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Advancing Employment Solutions
Job Search Strategies

The Steps to YOUR Success!

The single most important thing you can do is … … … Get into an ACTION mindset;

· The more steps you take, more people you talk with, more you do…. the faster you will connect with your next position.

First Step………………….. get your “marketing tools” in order. 80% of applicants are screened out due to the paperwork they submit……so your goal is to create screen-proof paperwork.

You are now in the Sales business, you have a product to sell and that product is YOU!

1. Resume :                            

Research shows the odds of getting an interview from a resume alone (as your only method of job search) are 254:1. That means you don’t want to make the mistake of thinking a resume is all you need. But a good resume is a good start. (A great resume is an even better start!)

* Your resume is not meant to be a chronological history of you, it’s meant to be a sales tool, something that generates interest from the reader.

· Length………Employer surveys suggest 1 page if you have less than 5 years experience, 2 pages if you have more. Other research shows a 1 page length is most widely preferred.

· Employers ranked these 5 resume items as most important out of a list of 21. They are ranked in order of importance;

1. Experience

2. Work History (with dates, when possible)

3. Qualifications

4. Education

5. Job Titles & Responsibilities

· When applying to a job posting: Tailor your resume to the posting EVERY time!
The words in the posting were carefully chosen and paid for. They are your BEST clue as to what key words, skills and accomplishments will give you the chance to land an interview…use them!

· Be sure every word you have in your resume is furthering the goal of selling you, don’t waste space if it’s not important.

· Employers say they spend between 10 seconds and 2 minutes on the initial screening of a resume! That’s how much time you have to convince them you’re worth a second look, so……be sure your most important qualities are at the top of your resume, maybe under a “Professional, Executive, or Skills Summary” or even “Select Accomplishments” section.
What if they never actually read any further than the top?

What do you want them to remember?
· Don’t over look soft skills; did you have an outstanding attendance record at you last job? Did you receive any recognition or awards for work performance? Are you a hard worker with a strong work ethic?

2. Cover Letter: 

Your cover letter should never be more than ONE day old! In other words, a new letter for EACH Employer!

Do your homework as you address each letter: 

If you’re responding to an ad and it doesn’t give the name of the contact person at the company, your job is to find out that name and the person’s job title so you can properly address your letter.  Don’t use “Dear Madam/Sir” or “To whom it may concern” .  Call or look on line for the hiring person.

· If responding to an ad, tailor your letter to the needs expressed. What qualifications are they looking for and how do you meet those needs? 

· Close your letter with an action statement!  Not “I look forward to hearing from you, here’s my phone # ”, but “ I will contact you [ in a few days? early next week? on Tuesday? ]  to discuss your needs further and to explore the possibility of scheduling an interview.” 

3. Reference Sheet:
· List at least three people who’ve known you professionally and are willing to say good things about your work performance. (Be sure you’ve spoke with each of them about using their names.) Include phone numbers, addresses, and what their relationship to you was/is. You may also want to include what each person can specifically inform the prospective employer of; ex: “Mr. Smith was my Manager for the past six years, and can give you some more information about the projects I ran and the new format I implemented.”
4. Thank you or Follow up letter:
· Research shows that only 1 in 4 interviewees sends a follow up letter. This may be your last opportunity to convince the employer YOU are the right person for the job… 
Why would you pass up that chance???

· You will need one after your first interview, and since it should be sent out within 24 hours of the interview, you would be smart to do a rough draft now.

· It usually follows the format of a brief business letter (similar to your cover letter) BUT even a handwritten more casual note is better than none at all. (Just be sure to keep it professional!) 

· Include a general appreciation for the interviewer’s time, plus space to be a little more specific about things that were discussed in the interview, points the interviewer stressed, and how you meet the employer’s expressed needs. You may want to include an “action statement” like, “You mentioned your office would reach a decision by Friday, so I will contact you then to discuss the  [     ] position further.” Conclude with an expression of your interest in the position, and your confidence in how well you can meet their needs.

Second Step:    Start looking for who’s hiring!     Some places to try are…….
One Stop Career Centers                          Job Search web sites                   Job Fairs                                                              

College/Training School                            Company websites                      Placement Services                      

Yellow Pages                                           Civil Service                               Newspapers             

Third Step:    Network….Network…..Network  

Direct Contact is the #1 way to get an interview and a job offer!

Networking (talking to prospective employers, talking to people you know about possible leads, etc.) is BY FAR the best method of job search.  

* Remember how using a resume alone results in interview odds of 254:1?

The odds for an interview resulting from networking contacts are 15:1 !

Talk with……….

Previous Employers                                 Family/Friends                             Church/Clubs

Union Halls                                            Volunteer Site                               Internship Site

Neighbors                                              Industries Organizations                Former Colleagues

Hairdresser/Barber                                  Service Providers                          everyone!  
Miscellaneous:

· Drop your information off IN PERSON whenever possible: if your ultimate goal of this whole process is to meet the hiring person face to face, why not try for that from the start? You’d be surprised how many doors have opened for job seekers who use this method. This works well both when you are applying for a posted job AND when you are making a “cold” contact with an area employer you know hires people with your skills, but who isn’t currently advertising an opening. Beat the crowd, don’t just talk to employers who are advertising openings. 

· Ever wonder where the really GOOD jobs are?? Many of the best jobs never even make it to a job posting because someone beat the crowd to it!  (Be sure you do your research, have a contact name even for a “cold” call.)

· When you contact an employer, try not to ask “Are you hiring?” because it’s WAY too easy to say NO. Instead, try something like; “Would you be interested in speaking with someone who will be early for work each day, who is a very fast learner, and will do what’s needed to accomplish the company’s goals?”

· A recent job seeker survey found the 2 most difficult parts of a job search were………… 
                       Waiting            and           Lack of Response

· Try not to focus on what’s not happening fast enough, but instead realize that research shows the more effort you put into your job search, the faster you’ll see results. 90% of those people who remain unemployed after 6 months are those who’ve spent less than 10% of their weekly time on their job search. BE PRO-ACTIVE and you WILL SEE RESULTS!

· Although you’d like to think its common courtesy, a business doesn’t owe you a response to your resume or application: it’s up to you to pursue them.
· Keeping record of who you’ve applied to, when, who the contact person was, etc. is vital in your search. Your resume or application is just your first contact with that employer, it shouldn’t be your only. Get yourself organized and you’ll always know what your next step is. (check out the Job Search Record tool on our website http://worksource1.com/JobSeeking.aspx )
· One of the biggest complaints employers have when surveyed is that job seekers don’t FOLLOW UP after dropping off a resume or completing an application. 

     Again, be Pro-Active; follow up on your resume or application, ask for an interview, follow up in

     writing after the interview, follow up by phone, etc.      
· Keep in mind… even if you didn’t get to speak with the hiring person when you went in person, or followed up on the phone, that doesn’t mean they won’t be made aware of your attempt. There are more employers than you may realize who base their interviewing decisions on who appears to WANT THE JOB……in other words….who FOLLOWS UP! 

Fourth step:     Interviewing
· Prepare for the interview;

1. Research the company, know where you see yourself fitting in.

2. Know your skills and be able to give at least 3 measurable, positive outcomes you’ve achieved with those skills.
3. Practice possible interview questions. (90% of those suffering from extended unemployment can not answer simple interview questions) Also think of some possible questions for YOU to ask (keeping the focus always on the company or the position, NOT on benefits, salary, etc. If it was YOUR company, would you hire the person who appeared to be only in it for themselves?)

4. Think of scenarios from your past work experiences which might illustrate some of your answers, especially to the BIG questions you might get on teamwork, problem solving, relationship with previous supervisors or co-workers, weaknesses, etc. 
For example:

Do you prefer to work independently or as part of a team? “ At my previous job I had quite a few independent responsibilities such as department statistics and payroll, but it was also necessary for me to function as a team member in the Fiscal Department and play an active role in accomplishing Departmental goals. I enjoy both work styles, and have been successful working in each.”
5. Be sure you know where it is, how long it will take to get there, and who you will be seeing.

6. Dress appropriately, usually “a step up” from what you would wear to work. Ex: if you’d typically wear khacki’s and a dress shirt/sweater to work, you might want to consider wearing a suit to the interview.

7. Bring copies of your resume and reference sheet plus any additional info. such as certificates or performance evaluations.

8. Keep in mind as you prepare for this interview… if you are at the point of being interviewed, the employer is already acknowledging you meet the minimum qualifications to do the job. Aside from fine tuning their opinion of your skills, what they are really looking for during the interview is………

a.) Will you fit in with the other employees, including themselves? (Personality fit with others)

b.) Do they perceive you as dependable?

· The Interview itself:

1. Be 10 to 15 minutes early, and remember  if you didn’t already fill out an application, they’ll probably have you do it now. So, be prepared with names, dates, address, phone #, of schools, past employers, etc.
2. The interview starts before you walk in the door, be polite to Everyone
3. Rise to greet the interviewer with a firm handshake and S-M-I-L-E 
4. Avoid doing anything distracting like tapping a pen or your leg, picking invisible lint off your clothes, etc.
5. Maintain eye contact
6. NEVER bring up salary or benefits, BUT if the interviewer asks you what Salary you’re looking for, try not to give a specific answer, and instead to turn the question back to the interviewer:
· “What is your typical starting salary for this position?”

· “Can you tell me what staring salary was offered to your previous {Purchasing Manager}?”

· “What salary range is budgeted for this position?”

That will usually either end the questions or give you an idea of what they’re offering. If they continue to press for a number, however, give a range which you’ve already researched for that job title. “I would expect my starting annual salary would be somewhere within the typical range for Food Service Managers; between $31K and $57K.” 

Some resources to look up typical wage rates are;

a) By comparing the wage amounts being advertised locally in job postings 

b) www.labor.ny.gov  (The New York State Department of Labor’s home page. Select “Occupational Wages” under Labor Statistics in the Individuals section). 
c) www.bls.gov/bls/blswage.htm (US Bureau of Labor Statistics, Wages by Area and Occupation)

d) www.salary.com (Salary.com’s salary wizard)

7. Thank them for the interview. Express your interest in the job, and ask if you can schedule the next step today. If not, find out when you can follow up on their possible decision.

8. Remember to get the interviewer’s business card if you don’t already have the correct spelling of their name and job title.

· Follow up with that thank you letter within 24 hours!
· Follow up by phone or e-mail within 5 business days unless they’ve told you when a decision will be made.
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It takes the average job seeker 32 rejections before they receive a job offer. If you get a “Sorry, you weren’t selected” by letter or phone for this job, just cross it off and consider yourself one rejection closer to your new job!!

Try your best not to allow “rejection” to become personal for you. 

The job search process is pretty much ALL disappointment 

UNTIL the ONE success you’re looking for!!

STAY POSITIVE & SUCCEED!! 
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