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Assess yourself
Get familiar with your own strengths and weaknesses before applying for a job. A self assessment 
should include a look at principles, interests, individual traits, and talents. The process of gathering 
information about yourself will help you make an informed career decision and a focused job hunt.

Acquire sound education
Getting proper education will better your chances of landing a good job. So while you are studying, 
make sure to take it seriously so that you do not have to compromise your career. You will certainly 
reap the benefits in the years to come.

Get Focused
Focus on short-listing a set of significant companies/firms.
Focus on becoming a smart job searcher not a hard working one.
Focus on building a strong social network.
Focus on communication skills and interview etiquettes.
Focus on your strengths and weaknesses. 

Explore career options
Match your identified skills with available career options and see where you fit best. One of the 
best ways can be trying out intended jobs through internships, part-time work, summer jobs, or 
volunteer job options.

Be ready to take risks
Are you stuck in a job which is not satisfying? Many employees hate their present jobs, but they stick 
to them because they feel changing jobs is tremendously risky for their careers. But remember: To 
grow in life, one needs to explore opportunities and be positive. So, take risks and get going!











Job Search Tips for Success
Your job search is a life-impacting task. Complicated and challenging, one false move during the process and 
your potential for better living is put on hold, if not ruined. It is no secret that many exceptional candidates 
fail in finding the careers they deserve because they are at a loss regarding the most effective ways to search 
for employment. 

The success of your job search is all about proper preparation and strategy, and a systematic job search can save 
you time and effort, as well as promise you a good shot at the better quality of life you seek. 

The following tips can help you get the job you desire for the life you want to live:
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Expand your skills tool kit
Develop a portfolio of skills and experience that will improve your proficiency and help you move 
confidently to another job. The more skills you have, the less chances you have to get laid off or be 
unemployed for longer periods.

Acquire advance computer skills
While you search for your job, it’s important for you to possess solid computer skills relevant to your 
field. This will make you stand out amongst the other candidates at the interview. You need not 
master all those skills, but you should have sufficient knowledge to make you an efficient worker and 
get your dream job.

Improve your Memory
Job searches do not mean looking for jobs only. It means looking for jobs smartly. To get a smarter 
approach, one aspect to consider is working on your memory. You need to experiment different 
strategies to improve your memory. One concept to become familiar with is called mnemonics. 
Mnemonics are techniques that can help you remember difficult information. The goal of 
mnemonics is to use your brain in effective ways to store and recall information. Try this!

Train up your weaknesses
It is tempting to continue working on your strengths while ignoring your weaknesses. Your weak 
areas will limit your abilities to take advantage of your strong areas. If you are switching jobs, try 
to work on your weaknesses that you’ve recognized. Resolve to improve on at least two or three of 
these in your new job. This will boost your own self-esteem and personality.

Play by rules
It was Albert Einstein who said “You have to learn the rules of the game. And then you have to play 
better than anyone else.” While job searching play by the following rules:

Rule of least effort: At every stage of your job search, ensure that employers spend the least 
amount of time and effort while dealing with you.
Rule of needs and means: Your success lies in understanding employers’ needs and then 
showing that you have the means to satisfy those needs.
Rule of trial and error: Make attempts, but be prepared that many of these will not bring the 
desired job search results.
Rule of obsession: Chase jobs that you are obsessed with and you are bound to succeed.
Rule of perceived value: What matters is not what you think about yourself, but how much value 
employers see in you.

Target your job search
Take job targeting seriously and you will save a lot of time and resources looking for your kind of job. 
Target by:

Self-assessment: Identify what you like and what you have to offer by self-assessment. 
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Defining a job objective: Use the results of your self-assessment to match your personality 
and talents.
Keeping all options open: Be open to new ideas, new working methods, and different 
career options.

Devote exclusive time to your job search
Searching for a job in itself is a full-time job. Maximize your job search endeavors by dedicating as 
much time as you can to hunt for the job that interests you. Whatever little information you tend to 
get from friends, family members, or online job boards, use every bit of it. Even if you are planning 
for a change in your career or just looking for your first one, your job hunt requires you to devote 
exclusive time to it. 

Planning and Implementation—keys to a successful job search
Time is the most important asset you have while you search for jobs. It is important to schedule 
your job search activities to be able to get results on time. Schedule appointments with yourself and 
note them on spreadsheets with specific dates and timings. Shut the doors, turn off the phone, and 
work on a specific job search activity such as writing letters, making phone calls, or working on your 
resume. Implementing your plan in the right manner will get you the desired results. 

Organize your job search
If you are serious about searching for your kind of job, plan your job search. Identify keywords for the 
preferred job, position, and area. An organized job search process will certainly make you feel less 
anxious and stressful. So plan your job search and implement it right away.

Organize a weekly job-search plan
Searching for a job, in itself, is a full-time job. A weekly plan will definitely help! As the week begins, 
make a weekly calendar. For instance, you can shortlist the choice of employers. Then, you can plan 
days and timings to call and schedule meeting with each of them. The more organized you are, the 
better chances you have on landing the perfect job.

Do your homework
Gather all facts about any company before applying. Visit their corporate website, discuss with peers, 
and look in newspapers and magazines. Find its history, core values, products, and achievements. 
Tailor your resume and cover letter accordingly. An employer likes seeing that you’ve put in so much 
effort to get through.

Keep track
Keep track of all the job search-related information that you collect. Maintain a spreadsheet like Excel 
to note down vital information like password and username for job boards where you have signed 
up. It could also be URLs of various online newspapers and e-zines that provide job requirements. 
You could also note the requirements for various job positions. This way you will keep track of 
everything and not miss out on important information as required. 
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Create your own set of company profiles
You can collect information about the companies you seek. Maintain a spreadsheet of URLs of 
significant companies. You can also note important facts and figures on the same sheet. This will be 
handy while you are job searching. When you get an interview call from a particular company, this 
will surely prove useful. Besides, there are many online sources that offer a list of company profiles. 

Know what the industry will pay you
Search what companies in respective industries pay to know exactly where they stand. To have an 
idea about salaries, job hunters should use salary calculators, salary surveys, negotiation skills, and 
other salary tools to have an idea how much he/she will be paid. 

Evaluate the company you are eyeing
Apart from the paycheck a company offers, it is essential to evaluate the prospective company 
you are looking forward to join. Evaluate the company in terms of its vision, long-term goals, and 
orientation. This will enable you to visualize your growth prospects with the company.

Your job search should start soon after graduation
Begin your job hunt today! Develop some contacts while you are still in college, look for a job at 
the firms where you did your internships, explore the Internet, and sign up for job boards. Local 
newspapers and job fairs are also excellent sources. Utilize all imaginable resources to get your 
first job. 

Get feedback and support 
Apart from job boards and other means of looking for jobs, get emotional support too. Making 
a career transition requires a lot of it. Find people who can give you non-judgmental feedback 
about transitions. Try to be open about your fears and confusions regarding the job switch. Positive 
feedback and support will make transition easier for you. 

Fight poor self-esteem while job hunting
While you are searching for a job and find that you are unable to find the right kind of job over a 
period of time, you may develop low self-esteem. The best thing to do at this time is to condition 
yourself to be in the right frame of mind as you hit the job trail. Tell yourself that you are a unique 
individual with something of value to offer to the company that you will join. 

Work when you have the highest energy level
Every person has different energy levels at different time periods. For most of us, mornings are the 
best time to work. There are others who are energized during evenings or night hours. Use this 
“energy time” to complete difficult tasks. If your energy level is at peak in mornings, you need to get 
up early, plan your schedule, write letters, and practice interviewing during this time. This will result 
in maximum output. Make sure to take up big tasks first during your “energy time”.
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Make it easy for employers to find you
Be a passive job hunter by making your professional information available online. Include keywords 
in your resume to make it easier for search engines to find you. Also include affiliation to relevant 
organizations and alumni (i.e. your college and office alumni). The headhunters may help you find 
your dream job even before you knew about it.

Keep your job options open
It’s good to be confident while you search for your kind of job. But even if you are 99% sure of 
getting the job you have applied for, get real! You may have to apply for other jobs. Even if the first 
job you applied for doesn’t come around, you can definitely look forward to alternatives. This would 
save you a lot of time and resources. But keep your job options specific and limited. 

Keep a track of important job applications, appointments, and interviews
Maintain a record of interviews and job search details. Note the applications and appointments 
to remind you at the scheduled time. As you job hunt, the number of interviews and 
appointments will continue to increase. Keeping a track of them is the only way to ensure you do 
not miss out any of them. 

Use every possible resource that the Internet offers you
Get your mouse moving on all the possible resources that can get you the desired job in your 
industry. You never know which source leads you to your dream job. Here are some resources that 
can help you:

Job listings posted by employers
Research employers
Informative career and business articles
Create your résumé using online templates
Job fairs
Job alerts
Career webinars 
Network forums
College alumni and diversity resources
Career advice from mentors

Use all possible services of the online job boards that you sign up for
To get you the best results for your job search, do not hesitate to use facilities provided by a job 
board. Use feedback option, customer service, and all other services as and when required. See if 
the site provides a list of FAQs to help you with your queries. Remember, you are paying to find your 
desired job. 
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Add some extra miles to your local job search
Be very specific when you are keen on working in a particular area. But at the same time, if you 
are unable to find enough local job listings, broaden your search to up to �0 or �0 miles from your 
area. Additionally, keep a close eye on local newspapers and ads as some employers post jobs in 
newspaper classifieds only.

List out keywords
While cyberhunting for work, it is essential to know the keywords that will help you reach 
that perfect job. Job boards offer various job-search options like searching for jobs through 
following options:

employers
regions
using keywords  

The last option is one of the most important ways to reaching your targeted job. List the keywords 
that accurately describe your kind of job. For example, if you are a software developer with strong 
programming skills, do not simply type “software developer” but also ensure that you specify the 
region and years of experience you have in the field. 

Use local newspapers while looking for jobs
All employers do not use the big job boards to look for bright candidates. Regional employers may 
post jobs in local newspapers to avoid unwanted rush of too many candidates. Moreover, some 
employers are not ready to pay huge sums toward advertising or/and relocation expenses. You 
should use classified ads while looking  for jobs.

Networking 
Job boards play a crucial part in your job search but networking plays an equally important role. 
When in search of a job, just speaking to right people can make a big difference. It is not restricted to 
higher-level management. Anyone can learn to network successfully. Meet people, join clubs, write 
blogs, create references, discuss on online communities, and keep your eyes and ears open. You 
never know what resources would take you to your kind of job!

Locating hidden jobs
Keep your eyes open while searching for a job. Scour all available market resources to locate hidden 
jobs. Here is a list of resources that can help you find your dream job:

Internet job boards
Newspaper classifieds
Business directories
Headhunters/Private recruitment agencies
College placement offices
Company personnel offices
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Federal/Local government offices
Public library resource center
State job service agencies
Trade journals
Chambers of commerce 

Narrow down your choice
Assess your choice of job thoroughly. Do not get lured by most lucrative job offers only to find out 
later that you can’t stand your job. The right job will match your interests, qualities, and skills. These 
self-assessment exercises will help you narrow your options.

Get a clear understanding of the job profile
If you understand the job profile thoroughly before applying to any of them, you will be confident at 
the interview. Review and study job descriptions to assess the employer’s expectations. This will help 
you choose the most suitable job for you. 

Evaluate the job from every possible aspect
Consider various perspectives of the job before you take it up. No matter how bright or murky the 
company appears to be, make sure you examine your own needs — personal, professional, and 
financial. Only you can decide what’s best for you.

Fill out the employer’s online application form
This is the best way to make that first impression on your employer. Although it might seem a longer 
process than simply sending a resume, it will definitely make a positive impact on your employer. 
The reason: you are following their system. So, next time when you apply for a position, check for an 
online application form. If they don’t have one, then send your resume.

While you job search, make sure all the correspondence is appropriate
Use clean white sheets of quality paper to correspond.
All letters should be typed and not hand-written.
Address letters to a particular individual, and use his/her correct title.
Never duplicate a letter. It must be an original.
Make paragraphs average in length.
Always send a cover letter with a resume.
Check and recheck all that you write for grammar and spelling mistakes. You could also have 
someone else proofread it.
Avoid desperate-sounding phrases and exaggerated praise for the employer. 

Before you quit your present job, make sure you take care of simple but 
important details

Give notice well in advance before you leave—at least two weeks.
Ask for reference letters from your managers before you leave.
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Ask for benefits that you are entitled to receive before leaving the firm.
Return any company belongings (keys, files, company documents, identity card, phones, and 
others) that you have with you.
Be honest at your exit interview, but at the same time do not go overboard if you have anything 
negative to convey.  

Do not limit yourself
While looking for jobs on the Internet, do not limit yourself to sites like Monster or CareerBuilder. 
Expand your horizons. Chances are your dream job is not listed on these sites or that it’s difficult 
to locate jobs on these high-trafficked sites. Browse other niche sites that focus on a particular 
profession or geographic location. This way you have more chances of winning the perfect position.

Conduct a smart job search
Utilizing the Internet, job fairs, local newspapers, online job boards, and every possible resource 
that you can think of is definitely going to help while you hunt jobs. Once you are acquainted with 
all different ways of spotting job opportunities, get smart and focus on the ones that promise 
faster results. 

Do not give up your present job while you search for another one
It may take you weeks or even months before you find a new job. Retain your present job till you find 
a more suitable alternative. If you quit your present job while you are still hunting for the next one, 
you may face a financial crunch. Moreover, your prospective employers are much more likely to hire 
you if they know you are currently employed at a firm. 

Learn to cope with the boredom of looking for a job
Looking for a job can get monotonous and boring. Do not let it take over completely. Devote a 
certain amount of time to your job hunt but do not get obsessed with the job search. Learn to plan 
the entire process and set short- and long-term goals to better your job hunt.

Have an attitude to lead you to a successful job search
A positive attitude is the cause and not the result of a successful job search. The more negative you 
are about your own abilities, your job prospects, the companies you apply to work for, and life in 
general, the less likely you are to land a job. Employers look for candidates with positive attitudes 

Speed up your job search
Do not wait for the right job to come your way; instead, get going. No matter how many job boards 
you sign up for, you will have to make extra efforts to get the job of your choice. Make sure you keep 
track of the scores of contacts and appointments while you hunt jobs. Build your network and ask for 
assistance whenever needed to pace up your job search.

Thank all those who helped you with your job search
Once you have got the desired job, do not forget to thank all those people who helped you with 
your job search. Leave a thank you note for your friends, family members, employment counselors, 
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and recruiters. You can express gratitude by calling them personally, if possible. You never know 
when you would need their assistance again. 

Be thoroughly prepared
You never know when that perfect opportunity might knock on your door. Don’t miss it!

Make sure your phone answering machine or voice mail system is working.
Keep your resume updated and ready to send.
Make sure your email address sounds professional.
Maintain a stock of good quality resume paper, envelopes, and stamps on hand.
Even if you are not looking to relocate, make sure you give in your correct contact details and 
latest work experience. 

Seek professional help to write a cover letter
An attractive cover letter will draw the employer’s attention to your resume. A well-written 
cover letter will leave a lasting impression on the prospective employer. It will help you get a 
step closer to the job you desire. So, seek professional help if you do not have sufficient time to 
write the vital document.

Get a critical analysis of your resume
Once you’ve got your resume prepared, ask someone to give you a critical review about it. A frank 
opinion about your resume is essential it is not attracting many employers you have applied to. 
Be open to comments and rewrite your resume considering the suggestions. You can also get 
advice from professional resume writers. This will definitely help you overcome a major hitch in 
your job search.

 Implement necessary changes in your resume
If you are not getting desired responses from prospective employers, change the writing style 
of your resume. Find out the acceptable trend for writing a resume and make modifications 
accordingly. If the responses increase, you are certainly on the right track.

Avoid using the “fire-ready-aim” method of distributing your resume
By posting your resume on countless job sites or posting it to hundreds of recruiters and employers, 
you will not be able to customize it for a specific employer. You will end up wasting a lot of time, 
money, and other resources. Chances are independent recruiters will ignore your resume thinking 
that they will have a tough time earning a commission on your placement. An employer on the other 
hand, probably will not be interested in competing with a large number of employers. 

Have the perfect resume in hand
To get your kind of the job, it is essential that you spend time producing an effective resume. If you 
don’t have considerable time to work on your resume, get professional help. They will prepare a clear 
and concise resume, allowing you to devote exclusive time to your job search.
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Make a job offer checklist
When deciding on taking a particular job offer, create a general checklist to make sure you have 
studied the offer from every angle. You could include the following in your checklist:

Job Profile
Salary

Base Salary
Perks/Incentives
Prospects for a raise in the current salary

Benefits
Vacation Leave
�0�k/IRA/Other Retirement Plan
Health Insurance/Other Insurance
Disability Insurance
Sick Leave

Commuting time and expenses
Career Advancement Opportunities
Work-life Balance

Face rejections with a courageous attitude
Facing rejections while job hunting may make you feel low and bitter at times. You can deal with it 
by using the following strategies:

Accept that being turned down is a normal part of the job search process and a common 
occurrence. 
Realize that you are not the only one to encounter such setbacks. 
Start analyzing why you did not get the job. 
Don’t quit as tremendous opportunities are waiting for you out there.

Create your own job
Chances are that your dream job has not been created as yet. Why not make your own? For this, 
you need to do some research, participate in events, create network, and find good references. 
Now, write an appealing cover letter to the company that interests you, signifying how you and 
your skills can help them achieve their goals. Even if they are not looking to hire, your letter could 
interest them. 

Don’t forget to send a thank you note
Send a thank you note immediately after the interview. 
If you interviewed with multiple people, send each one a personalized thank you note—do not 
send the same note to each person.
Generate the thank you note on your word processor.
Emailing thank you notes is an accepted practice.
Confirm the spelling of all names and exact titles.





◦
◦
◦



◦
◦
◦
◦
◦
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Spell check and proofread for typos and grammar.
Reiterate your interest in the position, your qualifications, how you can benefit the company, 
and why you should be the perfect candidate for the job.
Be enthusiastic and to the point.

Inform your present employer about your new job
You have finally got the job you were eyeing since a long time. Let your boss be the first one to 
know about your new job. Remember to inform him/her well in time. Also specify the date when 
you will be leaving the present job. All this is essential to part ways on good terms with your 
current employer. 

Personalize your responses
When you apply for a particular post at a firm, address it to the concerned individual. Do not use 
vague salutations such as “To Whom It May Concern” or “Dear Sir/Madam.” Take pains to make a 
quick phone call to find out appropriate names. This will surely make your application stand out 
in the crowd. 

Find out how the prospective company evaluates performance
Find out if the company recognizes performance through incentive or appreciation. You should be 
familiar with the specifics (attitude, qualitative/quantitative) based on which your performance will 
be evaluated. Find out from the company’s human resources department or your prospective boss 
how your performance will be evaluated. 

Start with an on-the-job assessment
If you’re going to replace someone at your new job, study all the activities of the former occupant, 
including things that he/she did correctly or incorrectly. You can find this out from fellow workers at 
the firm and your immediate boss to some extent. On the other hand, if it’s a new position, make a 
list of the reasons why it was created.

Check where you stand after 100 days
It is essential to assess exactly where you are headed at your new job. If the position looks like a 
dead-end job and isn’t giving you what was promised during the interview, you need to reassess. Are 
your job expectations being met? If the answer is “no,” then you are certainly at the wrong place. Pick 
the path that matches your career plan and ethics. Also, don’t forget to have fun along the way!

Develop one new work habit 
Try to develop a new work habit that will be beneficial to you at your new job. If you are one to post 
sticky notes all over your desk, switch to an electronic organizer and set your reminders. This will 
increase your productivity.










