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INTRODUCTION

BY JOHN HENRY WEISS

The purpose of this book is twofold—to help laid-off workers deal with the trauma of having their paychecks and benefits suddenly disappear, and to guide them through the job-hunting process. The tips in this book provide job seekers with practical advice for finding a new job no matter the state of the economy.

The Big Book of Job-Hunting Hacks is a compilation of three books written by authors with expertise in the job-hunting process. Their philosophy is that proven methods for job hunting transcend good times and bad, which includes challenges caused by the worldwide coronavirus pandemic that began in December 2019.

The first two books in this compilation deal with job hunting as a comprehensive multi-step process. The third book focuses on a critical step in the process—writing a dynamite résumé that will move the candidate forward to an online or in-person interview with a hiring authority or human resources director. The books in this compilation are:


1. How to Get a Great Job: A Library How-to Handbook, edited by the American Library Association

2. Moving Forward in Mid-Career: A Guide to Rebuilding Your Career after Being Fired or Laid Off, by John Henry Weiss

3. How to Write a Stellar Executive Resume: 50 Tips to Reaching Your Job Target, by Brenda Bernstein, JD, CMRW, CERM



The reader can study these books in sequence, or focus on topics of immediate interest. Following is a review of each book in this compilation.

1. HOW TO GET A GREAT JOB: A LIBRARY HOW-TO HANDBOOK

The first title reflects the accumulated wisdom of librarians and their associates who serve the job-hunting needs of workers throughout America. It emphasizes that job hunting is a process with a number of steps that need to be implemented in order to accomplish the mission—hearing the hiring authority say, “You’re hired!”

Do not mistake this book as something written for librarians seeking employment. It was written for all workers in job-hunting mode at any time in the economic cycle and offers helpful tips for workers seeking employment during a pandemic. There are more than 100 tips in this book, five of which all job hunters should consider indispensable.

Tip #1. Begin by making sure that your online profile and résumé profile are the same. The reason? The first thing a hiring authority reviewing your candidacy will do is go to LinkedIn to examine your profile. If your résumé and LinkedIn profiles are in conflict, you are history. Read more in the first chapter of this book.

Tip #2. A successful job search begins with crafting a plan to implement the process. This tip is particularly important for workers who were laid off because of an unforeseen event, like the COVID-19 pandemic. Such a jarring event often leaves the laid-off worker in a state of panic because of its many negative ramifications, like loss of income and insurance benefits. While in panic mode, the worker begins job hunting by hastily crafting a résumé and sending it to multiple job boards and company career pages with meager results. This tip recommends making a rational plan that begins with determining skills and career interests and concluding with how to negotiate a job offer.

Tip #3. A job search is a job in itself. Reserve a space in your home to conduct “business.” You will need a quiet space equipped with a desk or work table, technology tools, and storage space. Trying to wing it from the kitchen table after your third cup of coffee at 10:30 a.m. will impede your success.

Tip #4. The rubrics for conducting a job search are the same no matter what the reason was for your being let go. Going forward, you will need to research the job market for industries and companies within that are hiring. Even when the economy was in lockdown mode, there were companies still hiring. For example, at the height of the COVID-19 crises, companies like Albertsons, Amazon, Costco, CVS, Dollar General, Domino’s, Johnson & Johnson, PepsiCo, Walmart, and Zoom were aggressively hiring.

Tip #5. Access the many online, print, and media resources to keep updated on the state of the economy. Two helpful TV sources are the many CNBC financial programs, which begin at 6 a.m. Eastern, and Mad Money with Jim Cramer at 6 p.m. Eastern. Among the print and media resources recommended in this book are Forbes magazine, the Wall Street Journal, and the Occupational Outlook Handbook published by the U.S. Department of Labor. All are available in print and eBook formats.

Libraries often go unnoticed and unused by job hunters. Be sure to visit their brick-and-mortar locations or visit them online for current information to facilitate your job search.

2. MOVING FORWARD IN MID-CAREER: A GUIDE TO REBUILDING YOUR CAREER AFTER BEING FIRED OR LAID OFF

The second book in this compilation is the go-to resource for job hunters looking for a paycheck in order to survive. Author John Henry Weiss, an executive recruiter and former corporate executive, wrote this book because so many workers are let go every day of every year. According to the Bureau of Labor Statistics (www.bls.gov), 52,500 workers are let go every day during a normal economy and many more during a recession caused by something unexpected like COVID-19. Workers are laid off in good times because employers are always in a state of reorganizing, downsizing, rightsizing, expanding, or entering bankruptcy.

This book emphasizes job hunting as a process, not as a one-step deal like how to make it through an interview. It contains 250 practical tips for job hunters focusing on managing finances, working from a home office, writing résumés and cover letters, managing interviews, negotiating employment offers, networking, where and how to find employers, consulting career coaches and counselors, and seeking support from spiritual sources.

Moving Forward points out that being let go is something that most workers will experience during their time in the workplace, even when the economy is robust and the unemployment rate is below 6 percent, a number that most economists consider full employment. This book has four major parts to help laid-off workers through the job-hunting and rebuilding processes.

Part 1, Coping with the Ramifications of Job Loss. Weiss tells us that laid-off workers encounter many family challenges when job hunting from home. Some of them relate to childcare, aging parents, trauma, divorce, and separation. He provides solutions that will result from using your intelligence, psychic and physical energy, and passion. Also covered in Part 1 are solutions for handling financial matters relating to savings, investments, and insurance.

Part 2, The Process of Moving Forward in Your Career. Here workers will learn how to define or redefine career objectives, how to craft a résumé and corresponding online profile, how and where to find employers and decision makers, how to prepare and carry out personal and online interviews, how to handle objections to your candidacy, and how to negotiate a job offer.

Most job seekers submit their résumés and cover letters online, along with millions of other candidates. For example, Southwest Airlines receives over 100,000 résumés each year. Google and Microsoft receive over one million each year, most of which end up in the trash because the hiring authority and human resources director never see it. How do you distinguish yourself from the rest of the pack? Consider implementing a tip in this book. Send your résumé and formal cover letter by FedEx overnight shipping with next-day delivery. This method guarantees that the FedEx envelope will be placed on the recipient’s desk. Nobody disregards a personally addressed FedEx envelope!

Part 3, Finding Your Spot in the Workplace. Workers laid off with little warning, as many were in the COVID-19 crisis, frequently ask, Am I in the right job? Am I in the right industry? Should I start my own business? Should I pursue a government job? All are valid questions, and Moving Forward has the answers. Thought-provoking items in this part include a listing of profitable major US industries and the names of top-ranked large companies in industries such as food, clothing, insurance, retailing, finance, and technology.

Part 4, Reaching Out to Career Care Providers. Here, job hunters will learn that emotional support is available to laid-off workers from online and personal sources such as secular career coaches and counselors, and from faith-based organizations found at churches, colleges, and universities. Job hunters can find spiritual guidance as well in the book’s final chapter, Moving Beyond the Temporal.

At the end of each chapter in Moving Forward, you will find a series of important takeaways and a listing of print and digital resources to extend the chapter content.

3. HOW TO WRITE A STELLAR EXECUTIVE RESUME: 50 TIPS TO REACHING YOUR JOB TARGET

The third book in this compilation was written by award-winning author Brenda Bernstein. She is a certified executive résumé master (CERM), a certified master résumé writer (CMRW), an editor, and a LinkedIn trainer. She holds a law degree (JD) from NYU School of Law. Brenda has coached a multitude of workers in the résumé-writing process along with establishing their profiles for LinkedIn. Her book provides fifty numbered tips for getting the job done in a complete and professional manner. Here are five of her most important tips for crafting a professional résumé:

Tip #1. Write for the Future. When hiring authorities or human resources directors read your résumé, they are concerned not only about what you have done in the past, but also about what you can do for the company going forward.

Tip #2. How Long Should My Résumé Be? This is a nagging problem for most candidates. Some sources advise limiting your résumé to two or three pages, but is this correct? Read this important tip to learn more before you make a serious mistake.

Tip #3. Focus on Accomplishments. One of the most serious mistakes one can make on a résumé is listing only job functions and responsibilities, which the reader can find online. The prospective employer wants to know what you accomplished in your previous jobs.

Tip #4. Yes, You Need a Cover Letter. Submitting a résumé without a cover letter will have a definite result: rejection. A cover letter must accompany a résumé, and it must be addressed to a named person with a job title and company name. For example: Ms. Mary Jones, Vice President, Marketing, ABC Technology Inc. This is such an important item that Bernstein offers six separate cover letter tips.

Tip #5. Proofread, and Proofread Again! One of the most common errors in the résumé-writing process is to assume that your grammar and spell checker will correct all mistakes. Think again. Proofread your completed résumé at least three times, twice aloud. Executive recruiters can tell you many stories about candidates who were rejected because of one spelling error. In the world of job hunting, you get only one chance. Don’t blow it with a spelling or grammar mistake.

MOVING FORWARD IN THE JOB-HUNTING PROCESS

There are times when the unexpected happens in the workplace, something like an economic recession caused by our recent health pandemic, which saw the unemployment rate zoom upward from 3.5 percent to 15 percent in less than three months. This unprecedented economic disaster resulted in the termination of more than 40 million jobs in less than four months. Powerhouse companies like Disney found it necessary to lay off 100,000 workers in just two weeks in order to remain solvent. American icons like J.C. Penny, J. Crew, Nordstrom, and Nieman Marcus filed for bankruptcy in an effort to restructure their finances. The result of this economic chaos? Millions of workers laid off permanently or furloughed indefinitely.

It’s important to remember that rules for job hunting do not change during a recession or during a full-employment economy. All three books in this compilation emphasize that point. However, there are trade-offs that workers might need to make to remain solvent during a recession. For example, a vice president of sales who loses her job might need to take a job as a territory sales representative until the economy improves.

The Big Book of Job-Hunting Hacks will provide you with a framework for finding new employment, but the next step is up to the job seeker. Translate what you have read in this book into actionable items while remembering that the American economy is the most robust in the world and that it will recover to pre-COVID-19 status. Companies in most industries are hiring. They are looking for job candidates with intelligence, energy, and passion to accomplish the mission.



PART 1

How to Get a Great Job




INTRODUCTION

“BEYOND THE BOOKS” IN TODAY’S PUBLIC LIBRARIES

Are you aware of all the resources that your public library offers “beyond the books”? Today’s community libraries offer a lot more than books, audiobooks, and movies to check out. You can attend a free workshop or lecture, browse online resources that aren’t available anywhere else, and use your library’s computers and software programs to prepare for a test or master a new skill—all for free.

CHECK IT OUT!

You probably used public library resources as a grade-schooler and are familiar with the basics of locating a specific book or magazine. (If you’re not, ask a librarian for help—you’ll relearn this very quickly!) But you should also be aware of these basics offered by any public library today:

INTERLIBRARY LOAN:

If your library doesn’t have the book or resource you want, you may be able to borrow it from another branch or library system through interlibrary loan. It’s easy to use, and you can pick up your requested materials at your local library.

REFERENCE SECTION:

Generally, reference materials are not available for checkout, but you can browse, read, and photocopy them in the library. The Occupational Outlook Handbook is a good example.

COMPUTER STATIONS:

Your library may require that you reserve a computer, that you limit your time to a half hour or hour at a time, or that you use certain computers for certain tasks. (Some libraries have computers dedicated to homework or to job searches.) Check the rules before you sit down.

INTERNET ACCESS:

Your library is likely to offer wireless Internet access in addition to computer stations. In this case, you can bring your laptop computer (or see if library laptops are available for checkout), find a comfortable seat, and surf the job sites for free.

SUBSCRIPTION DATABASES:

You’ll read about specific databases in this book that can give your search a boost. Public and school libraries have paid subscriptions to various comprehensive online databases of job-search information that simply aren’t available anywhere else.

SPECIALTY LIBRARIANS:

Depending on the size of your library system, librarians specializing in jobs and careers may be available in your local branch or elsewhere within the library system.

CLASSES, WORKSHOPS, PROGRAMS:

Public libraries routinely offer free classes, tutorials, workshops, and other educational programs. Job-search topics may include résumé writing, basic computer skills, interviewing, and more.

LIBRARIES AND JOB SEEKERS

Part of the mission of any public library is to meet the needs of its community. So, beyond stocking resources to help students with schoolwork; providing books, magazines, and newspapers for entertainment and information; and offering Internet access to the public, your library should be doing something to help local job seekers find work. How much it offers will depend on the library’s budget, available resources, and innovation. Many libraries are relying on volunteers and partnerships with local employment groups to offer workshops or one-on-one help, or providing a meeting space for a job support group. Others may simply be adding books, software programs, and subscription databases that can help with job research.

Find out what your local library is doing—no matter how scant the available resources there, the research expertise of librarians, the information and lists already compiled, and the print and online materials available are sure to save you time and money while you look for a great job.

ASK AND YE SHALL RECEIVE

What if your library is small, understaffed, or simply doesn’t offer much for job seekers? You can request that resources be added. If the library has a suggestion box or the online equivalent, use it. If not, ask for the name of the head of the reference section and write that person a letter or e-mail. However you request additional materials, be specific about what you want. You don’t need to know the exact resource; you can state your need:

“I would like to be able to practice interviewing for a job with someone who can give me objective, concrete advice and feedback.”

“I am studying to take the GED and understand there are software programs to help with this. If the library could provide a program for community use, that would really help me.”

“I know that some libraries around the country are offering résumé workshops. Our library should add this type of workshop.”

SIX SIMPLE STEPS

For people who haven’t used a public library much lately, these should be the first steps you take:


1. If you don’t already have a library card, get one. All it takes is a photo ID and proof of address—check with your library to find out exactly what’s required. A library card is free, but it acts as the “membership card” that’s needed to access materials, including online databases you can search from home, interlibrary loans, and, of course, books, DVDs, and other materials for checkout.

2. Visit your library’s website to explore the resources it offers. Browse the entire site to get an overview and then see if there is a special webpage or section devoted to job search, career help, etc.

3. Go to your library in person to talk to a librarian. Explain that you are looking for help with a job search and ask if there is a jobs and career specialist, a general business librarian, or a reference librarian who would be the best person to talk to about your search.

4. Some libraries let you schedule an appointment to talk one-on-one with a specific librarian for a set amount of time. If your library does this, by all means make an appointment! If not, find out when your chosen librarian has some time to talk to you.

5. Ask which resources are available to help you, including compilations of job websites, databases, workshops or classes, résumé review, etc. Your library may also offer lists of community resources that can help you.

6. Finally, learn how to physically find the resources—books, periodicals, reference materials, etc.—that you’ll be using in your search. Explore your library and note where job-search information can be found.



THE LAST WORD

Libraries are continually changing and adding to the resources they offer. Even in times of tight budgets and reduced staff, they will find ways to share information, even if it is simply a photocopied list of local resources or websites on a specific topic. So if you think you know what your library has to offer for your job search based on what you found last year—don’t be too sure. Head straight back to the reference desk and check out what’s new.


CHAPTER 1

BEFORE YOU BEGIN

Think of this chapter as laying the groundwork for a successful job search. Before you update your résumé, click on your first “apply now” link on an online posting or pick up the phone to call a former coworker for a job lead. Take the time to make sure you’re prepared.

Following all the advice in this chapter should take some people as little as an hour, and others no more than a day—not a bad investment for something as important as finding a great job!


BEST IN SHOW—GENERAL WEBSITES

Job-hunt, www.job-hunt.org.

The Riley Guide, www.rileyguide.com.

Toronto Public Library, “Career and Job Search Help Blog,” http://torontopubliclibrary.typepad.com/jobhelp.

The Wall Street Journal, “Careers,” www.careerjournal.com.

Weddle’s, www.weddles.com. Sign up for the free e-newsletter WEDDLE’s Newsletter for Job Seekers & Career Activists at www.weddles.com/seekernews/index.cfm.

WetFeet, www.wetfeet.com.

Quintessential Careers, www.quintcareers.com.




LIBRARY RESOURCES
Check Out Your Library

We may be biased, but your public library has valuable resources you can use to start your search that will help out for its duration. You’re likely to find the job-search information you’re looking for already neatly compiled, along with knowledgeable help and guidance, free computer and Internet use, and perhaps even valuable workshops and meetings.

“I think people want individual attention,” says librarian Bonnie Easton of the people who come to her Career Center at the Cuyahoga County (Ohio) Public Library. “They want some sense that they’re going in the right direction. This is hard to figure out when you’re on your own.”

Jerome L. Myers, MLS, the main library manager at the Tacoma (Washington) Public Library’s Education and Job Center, adds, “The first thing job seekers have to do is look into what they want to do and figure out the career they want. This is a great place to start.”



INVENTORY YOUR CONTACT INFORMATION

As soon as you get the word out that you’re looking for work, you should be ready for potential employers and your extended network to contact you. So before you contact anyone, take an inventory of the ways they can contact you:

1. YOUR E-MAIL ADDRESS

You’ll need an address to sign in to many websites, to include in online job applications, and so that employers can communicate with you. Make sure you use the same e-mail address for all your job-search activities. Consider setting up a separate account just for job-search-related communications; this will make it easier to track your search. Just remember to check that in-box frequently!

TIP: NEVER USE YOUR WORK E-MAIL ADDRESS TO LOOK FOR A NEW JOB. NOT ONLY IS IT AN ABUSE OF YOUR EMPLOYER’S RESOURCES THAT CAN GET YOU IN TROUBLE, IT SENDS A TERRIBLE MESSAGE TO ANY POTENTIAL HIRERS.

Whichever e-mail address you decide to create or use, make sure it sounds professional. If you’re currently found at tequilalover@freeemail.com or adasmommy@hotmail.com, take a few minutes to create a second address for job-search communications.


FOUR FREE E-MAIL OPTIONS

You can set up and use an e-mail account without spending a dime. Consider any of the following easy-to-use options for your job-search e-mail:

Gmail—http://mail.google.com

Offered through Google, with the side benefit of automatic access to Google Docs.

Mail.com—www.mail.com

Choose from 250 different addresses, including@techie.com or @accountant.com.

Yahoo! Mail—http://mail.yahoo.com

While Yahoo! doesn’t seem as professional as Gmail or mail.com, it’s easy to use and perfectly acceptable.

Windows Live Mail—http://mail.live.com

Formerly Hotmail, and still found at hotmail.com with @hotmail addresses.

Because they are web-based, these accounts can be accessed from any computer, anywhere, including the stations in your library.



2. YOUR TELEPHONE

Before you draft a résumé or input contact information into a search site, decide which telephone number you’re going to use throughout your search. (Again, don’t even consider using your current work number.) Your cell phone is the most logical choice, because it is your personal number and completely in your control.

Listen to the voice-mail recording on the phone you’ve chosen to make sure it sounds appropriate to potential employers who may hear it. Ditch any jokes or silliness, background music, and rambling. Rerecord it if necessary, to include your name (“You’ve reached the voice mail of . . .”) and the promise to call back as soon as possible.

During your search, focus on professionalism every time your phone rings. Be careful to check the caller ID readout and, unless you are absolutely sure that you know the friend or family member who’s calling, answer the call in a professional way, the way you might if you were already working at your great job: “Good morning, this is Jim.”

3. YOUR MAILING ADDRESS

It’s always been standard practice to include street address on every résumé and cover letter—but consider whether you want to do this. If you think that sharing this information may be unnecessary or even harmful to your search—revealing an extralong commute may bring up doubts that you will stick with the job long term, for example—you may want to avoid including a “snail mail” address.

Of course, another option if you don’t want to publicize your address, either to specific hirers or the entire Internet world, is investing in a PO box and using that as your job-search address.

4. YOUR WEB PRESENCE

Prepare to be Googled. One last “before you . . .” step in your prejob search process: browse the Internet to see what kind of presence you have. Search on your full name with and without your town (and town of employment) to see what comes up.

GOOD things include projects you’ve been involved with in your current and past jobs, your LinkedIn profile, and community activities.

BAD things include inappropriate remarks and photos posted by yourself or “friends” on Facebook. If your search turns up drunken poses, sexually suggestive comments, etc., try your best to have them removed. If a friend refuses to delete something from Facebook, ask that they change privacy settings so that only friends can see it.


FACTOID

Microsoft commissioned an online reputation survey in 2009, in which 79 percent of U.S. hiring managers and job recruiters said they conducted online searches on job applicants. And 70 percent of those potential hirers stated that they had rejected a candidate based on what they found online!



ARM YOURSELF WITH BASIC SKILLS, SOFTWARE

The absolute basic skills needed for any job search now include the ability to use a computer well enough to find and fill out an online job application—which in turn will require an e-mail address. This is true even for positions that will never require you to use these skills on the job—including retail store workers and fast-food restaurant employees.

If you’re not comfortable using the Internet, your public library may be able to help. “You can learn basic computer skills here, and then learn every stage of the job search,” says Jerome Myers, the main library manager at the Tacoma (Washington) Public Library’s Education and Job Center.

WEB USE 101

If you’re not familiar with using the Internet, you will be—your job search will teach you browsing skills fast! But here are some basics to keep in mind as you get started:

Logging In: Many job-search sites will require you to set up an account and then log in every time you want to check listings. Put some consideration into creating a user name and password for these sites.

Secure passwords use a combination of letters, numbers, and symbols. You can use the same user name and password for every job-search site to ensure you’ll remember them.

TIP: Your user name may be seen by the public, so choose something professional, just like your e-mail address.

CAPTCHA: Completely Automated Public Turing Test to Tell Computers and Humans Apart is the program that asks you to type in one or more words displayed as distorted images. This is becoming standard for many sites that require users to input personal information; it proves that the person entering the site is a real human being and not a web-crawling robot used to hack sites.

Protect Your Privacy: Check each job-search site (and résumé-writing service or other site that requires you to enter personal information) for a privacy policy. This is a legal document that outlines how your personal information may be used. Consider that you’re typing in all sorts of information that can be used for unwanted solicitations and even identity theft.

Keep in mind that any information you post on sites, including your résumé, can be found and read by anyone—so be stingy with how much you share! This includes posting any contact information for your references.

RÉSUMÉ AND LETTER WRITING

In addition to an Internet connection, you’ll need software to create and revise your résumé and cover letters. Microsoft Word is the most common, but there are specific programs for this. If you don’t own Word and want a standard-format résumé, you can use Google Docs, a free online service that includes a résumé template. You simply type over the sample résumé to create your own, without purchasing or using any word-processing software (https://docs.google.com/Doc?id=dghd5rk7_0hzd4bzfx).

You will also need to create PDFs. If you don’t have Adobe Acrobat and you are using a Windows operating system, you can download free software called PDFCreator from http://sourceforge.net/projects/pdfcreator.

Again, if you don’t have any of these programs, your public library can probably help.

TIP: If you are creating or revising documents at a computer outside your home, buy a usb flash drive (also called a thumb drive or memory stick) and save all your documents on it so you’ll always have them handy. Never save your personal documents to the hard drive of a computer you don’t own!

And if you’re creating your résumé while away from your home, make sure you bring (or have memorized) all the necessary information to be included, including dates of past employment.

Any additional software you might need would be for keeping your search organized, which is covered in the next section.

WORK YOUR PLAN

Aside from some basic computer knowledge, an Internet connection, and a couple of software programs, you need one more thing to begin your job search: a plan. Your plan should include:


1. A clear strategy on what you want in your next job and what you don’t

2. A schedule to hold yourself accountable

3. Goals to keep your job search moving ahead

4. A system for tracking what you’ve done

5. A plan for improving your salability on the job market



TIP: YOUR JOB SEARCH IS LIKE A JOB IN ITSELF, SO MAKE IT SEEM LIKE ONE. CHOOSE AN AREA IN YOUR HOME AS YOUR “JOB-SEARCH OFFICE” AND KEEP ALL INFORMATION, FILES, AND SUPPLIES THERE, INCLUDING YOUR CALENDAR AND TO-DO LIST.

1. WHAT DO YOU WANT?

Take some time to think through what you are looking for. You should have a clear idea of what type(s) of positions you want and which you can realistically apply for. You should also calculate how much money you need to pay your bills and meet financial obligations (including savings) and how much you want to make. Other general “wants” might include:


• Location: How far are you willing to commute? Are you willing to relocate?

• Does your family or personal life put any constraints on your work, such as inability to travel or need for flexible hours?

• Are there any “must-haves” to include in your search? These may include certain benefits, an option for working from home, or a certain level of management responsibilities.



2. STICK TO A SCHEDULE

Most full-time employees today have a forty-hour workweek. If you’re out of work, that’s how much time you should dedicate to your job search. If you’re employed while you’re job hunting, you’ll have to find as much personal time as you can for your job search.

No matter what your employment situation, your first step is to figure out a realistic schedule for each day and each week that devotes plenty of time to researching, networking, and reading and answering ads for open positions. Then stick to that schedule. This can be the toughest part of any job search, but you can do it! Write your daily schedule in your calendar if necessary, or create a daily to-do list that includes your job-search steps. Or do both!

For example, in addition to a preset number of hours spent browsing job boards online, you might block out every Wednesday morning from 9 to 11 a.m. for research at your public library, and then dedicate Wednesday afternoon from 2 to 4 p.m. to commenting on online industry and job-search forums and blogs.

TIP: IF YOU ARE HAVING TROUBLE STICKING TO YOUR JOB SEARCH, ENLIST A COLLEAGUE OR FRIEND WHO WILL HOLD YOU ACCOUNTABLE. PERHAPS YOU CAN TEAM UP WITH SOMEONE IN YOUR JOB SUPPORT NETWORK, OR JUST A SUPPORTIVE FRIEND. SIMPLY TELLING SOMEONE WHAT YOU PLAN TO ACCOMPLISH TODAY (OR THIS WEEK) WILL GIVE YOU A NUDGE TO DO IT. IF NOT, HAVING THAT PERSON ASK YOU IF YOU COMPLETED WHAT YOU PLANNED SHOULD HELP YOU STAY ON SCHEDULE.


DAILY JOB-SEARCH TO-DO LIST


• Check your e-mail (at least twice a day)

• Respond to any employer, recruiter, or networking contact who e-mails that same day

• Check voice mail throughout the day if you’re away from your phone

• Log all jobs applied to, contacts talked to (or e-mailed), and events attended





3. SET SMALL GOALS

Putting in the time is not the goal; getting results is. With this in mind, set specific goals for each day, week, and month. Rather than aiming for a certain number of jobs applied for—this will lead you to send applications or résumés for unsuitable fits—set goals for new research sources found, the number of in-person networking events you’ll attend, the number of telephone cold calls you’ll make, etc.

At the end of each day and each week, note your progress. Did you meet your goals? What were the results you gleaned? If you find that your goals were set too high (or too low), adjust them accordingly for the days and weeks ahead.

4. GET ORGANIZED

Your job-search plan must include an organizational system. This includes the schedule (with daily and weekly to-do lists) and goals you’ve set up, along with ways to keep track of what you’ve done. This is much easier if you “log in” each activity as soon as you’ve completed it.

KEEP RECORDS

Later in this book you’ll get specific information on what types of records to keep, but you should be prepared from the start to record every position you apply for, every promising contact you make through networking, and every step that follows either of these.

You can keep your records electronically or on paper, but you’ll need a system that alerts you about when (and how) to follow up and helps you remember which résumé went to which company.

If you’ve already started your job search, go through every application or résumé you’ve turned in and try to reconstruct what you’ve done.

ORGANIZE YOUR FILES

As you’ll find out in Chapters 4 and 5, you’re going to end up with multiple versions of your résumé and cover letter. You’ll want to save these so that you can retrieve them in the event that you get a call-back about an opening you applied for, or simply because you want to re–revise a certain version of your résumé.

All these documents should be saved electronically; there is no reason to print out every version. Devise a naming system for your files that is easily scannable and understandable and keep everything in a folder such as “Résumés.” This should be placed in another folder with any other job-search documentation you may acquire.

If you prefer, you can store your résumés and letters online, using Google Documents (http://docs.google.com). This free system lets you upload documents and then access them from any computer with an Internet connection anywhere.

If you find it difficult to work with a completely computer-based system, you can keep notes of which résumé went to which job ad by either printing out a spreadsheet (covered in Chapter 3) or writing it out in longhand.


TRACK YOUR EXPENSES

As part of your general organizational system, keep track of any expenses related to your job search. The costs of getting business cards printed, mileage and parking fees for interviews, phone calls, and much more may all be tax deductible. The IRS states, “You can deduct certain expenses you have in looking for a new job in your present occupation, even if you do not get a new job.” Note that expenses related to looking for a job in a new field are not deductible.



5. GET SKILLED

Are there skills you need to acquire in order to apply for your dream job? What about skills that may boost your income level? If you know of something that will give you an edge in your job hunt—like learning a new software program or understanding the key concepts in an emerging trend—devote some of your time to learning it. You may be able to do this by reading, by taking a class or practice exam at your local library, or through volunteer work.

FINAL STEP: GET CONNECTED

Looking for a job can be lonely work—especially if you’re unemployed and cut off from the busy work environment you’re used to. To stay connected to the professional world, get the support and advice you need, get out of the house and find a job-search club or a networking support group. (See Chapter 6.) A group like this will provide emotional support, and you’ll be able to share advice and even your contacts with other members.

If you can’t find a group you like, consider starting your own—or you can go the online route with a group on Meetup.com, Yahoo! Groups, or Google Groups. But don’t let your online relationships be your only support—you should also regularly ask friends, former coworkers, and new networking contacts to meet you for a cup of coffee or a walk around the park. Discuss your job search, ask for ideas, or simply catch up on news from the “outside world.”

THE LAST WORD

You will almost certainly revise your job-search plan as you go. Once you have spent some time in the trenches looking for a job, you’ll have a better understanding of the commitments, activities, and results involved. This should lead you to add and revise goals, shift your schedule around, and tweak your organizational system. This is fine—just be sure that you are working as hard as you need to in order to find a great job!


CHAPTER 2

RESEARCHING THE JOB MARKET

Before you start your job search (or get any further with the one you’re in the midst of), take some time to put your search in a larger context. Every job seeker should know the “lay of the land” for his targeted industry or profession. Start by asking yourself these questions:


• Do you know the titles or descriptions of positions you should be applying for?

• What is the current outlook for the jobs you’re seeking in your geographic region?

• Do you have the appropriate qualifications for the level and type of job(s) you’re searching for?

• Are there other industries or positions you might be qualified for that you should include in your search?

• And finally, if the outlook for your targeted industry/positions is not good, can you find a different profession that might be easier to be hired into? If so, what will it take?



You can improve your odds of finding great jobs that match your qualifications by starting out with a broader search. As you research the job market and review job postings, look at all types of jobs within your targeted industry or industries and see what is available. If this becomes too overwhelming, you can begin to narrow your search by eliminating certain positions or other criteria from your search.


FOR INSTANCE . . .

“Lateral” moves like the examples below don’t involve a complete career change; they simply stretch the options for using the skills and experience a professional has already acquired:


• daycare worker to teacher’s assistant

• telemarketer to receptionist

• office manager to computer tech support

• ad agency graphic designer to account representative (or vice versa)

• high-speed Internet installer to high-speed Internet customer-service rep



You may need to sell yourself a little more strongly in your résumé and interviews to convince an employer that your experience will translate.




“If you read the odds of your résumé getting you an interview, it’s depressing. Statistics are always against you—but just keep at it. Your qualifications will be a perfect match for a job somewhere, and they’ll find you, if you just do the homework.”

—Bernice Kao, job/career specialist and job service outreach librarian at Fresno County (California) Public Library




BEST IN SHOW—OCCUPATION/CAREER LISTINGS ONLINE

The Riley Guide’s Career Research Center at http://rileyguide.com/careers/index.shtml. “This library includes job descriptions, salary data and employment statistics, and education information for over 160 occupations!”

The Vocational Information Center’s www.khake.com/page5.html offers lots of valuable links to sites with employment trends, state-by-state labor market information, economic statistics, and more.

Job-posting aggregator Indeed.com adds statistics for a dozen industries each month, providing at-a-glance information on where the jobs are. Click on “trends” from the home page to get started.



GET AN INDUSTRY SNAPSHOT

So what do you need to learn about your industry in order to shape your search? Your industry or profession snapshot should include answers to questions such as:

How is the industry’s overall economic health? What is the forecast for job growth in the field? What is the unemployment rate within the industry? Are the companies that are major players doing well in the stock market?

What’s happening in your neighborhood? Which organizations are located in your city or county? Are they hiring? Is growth in your area increasing or decreasing?

What’s on the horizon in D.C.? Is there any pending legislation that will affect your industry’s trends or economic health? (For example, the Homebuyer Tax Credit in 2008 and 2009 gave real estate a short-term boost.)

What are the trends? What does the business press have to say about your industry? Are there new technologies, new organizations, or changes in the business world that will affect your career?

YOUR FIRST STOP: THE LIBRARY’S INFORMATION COUNTER

Public libraries serve their communities—and if your community’s needs include help with job searching, your library should be able to provide information and resources to help with your research. Check your library’s website for job or career pages and stop by the reference desk to see what type of help is available. You may find that a librarian has already created a ready-to-use list of Internet resources you can get started with, or you may be able to access the library’s information databases to gather information.


“Right now, we’re seeing more interest in career planning. As jobs are disappearing, people are seeking new industries with better demand.”

—Bonnie Easton, librarian at the Career Center of the Cuyahoga County (Ohio) Public Library



HIT THE BOOKS (ONLINE)

The federal government compiles industry information every year in volumes that are now available online for free. These are absolute “musts” to include in your research:


1. Occupational Outlook Handbook (OOH) Published by the U.S. Bureau of Labor Statistics (BLS), this guide should be available at your library in print and can be found online at www.bls.gov/oco. Revised and updated every two years, it includes detailed career information for all types of occupations, including a description of what workers do on the job, training and education needed, expected job prospects, salaries or wages, and working conditions. You’ll also find links to information on state-by-state job markets, job-search tips, and more.

2. Career Guide to Industries (CGI) A companion to the Occupational Outlook Handbook, this BLS publication is only available online, at www.bls.gov/oco/cg. It is similar to the OOH and provides information on careers by industry, including occupations in the industry, expected job prospects, training and advancement, earnings, and more.

3. Occupational Outlook Quarterly An online quarterly magazine published by the BLS that covers a variety of career topics, such as new and emerging occupations, training opportunities, salary trends, and results of new studies from the BLS. The “magazine” is available at www.bls.gov/opub/ooq/ooqhome.htm.

4. O*NET Online Visit http://online.onetcenter.org to browse the O*NET OnLine database of occupational information. The Occupational Information Network (O*NET) is sponsored by the U.S. Department of Labor/Employment and Training Administration, and the database is a user-friendly resource with information on nearly 1,000 occupations. Browse by occupation or by skills (e.g., How can I use my teaching skills and desire to help people?). There is a lot of information and a lot of ways to search or find it—so take some time to click around O*NET.



FIVE MORE RESOURCES

There are other outstanding sources for up-to-date information. Check these additional online and print sources for details on your industry and/or career:


1. Wetfeet.com offers its own insights and information on trends, major players, and job descriptions in major industries, as well as career information, at www.wetfeet.com/careers—industries.aspx.

2. The Career Project (thecareerproject.org) is a site that provides a brief description of thousands of jobs—from the workers themselves. Select an industry and see comments from actual people working in it. Better yet, you can ask any of these “mentors” a question via e-mail if you want more information on the kind of work they do (or money they make).

3. Another place to check is the listing of “Best Jobs in America 2009” at http://money.cnn.com/magazines/moneymag/
bestjobs/2009/snapshots/1.html. You won’t exactly find the “best” jobs, but you can see those with the most growth, highest pay, and highest-rated quality of life.

4. The websites or member publications of any professional associations related to your chosen work. Associations will report—either directly or indirectly—on trends, pending and current legislation, and other factors that influence jobs in the field.

5. For general business information that may affect your chosen industry, browse these well-known publications online or in print at your public library:



Wall Street Journal (http://online.wsj.com/home-page)

Fortune (http://money.cnn.com/magazines/fortune/)

Fast Company (www.fastcompany.com)

Forbes (www.forbes.com)

ENTRY-LEVEL WORKERS AND CAREER CHANGERS

If you are planning to change careers—or are just starting out in your first career—you’ll face your own unique challenges. Job seekers in these two categories are similar, because a complete change in careers can put an experienced professional back at the starting gate, looking for entry-level jobs. An employer is unlikely to give you credit—or a salary increase—because of past experience that will not translate to your new job.


CHANGE RULE

To be clear, changing careers refers to a complete shift to a new industry, requiring different skills or knowledge from your previous positions. A legal secretary who wants to become a teacher is changing careers; a legal secretary who wants to become a paralegal is not.



Whether you’re a new graduate, a mom reentering the workplace after a multiyear hiatus, or simply want to change careers, you’re in for a lot of research. You need to figure out three things:


1. Where the jobs are

2. What you really want to do

3. How to make it happen



You know about the first item—just follow the advice for all job seekers at the beginning of this chapter: head to the library, hit the web, and research the job markets. Don’t choose a profession simply because the employment outlook is good! Training to become a nurse just for the guaranteed job security is sure to lead to unhappiness, stress, and possibly bad patient care if you’re not suited for the work. So head back to the library, because the second item may take some additional research.

TAKING APTITUDE AND ASSESSMENT TESTS

An assessment test or career aptitude test can reveal what specific jobs might best suit your abilities, interests, and personality. Ask a librarian what the library—and the Internet—has to offer in this area.

The most widely known assessment tests are the Myers-Briggs Type Indicator, the Strong Interest Inventory, and the Campbell Interest & Skill Survey, but there are dozens of them. Some library subscription databases include assessment tests. For example, “Gale’s Testing and Educational Database includes many employment and aptitude tests that are very useful,” says Jim DeArmey, coordinator of information services at Baltimore County (Maryland) Public Library.

The results of your aptitude or assessment test(s) should give you some specific ideas on careers to pursue. If the results simply outline your skills and aptitudes, match those up with the skills listed in the O*NET OnLine database to find careers. (That website again is http://online.onetcenter.org.)

GAINING SKILLS AND QUALIFICATIONS

Finally, you need to determine what qualifications you need to begin working in your chosen career. If you need some experience, look for an internship or volunteer position or project that might apply. (A librarian can help with this!) Perhaps you need to take a class—or earn an entire degree. Maybe you need to learn new skills or specific business expertise, or will have to pass an industry-specific exam. Again, the library may be able to help. Many libraries own software that teaches or tests specific skills—from an extensive program on studying for the GED, to learning Spanish, to a practice exam for master carpentry.

Jerome L. Myers, MLS, main library manager at the Tacoma (Washington) Public Library Education and Job Center, says, “There are certain careers that require applicants to pass a test, whether it’s for air traffic control or typing skills. The civil service job exams are our most popular—for employment as a postal worker or police officer, for example. You can come to the library—or log in from home if you have a library card—and take a practice exam. You can work at your own pace; it’s very beneficial.”


BEST IN SHOW—CHANGING CAREERS

Jansen, Julie. I Don’t Know What I Want, But I Know It’s Not This: A Step-by-Step Guide to Finding Gratifying Work. (New York: Penguin, 2003).

Tieger, Paul, and Barbara Barron. Do What You Are: Discover the Perfect Career for You through the Secrets of Personality Type. (New York: Little, Brown, 2007).

Lore, Nicholas. The Pathfinder: How to Choose or Change Your Career for a Lifetime of Satisfaction and Success. (New York: Simon and Schuster, Fireside, 1998).



STUDY YOUR SUBJECT

You’ll see this same advice at various points within this book: research your target industry. Make it part of your job-search research to stay abreast of what’s happening. Don’t wait until you have an interview lined up—do it now so that while you’re networking, or leaving a comment on an industry insider’s blog, or meeting your new neighbor who happens to be a headhunter, you’re knowledgeable, up to date, and prepared with facts.


“Do your own research. It’s in the newspaper every single day.”

—Bernice Kao, job/career specialist and job service outreach librarian at Fresno County (California) Public Library



YOU SHOULD KNOW


• Major players in your industry and/or region—the organizations and perhaps the people who run them.

• Any recent changes to those major players. Mergers, moves, new products introduced, or headline-making news.

• The latest trends. By monitoring professional associations’ websites and publications, relevant news sources, blogs, and LinkedIn groups, you’ll see patterns emerge—those are the trends.

• Industry lingo, acronyms, and jargon. Want to write websites? It’s easy enough to find out what SEO stands for—and you’ll need to know!




NEWS DELIVERED TO YOUR IN-BOX

You can stay up to date on industry news with daily or weekly e-mail alerts by setting up a Google News Alert. From Google.com, click on “About Google” and select “Google Services and Tools” to find “Alerts.” Type in specific phrases and words on what you’d like to see. For example, you may choose to see news items (and blog entries, discussions, and videos) on “property management.” If you then find that you’re seeing too many items that aren’t relevant, you can refine your search criteria to “property management,” “condominiums,” and “Florida.”




GET THE INSIDE SCOOP

If you feel you need some specific insights into the state of your chosen industry, try for one or more information interviews. These are one-on-one meetings that you set up with established professionals in your field. For more on information interviews, see Chapter 8.



THE LAST WORD

The time you spend researching your chosen industry will pay off. It will help you set parameters for your job search now, and you can draw on the information you find when you’re in an interview—to demonstrate your knowledge and insights in your field—as well as once you get a job. In fact, staying abreast of what’s happening in your industry, including hiring trends, is always a good idea, even when you are employed. So make this type of research a habit!


CHAPTER 3

GETTING DOWN TO BRASS TACKS: THE ONGOING JOB SEARCH

If you’re unemployed and looking for a new job, your job search is your daily work. If you’ve got a job but are looking for another, you need to set time and energy aside each week for your job search, or you’ll find you don’t get very far. Here are some basic tips to help keep your search on track:


• Be patient. The length of time you look for a job before you get the perfect offer—or even the first phone interview—may be longer than you might expect. Depending on the state of the overall economy, the health of your industry, and just plain luck, you may have to spend many months on your search. That can be discouraging—especially when you don’t hear back from many employers, or when you get multiple rejections—so steel yourself for the long haul.

• Put in the hours. Remember how you set a schedule at the beginning of your job search (Chapter 1)? As your job search winds on, it’s important to stick to that schedule. Do what it takes to put in the time you promised yourself, even if you have to break the time spent into two- or three-hour blocks.

• Keep meeting your goals. Your daily and weekly goals go hand in hand with your schedule. Keep striving for them, but if you find that the targets you originally set for yourself are unrealistic or too repetitive, it’s OK to set new ones. Try to broaden your search without easing up on the amount of effort you put in.

• Step away from the computer. Remember—while the Internet is an amazing source for browsing job openings, career advice, and company research, there’s more to a job search than Google. Make a point to get out of the house to volunteer and network formally and informally. You can start by heading over to your public library . . .




“Take advantage of the Internet. You have multiple ways of reaching companies. Of course, you certainly have to follow the directions for applying for an open position. But you can also follow up [through different channels] to differentiate yourself.”

—Dionna Keels, a member of the SHRM (Society for Human Resource Management) staffing management expertise panel




BEST IN SHOW—ONLINE JOB SEARCH

Bolles, Mark Emery, and Richard N. Bolles. Job-Hunting Online: A Guide to Job Listings, Message Boards, Research Sites, the UnderWeb, Counseling, Networking, Self-Assessment Tools, Niche Sites. (Berkeley, CA: Ten Speed Press, 2008).

Dikel, Margaret Riley, and Frances E. Roehm. Guide to Internet Job Searching, 2008–2009 ed. (New York: McGraw-Hill, 2008).

Doyle, Alison. Internet Your Way To a New Job: How to Really Find a Job Online. (Cupertino, CA: Happy About, 2009).

Levinson, Jay Conrad, and David E. Perry. Guerrilla Marketing for Job Hunters 2.0: 1,001 Unconventional Tips, Tricks, and Tactics for Landing Your Dream Job. (Hoboken, NJ: John Wiley & Sons, 2009).

Job-hunt, www.job-hunt.org.

The Riley Guide, “Sites with Job Listings,” www.rileyguide.com/jobs.html.

Weddle’s, www.weddles.com.

WetFeet, www.wetfeet.com.




FACTOID Where Recruiters and HR Professionals Plan to Post

WEDDLE’s consulting firm surveyed 3,900 recruiters and HR professionals in 2005. Of those,

11 percent said they plan to use “general recruitment” websites.

84 percent said they preferred niche job boards.
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FACTOID
Where Companies Say They Hire

CareerXroads’ ninth Annual Source of Hire (SOH) study shows the following top five sources for hiring employees externally (that is, not promoting current employees):

[image: image]








	Employee referrals
	26.7 percent



	Company websites’ career page
	22.3 percent



	Job boards
	13.2 percent



	Direct sourcing (recruiters)
	6.9 percent



	College recruiting
	6.3 percent







WHERE TO LOOK ONLINE

CareerBuilder.com and Monster.com . . . industry-specific online forums and discussion groups . . . LinkedIn . . . about.com and career information sites . . . the Internet offers countless sites and pages that include job postings (such as local newspapers’ online classified sections), career advice, and how-to descriptions for every aspect of job seeking. The trick is to “search smart” and make your time online count.

HOW TO SEARCH

In order to find the best sites and the best individual listings, you have to choose your search words and phrases wisely. You can use the database resources listed in the “Sources for Keywords” section of Chapter 4 to make a list of words to use in your Internet search.

“You have to find all the key terms that are going to deliver good search results,” says Damone Virgilio, staff development manager at Memphis (Tennessee) Public Library. “Online searches are about sitting and combing through results. It can be tedious—but if you’ve been looking for a long time with no results, maybe a broader selection of results is better for you.”


LIBRARY RESOURCES

Before you delve into hours of online research, check the website of your local public library. You might find that the experts there have already done some of the heavy lifting!

At Baltimore County (Maryland) Public Library, the Jobs and Info page gets about 1,000 hits a month. “People who know what they’re looking for don’t need the webpage, but those kind of new to job search will go online and find an overwhelming number of options, a mix of all kinds of sites that are rated by popularity rather than quality by the search engines,” explains Jim DeArmey, the library’s coordinator of information services. This webpage “takes one piece out of the process of the time-consuming and often overwhelming task of looking for a job.”

DeArmey adds, “Our goal is to have a site that is manageably small. People visit because they’re not the most practiced job-seekers.” The library staff reviews the sites listed on their webpage regularly and adds anything they find useful, such as résumé how-tos and the library’s Testing and Educational database.

Visit Baltimore County Public Library’s Jobs and Info page at www.bcpl.info/info/jobs—then see what your own library system might offer online.



CHOOSE THE BEST JOB BOARDS

Your online job search should include regular visits to job boards—sites that display job postings. There are so many . . . how do you choose which sites to bookmark? Your list of regular boards might include:


• The big national sites, which all allow you to post one or more versions of your résumé, so when you’re ready to apply for a job you can do so quickly and easily.

• Your local newspaper’s job listings. Yes, some employers still advertise job openings in the newspaper—and those ads are typically found online.

• Industry-specific job boards, which are a must for just about every job search. More efficient than wading through mismatches on the general national sites, and providing an at-a-glance overview of all opportunities within your profession. Simply plug appropriate words into your search engine to turn up sites for your career or industry, or try the Job Spider at www.thejobspider.com/job/directory/employment-resources.asp.

• Sites of professional associations. Websites for most large associations now include job postings, and these can be even more targeted than industry job boards.

• Craigslist, for the city or region where you want to work. Yes, there are “real” jobs posted on Craigslist all the time—many younger professionals consider Craigslist the go-to site for everything from selling furniture to buying event tickets, and that includes seeking job candidates. Plus, many employers love Craigslist because the ads are free!

• Aggregators. These sites can save you time and unearth more job postings than you might. They automatically draw job postings from numerous online sources large and small, including the major job boards and search firms, smaller niche sites, and corporate career sites. Damone Virgilio, staff development manager at Memphis (Tennessee) Public Library, prefers the aggregator Indeed.com. “It pulls job openings from different sites so it casts a wide net,” he says. “It’s also extremely easy to use; just enter your ZIP code and the job title.”



JOB BOARD EXAMPLES

BIG NATIONAL SITES

www.CareerBuilder.com

www.monster.com

INDUSTRY-SPECIFIC JOB BOARDS

www.accounting.com

www.hrcareersusa.com (jobs in HR)

www.dice.com (careers in technology)

PROFESSIONAL ASSOCIATIONS

Automotive Service Association: www.asashop.org

Marketing Research Association: www.mra-net.org

National Association of Veterinary Technicians: www.navta.net

AGGREGATORS

www.indeed.com

www.simplyhired.com

www.topusajobs.com

www.linkup.com (aggregates only from company websites)


JOB BOARDS RANKED

If you’d like some help from expert opinions and job-seeker statistics to help you determine the best (or most popular) job boards, check out these sources:

WEDDLE’s User’s Choice Awards (www.weddles.com/awards/index.htm), published each year, lists the winning general and specialty sites nominated by job seekers and career activists.

The Classifieds News Blog posts an annual ranking of the top fifteen U.S. job-search websites at http://blog.daype.com/tips/top-us-job-search-websites.html.




ONLINE EMPLOYMENT TESTING

When applying for jobs online, you may come across an employer that requires you to take an online test as part of the application process. Preemployment tests or assessments are used as a first step to narrow the field of candidates. These tests may contain questions about your personality and work style, or they could check your hands-on skills at clerical tasks or work-related knowledge.

If you come across an opening that requires a test, make sure you are ready. Check that you are using a reliable Internet connection, have ample time, and—most important—understand what the open position entails and have some knowledge of the employing organization.

Be aware that some Internet applications enable employers to check how long it took you to complete the test and see how you may have corrected or changed answers as you went.



LOG IN TO SEARCH EVERY DAY

Do your research: investigate all likely job boards, decide which are the best fit for you, check their privacy policies and security, and eliminate any aggregators that provide too many duplicates. (Note, too, that aggregators don’t pull job listings from Craigslist.)

Bookmark all the boards you’re interested in following and visit each one often to check for new listings—if possible, do this every day. It doesn’t take long to review only the latest listings, and you want to be able to respond to a job ad as soon as possible after it’s posted: “I generally go through applicants chronologically, so it’s good to be among the first to apply,” says Dionna Keels, a member of the SHRM (Society for Human Resource Management) staffing management expertise panel. “That means you need to search for openings every day.”

Many sites will send you regular updates with new listings via e-mail, but don’t rely on these—you’ll find many of the job mentions are off-target, because they are compiled by a software program.


LIBRARIAN’S TOP PICK

Virgilio says, “I love the extensive initial assessment you have to fill out on www.jobfox.com. You have to fill out a profile, which forces you to do some thinking about your skills and background—thinking that can be helpful to a job-seeker. One warning: you have to submit a résumé, and you’ll get multiple e-mail solicitations from résumé specialists who want money to update your résumé for you.”



COMPANY WEBSITES

You’d think that if an organization has a job opening, it would be posted on one or more of the job boards mentioned here. That is not always the case—so an organization’s own website may be a gold mine of information. Part of your job-search time online should be spent researching likely employers, and when you find one, visit their website and look for “careers,” “employment,” “career opportunities,” or a similar link to view open positions. You’ll find a lot more detail here than in a paid ad—possibly the full job description, salary information, and more.


“A lot of times, businesses will post jobs on their site first, before they go to the job boards.”

—Barb Vlk, business librarian at Arlington Heights (Illinois) Public Library



LINKEDIN JOB LISTINGS

LinkedIn has job listings, but the pickings are relatively slim compared to the types of sites listed above. However, time browsing on LinkedIn can definitely be well spent: if you find a LinkedIn job posting you’re interested in, you can apply using copy-and-paste sections from your plain-text résumé, as explained in Chapter 4.

Each job posting will reveal whether you are “linked” to the posting company. On the right side of the page with the job description, you’ll see any once-, twice- or three-times-removed connections. Click on one to see who you know that is connected. You’ll also see whether you share any LinkedIn groups with the company’s employees. Note that you have to view the actual job posting to see how you’re connected to the hiring company.

If you see any connections to the company you’re interested in working for, you can use LinkedIn to ask your connections for a referral (by clicking on the “Request Referral” button), which can greatly enhance your odds of standing out from other candidates for that job. You can also request an introduction to someone. If you want to contact a LinkedIn user who is two or three degrees away from you, you can request an introduction through one of your connections. Your connection will, in turn, decide whether to forward it on to the desired recipient (if in your “second-degree” connections) or to a shared connection (if in your “third-degree” connections). You’ll learn more about the networking power of LinkedIn in Chapter 6.


TIME IS MONEY

Be honest with how you’re spending your time online. You may plan to spend two hours browsing job listings, but if you find that your search has led you through multiple sites until you’re reading an article about how to dress for success, that’s not productive.

In fact, the comprehensive job-search site Riley Guide (rileyguide.com) dictates, “Limit your time online to one-quarter (25 percent) of the total time you can dedicate to your job search.”



BEWARE OF SCAMS

As you browse job listings, keep in mind that there are job scams out there. Don’t answer any “employer” inquiries for personal information such as your Social Security number or bank account number—that goes for contact by phone, e-mail, on a website, or even in person. Sharing this information is never part of the interviewing process.

And don’t believe the job description that’s too good to be true; if you could make $100,000 working from home, we’d all be doing it already!

WHERE TO LOOK OFF-LINE

Step away from the computer to find more opportunities to research, find, and apply for jobs. Remember that face-to-face networking is an important component to any job search (covered in Chapter 6). Here is a look at other “off-line” resources and events to include in your search:

JOB FAIRS

Job fairs are hosted by colleges and universities, communities and profession-specific groups, or consortiums. Many job fairs are extremely general, with a wide range of employers and positions. Others are targeted to specific industries or professions, such as a Technology Job Fair.

FINDING A FAIR

If you’re plugged into the job-seekers’ network, you’ll automatically learn about upcoming job fairs through online forums and groups; they’ll be advertised on career sites, and fellow members of your job support group or networking circle will tell you. You may also find out through local newspapers, bulletin boards, and your local unemployment office.

PREPARING FOR A FAIR

It’s important to do your legwork in advance of showing up at a job fair. This includes more than just preregistering and ironing your best shirt:


1. Find out which prospective employers will be participating and select which you want to be sure to meet. Take time to do some online research to check out each one before the fair.

2. If a map of the fair is available, literally plan your route.

3. Know what you want from this particular fair and have an appropriate elevator speech prepared. (For an explanation of elevator speeches, see Chapter 6.)

4. Have plenty of copies of appropriate résumés and business cards ready.

5. If you have a portfolio, prepare that, as well.

6. Rehearse your elevator speech and practice answering interview questions.

7. Select the business attire you plan to wear, clean and prepare it, and try it on to make sure everything is ready.

8. Have a professional-looking briefcase ready to hold résumés and portfolio and use it to carry the materials you gather at the fair.



WORKING THE FAIR

If possible, get to the job fair early, get through registration, and start working your map route by visiting your list of “top picks” first. (Don’t forget to check at registration to see if there are any last-minute additions of hiring companies.) At each table or booth you visit, try these strategies:


• Pick up the handouts they provide and review them if possible before engaging in conversation.

• When you’re ready to talk—or when the recruiter makes eye contact—greet them and give a firm handshake along with your elevator speech. Keep in mind that the employees working the job fair are probably not the hiring managers; they are HR professionals who are screeners for the company.
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