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CHAPTER 1
Starting a Job Search: Your New Full-Time Job 
Finding the career you love starts with the job search. Take your time on your research and stay positive. 
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STARTING A JOB SEARCH: YOUR NEW FULL-TIME JOB 
Job searching may seem overwhelming or daunting. It is hard work. However, you must be persistent during your 
job search process. Try to keep a positive attitude. Remember to take care of yourself while searching for a job and 
do what you can to have a balanced lifestyle. This will increase your likelihood of staying healthy during this time.

JOB SEARCH RESOURCES

•	 Job banks such as the New York State Job Bank: 
www.newyork.usnlx.com

•	 Networking
•	 Social networking sites
•	 Professional or Alumni Associations
•	 Newspapers
•	 Career centers at colleges and universities

•	 Government Civil Service Website: www.cs.ny.gov
•	 Business websites
•	 Job clubs
•	 Your local New York State Career Centers:  

www.labor.ny.gov/career-center-locator
•	 Our Veteran Services page:  

www.labor.ny.gov/vets/vetintropage.shtm

OTHER RESOURCES 

•	 The Yellow Pages (or other phone directories for 
employers)

•	 Business directories, the Chamber of Commerce, 
the New York State Business Directory:  
www.labor.ny.gov/stats/bdirector.shtm

•	 Public libraries: www.novelnewyork.org

•	 Industry blogs or newspapers 
•	 Private employment, placement or staffing 

agencies
•	 Labor market information 
•	 Community or volunteer groups 

AN EXAMPLE OF A JOB SEARCH
1.	 Determine the type of job you want and where you would like to work. For example, do you want a career 

with a large corporation, local store, manufacturer, real estate office or bank?

2.	 Make a list of all businesses that are hiring in the locations where you are willing to commute and include 
telephone numbers. Cold call each one and ask to speak with the appropriate person, such as a hiring 
manager, the head of HR or the contact person listed on the job announcement. 

3.	 Join social networking groups, such as Facebook and LinkedIn. Connect with as many people as possible. 
When / if appropriate, ask your connections if there are any job openings at their places of employment. 
Whether there is a job available or not, ask if you can send them your resume. Ask them to keep it on file. 
You can also network by participating in fitness and religious groups. Mention that you are looking for work 
and ask if anyone knows of any place that is hiring.  

CREATE A JOB SEARCH PLAN
Having a job search plan is not enough. You must have an effective “AIM.” AIM stands for “Attitude, Initiative and 
Motivation.”  

ATTITUDE: With the right attitude, you will create a confident, exciting and positive first impression when you 
meet a prospective employer.

INITIATIVE: Do something: take action or take a chance. Without initiative, you will have trouble getting started 
with your job search.  

MOTIVATION: This comes from within. You, and only you, are in charge of your AIM. 

Creating a job search schedule will enable you to set aside time for drafting a resume, creating a cover letter, 
being prepared, using the Internet to find job openings, networking and completing the interview process.
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Schedule time on your calendar for job search activities. Treat that time as you would any work commitment. Be 
consistent in the amount of time you spend each day, or week, on job search activities. This will help you keep 
your momentum going. It’s a good idea to have a plan before you start searching for specific jobs. A plan should 
be a flexible outline of what you want to do and how you expect to do it.

1.	 Start with at least one career goal that will be 
the focus of your job hunt.

2.	 Assess your skills, strengths and interests. List 
the types of jobs that match them.

3.	 Have your job application information ready 
along with an updated resume and cover 
letter.

4.	 Research businesses or employers you want 
to work for and contact them.

5.	 Network with people in the field, support 
groups and job clubs for information. Learn 
tricks, techniques and tips for networking.

6.	 Rehearse answering questions about leaving 
your past jobs out loud.

7.	 Attend job search or other training sessions at 
your local New York State Career Center.

8.	 Practice your interviewing skills.

9.	 Keep records of your job search. Use JobZone: 
www.jobzone.ny.gov.

10.	 A job search takes time, so if possible create 
a budget to support yourself during your 
search.

If you feel overwhelmed by your job search, please stop and see a career advisor at a New York State Career Center.

TIPS FOR JOBSEEKERS 
Remember during your job search, be persistent and try to keep a positive attitude. Eat well and exercise so 
you stay healthy during this time. Take time to socialize and receive support from friends and family. If you need 
further help with your job search, please visit a career advisor at a New York State Career Center.

ONLINE JOB SEARCH
One of the most useful job search strategies is to use the Internet effectively. An online job search should not 
be limited to using job boards. Millions of other jobseekers are competing for jobs that are posted online. You 
will need to use other Internet resources to gain an advantage. For example, using the Web for networking, 
researching employers, learning from experts and finding salary information can greatly improve your job search. 
You can also put your resume online for employers who are actively looking to fill a job opening.

INTERNET TOOLS
1.	 Company websites can help you learn more about businesses or organizations. A company’s website 

is the first place you should go to research an employer. The quality and amount of information will vary 
widely. You may find mission statements, a history of the organization, names of key supervisors and 
business plans or job postings.

2.	 Job boards or job banks are the most common tools used to search for jobs on the Internet. Most let you 
search by keywords to find jobs. Many let you search by location, industry or job title. However, do not use 
job boards as the only place to look for jobs. Job board posts are viewed by thousands of job hunters like 
you. Each position is extremely competitive. On many job board sites, you can post your resume online for 
employers to search. Posting your resume may attract an employer’s attention enough so they will contact 
you. However, waiting for the employer to come to you is not an effective strategy. You must actively apply 
for jobs. 

3.	 The New York State Job Bank (www.newyork.usnlx.com) has a feature that schedules an automatic job 
search to look for new job postings in your career field. You will not have to manually search the job bank 
for new postings if you use the “Job Search Agent” feature.
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4.	 Online trade journals are an easy way to access news in your career field. Trade journals contain articles by 
industry experts, information on networking events, industry blogs and job banks. To find a trade journal, 
try typing “trade journal directory” into a search engine. Your public library can also help you access 
databases of trade journals and professional associations.

5.	 Association websites have information on trends, volunteer or professional development opportunities, 
best practices, industry news and job boards. Almost every industry has an association. You may need to 
be a member to access its content and most associations charge annual fees. Keep in mind that some may 
have six-month trial memberships to give you time to see how useful the site is for your job search.

6.	 Search engines are the main tools to find information online. They search for the keywords you enter and 
create a list of websites based on them. You can use these tools to track down jobs and learn more about 
companies. Google, Bing and Yahoo are examples of popular search engines. 

7.	 Job Search websites search multiple websites, newspapers, company web sites and associations, as well 

as compile job search results based on keywords and location

•	 Indeed.com
•	 Careerbuilder.com

•	 Simplyhired.com
•	 Monster.com

•	 Craigslist.com

EMPLOYMENT SCAMS 
As you search for your next job, you should be aware that there are employment scams on the Internet. Staying 
informed can help protect yourself from email scams and traps that involve criminals trying to obtain your 
personal information. Be wary of any unwanted email messages you may receive claiming that a company is 
interested in your resume.  

IF YOU RECEIVE AN EMAIL MESSAGE THAT FITS ANY OF THE CRITERIA BELOW, IT IS LIKELY A SCAM

•	 Does not greet you by name
•	 Does not include information about a specific job 

opening
•	 Contains non-specific claims such as “we have 

thousands of jobs” or “we work with major 
companies” 

•	 Mentions seeing your resume on a site where you 
did not post it

•	 Links to a website that looks professional but lacks 
information about the company, such as its location 
and ownership

•	 Offers to sell you a “starter kit” or something similar
•	 Promises you can earn a large amount of money 

“in your spare time” or “working from home” 
•	 Mentions paying you via bank account transfers

If you get involved in any of these schemes, your bank account may be compromised or your identity stolen. 
Victims of Internet fraud may file a complaint with the Internet Crime Complaint Center (www.ic3.gov/default.aspx)  
(IC3), a partnership of the FBI, National White Collar Crime Center and the Bureau of Justice Assistance.

NEWSPAPERS AND TRADE JOURNALS
Some may begin their job search by picking up a newspaper and turning to the “Help Wanted” section. The 
process is usually continued by circling a few ads that appear to be a fit and the response usually takes the form 
of a call, a visit, or a cover letter and a resume. For some, that one section of the newspaper defines their job 
search. However, the local newspaper is only one small source of finding employment openings. Do not rely on 
the newspaper alone for job leads. Technology has changed how people search for jobs. Resources like online 
newspapers (www.nyjobsource.com/papers.html) and job banks are available. Online newspapers get their job 
listings from job banks such as Career Builder, Indeed or others.

Advertised job openings also include openings posted on the websites of individual employers, ads in 
professional journals, like the Monthly Labor Review (www.bls.gov/mlr), a sign in a restaurant window and other 
public announcements. Traditional newspaper ads and online listings often overlap. Many newspapers make 
employment ads available by electronic means in addition to printing them on paper. 
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Use the newspaper wisely:

1.	 Review the type of trade or business that interests you. Classified and online ads should be used daily in 
your job search. However, they are not your only means of locating job openings so do not spend all of 
your time reviewing them. Be aware that most professions publish trade journals or newsletters about their 
activities. Most publications carry classified ads and are an excellent resource in looking for the job you 
want.

2.	 One newspaper is not enough. Many people read only one newspaper, but there are many available.  
Surrounding communities also have newspapers with classified ads. Arrange to read three to five different 
papers. Your local library should have copies of regional newspapers if you do not wish to purchase them.

3.	 Do what the ad asks. If the ad provides a phone number to call, you should use it. If the add states, “No 
phone calls please,” do not call. If you do, you may lose an opportunity to apply for the job. If an address is 
provided, send a cover letter and a resume.

4.	 Do not be put off by blind ads. You may see ads with box numbers, such as, “Box G-80” or “Box HE21,” 
rather than an actual employer’s name and address. These ads are known as “blind” ads. Respond to the 
ad if you are interested. Blind cover letters are used when you are sure of the career you want but you are 
not sure who it is hiring for that position. If you do not receive a response within a week or two, assume 
that other candidates have been chosen to schedule interviews. 

RESEARCH BUSINESSES 
Most businesses have a website with a section for career opportunities. It is essential that you research the 
organization before you write a cover letter and resume or attend an interview.

You can find potential employers in the New York State Business Directory. Use the Business Directory to obtain 
the name, address and contact information for businesses most likely to employ people in your desired occupation 
or industry. Employment levels at more than 663,000 firms in New York State were compared with statewide 
employment patterns for hundreds of occupations in order to identify potential employers in your field. Use the 
Business Finder (www.careerinfonet.org/employerlocator) to find contact information for nationwide businesses. 

RESEARCHING THE BUSINESS CAN HELP

•	 Identify companies that may be hiring in your field
•	 Focus your job search on employers whose values 

reflect yours
•	 Learn about the potential growth of businesses 

and industries

•	 Target your cover letter and resume
•	 Understand how to apply your skills in a new field
•	 Find hidden job markets
•	 Prepare for a job interview

WHAT TO RESEARCH

•	 The primary mission of the company
•	 Company goals and priorities
•	 Services or products that are provided
•	 Latest annual sales or other revenue information

•	 Major competitors
•	 Work environment or structure
•	 Important issues about the industry 
•	 Job opportunities

WHERE TO RESEARCH

•	 Company website
•	 Business Review magazine 
•	 Employee biographies
•	 Internet search engines (e.g., Google)
•	 Social Media platforms

•	 Informational interviews
•	 Local library
•	 The New York State Department of Labor website
•	 Annual reports
•	 Press releases



6

CHAPTER 2
Successfully Marketing Yourself
By identifying your skills and how they match the jobs you are seeking, you will be able to market yourself  
more effectively.
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TRANSFER SKILLS FOR A FUTURE JOB
A skill is something you can do well. An employer expects that you have skills that benefit the job. Knowing 
what skills you possess is at the core of a successful job search. Skills mapping helps you to consider a job 
or experience in terms of what you gained and learned instead of focusing only on what you did. It helps you 
prioritize the most meaningful skills for the job you are considering. 

MARKET YOUR SKILLS 
Having a degree doesn’t guarantee that you will have a job. Remember to always find the best way to present 
what you have to offer. Your ultimate goal is to successfully combine your skills, experiences, education, training 
and personality traits into a package that employers are seeking. Your skills will get you the job if you market them 
successfully! The following are some of the tools that will help:

RESUME 
Your resume showcases your transferable skills. You can emphasize your many skills and elaborate on how 
you used them. You can give examples from past paid jobs, internships, volunteer work or other experiences to 
showcase these skills. If you are doing a chronological resume, you can use transferable skills to highlight what 
you gained from individual experiences.

COVER LETTER 
Transferable skills can be highlighted in a cover letter to market the skills you have to offer to an employer. A 
cover letter provides an opportunity to focus a potential employer on the skills and details that might not have 
been included on a resume. A cover letter also gives you an opportunity to compare the skills required for the 
position to the skills you possess. Remember to research the company you’re applying to before crafting your 
cover letter. This will help you select the skills to highlight in your cover letter.

INTERVIEW 
An interview is the best time for you to showcase your skills. Be prepared to describe your responsibilities, how 
you contributed and what you gained from your relevant experiences. Remember, communication skills can be 
demonstrated during the interview as you express your thoughts and connect with the interviewer. Researching 
the company and the position will also help guide your interviewing responses to reflect the keywords and 
industry language an employer is looking to hear. 

EXAMPLES OF MARKETING TRANSFERABLE SKILLS 
RETAIL ASSOCIATE APPLYING FOR TEACHER’S AIDE POSITION 
As a sales associate in a retail store, I successfully handled customers’ needs every day. To succeed, I had to 
be a patient and diplomatic problem solver. Because the same kind of patience and creative problem solving 
are required from teachers, I am confident I will be an effective third grade teacher’s aide at your school.

TELEMARKETER SEEKING POSITION IN HOSPITALITY  
My work as a telemarketer required me to communicate with an array of people, some of whom posed difficult 
challenges. I honed my communication skills to the point where I was almost always able to solve problems 
and promote customer satisfaction. These are exactly the skills that are vital for employment in the hospitality 
industry.

SYSTEMS ANALYST APPLYING TO BE A PROJECT MANAGER 
My extensive experience analyzing user requirements and developing procedures for all departments resulted 
in improved computer systems throughout my organization. Maintaining detailed reports, collaborating with 
the management team and determining support necessary for successful project completion are all tasks I am 
familiar with that would help me directly contribute to your organization. 
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SERVER APPLYING FOR AN ENTRY-LEVEL MARKETING POSITION 
I have used marketing and customer service skills in the restaurant field. In my most recent position, I marketed 
appetizers, desserts and other add-ons to customers. This added value to their dining experience while increasing 
profits for my employer. I would like to apply the same sales and interpersonal skills in the marketing position that 
you have posted.

STAY-AT-HOME PARENT SEEKING POSITION AS MANAGEMENT TRAINEE 
As a parent of three active children, I know the importance of good time management and organization. These 
skills, along with exemplary leadership and communication abilities, will help me contribute to our mutual 
success when I join your management training program.

MARKET YOUR RESUME
Make sure you have developed an effective resume before you start marketing it. The goal is to get your resume 
into the hands of the right people — people who can make or influence the decision to hire you. Depending 
on where you are in your job search you may be contacting employers directly, making connections through 
networking or searching the Internet for opportunities.

MARKETING YOUR RESUME AT DIFFERENT STAGES OF YOUR SEARCH
WRITE EFFECTIVE COVER LETTERS 
Learn why thoughtful, well-written cover letters are essential and expected. Look at samples of these documents.

NETWORK AND SHARE YOUR RESUME 
Follow the guidelines for distributing your resume effectively and appropriately in a variety of networking 
situations.

DISTRIBUTE YOUR RESUME AT JOB FAIRS 
Job fairs are special events with their own rules for networking and distributing resumes. Learn what to expect.

POST YOUR RESUME WISELY 
It’s tempting to focus on popular job boards like Monster.com. Also consider posting your resume on specialized 
websites that fit your skills.

SUBMIT YOUR RESUME APPROPRIATELY 
Follow the rules for resume submission and the expectations the employer mentioned on the company’s website 
or in the job posting.

NETWORK YOUR RESUME
Research shows that about 80% of jobs are eventually filled through networking. This is a great way to circulate 
your resume. Remember: networking is about establishing relationships and sharing information — not asking for a 
job. Here are some guidelines:

•	 Before you offer your resume to a new contact, wait until you’ve established a relationship (offering it right 
away may be viewed as asking for a job)

•	 Focus on getting information and referrals from your contacts, then use that information to do additional 
research and target your resume to a specific opportunity

•	 Since there’s always a chance someone will ask for your resume, always have copies available when 
networking (make sure your resume is on high quality paper)

•	 If a contact does ask for your resume and offers to circulate it for you, follow up promptly with a thank you note 
or email message (keep them informed on any resulting activity)

The same resume etiquette applies when you’re using social networking tools such as LinkedIn.



9

POST YOUR RESUME WISELY
Many jobseekers focus on big job boards like Monster.com. But according to experts, unless you’re in a high-
demand field, this is one of the least effective job search methods.

SUBMITTING YOUR RESUME
Most companies want an electronic version of your resume because it is easier to read and scan for keywords. 
You will want to keep an electronic resume because this format is easier for you to edit, forward and upload to 
job search databases and social networking sites like LinkedIn, Twitter and Facebook. You will still need a paper 
resume for interviews.

EMAIL MESSAGE SUBJECT LINE 
Include your last name and the position you are applying for in the subject line so employers can easily pick 
out your email message. Do not use all caps or words like “amazing” or “read now,” because these words 
could trigger spam filters. Avoid excess formatting on electronic versions. Be sure to keep your email address 
professional. 

PERSONAL INFORMATION 
Do not share your personal information when you post your resume on the Internet. Make sure you do not include 
your home address or phone number. List your email as your point of contact.  

JOB FAIRS 
Job fairs are held by many different organizations. Going to job fairs may lead to an opportunity for jobseekers to 
speak directly to employers that might have job openings. It is important to have the right expectations for what 
you can and cannot do at a job fair.

•	 Expect to leave with increased opportunities to discuss your brand or how you want to be seen by others in 
the marketplace and ultimately, how others see you

•	 Build your professional network
•	 Introduce yourself to potential employers and answer employers’ questions
•	 Get information and leads that are not available on the employers’ websites 

Do not expect to get a job offer or interview immediately. Getting an on-the-spot interview is rare, but be prepared 
just in case! Do not be disappointed if you are not offered the job.

BEFORE THE JOB FAIR
•	 Although not always required, registering ahead of time puts your name on the list of pre-registered 

attendees and shows professional courtesy to both fair organizers and exhibiting employers
•	 Research participating employers to find out ahead of time which employers hire people with your skills
•	 Even if the company is not on your list of targeted employers, treat them as if they were
•	 Know your career objective
•	 Make a list of questions for employers and ask about how they recruit and hire people with your skill set; your 

target employers will likely have similar hiring practices
•	 Perfect your resume
•	 Practice your elevator speech or 60-second promotion that highlights your background and skills; it is a good 

idea to practice this with someone

•	 Practice interview responses
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DURING THE JOB FAIR
•	 Dress professionally
•	 Bring several copies of your resume and a pen and paper for notes
•	 Talk with recruiters while being aware of the social cues; if a recruiter wants to continue to talk to you, do so, 

but if they seem to be busy with other priorities, do not talk for too long
•	 Begin with a firm handshake and maintain good eye contact when you give your 60-second elevator speech; 

use a clear voice and provide the employer with brief and relevant information
•	 Get business cards, names and contact information from everyone you interact with
•	 After meeting someone, make a few notes about what you discussed with them
•	 Talk with other jobseekers at the job fair

•	 Be professional, polite and positive

DISTRIBUTE YOUR RESUME AT JOB FAIRS

Job fairs can be a great way to meet people, practice your interviewing skills and obtain useful contact 
information. Keep the following guidelines and tips in mind:

1.	 Most job fairs have websites. Visit these sites first and note any participating companies you’re interested 
in. You can then focus on those companies at the fair 

2.	 The people you meet at job fairs are generally recruiters, not people with hiring authority. Understand that 
the job fair is usually just a first step to getting hired.

3.	 Some companies do not accept hard copy resumes at job fairs because of processing issues, so you may 
need to post your resume on a website or complete an application online. Be prepared with an electronic 
resume.

4.	 Some recruiters will review your resume shortly after you greet them, so make sure you know it well and 
be ready to discuss your qualifications.

5.	 Have plenty of resumes available. This way, you demonstrate having organizational skills and confidence. 
This is important for making a good first impression.

6.	 Some experts suggest having a “mini resume” on a business card. This card has contact information on 
one side and a list of your skills on the reverse. 

AFTER THE JOB FAIR
Send a thank-you email message or letter to remind your contacts of who you are and any specific details you 
discussed. Thank your contacts for their time and ask about next steps. Make sure to organize your job fair notes 
and contact information.

USE THE PHONE EFFECTIVELY
Proper use of the telephone during a job search greatly increases your opportunities for employment.  
An employer needs to know that they will be able to reach you if necessary and that you will be able to have 
professional conversations with customers over the phone.

USE YOUR HOME OR CELL PHONE NUMBER WITH VOICEMAIL
Provide a phone number where you will be available if an employer calls. Most recruiters or potential employers 
are overloaded with resumes. An employer may not keep calling in order to reach you if your phone is not 
answered, so it is wise to have a voicemail system in place so that they can call and leave a message.



11

YOUR PHONE MESSAGE SYSTEM IS A “FIRST IMPRESSION” TOOL
Remember, your voicemail message is part of the first impression a prospective employer gets, so make sure it is 
professional. Think of your voicemail message as an audition tape for potential employers. Keep your message 
simple and eliminate background noise, music and slang. An appropriate home message is, “You have reached 
555-555-5588, the June Smith residence (or June Smith’s cell phone). Please leave a message and I will return 
your call as soon as possible. Thank you.” 

BE PREPARED WHEN YOU ANSWER A CALL FROM AN EMPLOYER
If you include your cell phone number on a resume, make sure that you are prepared when you answer a call from 
a potential employer who may be interested in interviewing you. For example, do not answer the call if you are 
driving your car or do not have access to a pen and paper. If you are not prepared, then do not answer the call. 
Allow the employer to leave a message. Be prepared to answer calls by having an “elevator speech” prepared, 
no longer than 60 seconds, that highlights your skills and work experience and includes any questions you may 
want to ask about next steps or the interview.

FOLLOW PHONE ETIQUETTE
During your job search, make sure you identify yourself every time you answer the phone. When making phone 
calls, make sure there are no excessive background noises (for example: television, radio or children). Do not eat, 
drink or smoke while on the phone. Remember to smile while talking to a prospective employer. It may seem silly, 
but smiling helps you maintain an upbeat tone of voice. 

INFORM OTHERS WHO MAY BE ANSWERING YOUR PHONE
Let everyone in the household know that a prospective employer may call. Ask household members to answer 
the phone politely. Emphasize to anyone answering the phone the importance of taking accurate messages and 
giving them to you in a timely manner.
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CHAPTER 3
Networking: The Most Effective Job Search Strategy
Networking is about getting to know people and building relationships that can reveal hidden job opportunities.  
Networking is one of the most effective ways to find a job, and can be as simple as asking an acquaintance about 
their field of work. 
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WHY NETWORKING IS SO CRITICAL WHEN JOB HUNTING
1.	 IT CAN RESULT IN REFERRALS 

Referrals are generally the number one way of hiring people. Building long-term, mutually beneficial 
connections will bring benefits now and throughout your career. Networking can help get you and your 
resume moved to the top of the pile for an interview.

2.	 IT IS AN IMPORTANT BUSINESS SKILL 
It’s the ability to meet new people and build mutually beneficial partnerships or exchange information 
with others. 

3.	 IT CAN DIRECTLY IMPACT YOUR CAREER ACHIEVEMENTS AND INCOME 
Networking is a key reason for higher salaries and career advancement. Anyone can benefit significantly 
by improving their networking skills, habits and mindset. You can also stay current with the changes in 
your field by networking. 

Keep in mind that it may be natural to want to withdraw when the job search isn’t going well. That’s really when you 
should force yourself to go out and meet new people, expand your network and try new job search methods. 

It is estimated that only 20% of all jobs are advertised. This means that 80% of jobs are filled by companies who 
never advertised the position. This 80% makes up the hidden job market which includes the positions that are 
filled by referral. This is the “who you know” method of recruitment. 

Research shows that 25% of jobseekers make over 1,000 network contacts before finding a good job.

Most career specialists feel that a network of between 40-75 people is required for the network process to work. 
Overall, the more quality network contacts you have, the more likely you are to find a good job. You probably 
“network” more than you realize already.

If you are unemployed or searching for another job, it can be challenging to wait patiently until you find your next 
position. Networking may help make your job search process shorter.

HOW JOBSEEKERS FIND HIDDEN (UNADVERTISED) JOBS
People often make the mistake of looking for work by searching job postings and going to employment agencies 
that are paid by employers to find workers. While looking through job ads posted on the Internet and other places 
should be a part of your job search, you should not spend the majority of your time this way. A large number of 
people are looking at, and competing for, the same posted positions. Even if there is a lot of competition for a 
position, this should not discourage you from sending your resume in response to job ads. However, connecting 
with social networks or people you know can be a more effective job search strategy.

Job seekers find approximately 80% of jobs through the “hidden job market” or the group of unadvertised jobs 
that exist. There is often a lag between when businesses decide to fill a position and when the job is posted. 

THE HIRING PYRAMID

Did you know that only around 10-20% of jobs are advertised? Most recruiting takes place through networking, 
which is why we call it the hidden job market.

If you can imagine all available job openings illustrated as a pyramid, the small point or peak would represent the 
advertised jobs, 10-20%. Everything below the point to the base of the pyramid would represent the majority, 80-
90% of available jobs. Employers start at the base of the pyramid and work upwards and jobseekers typically start 
at the top of the pyramid and move downwards.
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MEASURE YOUR ABILITY TO NETWORK
The first step in networking is to understand what networking is. It involves creating job leads. What are you 
willing to do to create effective job leads?

1.	 When going to a party or social gathering, do you bring a copy of your resume or business cards with you 
to give to people you meet? 
☐ Yes  ☐ No

2.	 If you overheard someone that you didn’t know talking about a possible job opportunity in your field, 
would you try to join the conversation? 
☐ Yes  ☐ No

3.	 Have you developed a prospective list of at least 30 different businesses for which you’d like to work 
and made preliminary contact with someone associated with the business? 
☐ Yes  ☐ No

4.	 Have you developed a network list of at least 30 different people who can help you develop job leads 
and find information about employment opportunities? 
☐ Yes  ☐ No

5.	 Have you joined any job clubs or networking groups? 
☐ Yes  ☐ No

6.	 In the past week, have you contacted at least six people to ask them if they’d be part of your 
employment network? 
☐ Yes  ☐ No

To access the hidden job market, start thinking the way an employer would think and work up the pyramid.  
In short, start using your networks.
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7.	 In the past six months, have you acquired a list of professional conferences or acquired any association 
mailing lists for use in your networking? 
☐ Yes  ☐ No

8.	 Are you willing to make “cold contacts” or do “informational interviews” to seek help and advice from 
people who might be able to hire you or are in your line of work? 
☐ Yes  ☐ No

9.	 Have you attended any type of class, taken a course or sought help in building job lead prospects in the 
past six months? 
☐ Yes  ☐ No

10.	 Can you list at least ten ways to expand your network and develop more job leads? 
☐ Yes  ☐ No

HOW DO YOU MEASURE UP?

7 OR MORE “YES” RESPONSES 4-6 “YES” RESPONSES 1–3 “YES” RESPONSES

You probably have a number of 
job prospects and interviews 
already set up. Begin working on 
possible responses to interview 
questions.

You’re a bit better off than some 
of your competition. You can still 
use a little networking advice.

You’ve not gathered enough 
names, skills or information to 
make your network pay off and 
reduce the length of time you will 
be looking for work

TOP 10 NETWORKING TIPS, TRICKS AND TECHNIQUES
1.	 Generally, avoid asking for more than 20 minutes of someone’s time in-person, or more than five minutes 

of their time on the phone.

2.	 Return all phone calls within 24 hours.

3.	 Present yourself and your needs concisely. Do not talk too much about personal or unrelated matters.

4.	 Look for “leads,” not for “jobs.” “Leads” will lead you to “jobs.” If someone suggests getting in touch with 
someone else, ask permission to use their name and then follow up as soon as possible.

5.	 Focus your networking on people who have direct links to the people with the power to hire.

6.	 Always be prepared to present your strengths, goals and how you’ll benefit your next employer.

7.	 Never speak poorly of someone in your network, your school or your former employer.

8.	 Practice, practice and practice your verbal and phone presentations.

9.	 Learn more about the field you’re currently pursuing.

10.	 Be ready to handle rejections.

10 COMMON NETWORKING MISTAKES
1.	 BELIEVING THAT NETWORKING BY ITSELF WILL SOLVE ALL OF YOUR JOB SEARCH PROBLEMS 

Although networking is one of the top approaches to developing job leads, you’ll limit your search success 
if you rely on only one method, approach or technique.

2.	 NOT HAVING A SET OF WELL-DEFINED OBJECTIVES WHEN YOU TALK TO A PERSON IN YOUR 
NETWORK 
Always remember that the time a network contact spends helping you is time they could have spent 
elsewhere. Be brief and specific about what you want. Be prepared to answer at least four questions:
•	 What are you trying to get from your contact (names, advice, company information, etc.)?
•	 What are your immediate short-term and long-term career goals?
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•	 In what types of companies, organizations or departments would you prefer to work?
•	 Are there any special concerns to be addressed in your job search, such as a barrier to employment?

3.	 NOT MAINTAINING REGULAR FOLLOW-UP CONTACTS WITH THE PEOPLE IN YOUR NETWORK 
Most people, by their own nature, like to help people. What they don’t like is being used and forgotten. 
Don’t just contact someone to ask for help. Follow up with the people in your network on a regular basis. 
Let them know how you’re doing, what you found out and how your contact with them helped you. 

4.	 NOT SHOWING UP FOR MEETINGS SET UP BY A PERSON IN YOUR REFERRAL NETWORK 
If you miss an appointment that someone helped set up for you, you have lost that network contact forever.

5.	 USING AVOIDANCE BEHAVIORS AND EXCUSES TO NOT NETWORK 
Many people feel uncomfortable when making network contacts. This results in excuses for not networking 
such as, “I’m not social by nature,” “I don’t have time to network,” and “I don’t know anyone in the field.” 
Networking shyness can be overcome with a little practice and a willingness to learn from your mistakes. 

6.	 NOT MAKING NETWORKING A DAILY ACTIVITY 
Networking should become a part of life, not something done only when you need a job. At every social 
activity, try to meet a couple of new people and do the following:
•	 Find out what they do and for whom they work
•	 Let them know something about your skills, talents, knowledge, abilities and career goals
•	 Ask them for the contact information of two other people who might be willing to talk to you
•	 Ask them if it’s okay to use their names when making a contact

7.	 HAVING POOR NETWORK MANAGEMENT 
Documentation, organization and follow-through are essential for networking. When you are able, set up a 
spreadsheet or database to track your network efforts. 

8.	 NOT BEING PREPARED TO ACCEPT NETWORK CONTACT REJECTION 
Rejection is a normal function of networking. Not everyone you want to talk with will have the time to talk or 
be interested in talking with you. Be understanding and prepared to accept rejection of a network contact 
politely. 

9.	 NOT CASTING A WIDE ENOUGH NET 
Don’t limit your network by thinking someone won’t be of any help. Everybody knows someone, who 
knows someone, who knows someone.

10.	 NOT SAYING, “THANK YOU” 
Say thank you verbally and in writing. Thank your network contacts for their time and any assistance that 
they have given you. You will be remembered by them and they will be more willing to assist you in the 
future. 

MAKE NETWORKING A HABIT
Networking can take place all the time. You should make time to consciously meet, greet, listen and engage 
in conversations. Talk to people you do not know everywhere you go, including: parties, weddings, airports, 
supermarkets, sporting events, festivals and bookstores. 

•	 Learn to ask, “What do you do?” with comfort, sincerity and interest
•	 Become a better listener; ask a question and then be quiet until you hear the answer
•	 Keep a business card or other form of information about yourself on you at all times
•	 Join as many networking clubs and associations in your field as you can – make yourself visible to influential 

people in the group
•	 Keep in touch with people (for example: friends from college, your former coworkers or people in your field) 

using tools like LinkedIn and Facebook
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OVERCOME NETWORKING FEARS
You are not alone if you are uncomfortable networking. Try networking where you are comfortable and where 
other people in your profession might be found. The following tips are ways to defeat the most common 
networking fears:

COMMON NETWORKING FEARS TIPS TO OVERCOME NETWORKING FEARS
MEETING STRANGERS See the people who you are meeting for the first time as friends.

Build confidence by practicing your networking skills in an 
environment in which you feel safe.

MAKING A FOOL OUT OF YOURSELF OR 
SAYING SOMETHING WRONG

You will not look foolish. It is likely only your perception. 
Conversations about work and careers are commonplace.

If you make a mistake, don’t worry. Your contact may not even 
notice a mistake from you or it may be an opportunity to learn.

CONCERN ABOUT WHAT TO SAY TO A 
STRANGER

Prepare yourself before the actual conversation. To start a 
conversation, simply say, “Hello,” and introduce yourself.

Do you want to have something that is detailed to say? Create a 
unique and genuine story, or a 60-second elevator speech as a 
way of introducing yourself. 

COMING ACROSS AS UNINTERESTING You do not need to do anything special; just be a good listener. 
You’ll be able to ask good questions if you have been listening.

NOT KNOWING HOW TO FINISH A 
CONVERSATION

Practice ways to end a conversation in advance. A simple sentence 
at the right moment (a natural break in the conversation) is usually 
enough.

BUSINESS OR NETWORKING CARDS 
Whenever you meet someone new, exchange business or networking cards. Sharing a card shows people that 
you are prepared and open to help them when needed.

Most importantly, the card may remind them about you, your conversation and/or requests. Below are tips that 
can help you effectively use your business or networking cards to help you get your next job.

•	 Keep it simple; use conservative and traditional fonts and colors
•	 Include a description of the type of work you are seeking
•	 Include your phone number and email address
•	 Ask for others’ cards; on the back of their cards, write brief notes about your conversation to refresh your 

memory when you write follow-up notes or thank you notes
•	 Be ready to talk about yourself and look for opportunities to do so

•	 Use professional language

DISTRIBUTION TIPS 
•	 Join an organization that interests you and has a variety of different kinds of members
•	 Attend classes, seminars or workshops at the library, adult education center or local college
•	 Find a job club or support group
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•	 Go where the workers go to socialize for an early-morning or late-afternoon cup of coffee
•	 Talk to the people who work for you such as health care workers, police officers, hair stylists and others who 

come into contact with large numbers of people
•	 Keep cards with you at all times; have them with you when you go to the grocery store, go to pick up your 

children or any other place you routinely visit
•	 Give cards to family members and friends to share with their contacts; everyone is a potential contact for a 

future job or career

JOB CLUBS 
Finding a job can be a very difficult process, especially in a competitive economy where there are many 
jobseekers competing for each position. One way to get help with your job search is to join a job club. A job club 
is for a group of people who are each looking for a new job and meet regularly to help each other in doing so. 
Job clubs offer tools for a successful job search, including networking, social media training and direct access 
to employers seeking qualified employees. In addition, many faith-based and secular job clubs offer much more: 
fellowship, encouragement and spiritual or emotional support.

Having support from your peers can help keep you motivated and reinforces the feeling that you are not alone 
in your search. With a job club, you are joining a support system of jobseekers who can push each other toward 
successful employment. Members leave the club when they have successfully completed the hiring process and 
are then encouraged to share their successes with the group. 

PURPOSE OF A JOB CLUB

•	 Peer support
•	 Coping with job loss
•	 Removing employment barriers

•	 Networking
•	 Job searching
•	 Building skills

OTHER NAMES FOR A JOB CLUB

•	 Professional Opportunity Development Workgroup 
•	 Jobseeker Networking Support 
•	 Job Search Networking Group 

•	 Career Networking or Networking Club 
•	 Employment Network or Job Searching Club
•	 Job Finding Club

INFORMATIONAL INTERVIEWS
An informational interview is one in which you can explore a specific job, company or career field with a 
professional to get feedback. You can get feedback about your resume and career direction or get suggestions 
how to further explore your desired career field. It’s also a form of networking. You will be in a much better 
position if you take the initiative and ask questions about the position. Compare your background and strengths 
and how they match the job requirements. You may not be meeting with a person who can hire you, but take the 
meeting seriously. Focus your efforts on information gathering and exploration. Keep in mind that the company 
might be your future employer.

MAKING A CONTACT
A networking email message, phone call or letter has one purpose: to introduce (or reintroduce) you to a contact 
who you hope may have some useful information or advice to help you get the job you want. Many networking 
contacts ask for an informational interview. 

The following is a list of sample situations when you would use a letter as part of your networking:

1.	 You have met someone either at a networking event or in an informal setting and you would like to meet 
with them again to talk to them in more detail.
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2.	 You have been referred to, or given the name of, a contact by a friend or colleague who knows you are 
interested in a particular career field. You may write to someone you have not met before, but has been 
referred to you by a mutual acquaintance. 

3.	 You have discovered the name of a potentially valuable contact through your own research.

TIPS ON MAKING CONTACTS
Research the person on LinkedIn or other Internet site to help make your networking letter more personal. Talk to 
your coworkers or friends who might have worked with the person. 

MENTION THE REFERENCE AT THE BEGINNING 
Ensure that the opening sentence mentions the name of the person who referred you to the reader, such as, 
“John Smith suggested I contact you.” This establishes a connection with the reader before moving on to your request. 

EXPLAIN WHO YOU ARE AND WHY YOU ARE CONTACTING THEM 
Make it clear that you are seeking information so you can further your knowledge of a certain career area or 
to determine your next step. You may share that you are actually looking for a job, but never ask for a job. It is 
generally more effective to ask a contact you are unfamiliar with for assistance with names of people to contact, 
than it is to ask for a job. Often, if your letter is polite and persuasive, people will be interested in talking with you. 
Let the person know how they can best help you. They cannot read your mind, so depending on what you want, 
ask if they have time to meet with you. They can offer insights about the current job market in that field, how to 
approach your job search or suggest other people you should talk to about your job search strategy. 

CONFIRM A CONVENIENT TIME TO TALK 
If you call, ask when would be a convenient time to talk. Give your contact a chance to speak with you now or to 
make arrangements for a better time. 

TELL THEM WHY THEY ARE A SPECIAL CONTACT FOR YOU 
If you have a mutual friend or acquaintance, mention their name. Tell them you appreciate their input and that you 
recognize that their time is valuable. 

BRIEFLY DESCRIBE YOUR SKILLS 
Use your 60-second elevator pitch. Let the person know what you have to offer and how they can best help you. 

ASK FOR ANOTHER CONTACT 
If you are contacting someone you have not met before, you may choose to ask them to suggest another person 
to contact. If they can’t help you, ask if they know anyone in the industry who might be willing to talk to you - not 
necessarily about a job, but about your job search strategy. If they suggest getting in touch with someone else, 
ask their permission to reference their name and then follow up on their suggested contact as soon as possible.

WRITE THE NEXT STEP YOU WILL TAKE TO MAKE CONTACT 
When sending a letter or email message, let the contact know you will follow up in the next few days to discuss a 
possible meeting.

DON’T BE AFRAID TO SHOW YOUR PERSONALITY IN THE LETTERS 
Show your personality while keeping the letter professional. Just remember to keep letters short and relevant to 
the networking request. 

NETWORKING IS A TWO-WAY STREET
Staying open to future communication is crucial to networking. Your networking contacts are interested in what 
you’re doing as much as you are interested in them.

If you have a resource that you think one of your contacts would appreciate, pass it along to them. If someone 
referred you to another contact that was particularly helpful, write to the person who referred you to thank them 
and let them know.
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If you have an informational interview, do not forget to acknowledge the support staff you talk to in the process. 
They are sometimes your most direct link to the person who has the power to hire you. Their impressions of you 
can make a difference.

WRITE EFFECTIVE THANK YOU NOTES
Each person you meet is part of your network or group who may be able to help you find job leads. Let people 
know how much you appreciate their help by sending a thank you note. Not only does it show appreciation, but 
it gives you the opportunity to highlight your skills or points that you forgot to speak about during your meeting. 
Other things you may do to show appreciation include:

•	 Thanking them for their time and insight (explaining why the conversation was meaningful or valuable)
•	 Sharing the results of the connections they offered
•	 Sharing a resource or contact that might be useful to them (if appropriate)
•	 Writing a thank you note even if you think you will not be able to do business with that person at that time: 

you never know when a contact may become important

Thank you notes can be handwritten, emailed or mailed. If you send a handwritten note, be sure that the writing 
is clear and neat. Remember to follow up on any commitments you make in the thank you note. See below for an 
example of a basic thank you note. 

Dear Ms. Jones,

It was good to meet you the other day. Thank you for the information you shared with me regarding the 
expansion at the cement plant. As you suggested, I forwarded my resume to the hiring manager. I expect 
to meet with him next week and I will let you know the outcome. Please keep me in mind if you hear of 
any other opportunities.

Sincerely,

John A. Smith
John Smith

SOCIAL MEDIA AND THE JOB SEARCH
WHAT IS SOCIAL MEDIA?
Social media platforms are web-based communication tools that allow large amounts of users to interact with one 
another by sharing ideas, giving feedback, leaving comments and receiving information. Social media is a very 
broad term and platforms that fall under this category can be used both personally and professionally

Not everything you do online can be considered social media. For example, email is not considered social media. 
Email cannot be considered social media because large amounts of users cannot interact simultaneously. In 
addition, email does not have many of the common features that can be found on many social media websites, 
such as profile pages, news feeds and “like” buttons.

WHAT IS AN ONLINE PRESENCE?
Also referred to as a “digital footprint,” your online presence is the broad spectrum of the identity that you have 
created for yourself online, both personally and professionally. Your online presence changes each time you 
publish new content or interact with someone on any public domain. Essentially, your online presence is the 
information that can be found about you when an online search of your name is conducted. 
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THERE ARE TWO PARTS TO BUILDING YOUR ONLINE PRESENCE

1.	 Establishing yourself on key websites

2.	 Creating online activity and content

WHY IS HAVING A STRONG ONLINE PRESENCE IMPORTANT?
Experts are suggesting that your online presence will end up replacing the traditional resume at some point in the 
future. Whether you agree with this prediction or not, it is still important to note the significance of a professional 
online presence to attract potential employers.

According to Jobvite, an online software and recruiting corporation, 93% of recruiters have indicated that they 
were likely to look at a candidate's social media profile(s). Therefore, it is important to maintain a professional 
presence on your social media profiles. In addition, 42% of recruiters have reconsidered a candidate based on 
what they found about a candidate online, both positive and negative. 

Your online presence shows who you are, helps build trust and credibility between you and potential businesses, 
shows that you are passionate about your career field and helps distinguish you among jobseekers. 

GENERAL SOCIAL MEDIA TIPS
KEEP IT CLEAN  
Remember, anything you put on your social media profiles can be found. If your profiles are not set to private, 
anyone, including potential employers, can see what you post or what you are tagged in. Even if your profiles 
are private, there is still the chance a potential employer could see it. More and more frequently, employers 
are actively seeking out prospective employees on social media to peruse their posts. Keep your content 
professional, clean and courteous. 

BE CONSISTENT WHEN YOU ARE ONLINE 
Make sure that the information on all of your social media profiles is the same. Being consistent is important 
because it makes it easier for employers to identify you. It is also important to keep your profiles up-to-date as 
information changes.

HIGHLIGHT YOUR SKILLS ON SOCIAL MEDIA 
Share examples of your work on your social media accounts. Employers are interested in seeing what skills you 
have to offer, so make sure you showcase them online.

HELP YOUR CONTACTS 
Network with your connections by writing them a recommendation on LinkedIn, introducing them to another one  
of your connections or sharing an interesting news article with them. The more you keep up this practice of helping  
contacts and constantly communicating with them, the more beneficial your social media experience will be.

REACH OUT TO CONTACTS THAT HAVE HELPED YOU 
Whether this person simply left a nice comment on your blog post or helped you form a connection with a client, it 
is always important to say thank you. Showing your appreciation is not only professional and polite, but it will help 
them to think of you again when an opportunity emerges. 

QUALITY IS MORE IMPORTANT THAN QUANTITY 
Instead of focusing on being the account with the most followers, focus on creating meaningful relationships with 
those who you know will be a good contact. Before you form a connection with someone, ask yourself how this 
person might be beneficial to you or how you might be beneficial to them.
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BOOSTING SEO FOR JOB SEARCH
SEO, or search engine optimization, is the process of increasing the quantity of organic traffic to your website, 
blog or social platforms through search engine results. Put simply, it’s about making sure that you and your work 
appear at the top of the Google search results when a potential employer is on the hunt to fill a position. It’s a way 
for employers to discover new talent, meaning prospective recruiters may reach out to you. It also means that 
when a recruiter searches for your name, your owned-properties are the first to appear in a search. 

Boosting your SEO results takes time, but by creating strong job or industry-related content that is shared across 
all your social platforms, it’s doable. Consider doing some research or taking a class on the keys to boosting your 
digital visibility.

RESEARCH BUSINESSES OR EMPLOYERS
Researching businesses or employers on social media before you get started is a smart idea because it can give 
you a direction for your job search.

RESEARCHING CAN HELP YOU

•	 Identify companies that may be hiring in your field
•	 Focus your job search on employers whose values 

reflect yours
•	 Identify what key words you should include in your 

social media profiles

•	 Target your cover letter and resume based on the 
information you find

•	 Learn who the most important people are that are 
currently working for the company so that you can 
follow them

WHAT TO RESEARCH

•	 Primary mission of the company 
•	 Services or products that they provide
•	 Work environment

•	 Hard and soft skills that employees should have
•	 Job descriptions of your preferred position 

KEY SOCIAL MEDIA PLATFORMS TO USE DURING YOUR JOB SEARCH
The Internet is full of social sites and any one of them may be beneficial to you and your job search, depending 
on your interests and career field. Here are a few websites you may consider joining in order to strengthen your 
online presence.

LINKEDIN

LinkedIn is a social network for people looking to find new opportunities, grow their careers and connect 
with other professionals. In a recent survey done by Jobvite, 92% of recruiters that are actively searching for 
candidates online have hired a new employee through LinkedIn. Businesses claim that they are using LinkedIn as 
either their primary or exclusive job-posting website. 

Your profile must reflect how exactly you are relevant for the job position you are seeking. It should answer 
each of the following questions: Do you have the hard and soft skills required to hold this position? Do you have 
the talent and experience? Does my profile accurately highlight these strengths? Does your profile picture look 
professional and representative of the type of job you are seeking? If the answer to all of these questions is 
‘yes,’ then your LinkedIn profile is off to a good start. Make your LinkedIn profile stronger by studying each job 
description you’re interested in and including the same key words in your LinkedIn profile. This will make it easier 
for businesses to find your profile when they search using those key words.

Use LinkedIn to build relationships with individuals in your profession – and to highlight those relationships. 
Network by joining groups and following people who are connected to your career interests. Participate in 
discussions on relevant topics which will show your expertise and get the attention of businesses. Join your 
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college’s alumni page. This is a great way to keep up with connections, as you never know when you might need 
the help or advice from a former classmate or colleague.

When putting together your LinkedIn profile, make sure that you have a professional-looking profile picture. Try to 
use the same picture on all of your other social media sites as well to maintain consistency.

Ask past or present employers to write a recommendation for you to include on your page. Recommendations are 
a great way to make your profile stand out from the crowd and give you an edge over individuals who are lacking 
any recommendations.

Finally, make sure your profile’s headline reflects the job you are seeking. Make yourself stand out from the crowd 
by including a branding statement about yourself that indicates why you are special and what you will bring to the 
table. Keep your headline and branding statement brief; it should entice people to view your profile.

Branding statement examples:
Sales professional positioned to draw on a record of 
achievement and success to deliver exceptional sales 
results.

Passionate marketing manager who strives to provide 
clients with the optimum service they deserve.

FACEBOOK

Facebook is the largest and most used social network in the world. As of January 2017, there were 1.8 billion 
Facebook users. 

Make sure that your profile is complete. One of the most important things you can do is add your past work 
history and professional skills to the “About” section of your profile. Add your education and experience to your 
profile to connect with alumni that may be helpful in your job search.

Clean up your Facebook page. Go through your previous posts and shares and change the settings to private if 
the posts are not something you would like a business to see. Or, if the post is particularly compromising to you, 
you may want to consider deleting the post entirely. 

Use Facebook lists. Facebook lists allows you to select who you want to see a status and puts them in a list. You 
can make lists for your job search friends, as well as your personal friends.

Like, follow and engage with the pages of prospective companies. Many brand pages now share job openings 
directly to Facebook under the "jobs" tab. The search tool is also great for discovering job leads by searching by 
city and the keyword “jobs.” The results will show groups that have shared current job openings in your area.

Keep in mind that plenty of businesses check your Facebook profile specifically to find reasons not to hire you. 
Taking this information into consideration, make sure to delete all posts that might make them cross you off their 
list. Some examples of compromising posts are:

•	 Negative posts about employers
•	 Confidential or proprietary information
•	 Lying about your qualifications

•	 Posts about alcohol, drugs or illegal activity
•	 Discriminatory remarks
•	 Poor communication or writing

TWITTER
Although Twitter may offer less structure as a job search tool, it offers more opportunities to connect with people 
than some other social media websites. Hiring managers, in a field where social media might be considered a 
qualification, frequently check Twitter for potential employees. If using Twitter won’t be beneficial to your job search, 
consider signing up for a different social media site. Think about your Twitter profile as your own personal brand.

When setting up a profile, focus on three things: username, profile photo and bio. These are the first things 
people, including potential employers, will notice about you. When picking your username use your personal 
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name, your profession or a combination of both. Be sure the username you choose is professional and unique. 
Similarly, your profile photo should be professional and identifiable. Finally, your Twitter bio should be employer or 
industry-focused. Just like your LinkedIn headline, your Twitter bio is your first chance to make a good impression 
on employers before they decide to click on you. 

Follow companies you might like to work for. Companies may post job openings on Twitter and give you insight 
into what the employees are currently working on. Consider not only following the Twitter account of a business, 
but also the employees that work at these companies. You will stand out from the crowd of potential candidates if 
you go out of your way to retweet, favorite or reply to businesses’ tweets in meaningful ways. This is a great way 
to network with people who are already employees at businesses you may want to work at. 

Sort through your Twitter feed by creating a list for potential companies and other accounts connected to 
these companies. Twitter lists give you the ability to sort through the list of people you follow and isolate the 
accounts related to your job search into one list. This is a great way to separate your personal contacts from your 
professional contacts and organize your feed.

Use Twitter’s search tool to search using key words to find job openings in your desired area. Also, get in the 
practice of including hashtags in your tweets as often as possible. Hashtags can help employers find you when 
they refine their search. They can also help you find employers and tweets about certain topics related to your job 
search. Make sure that you are tweeting about topics that are related to your desired profession.

Make sure to tweet often, especially when you first get started. However, do not tweet too often, as you do not 
want to give off the appearance that you spend all your free time on the internet. In addition, make sure to have a 
good balance of professional and personal tweets. Use Twitter as a tool to ask questions. This platform is a great 
place to receive feedback and get opinions from people with similar interests. Ask other users about your career 
field or other career-oriented questions. Let your followers know that you are looking for work by tweeting this 
information out biweekly; that way, as you gain new followers they will know you are amid a job search.

Research managers on Twitter ahead of time for topics they are interested in or tweets about the company 
culture. This will give you something to discuss during the interview.

INSTAGRAM

Instagram can be a great way to establish your own personal brand, demonstrate a marketable skill and enhance 
your overall digital savvy. Everyone interested in working in a creative field should have an Instagram account. 
Instagram shows off the kind of employee you would be in a manner that is more creative and visual than your 
Twitter, Facebook or LinkedIn accounts.

PINTEREST

Pinterest can be used to search for potential companies you may like to work for and to get a sense of the 
company’s culture by looking at their pin boards. You can post your resume as a visual portfolio, giving you an 
eye-catching resume that you can share online. Lastly, you can use this site to make connections by following 
other businesses’ pin boards and leaving comments regarding relevant topics.

BEHANCE

Behance is a social media platform geared toward creative individuals looking to share their work online. This site lets 
you post your work to gain the attention of clients or receive feedback from other creative individuals. You can follow 
artists or designers as well as find potential clients by searching the site’s job listings.
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CHAPTER 4
Considering Placement Agencies and "Bridge" Jobs
For some, going without an income while job searching is not an option. Utilizing placement agencies or finding a 
"bridge" job are options for maintaining a paycheck until you find the career you love. 
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PRIVATE EMPLOYMENT OR PLACEMENT AGENCIES
Recruiting and staffing services can be excellent resources in your job search. Also consider using placement 
agencies. These agencies work with jobseekers to develop their job seeking skills. Placement agencies provide 
temporary (a day, a few weeks or longer) job search services. 

BENEFITS OF USING A RECRUITING SERVICE 
Recruiters focus on matching your skills with the job openings of companies. The business generally pays the fees for 
these services so there is no cost to you. Because of this, the recruiters’ interests match the client or company. Ask 
questions of recruiters to ensure that they are forwarding your resume to multiple businesses to see who would be 
interested in hiring you. Recruiters search for qualified candidates for permanent, full-time positions. These firms are 
also called headhunters or executive search firms. 

•	 You often get access to unadvertised openings

•	 A third party (the recruiting firm) is working to match your skills and long-term goals to a job

 
BENEFITS OF USING A STAFFING SERVICE AND DOING TEMPORARY WORK 
Placement agencies have staff who match workers with short-term or temporary-to-permanent positions. They’re 
sometimes known as contract firms or employment agencies. When you finish a short-term work assignment, the 
agency looks for another assignment for you since you are still an employee of the staffing agency. However, the 
agencies do not provide direct supervision of their employees at the work sites of the businesses.

•	 You can gain work experience, develop skills, obtain training and increase networking contacts
•	 You can earn money while you look for permanent work
•	 It’s easier to get a job when you have a job
•	 You may be able to get more flexible hours or working conditions to accommodate your personal situation
•	 Sometimes employers offer permanent positions to temporary or “temp” workers who perform well
•	 You can check out an employer or an occupation before making a commitment to working for a  

particular organization

Temporary employees generally do not receive paid days off. Also keep in mind that most placement agencies do 
not offer health insurance, but some may make it available after you have worked for a set period of time.

TIPS FOR WORKING WITH EMPLOYMENT AGENCIES
Before you work with any employment agency, find out what services you can expect and what will be expected 
of you. Make sure you ask whether it will cost you anything. For short-term contract work, ask about the pay 
rate, benefits and length of assignments. Also, let them know the hours and days you’re able to work, if you are 
available for overtime, and your transportation and salary needs. Here are some additional tips:

BE PROFESSIONAL 
Treat the staff at these agencies as you would a potential employer. In the case of temp agencies, the staff there 
will employ you.

BE AVAILABLE 
Most agencies expect you to be available when they offer you work. Know that if you turn down more than a few 
offers, they may not consider you for work in the future.

EXPAND YOUR JOB SEARCH 
Avoid using agencies as your only job search tool.

CHECK YOUR BENEFITS 
Short-term wages may reduce benefits such as Unemployment Insurance. But it may also extend the length of 
time that you can receive benefits. Before accepting or rejecting work, check with the agency from whom you 
receive your benefits. 
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TIME TO CONSIDER A SURVIVAL OR “BRIDGE” JOB? 
In considering job offers, you should also be thinking about how long you have been unemployed. The longer 
you are unemployed, the more difficult it becomes to return to work. In fact, those who accept a lower paying 
job earlier in their period of unemployment often work their way back up to a wage level similar to their previous 
salary before those who choose to remain unemployed longer, waiting for a higher salaried job offer.

If you have been looking for a job for an extended period of time, becoming employed may seem impossible. You 
may need to take a lower paying job to bridge the gap in employment until you find a better job. Taking a “bridge” 
job may not only be a necessity, but can also help you land your next job. It is easier to find employment when 
you are employed than when you are not.

Also, your personal needs may require you to accept employment that does not pay as much, but offers a 
paycheck and health benefits until a better job is available. Strive for your ideal job, but in the meantime have 
a plan that allows for a job to bridge the gap. This interim step in your career may allow you to learn new skills, 
meet new people and get back into a daily work routine.

You must also be willing to travel a reasonable distance to obtain employment. Generally, travel of one hour by 
private transportation or 1.5 hours by public transportation is considered reasonable.

While you are waiting, an easy way to create income is to look for work in places you may not have thought of. 
These types of jobs are called “survival jobs.” If you accept a survival job, you may have an opportunity to learn 
new skills, get experience and earn money while seeking a more secure position.  

PART-TIME JOBS THAT MIGHT SUPPORT YOUR INCOME

•	 Teaching what you know: how to play a musical instrument, garden or speak a foreign language
•	 Hotel jobs (desk clerk, concierge, etc.)
•	 Pet care (for example: dog walker or dog sitter)
•	 Substitute teaching
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