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Before You Start Your Job, Search Make Sure You Do These Things 
 
Maybe you're unemployed. Or maybe you've decided it's time to move on from 
your current job. Either way, you're getting ready to begin a job search. You might 
be in a hurry to get going, but there are certain things that you must do before 
you start the process.  
 
Even if you've been laid off or fired from a job, and you're in a panic, you need to 
take the time to make certain that you prepare yourself correctly to find your next 
job. Let's take a look at the top things you can do to help yourself build a 
successful and effective job search.  
 
Get your resume in tip top shape. It's possible that your resume will be the first thing 
a potential new employer will see and when you're looking for a job, first 
impressions are important.  
 
Your resume should look professional, with clean formatting, and perfect 
grammar and spelling. Visually, it should be pleasing to the eye, with clean lines. 
Use bolded words or headings, and bulleted lists for impact, but don't overdo it.  
 
Next, write a good cover letter template that you can customize for each possible 
employer and job. The cover letter template should match your resume in tone, 
and the font size and style should also match your resume.  
 
Cover letters are meant to give a potential employer an overview of your skills 
and abilities, but should be one page long, maximum. Most hiring managers read 
cover letters to see if they want to even bother with the resume, so make sure 
your grammar and spelling is perfect, and that the letter makes the employer 
want to read on.  
 
Google your name, both without quotation marks and with. The reason you want 
to do this is to make sure that there is nothing negative floating around the Internet 
about you. While you might think this is impossible, it doesn't hurt to check.  
 
If you find nothing negative, great! If you find something negative, start taking 
steps to clean up your Internet presence and make it more positive.  Join LinkedIn, 
or if you're already a member, spruce up your profile. Potential employers 
sometimes use LinkedIn to find new employees or contract employees.  



 
Consider creating an online resume, also known as a visual CV. You can include 
video, images and links to highlight your skills and professional accomplishments. 
This is becoming a more and more popular means of getting your resume noticed.  
 
Set goals for yourself. Before you actively start searching for your job, decide to 
send out a certain number of resumes a week and make a certain number of 
contacts. Write down all of the things you can do to help yourself in your job 
search and then set goals for getting those things done and keeping them 
current.  
 
Your job search might take a while, but don't get discouraged. Searching for a 
new job is a job in itself. The good news is that you have control! It's you who 
decides how to do it and ultimately, it's you who will be responsible for getting 
results. 
 
 
 
Job Listings Can Be Found On and Off the 'Net 
 
You're looking for a new job. This can be an exciting time and a stressful time, too! 
One of the advantages you have in your search is that you can find job listings 
both on the Internet, and off! There are so many ways to find job listings, and most 
of them are incredibly easy to access.  
 
Let's look at the Internet first. You're probably aware that the Internet offers some 
excellent career-related websites that give you listings by region and type of job. 
With many websites, you can narrow your search by income level, education 
level and more. Career related Internet sites often allow you to post your own 
resume, too, so that potential employers can find you.  
 
Beside job hunting websites, you will find other websites that offer job listings. Many 
large companies post their job openings on their own company website, and so 
do many local, county and state governments. Colleges and universities often list 
job openings on campus for faculty, support and maintenance.  
 
You might think that the Internet is the only place to look for a job these days, but 
that's not necessarily true. You can still find job listings in your local newspaper. On 



top of that, many organizations that offer listings online, also have off line listings 
available in their offices.  
 
For example, if you're a college student, alumni, or a resident of the university's 
district, a trip to the career counseling department or career center will probably 
result in you being able to find job listings on bulletin boards or in printed form at 
the front desk.  
 
Surprisingly, you might find jobs listed in rather unusual places, such as at the local 
coffee shop, or even by the old-fashioned "Help Wanted" sign in a business 
window. Don't assume those types of listings are only for low-paying, unskilled jobs. 
Employers may use a number of means to get the word out that they have and 
opening, and a sign in the window could be just one of many for a very nice job.  
 
When you're searching for your new job, don't assume that there are only one or 
two places to find job listings. Listings and opportunities can be found in a 
multitude of places. Use your imagination and consider all of the possibilities. Don't 
give up once you've looked at your newspaper and one or two websites.  
 
Job hunting requires creativity in where and how you look for your new job. Don't 
forget to ask everyone you know if they've seen any openings listed. And don't 
be shy about getting your resume onto those career websites, along with sending 
it to companies who might need someone just like you, even if the haven't got 
any positions open that look right for you. If they like your resume, they may save 
it for when something does open up.   
 
Fortunately, in this day and age, job listings are easy to find whether you're looking 
on the Internet or not. Be prepared to respond with an up-to-date resume that is 
polished and professional.  
 
 
 
Finding a Job in Today's Tough Economy 
 
It's no secret that the job market is tough right now. Long-standing jobs are being 
eliminated, and once rock-solid companies are losing business and even going 
out of business! The situation is not optimal, to say the least. Men and women 



everywhere are wondering how to find a job - even people who still have a job 
are considering their options, just in case the worst happens.  
 
The first thing that you need to do if you've lost your job is to not panic. Panicking 
isn't going to help you, and in fact it will probably make things worse. The second 
thing you need to do is to create a job hunting strategy that will prove effective.  
 
Put the following tips into play when you're developing your job hunting plan. And 
remember that in a situation like this, you have to pull out all of the stops - now is 
not the time to be shy.  
 
1. Call everyone you know and let them know that you're on a job search. 
You should call former employers, assuming you left them on good terms, friends, 
family members, people you know from clubs and organizations - even your 
neighbors. Ask them if they know of openings, and if they would be willing to share 
your name and resume with people they know who are searching for great 
employees like you.  
 
2. Use social networking to help you find a job. When it comes to the question 
of how to find a job, social networking is often one of the best answers. The 
number of websites that are available for making friends, sharing information, and 
finding out about job opportunities is huge. Take advantage of this new 
technology! 
 
3. Make job hunting your full-time job. It's easy to get into the groove of getting 
out of bed a little later and spending more time relaxing when you're 
unemployed. But if you want a job, you need to put a good amount of time and 
energy into finding one. 
 
4. Make use of the newspaper employment section and Internet employment 
sites as well. The newspaper will give you a listing of what is available. Internet 
employment sites will give you listings and also allow you to post your own resume 
for potential employers to see.  
 
5. If you attended college, contact your alumni association or the career 
counseling department of your alma mater. They often have access to job search 
resources that alumni can use. Your local community college or university may 
offer similar services to the general public. 



 
6. Go to job fairs, trade shows and seminars that are related to your field. You 
can make important contacts with potential employers this way.  
 
7. Update your resume and make sure that it has all the necessary 
information, is formatted attractively and that the spelling and grammar is 
perfect.  
 
8. Think outside the box. Are the skills you have translatable to another type of 
work? Would a bit of extra training give you a leg up in the job market? Are you 
ready for a new career (meaning that maybe it's time to get some more 
education and make a major change)? 
 
If you're working on solving the problem of how to find a job, remember that there 
are still jobs available - just not as many as you'd like. Don't be discouraged. Just 
keep in mind that finding a job in today's economy requires you to really put forth 
a strong and concerted effort. You're going to have to make finding a job your 
present job!  
 
 
 
Apply for a Job By Putting Out Many Feelers 
 
One of the most important aspects of running a successful job search, knowing 
how to apply for a job and finally landing a great new career is to get your name 
out there, to put out feelers, and network, network, network! 
 
Before you send out resumes, apply for a job or have interviews, you'll want to let 
others know you need a job. Networking for a new job is very effective and 
anyone who is looking for a new place to work or a career change should do it.  
 
How do you put out feelers? There are several ways to do this, and you should use 
all of them. One way to get the word out is to start making phone calls and 
sending out emails to everyone you know.  
 
This includes friends, family, former co-workers and employers, and people you 
know through organizations you belong to. Let each person know that you are 
searching for a new job and ask them for their help.  



 
Ask if they would be willing to keep you informed if they hear of any opportunities. 
Ask them to let others know that you're looking for a job. Ask them if they'd be 
willing to give you a good reference.   
 
You should also be talking to everyone else about your job search - your hair stylist, 
the counter person at the bakery, your Pharmacist, your child's teacher. People 
have found jobs this way - simply by talking to everyone they come into contact 
with about their job search.  
 
Obviously, you're not going to ask them to be a reference for you, but you can 
just discuss that fact that you're on a job search - they might know someone who 
is looking for a person just like you! 
 
Another way to put out feelers is to take advantage of Internet technology. Social 
networking websites and sites such as LinkedIn offer many opportunities to 
showcase yourself and your skills as an employee. The word gets around this way, 
and many people have found work by using the Internet to get the word out 
about their job hunt.  
 
Hit local job fairs to make contact with people who might be able to help you 
find a job at their company. And don't forget to join professional organizations 
that focus on your line of work. Make quality connections with the people you 
meet because they can be instrumental in helping you apply for a job - one that 
is great for you.  
 
You can use all of these networking strategies at the same time, and in fact, you 
should. Don't do them one at a time. If you're hunting for a new job, you've got 
no time to waste. Take advantage of all of these suggestions immediately so that 
results come in more quickly.  
 
Once you've made your contacts, don't be shy about checking in with people 
now and then. Thank them for helping you in your search for a new job, and ask 
them to remember to recommend you to professional contacts and friends.  
 
Putting out your feelers to apply for a job can be a bit nerve-racking. After all, we 
don't like to just ask someone to do us a favor like, "Could you help me get a job?" 
So you have to make sure that what you're asking for is assistance with making 



connections. Then, be sure to express your sincere thanks for each person's help. 
You never know which feeler is going to produce your next great career! 
 
 
 
Which Types of Companies Typically Have Job Openings? 
 
Conducting a job search is complicated enough, but in a tough economy, 
searching for a job is further complicated by the fact that there are certain types 
of companies and industries that just aren't hiring, or if they are, it's not a lot. So, 
we need to focus on the types of companies that commonly have job openings 
- no matter how lousy or great the economy is.  
 
Finding a job with one of these types of companies means more assurance that 
you'll have job stability and even chances to advance your career. But what are 
these companies? Where should you look?  
 
Looking for jobs in the health care sector is always a good bet. Health care 
services are needed regardless of economic circumstances where you live, and 
careers in medical fields can be good choices.  
 
Hospitals, doctors’ offices, urgent care centers and skilled in-home care 
businesses are good places to look for job openings, whether for nursing 
professionals, skilled technicians, medical assistants or other types of medical jobs. 
Health care facilities also hire maintenance workers, administrators, food service 
workers, clerical workers, and systems and IT focused employees.  
 
The insurance industry can be a good place to find job openings as well. People 
always need insurance - auto, home, life, recreational vehicle, health and 
business insurance. With the right training, you can find employment as an agent 
or underwriter, a claims adjuster or in administration or systems/IT.   
 
Service companies typically have job openings for both skilled and unskilled 
workers. Lawn services, cleaning services, pest control services and security 
services are in demand and thriving. Most of these types of businesses also hire 
clerical support and management level employees.  
 



For people with software development skills, or a background and education in 
IT, you will find job openings that suit your aptitudes and abilities in a number of 
companies. With the use of technology growing and companies around the 
world becoming more and more dependent on computer and digital 
technology, not to mention the need for customized software, computer 
professionals should find themselves with good job prospects.  
 
Although the retail industry may seem like it is slumping, there are some retail 
chains that are growing and hiring new employees from upper-level 
management to first-time cashiers. Typically, if you start out with a strong retail 
company, enjoy the work and do well, the prospects for promotion and raises are 
good.  
 
Another good area to get into that many large companies have job openings for 
is marketing and advertising. In this competitive economy, effective advertising 
and marketing campaigns can make or break a company, so those with skills in 
these areas have good chances of finding job openings with many different 
companies. The bottom line is this: even in tough economic times, if you persist 
and have some marketable skills, you'll be able to find job openings that are 
suitable for you. 
 
 
 
Choosing the Best Career to Suit Your Personality and Financial Needs 
 
Whether you're fresh out of high school or college, or in the middle of a mid-life 
career change, choosing the best career for you isn't as easy as it was when you 
were seven-years old and you wanted to be a hockey player or a ballerina.  
 
As you've gotten older, you realize that your personality and financial needs are 
going to play a vital role in the type of job you pursue. And because jobs aren't 
one size fits all, and you're not just like everyone else, finding the best career for 
you might not be as easy as you'd like it to be. But it's still possible. 
 
Let's understand how your personality can affect your choice of career. Are you 
the type of person who always likes to be in the thick of things and enjoys working 
with lots of other people in a dynamic setting, or are you the type of person who 
is most happy and productive when working on a project alone or on a small 



team, in a quiet setting where you can concentrate on what you're doing? You 
can see that the perfect job for the first person would be a not-so-great job for 
the second person and vice versa.  
 
If you look further at personality, you can see that some people like to work with 
things, such as plants, while other people enjoy working with numbers. Still others 
may like having a job that involves using their physical body or working with 
machinery (as in construction), or maybe having a job that involves nurturing 
others (as in nursing).  
 
Some people work well in setting where changing gears often is normal, and tasks 
and priorities change. Others like to follow steps one by one through to 
completion. None of these preferences are right or wrong, but they can give you 
a lot of insight into whether a certain career is the best career for you.  
 
Another consideration for your career path is you financial needs. Now everyone 
wants and needs to earn money. If that wasn't necessary, many of us would opt 
to do things like putter in the garden all day, or go to the beach instead of have 
a job. But we need money.  
 
When you're considering your career, you have to consider your financial needs. 
It would be easy to say, "I want the job that makes the most money," and for some, 
that's true - but not for all.  
 
Many people are more interested in finding a job that offers flexibility and other 
benefits and are willing to forgo earning millions so they can have certain other 
rewards that may or may not make sense to someone who wants to get rich. 
Again, neither is right or wrong.  
 
Most any career path will offer jobs that that make you rich, or make you enough 
money to pay your bills and enjoy life, but not have much extra. You have to 
determine where your priorities lie.  
 
You also have to think about the debts you may have now, or that you will have 
in the future. You do need to choose a career path that will allow you to pay for 
your debts and still have a little fun, or a lot of fun, throughout your life.  
 



Choosing the best career to suit your personality and financial needs is going to 
involve spending time to think about what you want and what you're like. Don't 
try to fit yourself into a career path that won't work for your personality style, but 
don't assume that you can't make good money in your chosen career area either. 
It is possible to find the best career - one that lets you earn good money and that 
suits your personality, too.  
 
 
 
Could Career Counseling Help You Land the Perfect Job? 
 
When you think of career counseling, you probably think of someone at your high 
school or college that administers tests and then tells you what you'd be good at. 
It's true the career counselors do that sort of thing. But career counseling is more 
than that, and through the right career counselor, you can have access to tools 
and resources that will help you find the perfect career. 
 
A career counselor or career coach is a trained specialist whose job is to help you 
look at your skills, your aptitudes, personality traits, interests and lifestyle, and find 
a career area that works well for you - a career that will be rewarding and fulfilling, 
both financially and personally.   
 
You may wonder why you can't just find all of the tools a career counselor might 
use online. The answer is that you can. But a career counselor is knowledgeable 
about just how many of those tests and which tests you need, and can help you 
evaluate the results of those tests. That's what your career counselor is trained to 
do. In this way, his or her services can be invaluable. Career counseling helps you 
determine your career path.  
 
Another valuable thing a good career counselor can help you do is develop the 
tools you need to conduct a successful job search that will ultimately lead to 
finding a job that is perfect for you.  
 
Career counselors routinely offer help with choosing the right resume format, and 
developing cover letters that are appropriate for your chosen field. The also help 
you by conducting practice interviews and prepping yourself for a fruitful 
interview.  
 



For high school and college students, career counseling is usually readily available 
through the school's counseling or career center. The services are often also 
available to alumni and residents of the university district. There are also career 
counseling services on most campuses that focus on helping students and people 
with disabilities find their perfect career path.  
 
You can also find your career counselor through non-profit counseling centers 
and professional counseling centers. The National Board for Certified Counselors 
can provide you with a list of certified career counselors, too.  
 
Some career counselors work within certain academic and professional areas, 
and all have their own philosophies and styles. You may have to try more than 
one counselor to find the right fit. Just as with your doctor or accountant, you 
want to choose a professional that you trust and feel comfortable with.  
 
Career counseling can help you land the perfect job, but you'll be expected to 
do some work, too. Don't assume that your counselor is going to do everything, 
hand you a list of the best jobs for you along with a list of who's hiring and that will 
be the end of the story.  
 
You will be asked to do some "homework" and research on your own, and then 
you'll be expected to participate in the analysis of what you've found. You'll be 
expected to take responsibility for learning what you need to do to find and get 
that perfect job.  If you're willing to put forth the effort, career counseling can help 
you discover your life's work and find a position that gives you career satisfaction.  
 
 
 
Don't Forget About City and Government Job Opportunities 
 
When job hunting, most of us think of job opportunities that are available through 
conventional companies, whether small or large, and we forget that our cities, 
counties and states all operate because they have paid employees.  
 
Job opportunities through local or state governments can be excellent ways to 
start a career that brings a sense of stability, along with some very nice perks in 
the way of good insurance, paid time off, retirement accounts, flexible hours and 
steady raises.  



 
The other benefit of looking at government jobs when you're conducting your job 
search is that even though government offices and agencies may do some 
cutting back during difficult economic times, they still need employees to get the 
work of the government done. This includes everything from administration to 
street maintenance, so people with all types of skill sets are needs by city, local 
and state governments.  
 
It's often thought that government jobs are low paying jobs. While it's certainly 
possible that you may not make quite as much at a government jobs as if you 
were to do the same work for a big corporation, the pay is still respectable and 
again, it's the great perks and relative stability that many people find alluring 
about working for a government entity.  
 
One great perk about permanent government jobs is that employees enjoy 
regular pay raises that are usually established and based on performance, 
meaning that if you're doing your job well, you can count on that raise at a certain 
time - you don't have to go to your boss on bended knee asking for a raise.  
 
Insurance benefits are also an attractive perks of government job opportunities. 
Insurance is usually fairly comprehensive and paid for in full, or almost in full by the 
employer. In this day and age when many companies don't offer insurance to 
even their full-time employees, this is a big deal! 
 
Many government jobs come with some flexibility regarding work schedules, and 
most offer paid time off, vacation time and sick days to employees. Again, these 
are perks that are not so easily found these days. 
 
Finally, retirement accounts that are often partially funded by the government 
entity are a valuable perk that brings benefits to the employee well beyond the 
time that he or she is gainfully employed.  
 
When you're searching for new job opportunities, don't forget that your skill set 
may fit very well into a job with your local, county or state government. 
Considering the number of jobs that must be handled by governments and their 
agencies, a government job, and the great perks it offers, might be perfect for 
you! 
 



 
6 Easy Ways to Prepare for a Job Interview 
 
Preparing for a job interview can be stressful. You need to make a good 
impression, and you want the job! Don't despair. Instead, spend some time and 
energy preparing yourself as fully as possible.  
 
Here are six easy, yet very important ways to prepare for a job interview: 
 
1. Learn about the company you're interviewing with. Do as much research 
as possible. You can find information from the Internet, the company's website, 
periodicals that have published articles about the company and people you 
know that work for or in association with the company.  
 
2. Understand the company's market, their products and services and their 
mission.  
 
3. Practice interviewing. If you're asked to interview for a job, even if you have 
no intention of taking the job, go to the interview and get practice! 
 
4. Develop a list of questions that you can ask during your interview. Questions 
could be regarding company philosophy and goals, enrichment and education 
programs for employees, outlook and future projects, or anything else that you 
can think of that is pertinent and intelligent. 
  
5. Dress the part. If you can, go to the location of your interview and see what 
employees are wearing. Then dress in a similar fashion, but one step up. If you 
don't have a way to do some pre-interview reconnaissance, opt for a simple suit 
with clean lines, highlighted by subtle accessories. 
  
6. Prepare the night before by making sure your clothes are ready. Get any 
information you'll be taking with you, such as a copy of your resume, ready. 
Practice your smile, eye contact and handshake (first impressions are important).  
 
To prepare for a job interview, the key is to be knowledgeable, neat and not 
nervous. When you use the six steps outlined here, you'll have gone a long way to 
ensure that you'll do well in your interview.  
 



Before your interview, if you have a case of the nerves, take three deep, belly 
breaths to calm yourself down. Stop in the restroom before you announce yourself 
and check your look in the mirror.  
 
Make sure your hair is neat, your cloths are neat (your collar isn't standing up is 
it?), and your makeup is in place and not on your teeth. Stand up straight and 
smile.  Walk in confidently to announce yourself.  
 
During your interview, ask questions about the company (without interrupting), 
and use positive body language - sit up straight, use good eye contact and lean 
slightly forward to show interest. If you don't have a ready answer for a question, 
don't panic. Take a moment to think, and then give your best answer.  
 
After your interview, be sure to thank each person you met, including the 
receptionist, and wish them a nice day. Job interviews can be nerve-racking, but 
with some preparation, you can ace the interview and feel confident about the 
results. If you don't get the job, keep looking and move on to prepare for a job 
interview with another company.  
 
 
 
Career Management Advice for Protecting Your Job 
 
During an economic slump, or any time, really, it's vital to seek out and make use 
of solid career management advice. We can all use some tips for keeping jobs, 
getting promotions and raises, and staying stable in our chosen career areas.  
 
Let's explore some ideas that will help you to keep the job you have and move 
ahead.  
 
• If you're employed, whether you'd like a new job or not, concentrate on your 

current job and doing it to the very best of your ability. Now is not the time to 
slack off or to make yourself unpopular with the boss.  

 
• Pay attention to what's going on in the company. If you see that hours are 

being cut or people are getting lay-off notices, do two things: prepare for the 
worst by dusting off your resume and your interview cloths, and do everything 



you can to make yourself as indispensable as possible, so that your boss will 
find it difficult to function without you. 

 
• Don't spend any extra company money. If you can get by with a conference 

call rather than driving the company car and using company gas to meet your 
peer two states away, then do it. Make sure your monthly expense report 
shows that you're being wise with company funds.  

 
• Focus on customer service. If you work directly with your company's customers, 

give them the best service possible. If you don't work directly with customers, 
you still have them - your boss is your customer, so are your co-workers. Do you 
best to be helpful and available without letting your own productivity falter.  

 
• Volunteer to help, but don't make promises you can't or don't want to keep. 

For example, if you volunteer for overtime, don't complain about it when it 
happens.  

 
• Keep everything cool. Don't ever bad-mouth your boss, company or co-

workers to anyone - ever. Not on the phone, the Internet, or in person.  
 
If you're spending time thinking about protecting your career in today's tough 
economical atmosphere, you're smart. Even if you want a new job, any career 
management advice expert will tell you to focus on being the best of the best, 
right where you are.  
 
When you focus on your present job and excelling at it, and at being a great 
employee, you're much more likely to get that raise when you request it, and 
when promotion opportunities come your way, your record will show that you're 
a number one employee who deserves to move up in the company.  
 
If you eventually seek a new job, your employer, while sad to see you leaving, will 
be proud to give you a glowing reference.  This is career management advice at 
its best, for both good and bad economical environments. Do your best and 
make the most of the job you have today. In doing so, you'll open the door for 
achieving future career goals, either with your present company or the next one! 
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