to work in 
Arizona will be exempt from needing to participate in the 
Jobs Program.

Participation in the Jobs Program orientation will be 
required for those who are work-eligible. As part of the 
TANF Cash Assistance program, beneficiaries will be 
responsible for attending the initial appointment in order 
to review what is expected from the Jobs Program. 
Eligibility for the Jobs Program will be determined by the 
Department of Economic Security at the time of TANF 
approval. As soon as an applicant for TANF benefits 
is approved for benefits, he or she will be provided with 
a Jobs Program case manager who can review the 
applicant’s employment history and provide a plan to help 
fulfill the program requirements. Work-eligible applicants 
who are approved for TANF will automatically be enrolled 
in the Jobs Program.

What are the Arizona Jobs Program benefits?

Besides qualifying to receive TANF funds, there are 
other benefits to participating in the Jobs Program. The 
Jobs Program provides various employment training 
opportunities for both employed and unemployed worker, 
in order for them to develop the skills necessary to pursue 
a chosen career field. Lower income applicants would 
receive training at no cost through the program and also 
receive assistance in finding a career path or searching for 

jobs within the area. The Arizona Jobs Program provides 
benefits that can help applicants strategize within a chosen 
career field and also prepare them for what to expect 
throughout the job interview process. Practicing for a job 
interview or crafting a professional resume are some of 
the benefits which are offered through the Jobs Program. 
Each case manager assigned will lead TANF recipients 
through role-playing and work-related activities to prepare 
them for real-life employment scenarios. An applicant 
will receive the necessary assessment of his or her skills 
during the orientation training in order to receive the option 
of a career path that aligns with his or her experience.

How to Begin in the Jobs Program in Arizona

After being approved for TANF benefits, a beneficiary 
will automatically be enrolled in the Jobs Program. Part 
of signing up for TANF benefits is signing the Personal 
Responsibility Agreement (PRA), which is a document that 
acts as a contract of compliance between a beneficiary 
and the Jobs Program. Work-eligible recipients of TANF will 
be referred to The Jobs Program through the automated 
process and provided a case manager. The Jobs 
Program will send a notice to the TANF recipient for more 
information regarding The Jobs Program orientation and 
initial assessment. Beneficiaries will receive the notice for 
The Jobs Program at least five business days in advance. 
Important information on the notice include the date, 
time and address of the appointment, as well as a phone 
number to contact for any further assistance. Recipients 
will receive an automated reminder of participation in the 
program, and if he or she cannot attend the orientation, 
he or she must call the phone number provided. There are 
various locations throughout Arizona that administer the 
Jobs Program. Depending on a TANF recipient’s location 
in the state, the nearest office will be assigned. To find the 
closest office for the Jobs Program in the state, click here.

https://des.az.gov/services/employment/job-seekers/jobs-program-cash-assistance-recipients
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Despite Arizona being an at-will employment state, there are many ways in which employers can illegally terminate employees. 
Most commonly, if an employee is terminated due to reasons including gender, race, nationality, origin, disability, veteran 
status or age, then this is considered wrongful termination. Being an at-will state allows Arizona employers and employees to 
terminate a work relationship at any time for almost any reason. However, even with at-will employment, there are still ways in 
which an employer can illegally dismiss an employee. Knowing the difference between legal and illegal terminations in Arizona 
can help employee who find themselves in a questionable situation. For many different Arizona workers, the knowledge 
regarding at-will employment and the exceptions that Arizona honors is misunderstood. Discovering all the ways in which 
an employee can be wrongfully terminated, as well as the types of legal termination that are observed in Arizona can be 
beneficial. Anyone entering the workforce should be familiar with the legal and illegal reasons to dismiss an employee so that 
workers in the Arizona job market can feel secure in case a circumstance involving illegal termination occurs.

Wrongful Termination
in Arizona
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Legal and Illegal Terminations in 
Arizona
For many employees and employers throughout Arizona, 
there is much to be understood regarding legal and illegal 
terminations. Knowing the difference between a legal 
termination and an illegal termination can help employees 
discover whether or not to file a wrongful termination 
claim. Arizona employees within the workforce should be 
aware of the types of legal and illegal terminations that 
can occur and how to handle each. Arizona employers, 
as well, should know what constitutes illegal and legal 
dismissals in order to avoid any issues that may arise. By 
understanding the types of legal termination in Arizona, 
employers can be aware of the necessary precautions to 
take when looking to terminate an employee. Employees 
can also know ways in which he or she can be dismissed 
that are considered illegal in the state. To find out the 
legal reasons for terminating an employee and what is 
considered illegal in Arizona, continue reading below.

Types of Legal Termination in Arizona
All employers and business owners in Arizona should 
be fluent in the types of legal terminations that can 
occur. Arizona is an at-will state, which means that when 
dismissing an employee there does not need to be a 
reason or a warning. Arizona employers can dismiss an 
employee without any explanation necessary. This also 
works in favor of the employee, as well, as he or she can 
leave a position without notice or reason. Despite most 
reasons for termination being legal, employers should 
still be well-versed in common legal reasons for dismissal 
and how to avoid illegal termination. Employers can take 
necessary precautions in order to ensure that the way 
in which an employee is let go is considered legal. For 
example, regularly documenting disciplinary actions and 
employee performance updates can be the necessary 
proof required for a wrongful termination case. It is 
important for all employers to keep documentation of an 
employee’s work history in case proof is needed later on. 
Some of the most common reasons in which an employee 
is legally dismissed in Arizona can include disciplinary 
issues, problems with performance, attendance concerns 
and conflicts with other employees or the employer. Being 

aware of the legal reasons in which an employee can be 
let go can help employers avoid unnecessary hassle in the 
long run.

Types of Illegal Termination in Arizona
The most common illegal reasons for dismissal in Arizona 
involve being terminated for reasons that are discriminatory. 
When an employee is dismissed from a job due to race, sex, 
age, religion, ethic or national origin, disability or veteran 
status, this is considered an illegal termination. Employees 
cannot be released from a job due to discrimination. 
Regardless of Arizona being an at-will employment state, 
termination that is discriminatory in nature will not be 
considered legal. Other reasons for dismissal that are 
considered to be illegal include those which have a contract 
in place, even if the contract is just an employee handbook. 
Arizona’s Employment Protection Act passed in 1996, 
which is what established that a relationship between an 
employer and employee is contractual in nature but can 
be terminated by either side unless a written contract is in 
place. The term “written contract” is broad in scope and can 
include an actual physical contract signed by either party, 
an employee handbook or a document that provides rules 
and performance expectations signed by the employer. If 
any of these have been established by the employer then 
dismissing an employee for any reason without notice 
may not be considered legal anymore. Without any written 
contracts in place and as long as discrimination is not a 
factor, an employee may have a difficult time making a 
wrongful termination claim against an employer. However, 
many instances in which an employee can make an 
unemployment claim include when:

An employee breaks the established 
employment contract.

The employee termination violates public policy 
in Arizona.

The termination is due to retaliation against the 
employee’s rights.
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Any employee who has been illegally terminated in Arizona 
will have one year in order to file a wrongful termination 
claim in the state. Wrongful termination claims can help an 
employee receive compensation when he or she is illegally 
dismissed from employment.

Knowing the Difference Between Illegal Termination in 
Arizona and Legal Termination

Being an informed as possible in both legal and illegal 
terminations in Arizona can be beneficial in identifying the 
differences between them. Beyond discriminatory reasons 
for termination, other illegal reasons for dismissing an 
employee involve when he or she misses work due to 
jury duty or planned medical leave or when an employee 
is dismissed due to retaliation. When an employer 
terminates an employee for missing work due to jury duty 
or a documented medical leave, these are considered 
illegal terminations. Jury duty is not within an employee’s 
control and therefore cannot be a legal reason to terminate 
employment. In addition, planned medical leave that 

has been agreed upon by the employer or that which is 
medically necessary cannot be a reason for termination. 

In terms of retaliation, there are many different ways in 
which an employee can be retaliated against, all of which 
are considered illegal. For instance, if an employee reports 
illegal findings within the company or business or reports 
harassment and is fired because of those reports, that 
is considered retaliation. If an employee is terminated 
due to retaliation, then he or she will have the chance to 
file a wrongful termination claim against the employer. 
Employees should also know that there are disciplinary 
actions that are considered illegal in Arizona as well. If an 
employer demotes or disciplines an employee for reasons 
that are considered illegal when it comes to termination, 
then these are considered illegal disciplinary actions. An 
employee may be able to file a claim against an employer 
for being illegally disciplined or demoted. However, these 
are generally more difficult to process than termination 
claims.
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At-Will Employment and Exceptions in 
Arizona
At-will employment in Arizona indicates that any employee 
entering a position at will can be terminated or dismissed 
without notice or reason indicated by the employer. 
Understanding at-will employment is critical for employers, 
especially since there are many at-will exceptions to 
consider. At-will employment describes the relationship 
between an employer and employee and dictates the rights 
that can accompany a working partnership. Understanding 
that Arizona is an at-will state and knowing the exceptions 
that are detailed can be beneficial for both employers 
and employees. An employee who understands the at-
will employment exceptions in Arizona can determine 
whether or not he or she will be able to file a wrongful 
termination claim. There are three main exceptions to at-
will employment, and not every state follows each. To find 
out if Arizona recognizes each of the different sections 
of exemptions and what each means for employment, 
continue reading below.

What is at-will employment in Arizona?

At-will employment details that an employer has the legal 
right to terminate employment for an employee for any 
reason at any time. At-will employment is not solely in place 
in the state of Arizona. Every U.S. state is considered an at-
will employment state. The importance of understanding 
at-will employment and the exceptions that can occur 
largely have to do with wrongful termination claims and 
whether or not an employee has been fired illegally. If an 
employee is terminated within an at-will employment state 
for reasons that are not discriminatory, he or she may 
not be able to file a wrongful termination claim. However, 
the exceptions to at-will employment are what should be 
considered and can make the difference between a legal 
and illegal termination in the state.

What are the exceptions to at-will employment in 
Arizona?

At-will employment in Arizona has three exceptions. 
The reason these exceptions to at-will employment 
were implemented were to prevent employer abuse 

of power. Employees found that their livelihoods were 
being greatly affected when terminated for no reason 
without notice. The exceptions to at-will employment help 
protect an employee’s livelihood and make it harder to be 
terminated for reasons that are considered unjust. The 
three exceptions to Arizona at-will employment include 
public policy, implied-contract and covenant of good 
faith. Some states have implemented only one or two of 
these exceptions to at-will employment. However, Arizona 
recognizes all three.

Public Policy Exception to At-Will Employment in Arizona

The public policy exception to at-will employment in 
Arizona is the most widely acknowledged exception and 
perhaps the most important. The at-will employment 
public policy exception is aimed to help employees who 
have been terminated from employment due to reasons 
that go against existing public policy within the state. 
Public policy exceptions involve termination that violates 
the Arizona constitution, workers’ compensation claims or 
other reasons that clearly violate Arizona law. An example 
of a public policy exception for at-will employment involves 
an employee being subpoenaed to provide information 
against an employer. When an employee testifies truthfully 
and is fired because of it, this is considered a violation 
of public policy and can become a wrongful termination 
claim. Without limiting the employer’s right to terminate 
an employee for reasons outside of public policy, any area 
that is lawfully detrimental in nature will be considered for 
this exception. While the public policy at-will employment 
exception is recognized in 43 out of 50 states, each state 
will have a different definition as to what constitutes public 
policy.

Implied-Contract Exception to At-Will Employment in 
Arizona

The implied-contact exception to at-will employment in 
Arizona involves written, verbal or documented contracts 
in place between an employee and employer. An implied-
contract can include any verbally-provided expectations, 
an employee handbook, outlined job requirements or rules 
that must be followed in order to maintain employment. 
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One of the best examples of the implied-contract 
exception to at-will employment involves an employee 
handbook. When an employee receives a handbook, there 
are rules and expectations that are outlined in order for an 
employee to maintain job security. This is considered an 
implied contract, as an employee now knows what to do to 
meet the expectations of the position. When an employee 
handbook states that employees will be disciplined or 
terminated for specified situations, or that an employer 
will follow certain procedures in disciplining or terminating 
an employee, this is what creates an implied-contract. In 
addition, if a hiring employer orally dictates to an employee 
that employment will be based on performance, this too, is 
an implied-contract.

Covenant of Good Faith Exception to At-Will Employment 
in Arizona 

The least-recognized exception to at-will employment 
in Arizona is the covenant of good faith exception. Only 
11 states in the country recognize the covenant of good 
faith exception, as it has been found to be too broad in 
scope and hard to implement. The covenant of good faith 
exception to at-will employment provides fairness within 
every employer and employee relationship. This exception 
outlines that any employer who terminates an employee 
based on bad faith or malicious intention will be considered 
in violation of at-will employment. Fair dealings are to be 
considered within every working partnership within this 
at-will exception, and employees will be given opportunity 
to pursue a wrongful termination claim against employers 
who are not fair within termination decisions.

How to File a Wrongful Termination 
Discrimination Charge in Arizona 
Wrongful termination refers to situations in which an 
employer dismisses you from your position at a company 
under terms that are in violation of the law. Should an 
employer target you for discrimination either before or 
during your employment due to your status in a protected 
class, or because you opt to exercise your rights in any 
number of circumstances, you are allowed to file a wrongful 
discrimination charge in Arizona. The information below 

provides details on how to file a wrongful termination 
discrimination charge, including the reasons for filing such 
a charge and the legal processes involved.

Reasons for Filing a Wrongful Termination 
Discrimination Charge in Arizona

Being terminated due to discrimination is a serious 
offense in Arizona. Most typically, discrimination charges 
as they relate to wrongful termination relate to protected 
classes. Protected classes include race, religion, national 
origin, color, sex, age, disability and citizenship status. 
Arizona law prohibits violations or discriminations on 
these grounds, as well as against employees with HIV/
AIDS for employers who employ over 15 people. Wrongful 
termination discrimination also applies if you are fired 
from your job after reporting acts of discrimination against 
you in the workplace.

If you feel you have been aggrieved for any of these 
reasons you may file a complaint with the United States 
Equal Employment Opportunity Commission (EEOC). 

How to File a Charge with the EEOC

If you need to file a charge with the EEOC, you must 
determine the amount of time you have to file your 
complaint. Typically, you have 180 in which to file a 
complaint. However, if Arizona has an agency or law 
that specifically protects you from a particular type of 
discrimination or termination, you may be able to file 
within 300 days from the date of the incident. There can be 
other contributing factors, such as how many incidents or 
infractions took place. You can discover more about these 
and other factors by visiting the EEOC’s webpage for time 
limits here. You may use any of several methods to file a 
wrongful termination complaint with the EEOC, including 
in person, by mail, over the phone, online or at a state or 
local Fair Employment Practice Agency (FEPA). 

If you are applying online, the portal will ask you to provide 
information in order to determine whether or not it is the 
appropriate agency with which to file your complaint. You 
may also file your complaint in person at your local EEOC 
office. In order to do so, you can look up your local office 

https://www.eeoc.gov/employees/timeliness.cfm
https://publicportal.eeoc.gov/portal/Login.aspx?ReturnUrl=%2fportal%2f
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by using this directory. When you determine which office 
location is best for you, use the public portal in order to 
make an appointment. When you go to your local office it 
is a good idea to bring any documentation or supporting 
evidence you may need to help make your case. These 
may include any letters or written referrals, performance 
evaluations and a list of contacts who may intercede on 
your behalf. 

To file your wrongful termination complaint by telephone, 
you may call the EEOC at (800) 669-4000. The EEOC does 
not file charges over the phone, but they will take the 
necessary information from you in order to get the process 
started. They will also be able to advise you of whether 
or not your case has merit and if they can act on your 
behalf. To file by mail, you can send a letter that includes 
your contact information and that of the employer against 
which you are filing your charge. You should include the 
number of employees working at the company and a 
description of the events that led to your filing. You should 
also explain where these incidents took place and why you 
believe they took place. For instance, you should mention 
that your dismissal was the result of discrimination against 
you because of your protected class status. You must sign 
your letter in order for the EEOC to proceed with your case. 

There may be instances in which filing under state, local 
or federal law may have some overlap. In order to assess 
the level of government to which you should direct your 
complaint, you can refer to a FEPA. The FEPA and the EEOC 
work in conjunction to make sure there are no duplicate 
charges filed over the same case. They engage in what is 
called dual filing so that when you file with one agency, 
they cross file with the other so you do not have to. 

Complaint Process

If the EEOC accepts your complaint, they have 180 to 
conduct an investigation. Once complete, they will notify 
you in writing giving you two options. You may either 
request a hearing before an EEOC administrative judge 
or ask them to render a decision as to whether or not the 
discrimination happened. Should you opt for the latter and 

you are not in agreement with the finding of the EEOC, you 
have the right to an appeal. An appeal may take place with 
the EEOC or in a federal court. Any request for a hearing 
must occur within 30 days from the date you receive your 
notice about your right to a hearing. 

Filing a Lawsuit

Before you can file any lawsuit in court, you must exhaust 
the administrative process. There are instances, however, 
when you may extricate yourself from the administrative 
process and pursue legal recourse in the court system. 
You may initiate legal proceedings after 180 days if the 
EEOC has not reached a disposition on your case. You 
may also do so within 90 of your receipt of the agency’s 
decision if you have not yet filed an appeal. You may go to 
court within 90 days of the EEOC’s decision of your appeal 
or 180 days from when you filed your appeal but the EEOC 
has not rendered a decision.

Arizona Universities & Colleges: What 
Are the Options?
Students who are seeking to advance their education 
should look no further than Arizona. In Arizona, students 
can learn about almost any subject that interests them 
and earn the credentials for lucrative work in that field from 
accredited institutions. Students can get their education 
while enjoying the attractive climate and culture the 
Copper State has to offer. The most prominent universities 
and colleges in Arizona are Arizona State University, Grand 
Canyon University, Maricopa County Community Colleges, 
Northern Arizona University and the University of Arizona. 
There are a host of other colleges and universities in 
Arizona as well, including Central Arizona College, Eastern 
Arizona College, Cochise College, Arizona Western College, 
Diné College, Yavapai College and Midwestern University. 
Between these Arizona colleges and universities, students 
can earn a variety of associate, bachelor’s and graduate 
degrees, as well as various technical and vocational 
certifications. Many of these schools have multiple 
campuses throughout the state and most offer financial 
assistance to qualifying students. As students explore 
these schools for their own consideration, many other 

https://www.eeoc.gov/field/index.cfm
https://publicportal.eeoc.gov/portal/Login.aspx?ReturnUrl=%2fportal%2f
https://www.eeoc.gov/employees/fepa.cfm
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factors should be analyzed before deciding where to apply. 

Major Arizona Universities and Colleges

Arizona State University

Arizona State University (ASU) was ranked number one 
in the United States by U.S. News and World Report 
for Innovation. It has five campuses located in Tempe, 
downtown Phoenix, Glendale (ASU West), Mesa (ASU 
Polytech) and Scottsdale (ASU SkySong). One of the latest 
additions to the ASU program is the Sandra Day O’Connor 
College of Law, which completed construction and began 
conducting classes in the middle of 2016. Arizona State 
University is reputed for its entrepreneurial approach to 
public education, integrating entrepreneurship into the 
school’s very fabric, both inside and out of the classroom, 
including supporting more than 300 startups led by 
students, alumni, faculty and external entrepreneurs. There 
are approximately 91,000 students enrolled in various 
undergraduate and graduate degree programs, and 
vocational and technical certificate programs at Arizona 
State University’s 15 colleges and schools. 

Grand Canyon University

Grand Canyon University offers degree programs both on 
campus and online, with schedules that accommodate 
working professionals and full-time students. There are 
approximately 69,000 students enrolled at Grand Canyon 
University, which is also in the process of expanding its 
offerings of classrooms, dormitories and student facilities, 
including construction on a brand-new student recreation 
center. 

Maricopa County Community Colleges 

There are approximately 200,000 students enrolled at 
the 10 community colleges in the Maricopa County 
Community College system. These students are enrolled 
in both degree programs and workforce training programs. 

Northern Arizona University 

Northern Arizona University and the University of Arizona 
have partnered to provide students access to the 30-acre 

Phoenix Biomedical Campus (PBC) in downtown Phoenix, 
which is dedicated to bioscience and medicine. There 
are approximately 29,000 students enrolled at Northern 
Arizona University. 
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University of Arizona

Ranked by Forbes as the best college in Arizona, University 
of Arizona (UA) also ranks 124th in the country and 58th 
among public educational institutions, according the U.S. 
News and World Report. The university offers over 300 
majors taught by over 3,000 faculty members at more 
than 20 colleges with more than 20 different schools. 
The main UA campus is in Tucson, while another campus 
is located in downtown Phoenix. In the fall of 2015, the 
university opened the UA Cancer Center at St. Joseph’s 
Dignity Health. There are approximately 42,500 students 
enrolled at the University of Arizona. 

Other Universities and Colleges in Arizona

Central Arizona College

With campuses in Superstition Mountain, San Tan, 
Florence Center, Signal Peak, Casa Grande, Corporate 
Center, Maricopa and Aravaipa, Central Arizona College 
offers a wide variety of associate degrees, certificate 
programs and the Arizona General Education Curriculum 
(AGEC). 

Eastern Arizona College 

Located in Thatcher, Eastern Arizona College offers 
dozens of associate and bachelor’s degrees and certificate 
programs with both on-campus and online coursework 
available. 

Cochise College

With campuses in Douglas and Sierra Vista, Cochise 
College is a public, two-year community college with 
more than 90 degrees and technical certificate programs 
available.

Arizona Western College

Arizona Western College has 11 locations covering 10,000 
square miles and offers over 100 degrees and certifications, 
including over 200 articulated bachelor’s degrees. The 
college enrolls 11,000 students each year and seems to 
have a little something for everyone. The school’s mission 

focuses on providing value for the residents of La Paz and 
Yuma counties.

Diné College

With locations in Chinle, Crownpoint, Shiprock, Tsaile, 
Tuba City and Window Rock, Diné College is accredited 
by the North Central Association of Colleges and Schools’ 
Higher Learning Commission. Through its several schools, 
including the School of Arts, Humanities and English, 
School of Diné Studies and Education, School of Science, 
Technology, Engineering and Math and School of Business 
and Social Science, it offers several certificate, associate 
and bachelor’s degree programs.

Yavapai College

Yavapai College offers campuses in Prescott, Verde Valley, 
Sedona, Prescott Valley and Chino Valley. It is a two-year 
college with dozens of certificate and degree programs 
available through its School of Arts and Humanities, 
School of Business and Computer Systems, School of 
Social Sciences, School of Health and Wellness, School 
of Career and Technical Education and School of Science 
and Engineering. 

Midwestern University

Specializing in healthcare education, Midwestern 
University is regionally accredited and offers a variety of 
programs through its campus in Arizona. The Glendale 
campus includes the Arizona College of Optometry, the 
Arizona College of Osteopathic Medicine, the College of 
Dental Medicine Arizona, the College of Health Sciences, 
the College of Pharmacy Glendale and the College of 
Veterinary Medicine.

How to Pick a Topic for and Write a 
Killer College Essay
A college essay is just one of the many factors that go into 
a college’s decision to accept or decline a student. There 
are many other factors that colleges consider, including 
grade point average, standardized test scores like the SAT/
ACT, community service records and what others have 
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to say about a student through recommendation letters. 
However, a great college essay can certainly tip the scales 
in a student’s favor if it is written well. A college essay is 
one of the few mediums in which a student can truly brag 
about his or her accomplishments and achievements. 

When writing your college essay, do not be afraid to 
highlight positive points about yourself because this is 
the only chance you will have to personally influence the 
reader’s decision. Use the following information so you 
can write a killer college essay and get into the college of 
your choice.

Identify the Essay Topic to Answer
Colleges will usually provide several different topics for 
students to choose from and answer for their essays. 
Start by trying to find the one that best resonates with you. 
Often times, topics include showing how you experienced 
personal growth, how you overcame difficult obstacles or 
how you tackled a leadership role. There is usually at least 
one topic that will pique your interest. If there are a few 
topics that look interesting or all of them look unappealing, 
go with the one that you feel provides the most points to 
write about. You can draw up an essay flow chart and begin 
to fill in bullet points underneath the topic. Whichever topic 
has the most quality supporting points should be the topic 
you choose. 

If you are stumped on which topic to choose, ask to have 
someone brainstorm with you as well. Bouncing ideas off 
multiple people can allow you to hear different opinions 
that may not have come across as obvious to you and can 
get your creative juices flowing. 

Set Aside Time

It is important to give yourself enough time to complete 
the essay and not to write it quickly on the night before it 
is due. As mentioned before, this is the only time you will 
be able to boast about your accomplishments. This is the 
time for you to show that you have put thought into what 
the grader is reading and take pride in everything that is 
presented. Sit down in the most productive place possible 
and start planning your essay out as soon as you receive 
the topics.  

Create an Outline

Always start by creating a rough outline of what your essay 
will look like. It does not have to be incredibly detailed, but it 
should include a rough idea of how the essay is formatted 
and the topics covered. The outline serves to cut down on 
the amount of time wasted attempting to come up with 
cohesive thoughts and it well help lower the probability of 
writer’s block. The snippets included in the outline can also 
make it easier to pick up where you left off if you complete 
the essay in multiple sessions. 

Essays Do Not Always Have to Be Written in Order 

Essays do not have to originally be written in order. 
Sometimes, it may be easier to write the body paragraphs 
of the essay before the introduction. Maybe you are 
inspired to write paragraph three while you are still on 
paragraph one and if so, it is okay. When inspiration strikes, 
do not ignore it. Often times, the best writing happens in 
the spur of the moment and is seldom sequential to the 
overall thread. 

Take Breaks and Come Back to It

Try not to write an essay all at once. Be sure to take frequent 
breaks and walk away from the computer when you need 
a moment. By moving around and focusing on something 
else, you are able to give your mind a break, which helps 
with attention span and can often let the peripheral 
process of the brain take over to improve the essay when 
you return. Try to complete one or two sections each night. 
This ensures that the essay’s components have been 
given adequate, unhurried attention and can decrease the 
number of edits needed overall. 

Always Get Feedback

Peer review is important because it brings in other points of 
view and other experiences that can contribute to a more 
well-rounded essay. Once the essay is primarily finished 
or if you have writer’s block, ask for someone else to read 
through the paper. Additional eyes looking over your paper 
can give valuable insight into anything unclear or grammar 
mistakes that you may have overlooked in the process. Try 
to have at least three different people look over the paper 
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before submitting it to get as much feedback as possible. 

Check Everything Twice

Even if you have completed a review and had others check over the paper as well, do one more check. Do not trust the 
computerized spellcheck alone because it can often miss certain mistakes that are obvious to the reader when performing 
final checks. When completing a final check, be sure to read out loud. By reading out loud, you force your brain to slow down 
and truly process the words on the page. Often times, when you are reading your own work, you may glance over issues 
without even noticing because your brain already knows what you were attempting to convey. Slowing down and reading 
aloud helps you to catch the mistakes you may not have seen the first few times you skimmed the paper.
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9 Ways to Get by Inexpensively in College
College is the time for a high school graduate to experience 
a lot of firsts. Often times, going to college means taking 
the first step away from constant parental influence. A 
student is suddenly responsible for tasks like domestic 
chores, time organization and money management. It can 
often be hard to make ends meet and keep a budget that 
is realistic throughout the first few years of college. For 
college students, many nights can include cheap flash-
frozen dinners in the dark to keep the electric and food 
bills down. However, there are ways to get through college 
relatively cheap. There are also ways to make money that 
can help fund other endeavors during the semester. 

If college is your goal, do not let money be the discouraging 
factor that makes you give up on your dream. There are 
many programs that can help fund your tuition and more 
and if you are frugal with the rest of your finances, college 
can be affordable. For more information on ways to get by 
inexpensively in college, review the following information. 

1. Use the College Class Pages

Often times, university students elect to create social 
media pages for their graduating classes. Be sure to join 
the respective page because many students will utilize 
that connection for advertising apartment sublets, posting 
job opportunities or events to find jobs and selling old text 
books for severely discounted prices. Many people are 
willing to negotiate prices on these pages, which can make 
purchasing essential text books or student housing rental 
expense much more affordable. 

2. Look for Subleases When Living Off-Campus

There are students who may be leaving their respective 
universities to go abroad for a length of time. Some 
students may simply not want to live in their current spaces 
any longer. Most students cannot afford to get out of their 
rental units with active leases and so they will sublet the 
spaces. Subletting apartments or homes can provide high-

quality living spaces with more affordable rental options. 
Snagging a sublet space is a great way to get a nice place 
for a lower price. The sub-letter may also be able to elect 
to renew the old tenant’s housing contract and keep the 
lower rental price. 

3. Always Sell Old Materials

Buying or selling previously purchased book materials is 
a must for any student attempting to cut down on book 
costs. There are always students who bought books 
instead of renting only to realize that the books will never 
be useful again outside of that one class. Many students 
just want to off-load the text books and will set cheap 
prices for a range of texts or request the best offers. In 
many cases, students can purchase many useful texts for 
affordable prices. 

4. Avoid the Campus Bookstore
Text books are often quite overpriced in bookstores, 
especially on campus. There are many other online 
options that will allow for books to be rented far cheaper. 
The only drawback is that a student may have to deal with 
shipping the books back at the end of the semester, but 
since the books were used at a fraction of the bookstore 
price, completing this task can be worth it. Always try 
to get books either online or through free pdf-versions 
whenever possible. Another tip is to rent books whenever 
possible. Many online book rental stores, like Amazon, will 
offer inexpensive extensions for rental text books, making 
this method cheaper than outright buying the texts. 

5. Scholarships

It never hurts to be on the constant lookout for more 
scholarships. There are plenty of scholarships out there 
that apply to college students who are freshmen, all the 
way to graduate students. Many websites will compile a 
list of scholarships that can be applied for quickly, some 
without essay requirements. If looking online is a little too 
much work, go down to the student center to ask for a list 
of scholarships or help finding some that you are a good 
fit for. By putting in a little time and effort, a lot of money 
can come rolling in to help pay for housing and tuition 
expenses, lowering the need for financial loans. 
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6. Create a Meal Plan

For any college student who does not have to pay for a 
meal plan, creating a weekly menu can save money in the 
long run. By deciding what types of dishes are on the menu 
for that week, the student can cut down on extraneous 
purchases for foods that will end up going bad later. It 
also helps cut down on the number of trips out to the store 
for items, allowing the student to save on gas expenses 
in the process. There are many meals that can be made 
using cheap ingredients and that can be eaten on multiple 
occasions through the week. 

7. Try out a Work Study

Students may find it beneficial to apply for work study 
programs at their universities. There are plenty of jobs 
available that will work with student schedules to provide 
the most efficient ways to earn the necessary work study 
credits. In many cases, a work study program also provides 
great experience and looks impressive on a resume. 

8. Sell Old Items Using Apps or Websites

Most students have some type of old clothing or items 
that have not been used in months. If the items are still 
in good condition, students should consider selling them. 
There are many apps or websites available that provide 
students different ways to clear out clutter and make cash 
while doing it. 

9. Utilize Coupons and Store Membership Cards

Coupons have become household staples for students. 
Coupons are often underrated and can help cut down on 
costs for everyday necessities. Students can ask other 
friends who go grocery shopping if they use coupons and if 
so, which ones are the most beneficial for basic purchases. 
Many coupons provide at least a few dollars off a purchase 
price and some are digital, making them easy to organize. 
Store membership cards are helpful for student budgets. 
Many grocery stores offer major discounts for people who 
utilize membership cards and these discounts can also 
transfer to rewards, like discounts on gasoline or future 
grocery purchases.

Ways to Make Money While You Are in 
School
Attending school is expensive and time dedicated to class 
can take away from the time you usually devote to making 
money. Not only is there class time to juggle with work, 
but there is also study time and social activities you must 
learn how to schedule and navigate. Most jobs demand 
a lot from their workers, including work schedules that 
meet the job description hours. These grueling schedules 
are not always compatible with successfully completing 
college. 

The trick to making money while you are in school is to 
find a job that is both flexible and convenient so you can 
properly prioritize your education and so that your efforts 
to make the money to afford it do not turn around to 
sabotage it. Consider jobs on campus or close by, ideally 
accessible by walking or public transportation. Choose 
short-term and recurring jobs rather than making long-
term commitments that you may not be able to keep. 
Additionally, do not forget about jobs that may not pay 
you cash directly, but can still help you cover the costs of 
education. The following is a short list of ways you can 
make money while going to school. 

Driving With a Ridesharing Company

If you brought your vehicle with you to school, you could use 
it to make money by becoming a driver with a ridesharing 
company. If you live at or near a college, chances are good 
that there are plenty of students looking for rides at all 
hours of the day and night. Driving people around is also a 
way to make new friends, get to know the area around your 
school and work at the times when you want, for as long or 
as short as you want. Tips from pleased riders are another 
perk for this job.

Freelance Writing

If you can write a term paper for class, then you already 
have the skills to write an article or blog for a website. If 
you can learn how to write a press release or an e-book 
guide, your value can increase. Freelancing offers a great 
deal of flexibility and control over how you work, who you 
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work for and how much you get paid. You can advertise 
on student boards, community boards, and classifieds and 
join freelancing websites to promote your services and bid 
on freelancing projects. 

Selling Crafts Online

If you are good with your hands, learn how to make 
something people can use at home or give as gifts. From 
the practical items to purely decorative trinkets, if you can 
make something beautiful, someone may be willing to pay 
you for it. There are probably many potential customers 
out there willing to pay well for your products. In addition to 
online marketplaces, auction sites, offline classifieds and 
flyers, you can also attend craft shows and flea markets on 
weekends to sell your wares.

Tutoring

Whatever your level of knowledge on a particular subject 
may be, there are likely other students in a lower grade 
or less advanced than you who could benefit from 
your knowledge. Furthermore, if you have advanced or 
specialized knowledge in a particular area, you could be 
a valuable teaching asset by helping other students to 
understand complicated concepts. You can advertise on 
campus and there are many online companies that allow 
you to register as a working tutor. 

Selling Your Old Clothes and Belongings

Clothing and other items you may not utilize anymore may 
be the exact belongings another person is looking for. 
Thrift stores offer a quick and easy way to unload many 
old belongings and trade them in for some fast cash. 
Online marketplaces and auction sites, like eBay, take a bit 
more time and effort, but could land you a larger payout for 
those same items.

Simple Odd Jobs

From housework to running errands and from walking dogs 
to babysitting, you can often find an abundance of odd jobs 
when working for school faculty or other staff members 
who advertise on classified boards in the student union 
and e-bulletin boards in online school community spaces. 

One of the best aspects of finding work this way is that 
odd jobs can be as short as one time only or recurring for 
as often as you may need the work. Another advantage of 
working for faculty and staff of the school you attend is the 
education you receive about the school, its programs and 
prospects for improving and advancing your education. 

Work Study

You can earn money that is applied directly to your college 
tuition bill, rather than going into your pocket or bank 
account. The less money you have to spend on tuition, 
the more money you can save for other needs and wants. 
Through a work study program, you can generally work 
on campus and keep your class schedule as your top 
priority. There is a Federal Work Study program that your 
school may participate in or it may fund its own work study 
program. The program is often initiated by first filling out 
the Free Application for Student Aid (FAFSA) form and 
turning it into the school’s Financial Aid department. 

Participate in Earn to Learn

Many Arizona colleges and universities, including 
Arizona State University and Northern Arizona University, 
participate in the Earn to Learn college savings and 
scholarship program. Through this program, you can 
receive an eight to one match on up to $500 deposited by 
you in to an Individual Development Account (IDA) to be 
applied toward your education. This amounts to a $4,000 
match and a total of $4,500 saved. 

How to Budget 101: A Student’s Guide
Moving away from home can be an exciting time for a 
college student because he or she feels one step closer to 
becoming a full-fledged adult. However, one of the crucial 
and often difficult lessons to learn when moving away 
from home for the first time is how to create a budget. 
College students are famous for living off a steady diet of 
ramen noodles and scraping every penny from under the 
couch just to pay rent. All of this stress can be avoided 
by setting and maintaining a budget. Budgets can simplify 
where money goes and how much is left over to enjoy 
new independence. By knowing where all of their monthly 



Arizona Employment Services Guide | 69

income is being allotted, students can determine any lifestyle changes they need to make to reach their goals. 

If you are a student, or have just recently moved away from home, use this handy reference for setting up and sustaining a 
simple budget. 

Set Clear Goals

Setting goals is important when learning to budget and is the whole reason to continue on with the budgeting process. Goals 
can be long-term or short-term but it is crucial to be sure that the goals set are realistic. For example, it is most likely not 
realistic for a student to set a goal to have $10,000 set aside in savings by the end of the year. If the main goal is to acquire 
$10,000 in savings, a smaller sub-goal of saving $500 should first be set. This smaller goal is more realistic and it makes 
students more likely to continue on to meet bigger goals. 

Figure out Where the Money Is Going

If a student has not already done so, he or she should begin to figure out where all of the money coming into the household 
is spent. The student can sit down and make a list of everything that costs money, including rent, utilities, groceries, books 
and other items. Once all costs have been observed, the student can look at how many of these expenses are necessities or 
reoccurring costs. For example, rent and utility bills are monthly and must be paid for before anything else. After all costs have 
been identified as a necessities or pleasure items, it makes it much easier to adjust the amount spent in each category. As a 
student, one tip is to plan for each academic semester instead of each month, if possible. Another tip for students at the end 
of each academic semester is to try and sell books that are not rented for some extra cash. There are always students who 
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will be taking the same classes a previous student just 
completed and book sales can help to make ends meet if 
a budget is tight at the end of the semester. 

Automate Reoccurring Expenses if Possible

For expenses that are non-negotiable and reoccurring, try 
to set up automatic payments. These automatic payments 
are a way for students to know that the important monthly 
bills are being paid on time, so they have one less thing to 
worry about. It also provides a way to easily check how 
much a student has spent per academic semester on 
housing or utilities. 

Do Not Try and Adhere to Absolute Limits

One big mistake students make while budgeting is to set 
hard budget limits. Income is often variable, especially 
for students. Trying to make each expenditure a hard line 
is a way to become discouraged and quit. As mentioned 
above, plan for the entire academic semester but if 
something happens and the budget needs to be adjusted, 
do so accordingly. Sometimes spending extra one month 
is necessary, especially when it comes to purchasing 
books, study materials or tutors for rigorous classes. 

Try to Avoid Nickel and Diming
It is quite common to have a large sum of money at the 
beginning of the semester that quickly dwindles due to 
“occasional” specialty coffee purchases. College is the 
land of the over-caffeinated who swear by eating out every 
meal of the day due to time constraints. Students should 
try not to do this because eating and drinking out can be 
the main culprits for overspending. There are many cheap 
meals that students can make at home that will last for 
multiple meal times. 

Try to analyze each expenditure, no matter how small. 
While it is nice to splurge by buying a soda or hot sandwich 
from a restaurant, if it becomes a reoccurring splurge, 
then it may be hurting the budget more than helping. If it 
is difficult to keep track of small spending habits, there are 
many different apps a student can download for free that 
can keep track of how much is spent on small items every 
week. 

Try to Separate Money Into Two Accounts

When it comes to spending money on necessities versus 
frivolous items, it can be difficult to determine how much 
has gone into what without balancing the check book. In an 
effort to make the organization easier, try having separate 
accounts for necessary expenses and luxury purchases. 
By designating money into the two categories, it allows 
for students to always have the money set aside for the 
necessities, like groceries and rent. Separate accounts can 
also be a way to designate how much money per week or 
month dwindles away due to frivolous spending. 

Do Not Be Afraid to Splurge Every Once in a While

Budgets are great for helping to meet financial goals. In 
the beginning, a student may have no room for other non-
essential expenses. However, as time goes on and more 
money becomes available, students should make sure to 
splurge on something every once in a while. If a student 
does not take the time to go see that new movie or spend a 
little on a nice lunch, it can become very difficult to continue 
to stay motivated with maintaining the budget. A good rule 
of thumb is to spend money on something non-essential 
once or twice a month, if possible.  

Study Tips for Adult Learners
Going back to school can be a challenge at any age, 
especially as an adult with a series of life commitments 
pulling you in every direction. Your life is probably already 
busy without the added obligation of an education to 
attend to. You may feel rusty from all the years it has been 
since the last time you stepped foot in a classroom. It is 
reasonable to expect that you may feel out of place among 
a group of fellow students that may be your children’s ages. 
Even online learning comes equipped with its own set of 
challenges for you that younger students may not have to 
face, including the distractions of family demanding your 
attention and intimidation from your lack of familiarity with 
the technology required to pursue an online education. 
Whatever the case may be for you, there are ways you can 
maximize your chances of achieving a smooth, successful 
and enjoyable adult learning experience. Above all, you 
should be proud of yourself for pursuing this venture at a 
later stage in life. 
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Prepare

As with most ventures, preparation is the key to having 
the most effective adult learning experience possible. 
Do whatever you can to stay on top of your lessons 
and homework so you can enable yourself to give your 
schoolwork 100 percent of your attention. Preparation is 
a twofold process comprised of handling and removing all 
the potential distractions you want to avoid from the other 
parts of your life outside of school and setting up your 
learning environment, including your mental and emotional 
space, so that you can concentrate on your schoolwork.

Take Notes

When it is time for you to focus on learning, whether you 
are listening to your professor deliver a lecture or you are 
reading research materials for a project at home, devote 
your full attention to the task and take prodigious notes. 
When you sit down to resume your lessons, start by 
reviewing your notes from the previous session or two to 
get your mind back in the space where it was when you 
last left off. Not only will these pages serve as helpful tools 
for your later reference, but also the mere act of taking 
down those notes in the first place helps to further cement 
the information in your long-term memory. 

Pay Attention to Time Management

As an adult learner, you probably have many important 
life commitments that you must juggle so that you can 
find the time to take the classes you are taking. Once the 
classes have begun, you will also need to find time to 
study. To help with this, sit down and calculate how much 
time, you think you will need. Factor in time for attending 
classes in-person or reviewing online lectures and lessons, 
finishing assigned readings, conducting project research, 
completing assignments and writing papers. Break down 
all of these tasks into manageable chunks to make it easier 
for you to find or make the time in your busy schedule to 
give your education all the attention it needs and deserves. 

Beware of Procrastination

Procrastination can be your biggest enemy when you are 
trying to complete an adult education with excellence. 

Procrastination is a factor of emotional concerns regarding 
confidence, stress and self-worth. Work with deadlines to 
help avoid this self-sabotaging tendency. Recognize early 
on when you require assistance and do not hesitate or delay 
in seeking it out. Keep an active calendar in a location that 
ensures you will see it and refer to it constantly, whether 
on your phone or tacked on your refrigerator. Additionally, 
set alarms and notifications to help remind you to stay on 
course. 

Use a Variety of Study Materials

It is important to not merely rely on your classroom 
materials, such as the textbook and reading list, to serve 
all your studying needs. Take advantage of the wide scope 
of learning materials that now exist to help you thoroughly 
absorb and comprehend the information you are learning. 
Utilize all of the videos, interactive exercises, recorded 
classroom lectures and self-directed personalized 
education platforms that are available to you. In the 
process, you may find that the use of multiple types of 
materials helps you to receive and recall the information 
you are learning far better than any single type of study 
material. You may also find certain materials more 
effective in conveying the information in a way you can 
comprehend and absorb. In either case, the use of a variety 
of study materials will invariably help you to discover the 
ways in which you learn most effectively. Once you are 
empowered with the tools to improve and advance your 
learning, you will find it easier to progress through your 
education efficiently. 

Connect With Support Systems

It can feel like you are working all on your own when 
pursuing an education as an adult, but you actually do 
have an enormous support network out there, both in your 
school life and home life. In your school life, seek out the 
support of your professor, school groups, organizations, 
programs and your fellow students. Meet with your 
advisors to learn about other resources available to help 
you with your education, whether on campus or in the 
community. In your home life, enlist the help of your family 
and friends to motivate you to stay on course, whether that 
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is leaving you alone to study, helping to keep your spirits up 
when you are feeling discouraged or quizzing you before 
exams.

Top Tips for Effective Team Work in 
School or the Office
Oftentimes, in school and the workplace, an employee is 
called upon to work on a project in a team. The employee 
may even be called upon to be the leader of the team. In 
a strong, solid team, each member feels recognized and 
respected for the value he or she provides and also feels 
encouraged to excel in his or her performance. A team 
also brings together different people with all sorts of 
backgrounds, experiences, beliefs, attitudes, assumptions 
and emotions. These differences can produce endless 
problems for a team that does not know how to proactively 
handle them. Navigating the natural differences between 
members and turning them into assets for the team 
and the shared project is key to avoiding disaster and 
achieving mutual success. Whether it is the team leader 
or another member, there is a great deal that can be done 
to help ensure the team’s work is completed smoothly and 
effectively and that all team members are empowered to 
fully contribute to the project at hand. Here are a few ways 
to harness strong leadership skills to work efficiently with 
a team.

Form a Common Objective

As the leader, determine a clear and defined purpose and 
objective for all team members to work toward together. 
Discuss among the group why the team was formed and 
create a charter for the team that includes specific goals. 
Make sure each team member fully understands these 
stated goals and objectives. Allow each member of the 
team to express his or her agreement and commitment to 
this charter. This common objective can be utilized to put 
the team’s priorities in order. Make a copy of the charter 
for each team member and post the team charter in a 
common work space so all members can see it. A team 
member can also create fun logos, slogans, signs and 
rewards to help promote unity and commitment within the 
group.

Define Roles

When attempting to meet the common purposes and 
goals of the team, several interrelated tasks and responsi-
bilities will need to be completed. Start clarifying and defin-
ing each team member’s role to best execute these objec-
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tives. By empowering ownership among team members 
for their respective duties and preventing team members 
from impeding each other’s work, you will develop a more 
productive group of teammates. Make sure the relation-
ship between each member’s role and the larger common 
objective of the team is clear to everyone. Review these 
delineations of responsibility regularly and see if there are 
ways that members can assist each other in their respec-
tive roles. 

Share Leadership

A team generally works best when there is one leader at a 
time but that does not mean each team member cannot 
take a turn in the leadership position. Leading a team gives 
a person a sense of ownership over the team’s work and 
personal pride in its accomplishments. Allowing each team 
member an opportunity to feel this and apply his or her 
own unique skills and perspective to the task of shaping 
the whole project’s outcome helps to build team cohesion 
and can lead to a more successful result. The larger team 
project can also be divided up into smaller components, 
with a different team member taking charge of the team’s 
efforts on each component. Help coach inexperienced 
leaders in improving their leadership skills, even assigning 
other mentors when needed and available. Let team 
members practice their leadership skills by having them 
lead various team building exercises. 

Build Trust

Trust between team members is essential for the team’s 
success. Honesty is paramount in establishing and 
maintaining trust, as is giving one another the benefit of 
the doubt. Make a concerted effort to resolve any conflicts 
of interest among team members and give each team 
member the same amount of trust and responsibility. 
Encourage open communication between team members 
and discourage members from talking about each other 
behind one another’s backs.

Communicate

Most conflicts in teamwork are the result of miscommu-
nication or no communication and most team conflicts 

can be resolved with open and honest communication. 
It is better to over-communicate than to under-commu-
nicate in a team. Try to understand others’ points of view 
and take responsibility as the leader for making sure 
team members hear and understand others’ thoughts 
and feelings as well. Make a diligent effort to clear up all 
misunderstandings as fast and completely as possible. 
Use positive reinforcement to acknowledge the efforts of 
other team members. Encourage communication by sup-
porting and facilitating personal interaction among team 
members and identifying mutual communication styles 
and methods. 

Welcome Diversity

People from different backgrounds bring more than 
their varied cultures to the table because they also 
bring unique perspectives, skills and knowledge. Make 
sure everyone remembers that decent and reasonable 
people may not always see eye-to-eye and encourage 
team members to learn from each other. As a leader, it is 
important to make every effort to learn from teammates 
at well. Be sensitive to people’s differences and avoid 
thoughtlessly singling out or shaming a person for his 
or her background or individual characteristics. When 
different team members have different points of view, 
it benefits the team by helping to thoroughly analyze 
decisions before establishing consensus. Encourage 
different viewpoints and when conflicting points of 
view do arise, explore why each team member believes 
what he or she believes and on what information, 
assumptions, values and decision-making practices 
those beliefs are based. 

Celebrate Successes

Since all members share in the work of meeting the 
project’s goals and objectives, all members should also 
share in the joy, satisfaction and relief that comes with a 
job well done. However, keep in mind that the project does 
not end when it is completed. The project ends when the 
team celebrates its completion. Celebrate small successes 
along the way as well to help motivate the team and foster 
positive relationships between members.
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Translating Your Passions into Work 
Opportunities  
It is very rare for people to be able to follow linear 
progressions from their passions to their dream jobs. 
Most people need to first take different jobs that have 
better security or higher salaries. Some people are unable 
to afford the kind of training that is required to pursue their 
dreams. Additionally, some people may have only have 
discovered their true passions later in their lives, after they 
have already started their careers. Even those who are still 
deciding on careers may struggle to see how they can find 
work opportunities in fields that truly interest and excite 
them. 

It is far from impossible for you to find a dream job you 
truly love. Taking your passion and turning it into a job 
requires a commitment of time, patience, dedication and a 
willingness to sometimes follow an indirect route. You may 
need to be open to training yourself or be willing to work 
at your passions before you are given a chance to earn 
money through them. Follow the tips below to start finding 
ways to translate your passion into work opportunities.

Determine and Define Your Passions

Every person has some idea of what he or she is passionate 
about. However, you may not have given a great deal of 
thought as to why you are passionate about this particular 
field. If you are going to look for real opportunities, you will 
need to have a specific notion of what you actually want 
to do. For example, you might be passionate about music. 
However, “Music” on its own is not a career.  Perhaps you 
dream of performing or composing or you wish to work in 
production or events, maybe as a music reviewer. These 
specifics will give you a better idea of where to start and 
how to create you plan. 

Research and Explore Possibilities

Learn everything you can about jobs that are related 
to your passion. Your area of interest might be its own 
industry or it might be something found in various forms 
across many industries. There may not be a job yet that 
entails your passions and interests exactly, but you can 

use jobs that already exist to help you understand the kind 
of opportunities you might find. 

Determine Your Skill Set

Unfortunately, dreams and interests do not always match 
up with skills and talents. There is a chance that your 
passion has grown out of a natural talent that you already 
possess. However, you may need to look for another 
way to connect your actual skill set to your interests. For 
example, if you are interested in the food industry but 
have little talent for cooking, consider your other skills. 
Perhaps you have a good business sense and can develop 
a food-related product or business or start a restaurant. 
Alternatively, see if there are any ways in which you might 
be able to improve your abilities. 

Educate Yourself

You may not need to have a full-time job in the industry 
that is directly related to your passion because there may 
be other, less direct opportunities available. However, if 
you are convinced that this is the field in which you need 
to work, it might be worth spending some time and money 
to become properly trained. The biggest commitment 
you make might be putting your current work on hold and 
taking a college course in the area. However, even a short 
or part-time course can be immensely beneficial if you are 
looking to break into a new industry. 

Non-Profit Work

There may be a non-profit organization near you that could 
offer work that is in some way connected to your passion. 
You may find it easier to be given opportunities in such 
an organization and you could even use this as a chance 
to try out a new type of work to see if it fits. You can find 
suggestions on how to start volunteer work in Arizona 
online. In addition to gaining useful experience, you might 
even be able to turn non-profit work directly into a career 
within the organization you work with. 

Independent Projects

Some passions can be explored and worked on alone. The 
internet makes this particularly easy, allowing you to write 
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blogs or make videos about your passion. These can be 
monetized and turned into side-jobs or careers. They can 
also help you to find and connect with others who share 
your interests. Other areas can simply be practiced with 
personal projects. For example, you might work on your 
art at home and promote yourself by renting out a space 
in a local gallery. 

Connections at Your Current Job

Depending on the nature of your job and your passion, you 
might be able to connect the two in some way. If there is 
a different department in your company that you wish to 
join to pursue your passion, you may be able to sign up 
for training at the company itself and make a lateral move. 
You may even be able to find a hole within the company 
itself that could benefit from your passions. For example, 
if you have a passion for events and party organization, 
you could ask to be given the task of planning the next 
office social occasion instead of the company hiring 
an outsider. If you have taken extra training to pursue a 
dream of graphic design, you might ask to work with your 
company’s web design team.

Be Willing to Work

Although you truly enjoy your passions, if you choose to 
turn them into work opportunities then you will inevitably 

need to perform certain difficult or tedious tasks at some 
point. You may enjoy the work better than any other job, 
but you should be willing to actually work and be prepared 
to put in real effort as needed. 

Arizona’s Top Employers   
Given the large size and population of the state, it is no 
wonder that Arizona has many different employers. Despite 
how many employers are available, some residents still 
have a hard time finding work in Arizona. One of the best 
ways to find work is to research the top employers in the 
state. Job seekers will have a much better understanding 
of the types of work that are most accessible in Arizona, as 
well as where the best places are to apply, if they take the 
time to learn about the state’s employers.

Many of the top employers in Arizona are larger companies 
that have businesses scattered throughout the state. 
Additionally, there may be some situations where it makes 
sense for a job seeker to move someplace new so he or 
she can be closer to the top employers. Identifying the top 
employers in the state will help job seekers, but it is equally 
important for them to understand exactly what types of 
jobs are available from these businesses and the best 
ways to apply for them.
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State Jobs in Arizona

When most job seekers think about the largest employers 
in Arizona, they usually imagine big corporate businesses. 
State jobs are areas that many potential job seekers do not 
consider. The state of Arizona currently employs the most 
workers, with nearly 50,000 employees actively working 
throughout different government agencies. 

One of the reasons state jobs are so popular in Arizona is 
the sheer number of options that are available. Many state 
workers have administrative backgrounds, but there are 
also state workers who spend their days outside leading 
tour groups at national monuments. There are also plenty 
of work opportunities for applicants with health services, 
legal or engineering backgrounds.

Since there are so many different options, it can sometimes 
be overwhelming to apply for state jobs. Fortunately, the 
state department has its own job search program available 
through Arizona State Jobs. There are two versions of 
the job search tool available. One tool applies to general 
jobs in Arizona, while the other is specifically for state 
jobs. Applicants who already have ideas on the types of 
state jobs they want should narrow their search using the 
available keywords and categories. 

Banner Health

Another large employer in Arizona is Banner Health. Banner 
Health operates several hospitals and medical facilities 
within the state and has established its main headquarters 
in Phoenix. Banner Health currently employs an estimated 
43,000 workers. While Banner Health primarily seeks 
applicants with medical knowledge, there are also basic 
administration jobs available that do not require any kind 
of medical degrees.

Banner Health also focuses on medical research, so 
applicants with lab experience or specific medical related 
engineering degrees should also consider applying. 

Walmart Stores

Another one of the largest employers in Arizona is Walmart. 
The number of employees has dropped slightly since 

2016, but as of 2017 there were still an estimated 34,000 
Arizona workers employed by Walmart. Unlike some of the 
other large employers in the state, the majority of Walmart 
jobs do not require specialized degrees. Walmart jobs are 
very accessible, even for younger employees who do not 
have extensive resumes yet. Applicants who do have more 
experience, especially in managerial positions, may be 
able to apply for higher paying positions.

When considering a Walmart job, it is important to look 
into everything that Walmart owns. Walmart stores 
include several different locations. In addition to the 
namesake stores, Walmart also owns Sam’s Clubs, as well 
as different distribution centers throughout the state. The 
distribution center jobs require more manual labor but are 
better choices for applicants who do not want to directly 
interact with customers. Distribution centers are also good 
choices for applicants who are busy during traditional 
work hours, such as students or parents.
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Wells Fargo

Wells Fargo is one of the largest banking companies in 
the United States. While the company’s headquarters is 
located in San Francisco, there are still many banks in 
Arizona. Wells Fargo uses its own job seeker database, 
allowing applicants to get their resumes directly into the 
system. Recruiters can look through all the resumes and 
contact applicants whenever there are job openings at any 
of their Arizona locations. 

Wells Fargo has a great reputation for working with 
returning military veterans by assisting them in finding 
long-lasting careers. Currently, Wells Fargo has almost 
8,500 military veterans employed in various locations. The 
company is willing to work with returning veterans who are 
unsure of how to translate their military experience into 
civilian jobs. 

Intel

Intel is one of the largest corporations not only in the 
United States, but in the entire world. Many residents are 
not aware that Intel opened its first business in Chandler, 
Arizona in 1979. There are two primary Intel campuses in 
the state and also several small office buildings scattered 
throughout Arizona. The campus in Chandler focuses on 
Intel business activities throughout the world, while the 
second campus in Ocotillo focuses on microprocessor 
manufacturing.

Applying for a job with such a large company can be very 
intimidating. However, Intel tries to make the process easy. 
As a company, Intel is very involved with the community. 
Many of its workers were hired right after graduating 
from Arizona universities. There are even some college 
programs available for students who want to work. Intel 
also has various opportunities for interns who are looking 
to start their careers with the successful company.

12 Part-Time Jobs That Just About 
Anyone Can Do
Not every job requires a great deal of knowledge, talent, 
skill or experience, and not every job requires a full-time 
commitment from you as an employee. There are many part 

time jobs that exist that require no specialized knowledge, 
talent, skill or experience, and are open to almost everyone. 
To be hired for any job, you must possess a basic level 
of responsibility and appropriate behavior. You must at 
least show up on time, do the work asked of you and be 
polite, respectful and presentable. Beyond that, there are 
plenty of jobs that do not require much more of you with 
reference to special training or knowledge. For some jobs, 
you may be subject to a background check, which you 
must first pass before being officially hired and starting 
to work. Other opportunities require learning through on 
the job training before you can begin taking real shifts. 
Some jobs will require that you provide a resume, while 
others will simply have you fill out an application. One of 
the greatest benefits of a part-time job that requires little 
to no experience is that in taking the job, you will acquire 
some precious experience you can then use to advance 
into bigger, better and higher paying jobs. 

Call Center Operator

While a customer service representative job may require 
a bit more skill and effort, the operator at a call center is 
generally charged with simply answering calls initially and 
transferring callers to their proper representatives. If you 
can politely say, “Hello, how can I direct your call?”, “Please 
hold,” and press the correct phone control buttons, then 
you are likely qualified for this job. This job is also good for 
those who like to interact and speak with people. Many of 
these types of jobs can even be done from home. 

Data Entry

You do not need to know how to write well or edit to 
succeed in data entry. In fact, for a data entry job, all you 
need to know how to do is read and follow directions. If 
you can type fast and accurately, you will be well-qualified 
to perform the tasks at hand. In a data entry position, you 
will be transferring information from one source, such as 
sheets of paper, into a computer database. You do not even 
need to know how databases work to perform this job. If 
you have filled out a form at least once in your life, then 
you already know all you need to know about databases to 
perform this job correctly. 
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Driver
If you have a driver’s license, you can consider driving other 
people around for money. You could get a special license 
permitting you to drive a taxi or you could drive your 
own car through Uber or Lyft. You can work on your own 
schedule and earn tips. With the global positioning system 
(GPS) on your phone, you do not even need to know the 
area very well to take people where they are going without 
getting lost. 

House Sitter

It should not be very challenging to stay at someone else’s 
house and simply make sure that nothing bad happens to 
it while he or she is away. In fact, this task is similar to what 
you do in your own home every time you are there. If you 
become a house sitter, you can get paid to sit around and 
eat, do homework, get on social media, talk on the phone, 
watch television, listen to music and read in someone 
else’s home.

Library Circulation Clerk

If you are a circulation clerk, most of your tasked time 
is spent re-shelving books. Therefore, if you know how 

to alphabetize, you should have no trouble with this job. 
Additionally, you will be spending your time helping direct 
library patrons to the publications they are looking for. 
For people who do not like sales of any sort, a job in an 
establishment where every product is free is a perfect 
match. 

Retail Sales

Retail salespeople may not have the laziest jobs in the 
world, but they are still not difficult jobs. As a salesperson, 
most of your time is spent folding clothes or stocking 
shelves. When you do greet customers, most of them 
simply want you to smile, treat them nicely and answer 
their questions. The most complex part may simply be 
ringing up purchases and returns at the register. 

Security Guard

Most of your time spent as a security guard will be 
completing minimal tasks and keeping watch over your 
assigned area. You may even be given a position where 
you monitor computers behind a desk, rather than standing 
and walking around a given space for your entire shift. 
Depending on the level of security required, you may need 
to complete some training with sidearms and training with 
monitoring equipment may also be required.

Tutor

At first glance, you may think that a job as a tutor requires 
some sort of specialized expertise or advanced education. 
However, when you think about all the classes you took 
in your life to get to this point, you may realize that 
specialized tutors are not essential. Tutors are not just 
needed for classes being taken by your peers but they are 
also in high demand for high school, middle school and 
grade school classes. To tutor at these levels, all you will 
need is a high school diploma or the equivalent. You can 
advertise yourself as a private tutor around your town or 
college campus and get clients or you can tutor online 
from home through a web-based service. 
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Waiter or Waitress

Waiting tables is not necessarily the most lackadaisical job 
available, but it is not extremely difficult either. While there 
are many physical activities involved in seating guests, 
taking orders, serving food and drinks and collecting the 
bill, with a little practice and patience, virtually anyone can 
do it. The benefit of seeking work in this field is that there 
is almost always a demand for waiters and waitresses 
somewhere, with many different hours and schedules 
available.

Financial Planning for Sudden Life 
Changes
Sudden life changes can happen when you least expect 
them or at semi-expected intervals throughout your life. 
Each sudden life change can have financial implications 
that can easily overwhelm you if you do not prepare for 
them properly. Examples of sudden negative life changes 
that can impact your finances include divorce or a death 
in the family. You may also find yourself experiencing 
a sudden loss of your home or a sudden job loss, which 
can place financial stress on you if you are not prepared. 
However, there are also positive life changes that may 
require financial planning on your part so you can make 
the most out of the opportunities that suddenly become 
available to you. For example, having a child may require 
you to completely readjust your finances and change 
how you deal with budgeting your money. Whatever 
your circumstances are, financial planning ahead of time 
or as sudden life changes happen is essential. Below is 
information on how to financially plan for various sudden 
changes in your life.

Establish Both Short-Term and Long-Term Financial 
Goals

Whether you begin financial planning on your own or make 
an appointment to see a professional financial planner, 
your first step should be to decide what you want to get 
out of the financial planning process. Depending upon 
your situation, you may be interested in a short-term 
goal or you may take a more long-term approach to your 

financial planning, such as wanting to establish funds for 
your retirement well before you actually reach retirement 
age. In either case, you must decide how much money you 
want to accumulate and set aside for specific purposes. 
Having an exact total in mind will help you to stick to your 
financial plan. 

Create and Maintain an Emergency Fund

Some sudden life changes, such as graduating from 
college, can be somewhat predictable, while other 
life changes may strike when you least expect them. 
Therefore, when you first begin planning for your financial 
future, one of your top priorities must be the establishment 
of an emergency fund from which you can draw when you 
need to if you lose your job suddenly or have any other sort 
of financial setback. 

To determine how large your emergency fund should be, 
you must first establish your monthly household expenses. 
Whatever amount you typically pay for rent, utilities, 
groceries and other essentials each month should be 
multiplied by a minimum of six to establish your minimum 
necessary emergency fund. Having at least six months’ 
worth of expense money on hand in case of a sudden 
job loss or other emergency will give you both peace of 
mind and the financial flexibility to explore unexpected 
opportunities, such as a job offer or a chance to start your 
own business. Keep building on your emergency fund 
if you feel that you would be more comfortable with a 
larger financial buffer based on your lifestyle and personal 
situation.

Purchase All Necessary Insurance Coverage

Purchasing insurance is a key part of financial planning and 
preparation for sudden life changes. Begin by purchasing a 
life insurance policy. When selecting a life insurance policy, 
you must make sure the coverage your chosen policy 
provides is adequate. Your family may rely on your life 
insurance money to pay for your burial expenses when you 
pass away, as well as for other expenses after you have 
passed on. If you are not sure how much life insurance 
coverage is adequate, you can consult with a financial 
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planner or use online tools to get a sense of current 
average life insurance policy amounts. 

Life insurance is not the only insurance you should invest 
in when you are planning for your financial future. Disability 
insurance is also essential because it is likely that at some 
point during your life, you will find yourself temporarily 
unable to work due to an injury or illnesses. A good 
disability insurance policy can help you to collect up to 70 
percent of the amount of salary you would ordinarily earn 
while working, keeping your family financially stable during 
your recovery process. 

Start Planning for Your Retirement

No matter how young you are, it is never too early to start 
planning for your retirement. Your retirement will most likely 
cause a huge reduction in your monthly income and you 
must compensate for this loss if you want to maintain your 
current lifestyle. If you would like to be able to participate 
in somewhat extravagant activities during retirement, such 
as world travel, you will need an elaborate financial plan. Sit 
down with a financial planner to discuss your finances well 
in advance for the best chance of meeting your retirement 
goals. 

Keep Your Estate Documents in Order

You may not want to financially plan for your own death 
because of the emotions it brings up. However, estate 
planning is a necessary task if you want to make sure that 
your estate is managed well and your family is cared for 
in your absence. You must make sure documents, such 
as your power of attorney and your will, are up to date. 
As a rule of thumb, you must update these important 
documents whenever there are major changes to your 
family structure. For example, if you have a new child or 
grandchild, you may need to add him or her to your existing 
will. If the estate tax laws change at any time after the 
establishment of your original documents, then you may 
also need to update your estate documents accordingly.

You must also make sure that members of your family 
know where to find copies of your estate documents 
after you pass away. To reduce stress on your family, 

keep all documents well organized and together in a safe 
place. Include necessary information with your estate 
documents, such as bank account numbers.

I Lost My Job, Now What? How to Cope 
With Sudden Unemployment
Sudden job loss can occur for a number of reasons, from 
an issue in the workplace to a company downsizing. 
Whatever the reason, the abrupt change can be extremely 
difficult to deal with. Losing a job does not simply mean 
losing a source of income, but also a daily routine, a sense 
of purpose and identity, or even a social circle. It is important 
to be aware of the negative feelings that can arise from 
these situations, such as anger, grief, confusion or guilt. 
Dealing with these emotions in a healthy and productive 
way and taking steps to protect your mental health are 
crucial when you find yourself suddenly unemployed. 
You should also follow practical plans of action, such as 
addressing and assessing your finances and planning 
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ahead to deal with your situation more effectively. You 
can then focus on looking for new work in an effective and 
efficient manner, remaining purpose-driven and motivated 
throughout your experience.

Emotional Honesty

In the wake of sudden and unexpected unemployment, 
your emotions will be very likely to run high. It is very 
important to pay attention to the way you are feeling and 
to be honest with yourself and others with the situation. A 
good goal to keep in mind is avoiding two main extremes. 
The first extreme is attempting to pretend that the change 
has not affected you at all and that you are fine. This kind of 
denial can have negative repercussions later on. The other 
extreme is to let your emotions get the better of you and 
to give in to self-pity and apathy. For example, it is highly 
recommended that you give yourself a little time to adjust 
to your unemployed status before you begin looking for 
new jobs. If you pretend that you are unaffected, you might 
try to interview for new positions within the first week and 
you are unlikely to be able present yourself very well since 
you will probably still be feeling upset and stressed. On the 
other hand, if you allow the adjustment period to continue 
for too long and put off starting the job search, you will find 
it more difficult to begin. 

Financial Assessment

As soon as you can, maybe even while you are still in your 
adjustment period, perform a complete assessment of 
your finances. Use what you have to develop a budget 
for yourself until you find new employment. It is better to 
err on the side of caution with your finances and create a 
slightly more restrictive budget than you think you might 
need. Doing this as soon as possible can help to relieve 
any stress you may have as a result of worrying over future 
finances.

Unemployment Benefits

Even if there is a relatively good chance that you will be 
able to find new employment soon, it can be worth your 
while to file for unemployment benefits. The amount 
of money available will not be enough to sustain your 

previous lifestyle but it can make a significant difference 
while you are searching for jobs and may allow you a little 
more freedom and time to find your new position. You can 
determine your eligibility for these benefits online.

Regular Routine

The sudden elimination of your work life will also mean the 
loss of a regular daily or weekly routine. Routines can be 
of tremendous benefit and help you to stay focused and 
active. You should try to create a new routine to follow 
while you remain unemployed. This might include small 
tasks like chores or family duties. The main focus should 
be the activity of job searching, which you should schedule 
and work on as though it were your actual job. Set “office 
hours” for these searches, including time for writing 
resumes, creating cover letters and going to networking 
events. It can also be worth setting aside an area in your 
home to use as an office, allowing you to separate this 
work from your home life. 

Physical Health

Since you will no longer be leaving the house to go to 
work, you might find yourself getting less exercise. You 
might also find yourself drawn to unhealthy foods that 
you may consume for comfort. Both of these habits can 
be exacerbated if you are depressed, which is a common 
result of job loss. However, an unhealthy diet and lack of 
exercise can prevent the depression from lifting. Regular 
exercise activities should be worked into your schedule 
and you should be very careful about consuming the 
correct amount of nutritious food. 

Evaluate Your Career 

After you have had time to accept and adjust to your 
situation, it is a good idea to evaluate your career as a 
whole. There may be a few new skills you could learn or 
a qualification you could earn to improve your prospects. 
Alternatively, if you lost your job as a result of an impending 
issue in your chosen industry, it might be worth considering 
a change of career. There may be a job you have always 
wanted but have never had the opportunity to pursue 
before and now is the time to investigate it.
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Find New Activities

To maintain a regular routine and to prevent your job 
search from becoming overwhelming, you should look for 
other activities to spend some time on. These could be 
hobbies, such as learning an instrument or new language. 
You might also consider volunteering, as helping others 
can be an excellent boost to your emotional state. These 
activities can help you maintain a positive outlook and 
motivation, allowing you to keep a sense of purpose that 
might otherwise have been reserved for your job.

How to Write a Stand-Out Cover Letter
There are many skilled residents in Arizona who are 
currently looking for employment. Unfortunately, even 
the most skilled applicants may have a hard time finding 
employment if they are unable to write satisfactory cover 
letters. When applying for a job, it is not uncommon for an 
applicant to struggle the most with creating a cover letter. 
Creating a strong resume is much easier than a cover letter 
since the applicant simply needs to list his or her skills and 
provide information regarding previous education and 
employment.

With cover letters, applicants not only have to summarize 
why they would be good employees, but they must craft 
the letters fit to fit for the specific jobs to which they are 
applying. Part of why having a strong cover letter is so 
important is because the cover letter is typically the first 
document that managers look at when they are considering 
job candidates. Having a weak cover letter is essentially 
the same as making a bad first impression during a job 
interview. Fortunately, there are several tips that applicants 
can follow to craft strong cover letters.

Advertise Yourself

One of the most common mistakes that an applicant 
can make when he or she is writing a cover letters is to 
try to portray him or herself as what may be considered 
the ideal candidate for the job. This is a common tactic 
and something that hiring managers easily see through. 
If a hiring manager believes the applicant is being 
disingenuous in the cover letter, he or she is more likely to 

be skeptical about any information listed in the resume. 

A cover letter is meant to advertise why the applicant is a 
good fit for the company. Applicants that write as anyone 
but themselves are not providing hiring managers with any 
reason to pick them over other applicants. In fact, these 
applicants ultimately end up blending in with a number of 
other cover letters that use the same tactic. 

Applicants who are unsure of how to advertise themselves 
should start by mentioning why they are interested in 
the positions they are applying for and following up with 
what skills they possess that make them qualified for the 
positions. 

Avoid Templates

There are many template cover letters available. These 
are good resources for getting general ideas of how the 
cover letter should be structured but a good cover letter 
is customized to fit the application. A good way for an 
applicant to show that he or she customized a cover 
letter is by including language that specifically applies to 
the business he or she is applying for or listing unique 
reference points regarding the job or the company. 

Cover Letters Are Not Resumes

Another common mistake that applicants make with their 
cover letters is treating them like resumes. The purpose of 
a cover letter is to give the hiring manager a reason to look 
at the resume. If the applicant simply lists all of the skills 
that are included on the resume, he or she will come off 
as unoriginal and repetitive. A good use of a cover letter 
is expanding on areas that an applicant does not normally 
mention on his or her resume. 

For example, an applicant who was a project lead should 
still list this on the resume, but he or she can use the cover 
letter as a chance to actually go into detail about what 
being a project lead meant. He or she can list some of 
the challenges overcome and show how experienced the 
applicant is as a lead on a project. These are traits that 
hiring managers notice and it paints a much clearer picture 
when they look over the resume. 
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Address Red Flags

For some applicants, cover letters are good opportunities to address any potential red flags on their resumes. Many applicants 
with employment gaps use their cover letters as chances to explain these gaps. Applicants can explain gaps by mentioning 
the training they have received or classes they have taken during the time of unemployment. 

Cover Letter Length

Another area that many applicants struggle with is the length of their cover letters. Hiring managers typically have to sort 
through hundreds of different applications. Many applicants initially want to write very long cover letters to show off their 
abilities, but this can be frustrating for hiring managers to read through. Even if a long cover letter does a good job advertising 
the applicant, a hiring manager will not want to read the entirety of the letter when he or she still has so many other applications 
to go through.

At the same time, applicants do not want to write cover letters that are too short. A short cover letter looks bad because it 
makes the applicant seem like he or she is not confident in his or her abilities.  

A good cover letter should be a few paragraphs long. There may be some jobs where applicants are required to go into more 
detail, but the cover letter should still never exceed a page in length. 

Formatting

There are a few formatting tips that applicants should follow to make their cover letters stand out. A good way to make both 
a cover letter and resume look professional is to use the same font on both documents. Applicants should pick fonts that are 
formal and easy to read. On the cover letter, an applicant is encouraged not to fill the entire letter with font. Hiring managers 
appreciate well-spaced letters they can easily read, as opposed to documents that are crammed with text blending together. 
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neighbors you speak with in your dentist’s waiting room 
are all great networking resources. Through your evolving 
network of relationships, you can learn who is currently 
hiring and spread the word that you are looking for work. A 
network of people who know that you are looking for new 
work is like a private army of proxy job seekers working on 
your behalf, allowing you to double and triple your efforts. 

Networking Equals Knowledge

Each person in your network comes with their own 
lifetime of knowledge and experience that you can now 
tap into. You can also share your wealth of knowledge 
and experience with your network, thereby increasing 
your value in their eyes. Having a network of other people 
with different knowledge and experience from your own 
expands your mind and enables you to acquire a range of 
new knowledge you may otherwise never have found the 
time to learn. 

More Contact and More Value

The mere act of networking can also make you more 
employable by simple virtue of the practice you obtain in 
approaching people, breaking the ice, forming, building 
and maintaining relationships and providing value to 
other people. Employers also realize that their employees’ 
networks are, by extension, their own networks as well. An 
employee with a rich network is an employee who might 
be able to take a project to a completely new level or solve 
a significant company problem in a pinch. Employers can 
usually accomplish more when they have the ability to tap 
into their employees’ networks. An employee without such 
a network of resources might not be able to walk that extra 
mile for an employer, no matter how great his or her desire 
or willingness to do so. 

Another Side of You

Your resume presents a very static and utilitarian view 
of who you are. A job interview allows you to show a bit 
more of yourself to a prospective employer but you are still 
substantially restricted during an interview. The interview 
is usually laser-focused on only your work ethic and 
employability. Networking events give hiring managers, 

The Importance of Networking for Job 
Seekers
The singular preeminent question facing most job seekers 
today is “How do I get hired in a fiercely competitive job 
market?” Looking for work can be a disheartening task 
when so many other people seem to be vying for the same 
limited number of jobs. The current job market allows 
employers the discretion to seek the most perfect, qualified 
candidates. Your resume can only take you so far because 
it only communicates your education, qualifications and 
experience and is limited by the facts. One of the best 
ways to get an added edge in the job market to help you 
get hired is through networking. Networking is expanding 
your list of contacts in the interest of your mutual benefit. 
Your network of people will keep eyes and ears on alert for 
potential opportunities for you and you are expected to do 
the same for them. Through this web of connections, many 
opportunities can be captured. Tom Farley, the president 
of the New York Stock Exchange in 2015, stated that he 
owes every job he ever had to networking. Maximize your 
networking success, prepare for networking events by 
researching those who will be present and be willing to 
step outside your fields of interest and expertise. Read the 
information below to learn how you can harness the power 
of networking.

Greatest Competition and Fewest Jobs

Only a fraction of all jobs available at any given point in 
time are advertised in the job listings of local newspapers 
or online employment websites, yet these are usually the 
only resources most job seekers utilize. Competition is 
the fiercest for the smallest proportion of available jobs. 
A very small portion of job seekers actually get hired 
through the job listings in local newspapers and classified 
advertisements on job websites. The smartest technique is 
to combine networking with the task of searching through 
online and print job advertisements. 

Where the Leads Are

The people you already know are the best sources for 
prospective jobs. Your friends and family, family doctor, 
tax accountant, people you meet at the grocery store, or 
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Title of the position

Name of company

Main job duties to be performed

You may also choose to disclose salary information in the 
job posting, but this is not required.

Diversity and Equal Opportunity

Many people will not apply for jobs if they do not see 
themselves represented in the posting. Oftentimes, this can 
leave many highly qualified candidates out of contention 
for the position. If your company values diversity and wants 
to ensure that the widest field of qualified candidates 
is represented, including all genders, backgrounds and 

Degree, certificate or experience requirements

How to apply and here to find more detailed 
information on the position

recruiters and employers an opportunity to see another 
side of you and get a more well-rounded picture of you as 
a person as opposed to just a resume and interview. At 
networking events, you can relax a bit and socialize with 
people on a level playing field, leaving status and roles 
behind. Often, seeing this side of a person can be the 
determining factor that gets that person a job interview, or 
even hired on the spot. You never know what opportunities 
you will be presented unless you show up to an event and 
give it your best effort.

Reputation and Recognition

It takes more than a stack of business cards from reputable 
people you have met at networking events to grant you the 
kind of status that makes people take notice. However, 
when you cultivate relationships with established people 
through networking events, their statuses have a way of 
rubbing off on you in the perceptions of people around 
them. This kind of reputation and recognition can give you 
a leg up on the competition before you even walk through 
the door of the job interview. 

How to Attract the Right Job Applicants 
with Your Job Posting
The job market is a two-way street, and no one knows that 
better than employers. As an employer, you are vying for 
the best, most qualified, most committed and passionate 
workers. Similarly, workers are vying for positions with the 
best, most rewarding and reliable employers out there. 
Your ability to attract the right job candidates to apply for 
open positions with your company starts with your job 
posting. Consider that composing the perfect job posting 
is no less important for attracting the right job applicants 
as composing the perfect singles advertisement for 
attracting dates. You must sell yourself, your company and 
the position. By following the guidelines discussed below, 
you can create an attractive job posting. Just remember to 
always be honest and forthright in what you communicate 
in your posts. Never exaggerate or intentionally withhold 
information you think would lead candidates to remove 
themselves from consideration. The right job posting is as 
much about what you leave out as it is about what you 
include.

The Basics

Each job posting must contain certain pieces of essential 
information. It is best to start with these vital pieces of 
information when crafting your posting so that you do not 
lose sight of your focus before you run out of word count. 
It is also best to start out your posting with this information 
because it is the first information a job seeker wants to 
know when deciding whether or not he or she would be a 
good match for the position. Therefore, start your process 
and your posting with the following information: 
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statuses, then be sure to include this disclaimer in your 
ad. Some employers and types of institutions, such as 
government agencies and public universities, may even 
be required by law or company bylaws to include an 
Equal Opportunity Statement in their job postings. Be 
sure to check with your company’s human resources 
department before releasing a job posting to find out if 
there are any such requirements to which your posting 
must adhere. A diversity or Equal Opportunity Statement 
can be represented in the form of a specifically worded 
statement you must use verbatim or more generally 
through proactive language. Proactive language is wording 
that expresses a desire to attract candidates with a wide 
variety of identities and backgrounds. This can include a 
statement that encourages minorities, women, veterans 
and people with disabilities to apply. The statement can 
express a willingness to work with people in a dual career 
relationship or those who are starting families or it can 
express the importance of the right applicant being willing 
to work with people from a diversity of backgrounds. 

Benefits

When you are placing a job posting, you do not just want to 
list the features you are looking for in an applicant. You also 
want to list the benefits you offer to the right applicant. If 
your company offers hob training, room for advancement 
from the position posted, childcare on premises or an 
employee union, mention these advantages in your posting. 
Do not forget to include information on your company’s 
actual benefits package, including vacation pay, sick time, 
health insurance and so on. 

Where to Advertise

Where you place your job posting is every bit as significant 
in attracting the right applicants as what you mention in 
the posting. Your budget will be one factor to consider 
when deciding how far and wide to spread the word. 
However, more importantly, you should consider the scope 
of the position and the reach of the company. For example, 
small businesses may not need to extend their searches 
outside of their own towns or cities, while big corporations 
may want national, or even international, reach for their 

searches. The more specialized, or niche, the job is, or 
the higher the level of education and experience required 
for it, the broader you may want to extend your search as 
well. You also need to decide what media to use for your 
postings, which may include print or web. 

For print ads, you should consider local, regional and 
national newspapers and trade journals. There are 
several types of print ads as well, including classified ads, 
display ads and classified display ads, which are display 
ads posted in the classified section of a periodical. For 
online ads, there are numerous employment websites 
where you can list your posting. You can also include it on 
your own company website. If there are trade or industry 
organizations that you are affiliated with, you may be able 
to place postings on their websites as well. Depending 
on the type of company and position, you may even find 
it worthwhile to advertise on search engines and social 
media, if that is where your likeliest candidates are to be 
found. Online ads come in more than one variety and can 
include banner ads, or image-based ads, and type ads, or 
text-based ads. The trick is to find out where your best pool 
of potential applicants is already searching for work and 
cast your line into those waters. 




