job search methods

Introduction
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Click on the link below to see a brief introduction to the Job Search Methods chapter.

Video: Intro to Job Search Methods

You have developed a career goal and a plan to reach that goal.  Whatever your goal is, part of your plan probably includes getting a job.  Looking for a job is called a job search.  It takes planning and time.  The first rule in conducting a job search is, “Don’t quit until you succeed.” A job search can be time consuming and frustrating, but the time it takes to find a job you really want is worth it!

In this chapter you will: 

· Identify job search methods that produce the best results

· Practice using the most effective job search methods
· Develop a job search plan
If the video does not run smoothly on your computer, use the slideshow version.
NEW TOPIC



begin your job search 
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Name, a job search takes lots of activity to produce results. It may take 10 to 15 contacts to get one job interview.  It may take 5 to 10 interviews to get a job offer and then 2 or 3 offers to get the right job

You can make your job search more productive by putting your efforts into the strategies that work the best. You may be surprised at which methods are most successful. 

Richard  Bolles, author of What Color is Your Parachute? A Practical Manual for Job-Hunters and Career-Changers, ranks 11 different job search strategies from most effective to least effective. In this next activity you will look at different strategies and identify which methods you think are most effective. 
Drag-Drop:  Which Strategy is Best? [Chap11act_methods_matching]
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One third of all job seekers never find a job because they give up.  The ones that give up first are those using only one job search method, such as sending out resumes.  Richard Bolles suggests that you use more than one method, but less than five.  This way, you can give each method the time it deserves.

In this activity you will identify three or four methods that you want to use in your job search. This information will be saved in your Workbook.

Workbook: Your Job Search Methods [Chap11act_methods]
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Develop a prospect list
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Name, the two most effective job search methods involve directly contacting employers that interest you. In order to do this, you need to first develop a list of potential employers. This is called a prospect list. 

There are several ways to begin developing your prospect list. You can find potential employers by asking people you know in your community. You also can look up potential employers on the Internet.

In this activity, you will identify five potential employers by using the Internet.  This information will be saved in your Workbook.
Workbook: Develop a Prospect List  [Chap11act_develop_prospects]
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Once you have identified a possible employer you should learn more about them. You need to find out if it is a company that can use your skills and aptitudes. You also need to know if the company can meet your needs. Is it a place you would like to work? Is it located close to where you live? Do they offer competitive salaries and benefits? You should answer all these questions before you spend a lot of time trying to get a job at that company. 

This slideshow gives ideas on how you can learn about potential employers. 

Slideshow: Research Employers  [Chap11_flash_scripts]
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To find information on the Internet can sometimes be challenging. However, your chances of being successful in your job search will improve greatly if you have the skills necessary to find a company’s website and be able to look up information about them. 

In this activity you will practice looking up information for one company on your Prospect List. 

Workbook: Practice Finding Employer Information  [Chap11act_find_info]
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Name, you have practiced looking up employer information on the Internet. However, don’t forget that the best way to learn about a company is to learn about it from a person who is working there or has worked there in the past. 

In this next activity you will go to the Discussion Board and share part of your Prospect List with your classmates. Be sure to look at your classmates’ lists and let them know if you know someone who works for or has worked for a company on their list. 

Discussion Board: Share Your Prospect List [Chap11act_journal]
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build your network
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Have you ever known someone who found a job through a friend or family member?  Using your personal contacts is a very important job search method.  Asking friends, family members or people you know for job leads is the third most effective way to find a job. Asking former teachers or schools for job leads is the fifth most effective way to find a job.

Using people you know to find a job is called networking. This next slideshow gives some examples of how to use networking to find a job. 

Slideshow: How to Network  [Chap11_flash_scripts]
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Name, now it’s your turn to create your list of personal contacts.

In this next activity, you will create a list of people that you’re willing to contact for help with your job search.  This information will be saved in your Workbook. 

Workbook: Your Network [Chap11act_your_network]
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call potential employers
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As you learned earlier, the most effective way to get a job is to start making contacts with the companies that can hire you.  A good way to do this is to call them. When you call a potential employer, you can find out if there are job openings and what you need to do to be considered for a job. You might even be able to arrange an interview with the person who does the hiring. 

Turn to page 31 in your Manual. This checklist provides you with some reminders on things to do when you call a potential employer. 

This next slideshow, gives two examples of job searchers calling potential employers. Look at your checklist as you listen. See how many items the job searchers use in their conversation.

Slideshow:  Calling Potential Employers  [Chap11_flash_scripts] [Chap11_phone_scripts]
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If you have never called potential employers before, it can be intimidating. When doing a job search, calling potential employers is the task people dislike the most. It takes practice to get comfortable doing this.

Think about your job search. You are probably going to need to call potential employers. How do you feel about this?  Is there someone who can give you some support? Take time to write in your Journal about this.

Journal: Feelings About Calling Employers [Chap11act_journal]
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plan your job search
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Name, now that you have decided on some ways to look for a job, the next step is to develop your plan. The secret to reaching any goal is getting started and scheduling your time to take the necessary steps. In your schedule, you should include time to reward yourself so that you will continue to feel good about yourself. 

This slideshow shows Terry’s plan for her job search.

Slideshows: Terry’s Job Search Plan  [Chap11_flash_scripts]
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There are a lot of details to remember in a job search. A job search planner can help you stay organized. You can use your planner to keep track of your job leads. You can also use your planner to keep track of what you need to do each day and each week to bring you closer to getting a job. Finally, you can use a planner to keep track of who you have contacted, what they said, and what you need to do to follow-up. 

In this activity, you will look at one possible job search planner that you can use for your job search.

Workbook: Your Job Search Plan  [Chap11act_your_plan]
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celebration!
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Congratulations, name! You have just completed the Job Search Methods chapter. Click on the link below to see a brief summary.

Video: Summing up Job Search Methods

Congratulations! You have just completed the Job Search Methods chapter.  

You have chosen several job search methods that you feel will work best for you. You have identified people that might be able to help you. You also have identified some companies where you might want to work. Most important, you have begun to plan your time to make it happen!

Remember, it’s important to stay positive and not to get discouraged during your job search. Looking for a job is not easy. But making the choice to spend time and work hard on this is an important step toward achieving your goals. 

If this video does not run smoothly on your computer, use the slideshow version.

If you would like to review the topics covered in this chapter and/or write down things you want to remember, go to page 12 in your Manual.

You are now ready to continue to the next chapter. To mark this chapter complete and return to the Learning Center, click complete.   To simply return to the Learning Center, click review later.

OPTIONAL ACTIVITIES
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It can be difficult to stay motivated while you are searching for a job. Many of your efforts will not result in you getting a job offer. Think about how you can stay motivated when people are telling you “no”. If you want click on Staying Motivated and write in your Journal about this. [Chap11act_journal]
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There are many sites on the Internet that have job listings. If you would like to look at one site that might help you with your job search, click on America’s Job Bank (http://www.jobsearch.org/seeker/jobsearch/quick).

QUOTES
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“There’s only one way to fail, and that’s to quit.” ~ Brian Hays
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“You can’t wait for the phone to ring. You have to ring them.” ~Lord Lew Grade 
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