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The Job Search Manual

The Job Search Process

This section discusses a step-by-step process to obtain a job.

Networking — The Way to Find and Land a Career
One of the best ways to land a job is through networking. This section gives you a guide to building
and working with your network to help you with your job search process.

Informational Interviewing

Learn how to build your network and gain knowledge about specific careers, companies and
industries. This section helps you connect with professionals in your field of interest.

Company Research
Knowing about a company is a necessary part to impressing the interviewer, and it is a good way to

narrow down your job search. This section proposes ways to obtain information about your company
of choice. If you are unsure about your company of choice, then do not worry; the resources in this
section will also help you do research to identify what companies or types of companies you like.

Internet Joh Search
The Internet section introduces you to the idea that the Internet is an indispensable tool for the
research phase of your job search. This section highlights the ways in which you can utilize it.

Resume Guidelines
This section provides you with information on drafting resumes and provides samples of resumes,
action words, and a reference page.

Letters

Letters sent before and after an interview are pertinent. This section provides you with the tools
needed to write cover letters, thank you notes, letters of acceptance and more. Samples are
provided for each type of letter.

Interviewing

While your resume was key in getting you the interview, the interview itself will be the deciding
factor in whether you get the job. This section discusses variables that should not be ignored when
going for an interview.

Salary
This section provides you with information on what to consider when discussing, accepting and/or

negotiating salary.



Career Development Center (CDC)
The Career Development Center (CDC) section provides you with a list of CDC staff members and
contact information.

The Job Search Process

Assess

You must understand what matters to you and what you have to offer the employer. To do this,
assess your stance on the following:

e  Work values

e C(Career interests

e Personality preferences

e Skills (i.e. work-related, professional knowledge and transferable skills)

Explore and research

e Use online resources to research occupations, specific jobs, industries and companies.
e Conduct field research by using your network (and their networks) as a resource to gather
advice and information.
0 Identify a range of career options.
0 Explore the specifics of each option.
0 Identify what goes on in different industries and positions.
0 Determine which industries, companies and positions interest you.

Select and prepare

Focus on what you want to do by narrowing your options to a manageable number.
Select companies you want to work with and positions in which you want to work.
Select your geographic search area.

Create a competitive resume, cover letter and portfolio (when appropriate).
Develop strong interview skills through preparation and practice.

Network, and continue to grow and manage your contacts.
Implement

e Contact prospective employers that you have identified through your network or research.
e Utilize your network to gain entry to interview opportunities with these employers (when
possible).
0 Ask your network for leads.
0 Always use the name of your referral source (i.e. your network contact).
e Set objectives and goals:
0 How many calls you will make to your networks to solicit leads.
0 How many leads you will contact in one day.
0 How many company website you will explore and research.
e Be persistent, organized and consistent with your efforts.



e Keep in touch with your network in order to keep the relationship alive.

Networking — The Way to Find and Land a Career

The prevalence of online and electronic communication may have caused face-to-face interactions
to lose significance - at least in the minds of today® college students. Despite all the social
networking happening on college campuses, students often fail to understand the importance of
professional networking in their selection of and search for a career. The most compelling reason to
network is that it is the single best way to find the career you want. Why? It is simple. Most of the
best jobs are never advertised; as amazing as it sounds, the evidence has consistently shown that 7
out of 10 jobs are landed through networking. Most organizations look first at people they know,
and people who are recommended by someone they know when it is time to hire someone. Many
companies report that 40 to 50 percent of open positions are filled by candidates referred by staff
members. There is no denying that networking requires more effort and, for many students, a step
outside of their comfort zone. It is no doubt easier and less scary, to wait for job offers to pour in
from the resume you posted on Monster.com, but the data shows clearly that networking is much
more likely to produce the result you want.

Networking — Exploration then implementation

Exploration

The best time to develop a network is before you need it. ||| GcNNNEEEEEEEE






























































































































