Kick Start Your Job Search:

A Participant Guide for Job Search Activities

JOB SEARCH GOALS

Broad, general goals are not ideal – such as:
· I’ll take anything – I just want a job

· I’ve done lots of things, I’m really open

· I want to work anywhere in the food industry

Broad goals reduce odds of success

· Confuses the employer – which job(s) are you most qualified for?

· Makes your search more overwhelming and less focused – which jobs should you apply for?  

Narrow your goals to increase your chances! Specific, realistic goals are best.

· Identify top 3 job titles you are interested in AND qualified for, based on past experience or education 
· Example:  Cook, server, or dishwasher

· Example:  Administrative assistant, billings clerk, or admissions clerk at hospital

· NOT: Administrative, customer service or janitorial (too broad)

· Identify type of employers where those jobs may be found (restaurant, hospital cafeteria, food service companies)

· Set a minimum salary or hourly pay – be realistic

· Determine geographic restrictions – How will you get there?

· Clarify schedule – Are you available to work nights? Weekends?  Number of hours per week?  
· Talk with people about the work and companies that are of interest to you.

LINKS FOR ASSESSMENT, CAREER EXPLORATION, AND JOBS
These websites can help you assess and identify the job skills you already possess:
· My Skills My Future - www.myskillsmyfuture.org 
· My Next Move – www.mynextmove.org 

· Career One-Stop – www.careeronestop.org.

· WorkSearch – www.aarpworksearch.org 
APPLYING FOR JOBS

Set up a free email account on Google or Yahoo:
· www.mail.google.com/mail/signup – click “Get Started With Gmail”

· www.mail.yahoo.com – click “Create New Account”
· Use a professional account name, such as:
· firstname.lastname@gmail.com  
· lastname.firstname@gmail.com 
· firstname.lastname1@gmail.com (or other number)

· Avoid nicknames
Check your voicemail greetings:
· Use for all phone numbers listed on your resume and job applications

· The greeting should be simple and professional-sounding

· Ideally, the phone number should not be shared by others

· Use your first and last name

· No music or other background noise

· Avoid any phrases that may offend someone

· Listen to it after recording to be sure you like it

· Be sure phone number remains active during job search


Customize your resume and cover letter to match key words in the job posting.

Keep track of applications so you can follow up:
· Name of company

· Title of position

· Copy of job posting

· Date you applied

· How you applied (online, dropped off resume, mailed resume)

· Date(s) you followed up and how (general phone call to company, email to hiring manager, email to HR)

· Date of all interviews, and name of person you interviewed with 

INTERVIEWING
Availability 

Think about your availability for an interview each week – be ready!

Remember, your work at the host agency is a bridge to employment.
· Handling time off from host agency:
· Remind host agency supervisor and staff that your training at the host agency is meant to lead to employment

· Give as much notice as possible that you have to miss work for an interview

When you are called for an interview:
· Get the first name, last name, and title of the interviewer – “Who will I be interviewing with?”

· Find out who else will be in the interview – ask “Will anyone else be sitting in on the interview?  

· At the end of the call, re-confirm the date, time, address, and names of interviewers before you hang up

· Notify your  case manager or job developer right away

· Get help with interview preparation

· Conduct a mock interview for the actual position

· Obtain a customized On-the-Job Employment (OJE) letter to bring to the employer, if applicable
· Receive a boost of confidence and support!

Types of interviews

· Screening interview

· Often the first interview, usually with Human Resources
· Often by phone; can be very brief (5-15 minutes)

· The purpose is to review your background to be certain you meet the minimum requirements for the job

· Tip: Use your 30-second commercial, if developed with case manager or job developer
· Phone interview
· Can be with Human Resources or the hiring manager
· The purpose is to screen people in and out, so the employer can narrow down the number of in-person interviews 
· Typically uses standardized questions
· Tips:
· If possible, stand up when you are talking, and smile!

· Have written notes of answers to common questions

· Have your resume in front of you
· Dress as though attending in person
· Close with – “I would like to come in and meet you in person” 
· Panel or group interview  

· Usually 2-5 interviewers from different departments

· Tips:
· Be sure to make eye contact with all interviewers

· Change up your style and pace of communicating to match the individual asking the question

· Close with – “Does anyone have any concerns about recommending that I move forward in the process?”
· Send a follow up note of thanks, either e-mail or regular mail

· Behavioral interview

· Past performance is the best predictor of future behavior: “Give me an example of a time when you… and how you handled it”

· Tips:
· Pause and gather your thoughts before answering

· Give a detailed answer describing a specific situation – paint the picture and include the (positive) outcome
Preparation

To prepare for an interview:
· Practice, practice, practice!  Do a mock interview with a friend, family member or your case manager or job developer
· Do your homework on the company
· Study their website to see what they do, where they are located, and how long they have been around

· On their website, read “Press Releases” or “News Releases”

· Review the position description in the “Careers” section of their website; check for other positions you may be qualified for

· Do your homework on the interviewer

· Go to www.linkedin.com, go to “Advanced Search”, and type in his/her first and last name and company name to see what you can learn about him/her

Prepare your answers to common interview questions:
· Tell me about yourself

· Tell me about your skills and work experience

· Tell me about your strengths

· Tell me about your weaknesses

· What do you know about the position?

· What do you know about the company?

· Why should I hire you?

· Why do you want to leave your current employer?

· What do you like least about your current job?

· Do you work better alone or as part of a team?

· When can you start?

· Do you have any questions? 

Create a written list of questions about the position and company, and bring them with you to the interview:
· What would my duties and responsibilities be?

· Why is the position open?

· What would my weekly schedule look like?

· Tell me about the training that is available

· How do you measure success in this position?

· Do you think my background is a good match for what you are looking for?

· How many applicants are you interviewing?

· When do you hope to make a decision?

· What is the next step in the interview process?

· Are you going to recommend that I go to the next step in the process?

Questions not to ask at the first interview:
· What is the pay for this position? (OK to ask at the second or third interview, but not the first)

· Is there overtime pay?

· How many sick days do I get?

· How many vacation days do I get? (Wait to ask the last 3 questions until the final interview)
Self-presentation
How to dress for an interview:
· Clothing should be clean and neatly pressed, not too loose or too tight 

· Your outfit should match the job environment

· Office: wear a suit 

· Factory or warehouse: buttoned shirt and slacks for men, skirt and top for women
· No safety pins – sew on any missing buttons and repair hems 

· No bright colors or loud/bold patterns

· Shoes – clean, remove mud, stains, and scuffs

· Hairstyle and color should match company’s environment

· Keep jewelry modest and simple

· Keep nail polish neutral, nothing too bold or bright

· Be sure to take care of personal grooming  
· Light aftershave, perfume or cologne – don’t overdo it

· Avoid eating onions or garlic before interview; check your teeth for food

Employers sometimes have concerns about age. Be prepared for the “age factor”:
· Will you be up to date about technology?

· Mention your computer literacy and any recent classes

· Will you be able to handle the physical demands & hours?

· Provide examples of your energy – time spent exercising, hiking outdoors, gardening, or with grandkids

· How quickly will you retire?

· Proactively mention your dedication to making the most of your time on the job

· Can you adjust to change?

· Give an example of when something changed fast and how you adjusted

· Will you fit their culture?

· Emphasize your ability to work with people of all backgrounds and ages

· Describe the value that mature workers bring in mentoring younger workers

· Review  with case manager or job developer the “Benefits of Mature Workers” material in Marketing TIPS and be prepared to offer examples to address employer concerns

Have confidence in yourself, your abilities, and the value of previous work and life experiences. Your confidence will shine through to the interviewer, as will your insecurity. Stack the deck in your favor!

What to bring
Before you leave home, make sure you have the following items:
· Name and phone number of interviewer

· Plenty of copies of your resume

· 1 for you, 1 for every employer in the interview, and 1-2 extra copies just in case

· Be sure it’s the same version of resume you originally submitted to them 

· Awards, certifications, skills assessment test results 

· Be sure they pertain to the job for which you are applying

· Outstanding performance appraisals

· Copy of the job description

· Personalized copy of an On-the-Job Experience (OJE) letter, if applicable
· Written list of  your questions

· Notepad and pen

· Written copy of your 30 second commercial in case you get nervous and can’t remember it

Getting there

· Know where you are going for your interview!
· MapQuest or Google the directions

· Do a drive-by the day before the interview

· Give yourself plenty of time

· Allow for rush hour traffic and normal traffic delays
· If taking public transportation, allow extra time
· Plan to arrive 15-20 minutes early 
· Call the employer if you are running late to apologize. This should be because of a true emergency, not that you left home late or ran into traffic.
When you arrive
The interview begins the minute you drive into the parking lot! Employees can see you; maybe even the interviewer.

· Do not park in a reserved spot
· Do not bring another person with you to the interview

· If you are getting a ride, do not have that person wait for you in the parking lot; have them wait nearby and call them when the interview is over
· If possible, avoid having children or other people in the car 

Before entering the building, inspect your hair, clothing, and make-up. Smile and take a few deep breaths before you enter the lobby.

TURN OFF YOUR CELL PHONE!
Promise yourself to listen carefully before answering questions.
You’ve wanted this interview… GIVE IT YOUR BEST!
Meeting the interviewer
· Keep your handbag on your left side; it is awkward trying to juggle a handbag and shake hands

· Stand up, smile, make eye contact, and reach to shake the interviewer’s hand

· Make sure your handshake is firm – not too strong and not wimpy

· Shake the hand of everyone in the room; smile and make eye contact with each of them

· Jot down their names in the order they are sitting so you can address everyone by name

· Put your handbag on the floor, not on the table
· Do not put your papers on the interviewer’s desk
Answering interview questions
· Listen carefully to questions being asked

· Do not try to formulate your answer while the interviewer is still speaking 

· Take a few seconds before answering a question

· Try not to sound rehearsed, but be prepared
· Make sure you understand what is being asked; do not assume 

· Ask for clarification if you don’t understand the question: “Let me just be sure… what I think you are asking is…”
· Answer exactly what you are asked

· Keep your answers brief; do not go into too much detail, except to give pertinent examples

SOCIAL NETWORKING – FOR MORE EXPERIENCED JOB SEEKERS
LinkedIn – www.linkedin.com 
LinkedIn is a professional networking site where business associates and professionals connect. It has 100 million users.
Set up an account for yourself

· Include a professional-looking photo
· Post professional data in resume-type format

· Search for and link to as many people as you can

· Join groups to expand your connections

· You have 1st, 2nd, and 3rd degree connections

· More connections yield greater search results

Search for job openings posted by companies

· Hiring managers post open positions in their status box (must be linked with them to see it)

· Search for names of hiring managers at specific companies, cities, job titles or industries

· Benefit – this gives you a contact, and their background, before making a marketing call

Suggestions to maximize your networking:
· Put link to your profile on email signature

· Send invites to prospective employers and host agencies

· Link with each other

· Join a lot of groups

· Check your number of connections

Facebook – www.facebook.com 
Facebook has 750 million active users, and was initially popular with young people. Facebook has now expanded into professional realm.

· Businesses use it for advertising opportunities, event promotion, and more
· Companies have their own pages; some post openings 

Create a profile and search for people you know

· Send them an invitation to be your “friend” 

· Once you are friends, you can view their information, photos, activities, and more

Plaxo – www.plaxo.com
Plaxo is an online address book service owned by Comcast with 40 million users.
· Allows you to organize your contacts

· Compiles your address book data across your email, phone, and social networking sites into a single location

· Notifies you with contact updates

· Sends you alerts for updates and birthdays

Twitter – www.twitter.com 
Twitter is a social networking and micro-blogging service with 200 million users and 350 million tweets per day. It allows you to send short text messages up to 140 characters in length, called “tweets”, to friends.
· “Friends” may include personal friends, industry experts, political figures, celebrities, athletes

· Posting with a hash tag (#) allows searching

· Search #job or #employment and your city

· Some hiring managers tweet about job openings
· Visit http://business.twitter.com for tips for business use 

YouTube – www.youtube.com 
YouTube is a video-sharing web site owned by Google. Users can create, upload and view videos on all subjects:
· Most content is user-generated, but a few TV networks upload shows (CBS, BBC)

· Limited application for marketing to employers

· Companies upload recruiting videos and company overviews to attract potential employees

Example of a specific goal:


I am seeking a full-time position in the food industry by no later than December 1st, working as a chef, line cook, or server, making at least $10 per hour, in a restaurant or food service company located within 10 miles of my home, or on the bus route within 20 minutes of my home, where I can finish my shift no later than 8 pm.





Example of a professional voicemail greeting:


You have reached Susan Smith. Please leave a message. I will return your call as soon as possible. Thank you.








