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Conducting a job search becomes far more efficient and effective when approached with a clear strategy. This comprehensive guide will walk you through how to plan, organize, and execute each step to maximize your chances of success.

Create a professional email account:
The username on the account should be simple and generic. Nicknames, those with drug/alcohol references or those with sexual innuendos should not be used. Also, if your current email account receives excessive amounts of mail, create a new account that will only receive work-related mail. This will ensure that you don’t miss an important message from a potential employer. Check the account daily.

Write a resume and cover letter:
Many job applications require applicants to attach a focused resume in order to complete the application process. While resumes and cover letters should be tailored to each specific job, having a “template” to work from makes this process quick and easy.

Test your resume:
Show it to several people and get their suggestions, match it against job postings.

Create your linkedin profile:
Make sure it reflects your goals; ask others to review; connect with professionals.  

Define your limits: 
Geographic preferences, salary, job type, industry  

Define your strengths and weaknesses: 
Know these as they pertain to the career you are seeking   

Identify your transferable skills and identify your key accomplishments:
Know the value you bring, whether from school, internships, work, community service, other activities   

List companies who might hire you:
Categorize and prioritize your list (your target companies) find and prioritize job search websites create a list of sites to check

Update your voicemail/answering machine:
The message should be brief and professional. Music or extended messages should be replaced. If you do not have voicemail or an answering machine, be sure to provide a phone number where potential employers can leave a message.

Coach household members on phone etiquette:
Be sure that everyone answering your phone is well trained in proper phone etiquette. Have a pencil and notepad next to the phone for messages.
Contact 3+ references:
Never use a reference without their permission. Notifying your references that you are looking for work also serves as a form of networking. They just may have some leads to jobs that meet your skills and interests. Both professional and personal.  Use them as “advisors” for your job search.    

Locate or replace important documents:
Once selected, the hiring process can go quickly. Locate/replace your SIN card, educational transcripts and ID.

Google yourself:
Employers often do a Google search of job candidates prior to offering them a job. If you have a Facebook or LinkedIn account or any other web page, be sure that the information that it contains is something that you would feel comfortable having a potential employer viewing.

Locate job boards and register for job alerts:
Thanks to the internet, job search websites have made it easier for job seekers to search and apply for jobs. There’s an abundance of different job board sites to help you land an interview and job, but it can get a little overwhelming when determining which resource to use. Not all of them may be suitable or legitimate, research and find out the sites local employers are using to post their opportunities.

Compile a list of information needed for filling out an online or paper job application:
By having job titles, contact information, dates of employment, and other pertinent information at your fingertips, filling out applications is made quicker, easier and painless. 
Including creating electronic versions of resume- a PDF for email attachments and use plain text, standard fonts for resumes to be imbedded into online applications.

Create a job search plan:
Plan of what you will do when, how many people you will contact, etc. Creating a weekly schedule and list of tasks and set aside particular hours each day for job search.

Create a journal:
Visiting job sites, posting resumes, and applying online often requires applicants to create multiple usernames and passwords. Major companies post numerous jobs that can only be distinguished by keeping track of individual job numbers. By compiling a record of important job information, you’ll be more in control of your job hunt. 

Create your “30-second elevator speech” 
Name, qualifications, capabilities, history, skills. Define the unique value you bring and which distinguishes you from others.

Practice interview questions: 
Your ‘reason for leaving’ speech if you have left a job, prepare a professional statement explaining why you left, “tell me about yourself”, the reason for gaps in your resume etc.
