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	CAREER TRANSITION SERIES

Job Search Strategies
JOB MARKET SURVIVAL SKILLS


VITAL TOOLS

Before launching yourself into the job market, thorough preparation is critical. The best job search efforts are conducted when you are able to plan ahead and are not in panic mode or in a desperation circumstance. 

Your pre-launch activity might include organizing your resources, conducting research, and planning your strategy. Specific tasks might include updating your resume, scripting your spiel, and building a prospect list.

Survival in the job market includes possession of several vital tools that you will need in order to be successful in your job search… Resume, Cover Letter, Follow Up Letter, Reference Letters, Interview Skills, Professional Attire, Job Leads, Job Seeking Strategies.
MARKETING YOURSELF

Conducting a successful job search is not unlike managing a campaign or marketing a product. Your particular approach to job seeking can be as extensive as you wish. You will have to decide how you want to focus your job seeking energies:

Shotgun Approach... A campaigning strategy in which you canvas a large number of potential employers with a general resume and form letter. Success depends on the quantity of applications.

Rifle Approach...  A targeting strategy in which you pinpoint a select number of potential employers with indepth research, tailor-made resumes, and personal letters. This approach requires detail and focus and a lot of follow up activity. Success depends on the quality of the applications.
TRADITIONAL JOB SEEKING

These traditional or more passive methods of job seeking are effective for the 30 percent of the job market that is represented by ads that are publicly advertised:

Scanning job lists

Responding to classified ads in the newspaper

Posting resumes on company websites

Posting resumes on big board websites

Applying to corporate human resources offices

Applying to a government employment office

Signing up with a private employment agency

Signing up for on-campus interviews
NON-TRADITIONAL JOB SEEKING

These non-traditional, or more aggressive forms of job seeking are effective in penetrating the Hidden Job Market, which represents 70 percent of all jobs:

Attending career fairs

Utilizing internal directories, databases, and membership lists to identify contacts

Meeting people in your field through membership in professional organizations 

Contacting acquaintances, friends, relatives, and other inside contacts for information and referrals

Making cold call contacts with employers

Networking and Prospecting
BETTER RESULTS

Typically, job seekers get better results when they utilize more progressive, non-traditional methods. Generally, the self-initiated, relationship-oriented approaches are more effective than the passive, traditional approaches. Successful job hunters seek to be initiators instead of responders and engage in a lot of follow-up activity. Becoming a serious candidate is much preferred to being a mere applicant. For better results, do more than simply apply for available jobs, research the whole market and gather information about your entire industry or field.
NETWORKING

Getting to know prominent people in your field is still the best method of conducting a professional and effective job search. Networking is the process of getting people you know to introduce you to people you don't know. It means utilizing current contacts (friends, neighbors, acquaintances, classmates, co-workers, colleagues, relatives, and associates) to learn about opportunities. It is the active cooperation between two people engaged in the same field of interest. Networks are people talking to each other, sharing ideas, exchanging information, and generating additional leads.
PROSPECTING

Whether you are trying to sell a product or trying to sell yourself, it is important to generate a list of prospects (or potential employers). Building such a list requires extensive market and industry research. Some prospects come from telephone directories, industrial guides, or other community resources.

Some prospects are found in databases and membership lists. Some prospects come from networking and other relationship-oriented activity. 

The process of contacting potential employers without the benefit of a job announcement is referred to as "cold calling." Cold calling means making initial contact with individuals you've never met before. Whether in person, by mail, or by telephone, it involves calling upon a person with whom you've had no prior contact. It means approaching a potential employer, introducing yourself, and establishing rapport.
"Entry-level or experienced, job seekers revving up for the equivalent of an athletic event, a competitive joust with thousands of other qualified applicants. Today, job seeking requires the cunning of a military strategist and the energy of a professional quarterback. What does it take to get a job today? Shrewd maneuvering along with a new attitude about career and self. Job seekers have to be tough, resilient and flexible."

(Bob Weinstein)
"Conducting a successful job search isn't simple, nor does it begin when you suddenly find yourself in need of a job.  The search requires ongoing preparation -- and a lot of commitment, hard work, risk-taking and luck.  The trick isn't just to get a job, but to get a job that fits you.  The job search isn't simply a matter of who will hire you now, but of what career path you'll pursue."

(Christopher Pratt)
"A haphazard, loosely organized job campaign will work only if luck is injected.  Make your own luck by organizing a professional job campaign.  Set goals, establish a detailed plan, and keep scrupulous notes on all search activity."

(John LaFevre)

JOB MARKET TRENDS & REALITIES

Serious-minded career planners can be successful in devising effective strategies through a better awareness and understanding of the trends and realities of the job market.

People are changing jobs more often

More college graduates are entering the job market

More jobs will require computer skills

The economy is becoming more global

The workplace is becoming more diverse

Fewer jobs exist in larger corporations

Many new jobs now exist in smaller companies

Service sector jobs are growing more rapidly

Most jobs are still not advertised
HIDDEN JOB MARKET

Only 30 percent of all jobs are publicized through traditional channels. The remaining 70 percent are never made public. In reality, most of the best jobs are not ever advertised. In general, employers don't like to advertise. Advertising causes a lot of extra work. And oftentimes, employers simply don't need to advertise their job openings.

Oftentimes the best jobs are not the ones that are posted in ads or on-line. The response rate for answering ads is oftentimes poor due to a flooded applicant pool. Candidates utilizing traditional approaches oftentimes find they are not interacting directly with the hiring manager, but instead are forced to deal with a third party.
Penetrating the Hidden Job Market requires an assertive attitude on the part of the job seeker. It requires the candidate to take the initiative and be willing to conduct a lot of research beforehand and a lot of follow-up during the process.

Because the Hidden Job Market cannot be penetrated by traditional methods, the job seeker will have to be more aggressive, by researching, networking, prospecting, and cold calling. 

The successful job seeker will have to be more of an initiator than a responder. He or she will need to do more than simply apply for jobs, but also conduct extensive market research and seek opportunities to establish critical relationships. The candidate must know all about the industry and the market. The candidate must pursue companies rather than jobs. 

People very often get jobs through someone they know. Personal contacts and referrals are critical. Getting to know insiders is a very effective way of getting good referrals.
STAGES OF A JOB OPENING

Most jobs do not simply pop open. They are created over a period of time. Most jobs are filled before they need to be advertised. To succeed in your job search, you will have to get to employers before they advertise their jobs. This means getting in to talk to employers in the first, second, or third stages.

1 / There is no job opening now, but employers are always looking for good candidates. In this stage people get jobs where none are open. You must create your own demand.

2 / No formal job opening exists, but the need is clear. Some insiders know of a possibility. Up to this point you are only competing with yourself.

3 / A formal opening now exists, but it has not yet been advertised to the public. The job is posted in-house. Referrals are desired. Applications are being accepted.

4 / The job opening is finally advertised to the general public. Everyone knows about the job opening. Competition is massive.
JOB CREATION

Fortune 500 companies are responsible for only 1% of all the new jobs created each year. Small companies, on the other hand, are responsible for as much as 70% of all the new jobs created. Two-thirds of all new jobs are created by companies with twenty or less employees. Also, for every one new technology that is introduced each year, three old technologies become obsolete.
COMPETITIVE ENVIRONMENT

The job market is greatly influenced by the condition of the economy. Supply and demand are major factors affecting employment.

Serious job seekers are wise to identify areas of growth. What geographic regions (or cities) have positive growth? What markets have positive growth? What industries (or industrial sectors) have positive growth? And what companies and organizations are still growing (or have growth potential)? Oftentimes larger companies don’t have as much growth potential as smaller companies.

How large is your chosen industry (or field) within your chosen market (or geographic area)? How many companies or organizations comprise your chosen industry within your chosen market?

What are the demands of the market? What are employers looking for in candidates? What skills and qualifications are most sought by employers? Is the supply of candidates with certain credentials higher than needed or lower than needed? Who are your competitors in the job market? How do you beat them?

CONSTANT CHANGE

Predicting the future job market, Dr. David Birch made the following statement:

"Almost everybody will have many careers. 1 in 5 people now change jobs every year. 1 in 10 people change careers or occupations every year. The average person entering the job market can expect almost no security from their employer. Security will have to come almost entirely from the individual and through self-improvement. Every career-oriented person will have to have many educations. There will be many careers in many firms at many locations. The most important thing to prepare yourself for is to change and to take total responsibility for your continuing education, your own retirement, health care, and life insurance."
NETWORKING TECHNIQUES

You’ve no doubt often heard it said that it's not WHAT you know, but WHO you know that gets you the job. It is true that getting to know prominent people in your field is still the best method of conducting a professional and effective job search. 

Simply stated, networking is the process of getting people you know to introduce you to people you don't know. It means utilizing contacts (friends, neighbors, classmates, co-workers, colleagues, relatives, and associates) to gain insider information and learn about opportunities and possible job openings. It is the active cooperation between two people engaged in the same field of interest. 

Networks are people meeting each other, establishing rapport, talking to each other, sharing ideas, and exchanging information. Networking is learning about hidden opportunities by actively seeking out information from your contacts, and, in the process, generating additional leads. Networking can take place at a professional conference, a career fair, or in your community. It might take place in a formal business setting or in a casual social setting.
CIRCLES OF INFLUENCE

Hot Circle... people you speak to and interact with on a regular basis. They include family, close friends, and individuals you are comfortable dealing with.

Warm Circle... people you may have worked with in the past, current co-workers, acquaintances, and friends of friends.

Cold Circle...   people you have not met or do not know personally. They might be strangers. They include people you have heard of or admire but are intimidated to talk to.
GETTING STARTED

Job seekers often say that they don't know anyone or that they are unsure how to begin the process of networking. If that seems to be the case for you, consider the obvious starting point. Begin networking through your POFs (Parents Of your Friends) and your FOPs (Friends of your Parents). Begin on familiar ground and see what happens. One thing usually leads to another. 
MAKING CONTACT

"Schmoozing, sucking up, being fake, political or cheesy.  These images often come to mind when students are asked what they think of networking. Many picture a used-car salesman in a polyester suit, a flesh-pressing, baby-kissing politician or the superficial rush chairman in Animal House (Hi! I'm Eric Stratton! Damn glad to meet you!). Sure, there are people like that, but they're the exception.  When done properly, networking isn't sleazy at all. It's simply building relationships. Think of networking as a referral or recommendation. Meeting someone through a mutual contact or referral is like having a seal of approval. These pre-approved contacts are what the professional world revolves around. Almost 80% of all positions are found through some type of networking, personal relationships or connection.  Like it or not, networking is an integral part of how business really operates... Contacts and relationships can be hard to establish and even harder to maintain. The best networkers realize that it's a two-way street. The telltale sign of a sleazy networker is calling only when you want something. Successful networkers aren't sleazy, selfish or opportunistic. They're sincere ...  When it comes to networking, what goes around comes around."

-BRADLEY RICHARDSON 
SERIOUS CREDIBILITY

According to industry insiders, people who know people in their field have more credibility. It is assumed that people who have made it their business to get out into the field and meet other people are more ambitious, more assertive, and more excited about their profession. They are regarded as having a greater passion for their careers, they are seen as being more dedicated, and they are considered by employers are possessing a higher level of initiative. 

The best candidates in any field are those individuals who make it a point to gather information beyond the textbook and gain experience outside the classroom. As a result, meeting people in one's field happens rather naturally, as an extension of the individual's desire to learn more about his or her chosen profession. Therefore, people who have established relationships with people in their people are more serious about their careers, are truly are better candidates, and find better opportunities.
WHAT TO SAY

Seek out information, referrals and advice. Seek out opportunities to meet key people in your field. Seek out opportunities engage in meaningful discussions. But, do not hit people up for jobs. Express an interest in the person and his or her organization, but do not ask for a job yet. 

You might ask:  What skills and qualifications are critical in your field? What trends do you see in your field? Do you have any ideas how a person with my background and skills might go about exploring options in your field? 

Networking provides you some of the most valuable learning opportunities. The insiders you talk with can provide you organizational details, industry data, and contact information that might be otherwise difficult to obtain.
WHERE TO GO

Networking can take place just about anywhere. Networking opportunities are more likely in settings where you are able to interact comfortably with people who share common interests and values.

Become an active member of your professional association. Become active in civic organizations. Get involved in fraternal, religious, or social clubs. Get involved in volunteer community service work. Join a local athletic or health club. Attend career fairs, meetings, conventions, or conferences. Attend cultural, theatrical, musical, or sporting events.    
THE RULE OF FOUR "R"s
Your hot and warm contacts can be very helpful.  However, a candidate is warned never to treat his or her contact as a "courier." Nor should they be expected to get you a job. No contact should ever be expected to do the footwork on behalf of any candidate.  The candidate conducts all the footwork while the contact provides the assistance that only an insider is able to offer.  Consider the Rule of the Four "R"s regarding your insider contacts…

Resource  -  Your contact can serve as a resource to you. Your contact can be a good source of insider information and provide you with names, addresses, and other helpful facts and data.

Referral  -  Your contact can serve as a referral.  Perhaps you can use your contact's name in your letter of introduction or in your introductory phone call.

Recommendation  -  Your contact can serve as a recommendation.  Your contact may be willing to "put in a good word for you." He or she might simply offer some positive or favorable comments in your behalf to the appropriate individuals.

Reference  -  Your contact can serve as a reference.  If he or she has been in a position to have observed the quality of your work, your contact may be willing to be listed on your reference list. Your contact could then be called to provide further insight in your behalf.

PROSPECTING TECHNIQUES

Prospecting is a term that is recognized by people involved in the selling profession. Every good salesperson understands the value of good prospecting.  Whether you are trying to sell a product or trying to sell yourself, it is vitally important to generate a list of prospects. Some of the prospects (or potential employers) you will be able to identify will result from your networking efforts.  Otherwise, a good deal of your prospects may come from sources you have generated entirely on your own through market research and a process described as "Cold Calling."
COLD CALLING

Cold Calling means making initial contacts with individuals you've never met before. Whether in person, by mail or by telephone, it involves calling upon a stranger, a person with whom you have had no prior contact and for whom you have no detailed background information.  It means approaching a potential employer without an appointment and introducing yourself.  Once you have established rapport with this new contact, this previously unknown individual becomes a source of vital information who can now provide referrals and job leads.  This person may be hiring or may know the names of potential employers who are hiring. To be sure, this informal method of contacting prospects requires an assertive, or even aggressive, approach on the part of the job seeker. 
PERSISTENCE

Breaking into the Hidden Job Market will require persistence. An effective campaign will involve a combination of tactics: writing letters of introduction, sending out resumes, calling on the telephone several times, writing follow-up letters, and visiting the companies in person. Your goal is to establish rapport, create a positive impression, and get an interview. You  must  continually  remind  the employer of who you are.
PROSPECT LIST

Generating leads by creating a good list of qualified prospects  is  vital  to  job  search success  in  the same  way  that  it  is  vital  to  sales  success. Your goal  is  to  compile  of  list  of  possible  employers (prospects) to whom you can target your marketing efforts. The list should include the names of contacts, mailing addresses, and telephone numbers, along with critical facts about the organization. Once you have a good list of prospective employers, you can then launch a campaign designed to establish rapport, gather information, and create demand. 
TOOLS

This prospect list may be compiled in a number of different ways, utilizing a variety of resources, including the Telephone Directory (Yellow Pages), Chamber of Commerce Directories, Industrial Guides, Company Websites, Employee Directories, Annual Reports, Alumni Directories, Professional Association Directories, and Civic Organization Membership Lists. Local newspapers often run special sections about prominent people, new businesses, and community events.

Among the more popular industry and market rating services and databases are Hoovers, Manta, Standard & Poors, and Dunn & Bradstreet, and Lexis Nexis, On-line resources can be very helpful. Market and industry databases can be accessed easily through search engines using keyword searches.

The Yellow Pages Telephone Directory is probably the most ideal resource. Virtually every business, agency, organization, and governmental entity is listed. Obtain the Yellow Pages for whatever city you intend to prospect. The categories are indexed by business type. Identify all the category headings that relate to your field.
GO FOR THE COMPANY

Pursue the company, not the job. When prospecting, don't concern yourself with ads for job openings and inquiries into who's hiring. Compile your prospect list based on organizations that are involved in the kind of work you want to do. Select companies in your field and then initiate contact with them.

When contacting a small organization, go for the general manager. In a larger organization, contact the person in charge of the functional area you are interested in (Dept Head, Director). Do not contact the human resource department.

Get to know the "gatekeepers."  If the person you are trying to contact has an assistant, secretary, or receptionist who screens phone calls and arranges appointments for that person, introduce yourself and, without being pushy, try to establish rapport. 
MANAGING YOUR CAMPAIGN

Successful job seekers begin by identifying their career goal; by determining what career direction they want to go in; by determining what career position they want to pursue.  Next they conduct detailed research about the industry they want to go into and the types of companies within that industry they are the most interested in. Once the research of complete, it is time to begin the job search.

JOB MARKET RESEARCH

Conduct thorough job market research: Identify your market (city, area, region, location). Identify your industry (field). Identify the total number of companies (organizations) within your industry (field). Within your chosen market, define your industry or field of interest. You may decide to choose your market based on the industries that exist there. Within your chosen industry, determine the total number of companies or organizations. 

IMPLEMENT YOUR STRATEGY

Launch your campaign: Create a prospect list based on solid market research. Then, mail out resumes and cover letters. And then make follow-up telephone calls. 

FOLLOW UP TECHNIQUES

When following up by telephone, after you have mailed your resume and cover letter, you are likely to encounter a few obstacles.  Consider the following tactics and techniques.

Voice Mail  -  If you telephone a contact and reach an answering machine or voice mail service, be careful about the message you leave.  State your name.  State the name of the person you are trying to reach.  Do not state your business.  Do not leave your telephone number.  Do not ask him or her to return your call.  Say simply: "Hello, this is John Smith.  I was trying to reach Mike Jones.  I'm sorry I missed you.  I'll call you back this afternoon."

Gatekeeper  -  If you telephone a contact and reach a secretary, receptionist, or assistant, be sure to establish immediate rapport.  Give a friendly greeting.  Introduce yourself immediately.  Ask for your contact by a familiar name (not a formal name).  Say: "He's expecting my call."

Department Contact  -  If you reach the department head, director or manager, be sure to address him or her formally. Introduce yourself. Say: "I'm calling as a follow-up to confirm that you received the letter I sent you. I'd like to make an appointment to meet with you at your convenience. I've been researching your company. I am very interested in gathering industry information and investigating my career options. I would like to get your advice as to how someone with my background goes about exploring opportunities in your field."

NETWORKING & PROSPECTING CHECKLIST

GOAL INFO

Career Goal: _________________________________________________________________________

Location/Market: ______________________________________________________________________

Industry/Field: ________________________________________________________________________

Function/Dept: _______________________________________________________________________

COMPANY INFO

Name of Company: ____________________________________________________________________

Industry/Field: ________________________________________________________________________

Department/Functional Area: ____________________________________________________________

Name of Contact/Title: _________________________________________________________________

Mailing Address: ______________________________________________________________________

Telephone Number: ___________________________________________________________________

E-Mail Address: ______________________________________________________________________

CONTACT & FOLLOW UP ACTIVITY CHECKLIST

Send Resume and Cover Letter







___________







Follow Up Telephone Call / Voice Mail (Leave Message)




___________

Follow Up Telephone Call / Gatekeeper (Leave Message)



___________

Follow Up E-Mail Message / Dept Contact





___________

Follow Up Telephone Call / Dept Contact





___________

Referral to Another Dept or Another Contact





___________

Referral to Human Resources Dept / Official Application Process



___________



Screening Interview (In Person of Via Telephone) / HR Function



___________

Employment Interview (In Person) / Dept Function




___________

Second Employment Interview (In Person) / Dept Function



___________

Follow Up Letter (Thank You Letter)






___________

Follow Up Telephone Call (Check Application Status)




___________

Official Job Offer








___________

RESEARCH / RESOURCE CHECKLIST
Yellow Pages Telephone Directory






___________

Community/Business Directories






___________

Business Journal Book of Lists







___________

Chamber of Commerce Who's Who Directory





___________

Public/School Library Business/Reference Section




___________

Career Center/Library Databases






___________

Professional Organization Membership Lists





___________

Company Websites








___________

Insider Contacts








___________

Employee Directories








___________

Investigative Telephone Calls







___________

