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9 Tips for Successful Job Hunting

e Develop a Strategic Action Plan. Proper, prior planning for a job...search
is very important to getting the job that's right for you.

e Maintain a Confident Attitude. When you develop a plan and stick to it,
you are setting yourself apart from the rest. So, develop a plan and stick
to it and it will set you apart from the rest.

e Do Not Refuse Temporary or Part-time Positions. Even though these
may not be the best match for your needs and interests, they can provide
ou with the much needed casfll as you wait for the full-time Of)ening.
eep in focus the fact that these opportunities can turn into full-time posi-
tions in the future.

e  Network. Think of the people you know -- relatives, friends, professors
classmates, co-workers at summer jobs, and others. Make more of an ef-
fort to meet with people, and use these conversations to ask for their ad-
vice, to make them aware of your job search, to learn more about their
Jjobs or their organizations, and to get the names of others who might be
useful in your job search.

e Create a Contact Database. Write down all the empIO{ers you contact,
the date you sent your résumé, any contact made, people you talk to, and
notes about those contacts. Keep a notepad with you at all times. Take
notes as soon as you hear about an opportunity or when you leave an in-
terview. Get into the habit of updating your database daily.

e Don't Go It Alone: Seek Slgpqrt )
Don't operate in a vacuum. Utilize sources of support that will be ready to
assist you in developing a strategic plan for continued career success.

e Target your Résumé. Make sure your résumé targets the employers who
receive it. Make sure it is easy to read, and that the most important details
stand out. Make more than one résumé if you are applying to more than
one industry.

e Stay Confident. Job hunting takes time and ener%y. Remain confident, but
Preﬁare yourself for challenges ahead. Don't get disgruntled if you are still
ooking for a job and it seems like everyone you know has an offer. Most
students find their jobs after graduation.

e Apply Directly. To increase your chances of getting a job, make sure that
you apply directly to an employer.
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JOB
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There are many techniques you can
use to help you on your hunt for the
perfect job and there are many differ-
ent sources that advertise and offer

Jjobs to those searching
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Mrs. Carol J. Daniel, Director

Dear Readers:

Welcome to another edition of CDS Newsletter. Just
to jog your memory, the primary focus of our
Newsletter is to provide you (our readers) with the
needed tips for charting your career path 0 guidance

that will help you map the road to self-discovery.

We will show you pathways to the world of work by
providing clear career direction to fit your

aspirations.

This edition will provide you with tips for successful
job search. Now is the time to start planning your
career. We are excited to assist you as you plan for
the future!

At Career Development Services, we strive to offer
the best possible career guidance to our students.

Our staff are dedicated, and they make every effort
t o ensur e our

Our website is: www.usc.edu.tt/cds

CDS office is located on the top floor of the new
Classroom Complex.

student séb

Tips and ways to help you get the most out of your

job search:

Look for Job Openings on Employer's Premises

It is worth checking the premises of the type of work you
are looking for. Many will post job openings on notice
boards, food retailers and help desk, where you can pick
up forms to apply for openings. Some companies will
take your name and your
rently have any openings and will call you for interviews

when positions are open.

Newspapers

Local newspapers will advertize positions on offers listed
by categories. There are small local companies that would
list job openings in newspapers. So it is worth checking
these on a weekly basis. If you are using newspapers as
source of job hunting, then it is worthwhile checking out
your local library; most libraries will have several daily

newspapers and these can be checked free of charge.
success.

The World Wide Web

The Internet can be an invaluable source for those look-
ing for work. Local companies usually list job openings
on their websites, as do most of the larger retail stores.
Recruitment agencies can also be found online. A popu-
lar choice is monster.com. Advice can be found on sites
such as these when looking for work, and some great tips
can be gained concerning many positions, together with

the opportunity to apply online.
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Job-Search Humor/Motivation

"You're just the type of weakling this
company can exploit and discard. You're
hired.™

MOTIVATING THE JOB HUNTER:
Think Positive

Negative thinking involves a series of thoughts and repeating patterns whereby you always expect the worst of
yourself and future situations. Negative thoughts about yourself and your performance and ability to achieve suc-
cess will impact upon your chances of success. To attract good fortune you need to think positively. This positive
attitude will then reflect itself in everything that you do.

Some negative thought patterns relating to job search:

+  Expectation of failure

+  Putting yourself down and being overly critical of yourself

+  Doubting your ability to do the jobs you are applying for

+  Believing every other applicant is better than you and has more to offer

To keep yourself thinking positively you should create positive affirmations that you can use to counteract any
negative thoughts. These positive affirmations will help you to build self-confidence and maintain it. In addition
to this you could keep small cards that you can carry with you with details of your personal achievements or say-
ings that make you feel good. They can be sayings from the family, your partner, friends, or an inspiring quote

you read in a book.

Know your Value

Employers want to know how you can benefit their organization and what talents and skills you can bring to the
table. Your talent and ability is your employment value.

Take care of yourself

Job hunting can be stressful and can lead in some cases to depression. Maintain your health as best as you can by
ensuring that you eat regularly, exercise and sleep well. Allow yourself plenty of relaxation time when you are not
giving any thought to job hunting!

Set goals

Set clear defined achievable goals and be prepared to review them after a few weeks /months and set new goals.
Be flexible and adaptable in your approach to job hunting. If one avenue is not working then try another. Avoid
getting stuck in a rut.
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Here are some common questions employers ask, to help you pre-

pare for your interview:

1. Why are you interested in working here?

Located at the top floor new

building 2. Tell me about your experience and how it makes you qualified for

Phone: 662-2241 this position.
Ext. 1111/1110 3. What are your career goals and how does this position fit?

4. Tell me about one of your strengths and how you'll put it to use at

Wedre on the

5. Tell me about a weakness and how you overcame it.
www.usc.edu.tt/cds

SUCCESSFUL JOB HUNTING TIPS FOR GRADUATING SENIORS:
Set Yourself Apart From Other Candidates

Your last few months of college are a great time to look back at all you've accomplished over the years. But as you
reflect, remember, now is the best time to begin planning your future.

There are many other people who will be in the same position as youdrecent graduates looking for full-time posi-
tions. It's important that you are able to discuss your strengths and show the employer why you will make a good
addition to their company.

Here are some tips to stand out among the other candidates

Apply early and often. You may not get your top choice for a job right away. Make sure you begin looking

early and apply for numerous positions to find the best fit for you.

e Prepare for the interview. Research the company and get acquainted with what they do. That way you will
be ready to engage in conversation about their industry. Create a collection of work samples if it applies to
your field of interest.

e Ask questions. Find out if there is an opportunity for you to advance and see what your typical daily tasks
will be. This is a good way to make sure the job is a good fit for you.

e Be honest. Don't make up experience on your cover letter, résumé and in your interview. Your employer will
undoubtedly find out if you aren't proficient in something you claim to be.

e Follow up. Send a letter or card to the employer to say thank you and reference something you learned from

the interview. This shows your appreciation and that you really want the position.
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