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Job Search Strategies

In a constantly evolving society with an ever-competitive job market, no one job search strategy guarantees positive results.  Conducting a job search is not easy.  A good job search requires on-going preparation, commitment, hard work and even luck.  It can be challenging, exciting and discouraging all at the same time.


Simply finding a job to put food on the table is shortsighted.  For the long term, one needs a job to prepare for the next job and the next and the next.  This means "you have to find a way to match your qualifications with an employer’s requirements, to demonstrate how the skills you've acquired through education or previous employment transfer to a new employment opportunity.  Add that ability to hard work and continuous learning and you'll have something to offer an employer tomorrow as well as to an employer today." (National Association of Colleges and Employers (NACE). 
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Where to Start

Before you begin applying for jobs, it is important to do some planning and preparation.  Self assessment is a must as two things one must know before beginning a job search are:




1.) WHAT DO YOU WANT TO DO?




2.)  WHAT YOU CAN DO?

In simple terms, what strengths, skills and interests do you have that can fulfill a potential employers personnel needs?  If you do not know yourself, it is impossible to know how you can assist a potential employer in solving their problems.


Developing a Plan of Attack

In order to develop an organized plan of attack, one must know several things.  What resources are available to you?  Why do jobs become available?  Who gets hired?  When thinking of all the aspects involved in the job search, it is easy to become overwhelmed with detail.  To overcome this barrier, it may be helpful to simplify the process.  The following outline may be of help to you in staying on track.


What do you want to do?




What can you do?




Identifying Potential Employers




Marketing Yourself







Following up




JOB

As previously stated, the first step in the job search is to identify your interests and skills. The step many job seekers get stuck on is identifying potential employers.  Once employers have been identified, the next step is self-marketing through research, resumes, cover letters and interviewing. Follow-up includes thank you letters and telephone calls to check on the status of one's application.  The final step is either the job offer or recycling back and identifying another group of potential employers and possible changes in the "self-marketing" plan.


Why Jobs Become Available?




  Employee Turnover





  Environmental Challenges





  Expanded Technology





  Increased Business Demands





  Legislation





  New Inventions





  New Management





  New Products





  New Social Problems





  Plant Relocations





  Retirements





  Social Trends





  Terminations


What is the importance of knowing why jobs become available?


Because


70% - 80% of the Job Market is HIDDEN

It usually takes anywhere from 2 weeks to a month or longer for an organization to go from realizing a need to actually advertising.  Often positions may be filled before they are advertised or they are never advertised.  If you can identify a position before it is advertised you can make contact ahead of the pack eliminating much or all of the competition.   


You can create an important advantage for yourself if you are willing to do the hard work necessary to identify prospective employers, not on the basis of employment advertisements, but on the premise that if you contact enough of the right people in the right organizations, you will uncover opportunities that are not public knowledge.


Where Should You LK

Realizing that everyone has limited resources, including time, we know that one can only utilize certain selected options in their job search.  Each individual must assess which strategy(s) will bring the greatest chance of positive return based on their personal circumstances.  The following is list of potential strategies/resources for job seekers.





 1.   College Office of Career Development




 2.   Direct Mailings





 3.   Employment Agencies





 4.   Internal Campaign (Internships, Co-ops)





 5.   Job Opening Lists





 6.   Internet





 7.   Job Search Club





 8.   Networking/Information Interviews





 9.   Professional Organizations





10.  State Job Service





11.  Telemarketing





12.  Temporary Positions




13.  Volunteer/Bridging Position





14.  Walk-ins/Cold Calls


Keys to a Successful Job Search
1. Develop an effective marketing strategy - the development of a professional resume (identifying your skills to solve employer problems), cover letter and other job search correspondence is essential.  Often these "tools" are an employers first contact with you.  If your "tools" are sloppy, chances are the employer will assume your work performance will be as well.

2. Telephone skills - are extremely important.  It can be quicker (though not always as effective) to "network" over the phone.  Good communication skills are needed by all employers.  

3. References - as early as possible, begin developing your list of professional references.  Faculty members, work supervisors and co-workers typically provide the best information as to your potential work performance.

4. Dress - people make judgments about you almost instantly.  These judgments are often based on your attire.  First impressions are hard to overcome so always dress appropriately.  If you are unsure of what is appropriate, the best solution is to see what others at the potential place of employment are wearing.  It is always better to be overdressed than underdressed.

5. Be Organized - organize yourself in a manner which is meaningful to you.  If an employer calls you on the telephone, it is important that you not act confused as to what the position is, who the employer is, etc.  This information needs to be at your fingertips, so that if you don't recall the specifics, you can quickly look it up without the person on the other end of the telephone line knowing you are doing so.  The example job search organization form on the next page may be of help to you in doing this.


Job Search Organization Form

 Position Applied For: (paste ad here if available)

Where Heard of Position:  University of Pikeville Career Development Office 


Job Description:  


How Apply: 
Send Resume, Cover Letter, and List of Professional References by 



11/20/19
______________________________________________________________________________


DATE:

CORRESPONDENCE/PHONE CALL/RESPONSE

11/20/19

Sent Cover Letter, Resume, & List of References.


12/1/19

Called Personnel Office to see if my materials were received.





Interviews will be set up for week of December 10.




I should hear this week if I am selected for an interview.





It is anticipated that 3 out of 37 applicants will be interviewed.


12/5/19

They called me. Interviewed scheduled for 1 pm on 12/11/19.


12/11/19

Interview seemed to go well. Talked with .... Hiring decision will 




be made by 12/15/19.


12/12/19

Follow-up Thank you letters sent.


12/16/19

I called to see if a decision had been reached yet. Was offered 




position. Asked for a week to consider offer.


12/23/19

I called and accepted position.  Also sent written confirmation of 




agreed upon compensation and benefits.

SELECT CAREER-RELATED WEBSITES

One of the most important activities in a job search is finding out about the company you want to work for.  Knowing facts about companies before you interview will help you answer questions about why you want to work for them and what you have to offer them if you are hired. It will also give you some information and insight into the organizational structure and future plans of the company so you can assess its potential in terms of your future growth and development.  


Most information about companies is readily available at libraries through various directories and resource materials or online – just “google” it!.  However, if you have difficulty locating materials, do not hesitate to check with the local area Chamber of Commerce (Office of Business and Industry) or call the company directly and request materials.


Many of the resources used to find background information on companies may also be useful in identifying potential employers.  Be resourceful and do your homework.  Your future may depend upon it!

GENERAL
America's Job Bank - www.ajb.dni.us/  Homepage of the public employment service, a state operated program which provides labor exchange to employers and job seekers through a network of 1,800 U.S. offices.

CareerBuilder - www.careerbuilder.com/  Targeted to college graduates. Search jobs by type, field of interest and geographic area.

College Grad - http://collegegrad.com/  Internet job search management site with information and advice on the job search as well as search engines for posted jobs. 
Experience.com - www.experience.com/  Search for jobs by experience level, city and category.

Glassdoor - www.glassdoor.com/index.htm  Free, unlimited access to over 200,000 job sites, newspapers and company career pages, including company reviews and salary information.
Indeed – indeed.com  #1 job site in the world which aggregates job listings from thousands of websites, including job boards, staffing firms, associations and company career pages. Search jobs by keyword, job title, company and location.

Job Hunt – www.job-hunt.org  A list of online job search articles, resources and services. 
LinkedIn – linkedin.com  Professional networking and career development site where you can display your resume, search for jobs and internships, and enhance your professional reputation by posting updates and interacting with other people and groups.
HEALTH RELATED

Career Development for Healthcare Professionals – https://covalentcareers.com  Provides education, mentorship and job opportunities for new healthcare professionals.
Directory of America's Hospitals - www.usnews.com/usnews/health/hospitals/hosp_home.htm  Includes facts and figures on 6000+ hospitals. Searchable alphabetically and by state.

MedSearch - www.mdsearch.com/  An online healthcare resource providing assistance with the job search including job listings, career resources and employer profiles.
Public Health Online - www.publichealthonline.org/  Provides students and general readers with accurate and expert-driven information and resources about public health topics, careers and the post-secondary educational landscape.

NON-PROFIT/GOVERNMENT
AmeriCorps - http://www.nationalservice.gov/  Supports a wide range of local service programs that engage thousands of Americans in community service every year.
Federal Jobs Digest - www.jobsfed.com/  America's #1 private source of federal job information searchable by category.

Food Corps - https://foodcorps.org/  Partnership with AmeriCorps to train and place emerging leaders into limited-resource schools.
Idealist - www.idealist.org  Serves over 120,000 nonprofit and community organizations and 1.4 million monthly visitors.  You can search organizations by name, location or mission.
Kentucky State Employment – https://kentucky.gov/employment  Provides information on State positions available by job category and job title. Includes application process information.

Partnership for Public Service - www.ourpublicservice.org/  Discover some of the possibilities for internships and employment within the government. Explore a number of resources outlining the nature of public service careers and the benefits they provide.

Peace Corps - www.peacecorps.gov/  Volunteer opportunities, recruitment events, application portal and program information.

Public Interest Research Groups - www.pirg.org/jobs/  Lists jobs and internships by state Public Interest Research Groups.
Teach for America - www.teachforamerica.org/  Provides information on student opportunities, how to apply and application deadlines.
Serve Kentucky AmeriCorps – https://serve.ky.gov/americorps/Pages/currentprograms.aspx  Local initiatives of AmeriCorps with locations throughout Kentucky.
U.S.A. Jobs - https://www.usajobs.gov/  A searchable database of U.S. Government information and jobs provided by the Office of Personnel Management.

Tips for a Successful Job Search



  Work hard at finding a job




  Be patient and persevere




  Be honest with yourself and others




  Develop a positive attitude toward yourself 




  Be energetic and enthusiastic




  Set goals 




  Plan




  Get organized




  Ask questions and listen




  Be polite and courteous




  Maintain a professional stance




  Demonstrate your intelligence and competence




  Do not appear to be desperate




  Learn how to write an effective resume and cover letter




  Develop good interview and telephone skills




  Line up good references




  Learn to accept rejections and job offers




  Don't get discouraged




  Use all resources available to you




  Tell everyone you know that you are seeking employment




  Let employers know what you can do for them


Characteristics Desired by Employers
	PRIVATE 
Always Important:
 Dependability

 Honesty and integrity

 Ability to get things done

 Desire to accept responsibility

 Intelligence

Usually Important:
 Common sense

 Problem solving skills

 Interpersonal skills

 Mental stability

 Maturity

 Self confidence/poise

 Decision making abilities

 Ambition

 Flexibility/adaptability to change

 Creative thinking skills

 Motivational abilities

 Leadership skills

 Neatness of appearance

 Diplomacy/tactfulness

 Speaking abilities

 Perseverance

 Staying power and stability with an

     organization

 Possession of self-pride

 An excellent example for others

 Writing skills

 Innovative ideas

 Time management skills

 Competitive ability

 Mathematical skills

 Health

 Team management skills

 Ability to "go along" with an

     organization's way of doing things

 Computer literacy
	Important, Depending on the Job:
 Tactical and strategic planning skills

 Willingness to relocate

 Entrepreneurial spirit

 Physical fitness

 Ability to delegate to others

 Willingness to continue education

 Interests in current events

 Candidate's prior knowledge of an

     organization

 Budgeting abilities

 Financial planning skills

 Ability to work in close quarters

 Attitudes toward family

 Youthfulness and energy level

Selectively Important:
 Foreign language competencies

 Overseas travel interests

 Computer skills


Collegiate Employment Research Institute, Michigan State University.

