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Steps to an Effective Job Search

· Identify your Job Objective

· What are your areas of interest and abilities?  That is, what type job do you think you might enjoy performing for your life’s work?  Think big and bold here since you may actually become whatever you have thought you wanted to be!  A journalist, doctor, welder, store owner—think as big as you can!

· Educate yourself about the world of work.

· People resources

· Counselors, teachers, coaches, relatives—people whom you respect

· Someone performing the type work you are interested in

· Internet--simply type in the job title and read the details

· Volunteering–Accept opportunities to volunteer, and include volunteer projects on your resume.  

· Look for Potential Employers

· Newspaper ads

· Employment agencies

· Family members

· Friends

· Professionals 







· Develop Job Seeking Tools and Skills

· Prepare your resume as shown later in this document. 

· Practice your interviewing skills with friends or family.

· Make Contact







· Want ads

· Tailor response to fit the ad

· Follow-up – check status

· Personal Contact (Networking)



· Make a list of people you know who may have details about job openings.

· Contact individuals, particularly human resource professionals, and ask for their help (career areas, job openings, and referrals).

· Advertise in newspapers, on bulletin boards, or by word of mouth that you are job-searching.  Then, follow up on all leads.

· First impressions are important.  Preparation is the key to clearly expressing yourself and showing confidence.

· Practice marketable skills, such as computer skills.

·  Call the company to learn who has the hiring responsibility, then contact 

·  that person directly to ask about employment possibilities for you.  If there are no current jobs for you, ask about future openings and advice about others who may have job openings in other companies.

· If possible, schedule an appointment with the employer representative at his or her convenience.  Be certain to go to the appointment.

· Write a thank you note to the employer representative regardless of the outcome of the meeting.

· Make a commitment to your search

· Be persistent and patient.

· Pursue all leads and be ready to experience rejection.

· Work at it. Several hours a week. Make a job of finding a job.

· Maintain a positive attitude. 

What qualities do employers seek? 

· Appearance:  A first appearance is one of the most important aspects of the interviewing process. First impressions matter.

· You may not have the best clothes, but what you do have should be clean and neat.

· Know something about the business for which you are interviewing.

· Be able to carry on a conversation. You may want to develop the habit of reading the newspaper to keep up on current events. This will also help you keep your reading skills sharp.

· Always have a couple of questions ready should you be asked if you have any questions about the company.

· Dependability:  Employers want people who will be at work on time, who will keep their commitments, who will follow directions, and who will continue to work on the task until the job is finished.  
Developing these habits… 

· Make regular school attendance a habit. This will carry over into your work career. 

· Make it a habit to keep your word.  This can help you develop the habit of thinking before you speak.

· Learn to follow directions because you must learn to follow before you will ever have a chance to lead.

· Complete high school and any other training that you start to show that you are dependable.  And, make the best grades you can because this will help you succeed at your life’s work.

· Positive Attitude:  You will have many years to work.  If your work experience is positive and enjoyable, your work life will be less stressful and one at which you will continue to do well.  So, it is important to your well-being to maintain a positive attitude about your employer and fellow employees. And, being positive will allow you to become a “can do” employee, the kind of employee that employers are always looking for. 
Developing these habits…
· Look for positive outcomes in all that you do.

· Be a problem solver, not a creator of problems.

· Learn to take criticism oftentimes it is to help you.


· Show that you are a force for good and can make things happen.

· Learn to adapt and be willing to accept any training.

· Work Experience:  Ideally, you will be able to complete a job application without leaving blanks and gaps between jobs without a valid explanation. 
Developing these habits…
· Maintain some type of job, either year-round or during summer break, as a great way to build a record of work experience.

· Take part in school organizations and find an opportunity to step into a role of leadership, which will benefit you later in your work life.

· Work with volunteer organizations within your community.

· Team Player:  Your co-workers and employer will think highly of you if you are able to maintain an attitude that you will always do whatever is best for the team.  It is okay to be independent and to be proud of your individual efforts, but the best way you approach your work is to show that you are part of the team.

      Developing these habits…
· When interviewing, try to have examples ready of how you have left a positive impact on your team on projects that you have worked on or on jobs that you have had.

· Maintain a willingness to adapt to change for the sake of the team.

· Respect the input of other team members.

· When working on a team, make sure that you make others feel as if they are part of the team. 

· Responsibility:  Show that you are willing to be responsible by seeking out job roles that require you to be accountable for an outcome.

Developing these habits…

· Accept responsibility for your actions.

· Look for opportunities to lead, then show how positive you can lead.

· References:  Ask people who have employed you if they will approve of your placing their names on your applications as references.  Having good references is an important part of the application process. Many employers will contact your references when considering you for employment. 

Developing these habits…

· Always treat others with respect and dignity.  In this way you are building your credibility with a potential reference. You will never know who may provide you with a slight advantage in the hiring process.

· Be aware that your work record can help you if it is positive, or it can hurt you if you have experienced problems in the work place.  In many cases, the choice is up to you.

· Ask permission to use personal references.

Résumé/Application Essentials

· Cover Letter:  Always enclose a cover letter when you send out a résumé.  The cover letter should be individually typed and signed, never a copy.  Cover letters should be brief, usually one page. 

     General Guidelines  

· Address the letter to an individual, whenever possible.  

· Use an opening paragraph to arouse interest on the part of the reader; tell why you are writing the letter.  

· The second paragraph should provide the details that will show the reader that you should be considered a candidate.  

· Be specific with the kind of job you want; don’t make the reader guess what you are interested in.  

· Refer the reader to your qualifications as outlined on the enclosed résumé or other materials.  

· Use as much space as you need to tell your story, but keep it brief and to the point.  

· In your closing paragraph, pave the way for an interview by indicating the action or steps YOU will take to initiate an interview date.  

· Don’t forget to sign the letter.

· Résumé:  A résumé is a 30-second commercial about you.  There is no right or wrong way to lay it out.  A résumé is a summary of your education, skills, accomplishments, and experience.  The purpose of the résumé is to obtain an interview. 

Stationery, Envelopes, Stamps 

· One page of 8 ½” X 11" is ideal.  As you gain experience or education, you may need two pages to accurately convey your accomplishments.  Keep the resume focused and concise.

· Use white, buff, or cream high-quality bond paper (white is preferred by some companies).

· Make sure the envelope also looks neat, is accurate and readable, and, if possible, is similar to the bond paper.  

· Include sufficient postage on any mailed documents (you can weigh it at the post office to determine the proper amount of stamps).

Make It Scannable
· Use normal résumé headings (Objective, Education, Experience, etc.).

· Choose a font that is simple, 10-14 pts, and keep to one font only.

· Bold your section headings.

· List phone numbers on separate lines.

· Do not use italics, script, underlines, or reverses.

· Print on laser printer.

· Print on one side of paper only.

· Mail your resume and cover letter flat, without staples.

General Information
· Avoid typographical errors.  Make sure that your documents are perfect; don’t forget to run a spell check.  Ask someone else to proofread your documents to check grammar and spelling.

· Do not include photographs, social security numbers, or graphics.

· Generally do not include personal information, including age, gender, place or date of birth, marital status, number/ages of children, race, religion, or health status.

· Avoid nicknames.

· Use concise phrases, not complete sentences; do not use I, my, me or mine.

· Don’t exaggerate your accomplishments.

· Print on laser quality or other high-quality printer.

· Make the layout pleasing to the eye and include white space.

· Do not include salary information.

· Do not label your document “résumé” or “résumé of ____” at the top.

· KISS: Keep It Short and Sweet.

· Review your résumé each time you plan to submit it for a job, comparing the job description or ad to your abilities, and individualize your resume specifically for that job.

· If you have an answering machine, record a professional greeting.

Generally Included  

· Heading:  Include essential information like name, address, phone number with area code, and e-mail address.  You may also include a web site address if it presents your professional ambitions.

· Objective:  Be specific about the job you want.  For example, write entry level data entry clerk or management trainee position.  If you know the exact title, use it.  If you don’t have a job objective, don’t put one.  You may need to tailor your objective to each position you seek.

· Education:  List relevant education, listing highest degree first.  Include GPA only if 3.0 or higher.  You may choose to include relevant course work.

· Work Experience:  List job title first, then place of employment.  Focus on what you did, not where you did it.  Briefly describe responsibilities and duties using action words.  Create the impression you are a doer.

· Honors and Activities (optional):  Show leadership positions, such as, president, vice-president, treasurer, etc.  Also show clubs and activities to which you belong because this shows that you are sociable and willing to get involved and take on responsibility.

· Special Skills (optional):  Insert such information to highlight any special skills, such as, computer skills, foreign language skills, etc.

· References:  It is generally not necessary to state that references will be provided upon request.  You can prepare a separate page for references, if you would like.

Write and rewrite your résumé until you are satisfied that it 

has created an accurate picture of your ability and potential.
· Interview Thank You Letter:  Send a thank you letter after each interview.  This is another way to express interest in the company.  

Format - Use generally same format as cover letter  

· In the first paragraph, thank the interviewer for his/her time.  

· In the second paragraph, reaffirm your interest in the organization.  Mention something that appeals to you about working for them and reinforce a point or two in support of your application.  

· If, after the interview, you thought of something you wish you had said, the third paragraph is a good place to insert it.  You can also restate your understanding of the steps in the hiring process.  


· Sign your name.

· The Employment Application:  Many employers require applicants to complete an Employment Application.  Some will allow you to take it with you, but most will request you to complete it on the premises.  Be prepared.

· Read all instructions carefully AND follow them!

· Include all information requested.  If the application says a section must be completed, do not put “see résumé”.  You may include the résumé, but also complete the information in full on the application.

· Do not make up abbreviations.  You may know what you mean, but not everyone will. 

· Make sure you spell all words correctly.  

· Think about what you will be required to include on most applications and write the information prior to completing the application.  For example, what are the companies you’ve worked for, their addresses, phone numbers, your supervisor’s names, etc.  

· Also have several references identified who are familiar with your work so that you can include them on the application, if required.  You should talk to the references in advance to ask for their permission before including them.  Have reference information available before you complete an application; generally the name, relationship, address, and phone number will be requested.

Guidelines for Job Interviewing

· Preparing for the interview

· Know yourself.  The more self-aware you are, the more comfortable and confident you will be in job interviews. Make a list of your strengths and abilities. Make another list of your achievements. 

· Know about the job for which you will be interviewing.

· Think about yourself in relation to the job.  Ask yourself, "What do I have that would make someone want to hire me for this job?"   Think about how your work experience, classes, and activities can relate to the job you’re seeking.  

· Understand what employers are looking for. (Refer to section “What do employers seek?”)

· Research the organization and try to learn the following:

· Key people in the organization

· Major products or services

· Size in terms of sales and employees

· Locations other than your community 

· Major competitors 

· View of the company by clients, suppliers, and competition 

· Latest news reports on the company 

· Prepare questions to ask the interviewer.  (Refer to section “Questions you may want to ask the interviewer”)

· Practice, practice, practice.  Ask friends and family members to conduct practice interviews with you and/or practice in front of a mirror.  Think about the worst question you can face in an interview, the one you most dread--then practice answering it.  You must be prepared for that question. If you can answer it, the rest will be much easier.  Practice both asking and answering questions

· Write down the name and address of the company and the name of the person interviewing you.  If you are not familiar with the location of the company, drive there before your actual interview date to become familiar with its location.  Plan to arrive 10 minutes early.

· How to dress for the interview

· Dress to fit in at your prospective employer.  When in doubt, err on the side of conservatism and dress a bit nicer than those who will be interviewing you.  Dress in a business-like manner.

· Clothes should fit well, be clean and pressed.  

· Women

· Avoid short skirts and low-cut blouses.

· Avoid showy jewelry and makeup.

· Forget the excessively long fingernails and if wearing polish, make it a subtle color and neatly done.

· Men

· Remove earrings before the interview.

· Any facial hair should be neatly trimmed.

· Everyone

· Avoid wearing too much cologne or perfume.

· Your hair should be clean and well groomed.

· Shoes should be polished and coordinate with your clothes.

· How to act during the interview

· Be yourself.  Most people aren’t good actors and will be found out.  

· Shake hands upon introductions and at the conclusion of the interview.  

· Maintain eye contact. 

· Avoid fidgeting and squirming.  Keep your hands folded in your lap or comfortably at your sides.

· Be friendly and courteous.

· Be honest.  This is the only way for you and the interviewer to gauge if you are right for the job.  Lying can cause you to be fired if you are hired.  Rather than covering up mistakes, talk about how you have learned from them.

· Be assertive.  Ask questions.  The interview is a chance to learn if the job is right for you. 

· Speak slowly and clearly and don’t be afraid to pause for a moment to collect your thoughts.

· Ask for a business card so you can send a thank you note or e-mail as soon as possible after the interview.

· Traits on which you will be evaluated

· Personal traits

· Punctuality

· Grooming habits

· Eye contact

· Manners

· Self-expression

· Clear in answering questions

· Good speech habits/patterns.  (Avoid peppering interviews with “um,” “like,” etc.  Use good grammar.)

· Maturity

· Can you make good value judgments and decisions?

· Personality

· Have a positive attitude

· Project self-confidence

· Experience

· Job experience

· Extracurricular activities

· Academic achievements

· Job skills

· Special training/courses

· Enthusiasm and interest

· Smile

· Ask questions

· Be attentive

· Career goals

Is this a stepping-stone to other jobs?

· Questions frequently asked by interviewers

· What are your short-term goals? Tell me about yourself. 

· What do you want to do with your life? 

· Do you have any actual work experience? 

· How would you describe your ideal job? 

· Why did you choose to apply for this position? 

· What qualities do you have that will apply to this job?
· Describe a situation in which you were successful. 

· What do you think it takes to be successful in this company? 

· What accomplishments have given you the most satisfaction in your life?

· Are you a team player? 

· Are you at your best when working alone or in a group?
· What motivates you to do a good job? 

· Why should I hire you? 

· Are you a goal-oriented person? 

· Tell me about some of your recent goals

· What is your long-range objective? 

· What do you see yourself doing five years from now? 

· Where do you want to be ten years from now? 

· Do you handle conflict well? 

· Have you ever had a conflict with a boss or teacher? How did you resolve it? 

· What major problem have you had to deal with recently? 

· Do you handle pressure well? 

· What is your greatest strength? 

· What is your greatest weakness? 

· If I were to ask one of your teachers to describe you, what would he or she say? 

· How has your education prepared you for this job?

· What were your favorite classes? Why? 

· Why is your GPA not higher? 

· Do you have any plans for further education? 

· What do you know about our company? 

· Why are you interested in our company? 

· Questions you may want to ask the interviewer

· What knowledge, skills, abilities, and other characteristics would help someone succeed in this job?

· Could you describe the ideal candidate for this position?

· How do you view this company as a place to work?

· Do employees normally work much overtime?

· What is expected in terms of working overtime?

· Are there opportunities for promotion within the company?

· What type of training do you offer new employees?

· Why is this position currently open?

· What is the turnover history for people in this position?

· How soon will the position be available?

· How much freedom and responsibility are given to new employees?

· How are employees evaluated and promoted?

· What educational opportunities exist for someone in this position?

· What do you see as the greatest challenge in this position?

· Please describe a typical day on the job.

· After the interview

· Send a thank you note right away.

· This is common courtesy and will give you the opportunity to stand out among other applicants.  

· This will give you a chance to summarize your qualifications for the position.

· Evaluating potential employers

· Honestly ask yourself if this job is right for you.

· Some things to consider in your assessment:

· Job content:  job duties, working conditions, advancement opportunities, etc.

· Personal and professional development:  training programs, possible career paths in the company, educational assistance, etc.

· Opportunity for individuality:  decision-making authority, freedom in doing the job, teamwork versus individual work, etc.

· Earnings potential:  salary, benefits, raises, promotions

· Geographic locations:  possible work locations, possibility of relocation, etc.

· Atmosphere of the organization:  reputation, financial stability, management attitudes, etc.

· Tips on salaries

· Let the employer raise the issue of salary and benefits.

· Know your financial needs. 

· Familiarize yourself with salary levels and benefits in your geographic area and in the industry.
Steps to an Effective Job Search was made possible by the Northeast Arkansas Chapter of Society for Human Resource Management.

Write on this page both your personal and work references. Be sure that you include addresses, phone numbers and how you know them.
How Can I Invest In My Education?

If you will follow this guide of these 10 things, you will be on a path for success in school and even beyond. Even if you have struggled to make good grades, you can follow this plan
· Choose to become an Arkansas Scholar – we will celebrate your success when you graduate.
· Ask your parents to remind you to do your homework and prepare for tests – students that have this encouragement are more likely to excel in school and at work.
· Do the work to make “C’s” or better in all your subjects – this can open doors to opportunities for a better paying job.
· Go to class – be prepared to do your best (have your homework, books and materials to help you succeed in the classroom) – it really matters.
· Listen – teachers have a college degree – they want to teach to help make a difference in your life. It is important to show respect to them and listen while you’re in their class.
· Take good notes – this helps you organize your thoughts, work on your handwriting and spelling. You also have a good record of what will probably be on the test.
· Ask questions when you don’t understand the class work or assignment – you may be not only helping yourself but others too.
· Talk with other students about your course work – forming a study group can help you and others as well.
· Do your homework and ask for help when needed – your teachers enjoy helping students that want to learn. Doing your homework reinforces what you have learned in the classroom.
· Study and prepare for exams (it makes a difference) – doing well on tests shows you are doing the work it takes to succeed. Employers look for this type of person to hire.
