
Preparing for Your Job Search

Step 1: Identify Your Job Target

Many people don’t have a clear job target when they begin their job search.  In their strong desire to have a job, they move forward with the philosophy of “I will do anything.”  Having an unclear job target, however, can actually lengthen your job search.  Employers prefer to hire those with clear goals and career plans.

Before you job search, take the time to clarify your job target.  The following resources can assist you:

· Career Inventories for self-assessment (may be available at your campus career center).

· Campus career center resource library to help you research careers.

· Professors, professionals – talk to people with your major to learn about career options.

· Online Resources: The Occupational Outlook Handbook is a great resource for career information, http://www.bls.gov/oco.

Step 2:  Research Possible Employers

Many job seekers are very familiar with large employers such as Target, Cargill and General Mills.  A recent survey by the U.S. census office, however, shows that only 21% of the United States population works for employers with over 500 employees.  Therefore, if you only focus on large employers, you might be missing a lot of job opportunities.  How do you find the vast number of organizations who might employ you?  Check out the below resources for identifying organizations:

· Professional Associations – join to get a list of all members and where they are employed.

· Informational Interviews – meet people in your chosen profession, find out where they worked in the past, who their competitors are in the area.

· For tutorials on a variety of information search ideas visit: http://www.learnwebskills.com/.

Step 3:  Prepare Application Materials and Interview Skills

Finding job openings will not be fruitful unless you also have strong application materials and interviewing skills.  All job seekers should have the following in place before they begin looking for openings:

· Identify the skills you bring to the position and incorporate them into application materials.

· Write a strong resume and cover letter, have it critiqued at your campus career center.

· Determine who you will use as references; ask permission to add them to your reference list.

· Read up about interviewing skills and brainstorm interview questions likely to be asked for your field.

· Schedule an individual mock interview at your campus career center.

· Create a professional portfolio to use during interviews. (All majors!)
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Step 4:  Positioning Yourself
Positioning refers to seeking out experiences that will develop skills you know are important in your chosen career field and seeking out professionals in your chosen career.  The end result?  You will have positioned yourself to be very competitive for jobs of interest. 

Level One Positioning – Networking

	· Interviewing for information

· Joining professional associations

· Shadowing professionals
	· Socializing with people in different jobs & careers

· Creating small & informal support groups


Level Two Positioning – Indirect Work Experience

	· Being active in professional associations

· Taking courses, or acquiring training related to your target field
	· Employment, internship or volunteer experiences in a field related to your target job or career


Level Three Positioning – Direct Work Experience 

	· Direct work, internship or volunteer experience in your target job or career

· An internship, arranged through a college or on your own in your target field

· Temporary work – for an agency or on your own
	· Being a speaker, writer, researcher, consultant, contract worker, customer or something else for an organization where you would like to work

· A trial work experience, at your desired place of employment


Step 5: Job Search Goal Setting

Setting goals as you begin job searching will help you stay on task.  Below are some suggestions for goals. The best ones are those you develop for yourself.

1. Identify 10 companies or organizations that would be good employment prospects.

2. Check two web sites each week for career opportunities.

3. Talk to three people each week about careers in the field of ________.

4. Identify 1-2 professional organizations related to my field of interest and join at least one.

5. Attend one meeting of professionals in my field in the next month.

6. Register for a Job and Internship Listing Service.  Check your campus career center.

7. Search the web for information about careers of interest to me.

My goals for the next week:

My goals for the next month:

My goals for the next 6 months:

Step 6: Apply for Jobs and Network!

The last step is to actually get out there and job search aggressively.  Keep in mind the job search can take 3-6 months depending upon the line of work that you are pursuing, so start early!  Your campus career center offers a wide variety of handouts and books on finding job openings, networking, cold calling, conducting informational interviews and much more related to your job search!
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