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5 Steps for an Effective Job Search

How prepared are you for planning and conducting an effective job search? Successful job seekers must have both good information and well-developed job hunting skills. Three important factors for a successful job search are knowing your goals and skills, an understanding of the job market, and a well planned job search. 

STEP 1. Begin with Self-Assessment 
The job search process begins with thinking about your skills and work preferences. How can you seek a position if you don't know what you want from a job and what you have to offer possible employers? Self-assessment will save help you speak confidently about what you want and what you can do. 


Interests 
Think about these questions.  Write down your answers.  Discuss your answers with someone else who knows you well, like a friend or family member. What activities do you enjoy the most?  What activities have you enjoyed for many years?  How do you spend most of your time?  What activities do you dislike?  What was your favorite job in the past?  What was your least favorite job? 


Skills 
A skill refers to something you do well, including handling problems or tasks. The key to your successful job search is recognizing these skills and learning how to tell employers about your skills.  Make a list of all of your skills so that you can practice describing them to employers.

Some of the best skills to show employers are those which are useful in a wide variety of work environments. These are known as transferable skills. For example, the ability to write and speak well, and use word processing or computer software are valued skills in many different jobs.
STEP 2. Research and Explore Career Options 

The next step in searching for a job is to look for jobs and careers that match your skills and interests. Many websites such as iseek.org have lots of information and videos about different careers.  Workforce centers also have information about different companies and careers.

Another great way to learn about other careers is to talk to friends and relatives about their work experience or make an appointment with someone who has a job that you’re interested in.
STEP 3. Prepare Job Search Materials and Develop Job Search Skills 

Once you know your job goals you can make small changes to your resumes and application letters so that they fit the qualifications of the job.  For example, you should change your application letter so that it shows the skills you have that the employer is most interested in.

Most job applicants know that they need well prepared resumes and cover letters, but many do not realize that they also need to spend time learning job search skills. Learning where to look for jobs, how to interview well, and how to make a great impression are skills worth going to class to learn.
STEP 4. Plan and Conduct Your Job Search 
Next, establish a target date for getting a job and decide how much time you can spend looking for a job. The more people you talk to and interviews you have, the greater the number of job offers. Therefore, it makes sense to use more than one strategy when looking for a job. Many people look for job ads in the newspaper and online but that is not always the best way to find a job.  Nearly 80% of jobs are never advertised so it is also a good idea to talk to many people about your job search.


Once you have a job or company in mind, you should meet people who have that job or work in that company. These people offer you an insider's view and can sometimes help you meet other people in the company or give you information about job openings. Your network can also consist of family members, friends, classmates, teachers, and other community members. 

STEP 5. Accept a Job Offer and Continue Building Your Skills 

Congratulations! Your job search has been successful. You have been offered a position you wish to accept. Send a note to all the people who helped you and tell them the good news. Don’t forget to keep building your skills so that you’ll be ready the next time you’re looking for a new job.
