
 







Job Search Success Strategies - Part I 

Planning Your Job Search 

Get Organized 

The best way to be successful in your job search is to treat it like a job, setting targets and 
goals for yourself every week. Ensure your email address and voicemail message are 
professional. Keep your voicemail in box empty. Determine where in your home you are the 
most productive and make that your job search center. If you cannot focus, you won't be as 
productive. These little details are often overlooked in a job search. 

Each week, you should be working 30 - 40 hours on your job search. This time includes 
networking, updating your Linkedln profile and resume, participating in educational and 
training workshops to sharpen skills, and researching jobs, companies, and industries. Use the 
Job Search Check List at the end of this handout as a resource to help get and stay organized. 
The more structured your job search, the more you will be able to focus on the desired 
outcome. 

Focus on a Specific Employment Target 

Whether you are staying in the same industry or transitioning into a new one, you should 
generally focus on one specific industry or job type in your job search. Many people can work 
in different roles and send out resumes for those various roles simultaneously, like marketing 
and customer service, for example. But would you rather hire an expert in a single field or 
someone who knew a little of various fields? Focusing on one targeted industry or role allows 
you to narrow your job search and put all of your energy into developing a more persuasive 
resume, Linkedln profile and personal brand, making you a better-prepared candidate for a 
prospective employer. 

Spend some time researching your desired industry, updating yourself on keywords, 
concepts, trends and changes that you can make you stand out as a candidate. If this is a new 
industry for you, find job descriptions for those roles in which you are interested to use as 
samples. This will not only provide insight into whether you would enjoy the role, but it will 
allow you to start matching your skills and background to this new position and industry. 
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https://pursuitwise.com/career-assessment/
https://www.princetonreview.com/quiz/career-quiz
https://www.123test.com/career-test/
https://www.careeronestop.org/toolkit/careers/interest-assessment.aspx


 



 







Job Search Success Strategies - Part I 

Review the following sections and list any useful leadership roles or anecdotes that showcase 
the skills you learned. 

Education/Training Courses: 

Volunteer Work: 

Sports and Hobbies: 

Previous Employment: 
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Job Search Success Strategies - Part I 

Dispensing Information 

Drafting Budgets 

Drafting Reports 

Editing 

Empathizing with Others 

Enforcing Policies 

Estimating Space 

Financial Decisions 

Following Stock Market 

Gathering Information 

Handling Complaints 

Handling Detail Work 

Identifying Potential 

Improving Efficiency 

Inspecting Physical Objects 

Interacting with People 

Interpreting Information 

Interpreting Languages 

Inventing New Ideas 

Investigating Problems 

Keeping Accurate Records 

Listening Actively 

Making Decisions 

Managing a Group 

Managing Finances 

Mediating Between People 

Motivating Others 

Observing Behavior 

Operating Equipment 

Organizing Data 

Persuading Others 

Planning Social Events 

Preparing Food 

Prioritizing Tasks 

Problem Solving with Math 

Promoting Events 

Raising Funds 

Recruiting Volunteers 

Resolving Conflicts 

Retaining Information 

What are some ways you can develop the skills with checkmarks? 

Seeing Big Picture 

Selling Products 

Serving as Travel Guide 

Social Networking 

Speaking to Groups 

Summarizing Information 

Supervising Employees 

Synthesizing Data 

Thinking Logically 

Training Others 

Understanding Cultures 

Working with Children 

Writing Computer 

Programs 

Writing Creatively 

Writing Letters 

Writing Proposals 

Writing Reports 

Writing Speeches 
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Job Search Success Strategies - Part I 

Job Search Checklist 

Job Search Success Item Completed 

Organize and Track Your Job Search in Excel or a Notebook 

Create or Update Your Budget 

Calculate Your Bottom-Line Salary Number 

List Your Job Requirements and Non-Negotiables 

List Your Concrete Skills and Transferable Skills 

Write Down 5+ Work-Related Accomplishments from Previous Jobs 

Create/Update Your Linkedln Profile 

Update Your Resume 

Create Job Alerts on Online Job Sites 

Search for Jobs on Targeted Company's Websites 

Add to Your Employable Skillsets 

Develop Your Network 

Clean Out and Update Your Voicemail 

Google Yourself 

Clean Up Your Social Media Accounts 

Practice Your Elevator Speech 

Test Your Video Interview Setup 

Prepare and Practice Answering Difficult Interview Questions 

Contact Your References 

Take Care of Yourself 
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