
My Job Search Plan

1. Gain A Clear Focus

A. Career Assessment


 Attend Who Am I?, Discover You, or Career Assessment Series.


 I know where am I in the Career Development Process.


 I know my interests, skills, values, and workplace personality.


 I know how to apply the assessment information to my job search.

B. Career Exploration


 Attend Career Exploration workshop.


 What are the current salary ranges for this field?


 What are the skills I need to be employable?


 Are there jobs available at my current level?


 Where are the jobs (specific industries or companies)?

C. Clearly Define Job Title / Objective


 Pull job ads and review for employer expectations. 


Complete the Skills Matrix and compare your current skills to the    requirements of the job market. 

2. Resumes and Applications

A. Create Master Resume


 Attend Resume Facts workshop.


 Choose resume format (Chronological, Functional, Combination).


 Draft resume.


 See a Drop-In Advisor for Resume Critique for additional support.

B. Create Master Application


Attend Job Application workshop.

Create Master Application. Verify past employment history: dates, salary, reasons for leaving.


Compile reference list. Check with references and keep them informed when they might be contacted.
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3. Job Searching
A. Where to Look


 Attend How to Find Job Leads workshop.


 Contact targeted temporary agencies.


 Use Internet to research companies.


 Use job boards to find job leads.


 Attend job fairs to practice summary statement and to gather information.


 Go to the company in person and ask about openings.

 B. Whom to talk to 

 Attend Using Linkedin, Networking, Real-Time Networking and Informational Interviewing workshops.


 Develop list of people you know and prioritize list.


 Draft list of questions to ask network.

 Establish daily / weekly goal (#s) for calling people you know. 


 Call your contacts on a regular basis. 

4. Interviewing

A. Learn Interviewing Skills


Attend Ace the Interview, Presenting Accomplishments, Behavior-Based Interviewing and Negotiating the Offer workshops. 


 Create your Summary Statement.


 Write out 5 PSRs / Accomplishment stories.


 Write out 2 Sandwiches (specific to weakness or negatives).


 Research salary surveys (pull 3-5).


 Create a list of questions to ask at the end of the interview.


 Practice closing the interview effectively.

B. Prepare / Practice for Job Interviewing

 Attend the Interview Practice sessions to practice.

 Practice skills and techniques by yourself and with others.
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