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Activity #1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Activity #2     Ask yourself, why do employers higher Employees?     _________ Answer.    

 
PADMAN:  

Think like the employer. What does the employer need in these areas and how do you meet 
their needs?  Can you prove it?! 
 
Presentation: represent the company image. Dress,style, body language, make up, etc. 
Ability: work history, skills, demonstrate, industry knowledge & vocabulary, aptitude, etc. 
Dependability: criminal record, credit history, gaps, emotional stability, health, addictions, etc. 
Motivation: take initiative, follow-up, goals driven, volunteer, share, thank-you notes, research, etc 
Attitude: know company culture, target customers, friendly, problem solver, team player, etc. 

Networking: attract target customers, affiliations, industry connections, involvement, etc  
 
Source:   WorkNet Solutions 2006, www.worknetsolutions.com 

 
Consider:  

 
Job Security is in part who we know.  

Job security is in how we play the job search game.  
We are all temporary employees EVEN when considered “permanent” and full-time. 

Certainty of having work is determined by how well we maintain our self in the game.  
It’s not to be taken for granted. “I’m employed so I don’t need to look for work now.” Hence, 

“Why do I have to maintain job search activities?” 
For the very reason that you may find yourself – Unemployed. 

Remember, your best asset is yourself. 
Invest in yourself. 

 

 
 
 
 

      Index Cards, complete the information requested.  
Write on one side: 

• Your name 
• Personal contact information  
• Add something unique / special about you, 1 to 5 words that is associated with your 

occupation. E.g. “I specialize in peace making.” or “I enhance peoples abilities.”.  
• Flip the card and write the common occupational title you’re seeking, e.g. your title 

is/was “police officer” or “teacher”.  
• List 5 to 8 bulleted skills using 1 to 5 word phrases that you use or used during your 

listed occupation. 

• Add (licenses, diplomas or certificates in parenthesis) at the bottom of the index 
card.  
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The Job Search process doesn’t have a start or finish. Engage in each of the following 
three steps at all times and continue even after you’re employed!  People who 
successfully manage their careers are skilled at building and maintaining important 
relationships and recording personal employment information.  
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Effectively Managing Your Job Search 
 
 

2.  Make Contact Employers 
 Use the organizational tools 

in this package 
 Call for a job description 
 Visit the company 
 Do informational interviews 
 Send completed application 

cover letter and resume  
 Record activities of research 
and whatôs been sent 

   3.  Follow Up  
(the secret to creating 

momentum in your job search) 
 Use the organizational tools 

in this package 
 Gratitude & Thank you notes 
 Email check-ins 
 Ask the person who referred 

you to make contact 
 Celebrate goals met 
 Check in with your sponsor 
 Re-read log book and 

portfolio, learn from mistakes, 
improve, add to books 

 

1. Locate Leads, Update 
Portfolio and Log Book 

 Network, Network, Network! 
 Be active (not passive) 
 Be a detective ï dig up 

valuable information;  ask 
probing questions 

 Add new data to portfolio; e.g, 
updated resume, references, 
reviews, diploma 

 Keep log notes of activities 
 

Note: It’s said that we need to be reminded seven times to remember and /or be 
convinced that we want a product. Your task through the job search process is to touch a 
selected employer directly or indirectly 7+ times using the strategies and tools enclosed in 
this packet.  Remember, YOU are the product. 
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Job Search Implementation 
 

Looking for work is a full-time job but not everyone has eight hours each day to commit to the 
process. A successful job search requires organization and effort. You cannot simply walk out the 
door and wander around asking about jobs. Nor can you look for work only when you feel like it or 
when it is convenient. Planning and organizing are critical to job search success.  
 
For those who are accustomed to self-directed activities, this will not be difficult. But for those 
who are used to having someone else organize their activities, this will require mastering new 
skills. You may not consider yourself an organized person, but you can learn this skill.  
 
Organizing your job search will save you time and effort. Good self-management and organization 
skills are valuable resources no matter what your experience might be.  
 
You will need to develop a new routine to be successful in your job search. You may have to create 
a new set of priorities and schedules. Beware! There will be many things that will distract you. Just 
about anything will probably sound better than looking for work! The following tools will help you 
keep on track and take care of yourself in the process.  
 
 

Time Management 
 Looking for work is hard work! It takes time and energy to be successful. Successful job 

seekers have mastered the art of managing their schedules.  
 Be consistent. Don’t spend 40 hours one week and then nothing for the next two weeks!  
 The hardest part is getting started. Once you get the momentum into your search, you will 

want to keep moving forward.  
 Don’t think of yourself as unemployed.  Your job is to get a job.  

o Think of yourself as being in a calculated marketing campaign designed to sell your 
skills and experience to a prospective employer.  

o It’s up to you to make sure the job gets done. Set your schedule and stick to it. 
 Establish a routine that works for you.  

o Figure out when you’re at your best during the day. Do the hardest tasks or the 
ones that require the most energy at that time. Try not to schedule informational 
interviews when you are tired and worn out.  

 
Get Organized 

 Create an area in you home (preferably not in the corner of your basement!) where all of 
your job search activities will take place.  

o Let your family know the importance of this space and what its purpose is. 
o You will be more likely to engage in job search activities if your space is organized. 
o Remove any distractions from this space including kids’ toys, TV, personal 

paperwork, etc.  
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 Create systems that allow you to organize the job search work you will be doing. Consider 
both electronic (Excel, Access, MS Outlook) and physical systems. Spend time on a regular 
basis maintaining these records and files. Determine a file and organization system for:  

o Job leads 
o Networking contacts you make 
o Reminders / ticklers regarding when to follow up with contacts 
o Your various resume and cover letter versions 

Goal Setting 
 Be realistic about what you can truly accomplish. Factor in your personal responsibilities 

and commitments and determine how much time per week you actually have to pursue job 
search activities. 

 Job search scheduling and goal setting should be done daily and weekly.  Schedule 
appointments with yourself to accomplish important goals and tasks.  

 Check your progress at the end of each day and week and evaluate what is working. Make 
adjustments to the things that aren’t working. Ask yourself how you can overcome 
obstacles and identify what resources are in place to support you.  

 If you didn’t accomplish your goals, explore why and decide what you need to do to 
succeed in the future. Maybe your goals were not realistic; you tried to do too much. Plan 
more realistic goals for the future.  

 Sponsorship - involve someone else in your search and give them permission to hold you 
accountable to your plans. Talk to your spouse, a friend, and another person who is job 
searching, and/or your career counselor about your goals and how they can support you. 
Participating in a networking organization would also enable you to discuss your job search 
with others. 

 
Self Care 

 It is equally as important to develop healthy habits to take care of yourself during this time 
of transition.  Job searching can be stressful and frustrating. Many people have very high 
expectations of themselves including what they can accomplish during the day or how 
quickly they think they can get a job. When they don’t meet these goals, they become 
frustrated and put even more pressure on themselves. 

 Carve out time during the day for yourself. It doesn’t have to be a lot of time. Give yourself 
the break that you deserve. For some people who have been laid off, and perhaps have 
some severance pay, this is the time to accomplish those projects they’ve been meaning to 
do around the house or to spend time with friends and family.  

 Don’t minimize the work that you are doing. Reward yourself; celebrate the progress you 
are making even if you can’t say that it has resulted in a job yet. 

 

Job Search Management Strategies that I Commit to Implement include: 
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Accountability through Relationships 
 

 Select sponsors, i.e. people who are willing to hold you accountable to complete job search 
tasks and whom are interested in your wellness during these transitional times.  Consider 
enlisting friends, relatives or anyone in your networking circle.  
 

 Commit and record your goals or intentions on job search log sheets.  
 

 Share your daily, weekly, monthly goals sheets with your sponsor(s).  Commit and describe 
what method of celebration you’ll have for each goal or clump of goals completed.  Ask 
them to be frank in their holding you accountable.  

 

 Paybacks. Return the favor. Offer support and sponsorship to another individual going 
through the job search process.  The experience of helping and receiving assistance from a 
peer is both humbling and cathartic.  

 
a. You might learn or help another learn about job search resources or 

skills that work.  
 

b. The process of helping and being helped will aid in your keeping sharp 
and on top of the game of job searching.  

 
 
List three people you will contact today to enlist as your sponsor.   
Name    
_______________________    _______________________  ____________________                              
 
 
Sample Sponsor Log Sheet 
 
Sponsor ‘s Name Date of Meeting Meeting’s Discussion Goal(s) Set + Date 

 
Celebration for 
Completion  

1    Jim Schmidley 7/23/2009 Resumes. Write a Master 
Resume by 7/28/09 

Inform sponsor + 
Go to a movie 

2     
3     
4     
(This page seen in Appendix K) 

 
 
Treat your job search activities as successful entrepreneurs treat their lives, regularly engage 
yourself in relationships that mutually hold accountability. 
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Crucial Job Search Marketing Tools 

            

Master Application 
 
What is it?   
A blank or generic application form that includes detailed information about your job history and 
activities, employer contact information, dates of employment, education and training, volunteer 
experience, computer and other special skills, and reference contact information.   
 
Why do I need one? 
Taking the time to completely fill out a Master Applications is useful at the onset of your job 
search so that you can conveniently access all that information as needed.  You will also discover 
early in the process if you need to track down any information about your past including contact 
numbers, addresses, or exact dates of employment. 
 
What do I do with my Master Application? 
Keep your master application at the front of your job search portfolio.  Refer to it as needed when 
you are filling out job applications, tailoring your resume, or speaking to employers over the 
phone.   

 
Resume  (see Appendix C) 
 
What is it? 
A resume is a typed document that you create summarizing your skills, accomplishments, and 
experiences relevant to the job for which you are applying.  It is a marketing tool, designed to sell 
you to the employer.  It may focus primarily on your job titles and history, or emphasize your 
skills, or a combination of both.  Unlike the employer’s application, your resume will place 
emphasis on what you deem to be the most relevant and compelling information.  Your resume 
can include: job history, education and training, highlighted qualifications, professional profile, 
volunteer experience, professional accomplishments, certifications, relevant skills, and more.  You 
may select from several formats including: the functional resume, chronological, combination and 
/or the targeted resume, you make the choice!  It’s your marketing tool! 
 
Why do I need one? 
The reality is, most employers expect serious candidates to provide a resume.  In today’s market, 
employers might have 50 (or more!) applications for every job opening, and are looking for any 
excuse to thin out the pile.  Candidates can demonstrate organization, interest, effort, and 
professionalism when they submit a carefully written resume with the company’s application, and 
potentially make it to the interview round.   
 
What do I do with my Resume? 
You will provide your resume to potential employers whenever possible.  You will keep a few 
copies with you at all times while you are in a job search just in case you run into a potential 
employer or opportunity.  You will bring your resume with you to interviews for reference.   
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What is a Targeted Resume?  
You may choose to tailor your resume to each job opening in order to directly address the 
employer’s needs and requirements.  This often means eliminating or de-emphasizing some of 
your skills and experiences in order to include as much relevant information as possible.  For 
instance: your master resume might include your job history over the last 10 years, in 
chronological order, a description of your skills as they relate to your target industry, and an 
objective stating your intention to obtain a position in the event planning industry.  A targeted 
resume, on the other hand, will include relevant work history (paid, volunteer, project, etc.), 
relevant skills and accomplishments including any experience you have with the knowledge, skills, 
and responsibilities from the job description, and an objective which states the title of the vacancy 
applying for: Event Coordinator  and includes the company name,  for Budweiser Event Center.   
 
 

Cover Letter    (see Appendix E) 

 
What is it? 
A cover letter is a professionally written letter of introduction to the employer, rarely longer than 
1 page.  It is sometimes called a Letter of Interest and usually accompanies a resume and 
application when submitting for a job opening.   
 
Why do I need one? 
Many customers ask Employment Specialists at the Workforce Center, “Do I really need a cover 
letter?”  To which most of us reply, “Only if you want the job!”  Your cover letter is your 
opportunity to demonstrate to the employer your sincere interest in the position, as well as the 
unique talents, experiences, skills, and passion that you have to offer that employer.  Your cover 
letter should answer the question “Why am I the best person for the job?”   
 
What do I do with my cover letter? 
You will submit a customized cover letter to employers in addition to your resume and application 
whenever possible.  At times you will also need to include a short note to the employer on a fax 
cover sheet or in the text of an email; this does not meet the requirements of a formal cover 
letter.  Your cover letter is a professionally written Word document that accompanies your resume 
and other marketing materials.   
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List of References and Testimonials  (see Appendix B) 

 
What is it? 
Every jobseeker should have a one-page, typed list of references prepared that includes the name 
and contact information of 3-6 individuals who are eager to speak to employers on your behalf.  
Your references can be current or former employers, supervisors, co-workers, clients, vendors, 
volunteer associates, teachers, pastors, or friends.  Typically, your reference list will include more 
professional references than personal friends, but one or two close friends are acceptable.  
Whoever you choose, make sure that they are happy to speak with a potential employer about 
your strengths, talents, character, work ethic, performance, and attitude.   You may include quotes 
supporting your positive attributes on your resume, cover letter or business cards. Quotes may 
come from one or more of the listed references above.  
 
Reference and Testimonial Etiquette 
Prior to listing anyone on your list of references or testimonials, it is recommended that you 
contact that person and ask their permission.  Inform them of your career goals and the positions 
for which you are applying.  Provide them with a copy of your resume and job description, 
whenever possible.  When you are expecting an employer to contact your references, let each one 
know which strengths of yours to emphasize for that particular position.  Keep them in the loop so 
that they feel comfortable and confident speaking to employers on your behalf!   
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Consider including in your portfolio 

Artifacts of General Work Performance 

 Master Application 

 Resume(s) 
 Letters of recommendation and 

testimonials 
 List of references 
 Brochures/articles about past 

employers 
 Past job descriptions 
 Attendance records 
 Copies of performance reviews 
 Survey’s/reports/letters showing 

customer/client satisfaction 
 Documentation of professional 

affiliation 
 Invitations to share your expertise 

through training, speaking 
 Results of problem solving efforts 
 Awards and commendations 
 
Artifacts on People Skills 
 Documentation of involvement and 

leadership (committees, projects, 
programs, negotiations, community 

activities) 
 Planning samples (summary of steps, 

surveys) 
 Evidence of employee hiring, training, 

and motivational activities 
 
 
 

 
 

 
 
 
 
 

 
 
 
 
 

Artifacts on Education and Training 

 Certificates of degrees and diplomas 
 Licensing certificates 
 Brochures describing training events, 

workshops 
 Syllabi or course descriptions 
 Transcripts 
 Test results 
 Samples from classes 

Artifacts on Skills Using Data 

 Examples of writing abilities: (memos, 

reports, documents, articles, training 
material, grants, etc.) 

 Display of data materials (illustrations, 
graphs, charts, posters, etc.) 

 Computer related material (database 
design, desktop publishing, 
spreadsheets, samples from Internet, 
etc.) 

Artifacts on Skills Using Tools and 
Equipment 

 Performance records on equipment 

(keyboarding speed, usage records 
showing time, results) 

 Technical directions or manuals 
 Photos/video specialized equipment 

Employment Portfolio 
 
A comprehensive employment portfolio is a collection of your professional accomplishments 
from which to draw throughout your job search and present to potential employers in an 
interview.  It is not recommended that you share your entire portfolio with an employer 
during the interview; instead, select a few relevant pieces to photocopy and offer to leave 
for the employer to consider at their convenience. The portfolio is packaged formally and 
can show case or substantiate your professionalism through organizational, preparatory and 
reputable skills. 

(Portfolio cover sheet available in the Appendix) 
 

All the above artifacts may be related to paid work experiences, volunteer roles, internships, 
coaching, aide or assistant positions you’ve held where you’ve acquired an assessment by 
others.  Keep each item in a folder or 3-ring binder in separate plastic sheet covers. Use tab titles 
to separate each section.  
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Benefits: 
 

• Purpose of a Job Search Log Book is for quick referencing.  Keep it alphabetical and 
chronologically dated. Use tabs where appropriate. 
 

• Retain print outs or scribed records of applications completed and submitted to 
employers.  Note on each print out whether it was an application “completed on-line” 
or a “hard copy” submitted.  

 
• Maintain log sheets of activities.  Include logs notes on activities such as: informational 

interviews, referral contact information, employer engagements, goal setting and follow 
up activities.  
 

• You’ll want to record in your log book, unless you can remember, all the user names, 
passwords and confirmation information you use/acquire on the applications you 
submit.  
 
 

Portability and Marketability  
 

 You can and should carry your log book with you for quick reference when fully in a job 
search mode.  It will be easier to update and reference material when it’s with you.  
 

 You appear to an employer calling on you as prepared and organized when responding 
to a telephone screening interview. 

 

 Specific records, example: the job description and the application packet you submitted 
to XYZ Employer, should be transferred from the Job Search Log Book into your 
Employment Portfolio when an interview is scheduled.  Further research of that 
employer should now commence.  

 

Job Search & Employer Contact Log Book 
 

A comprehensive Job Search and Employer Contact Log Book is a record of your professional and 
informal activities and contacts relevant to your career / job aspirations. This book is not shown 
to an employer, it is specifically for your record keeping and organizing job search activities.  It is 
organized typically by employer name, alphabetically and chronologically separated and tabbed, 
though you may get creative and separate yours by industry or other transferable occupational 
titles you’re seeking.  Your log book will include a calendar, Job Search Log Sheets to track 
activities, sponsor support and contacts, goal setting and follow-up activities.   
 

(Cover sheet available for this log book in the Appendix) 
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Situational Scenarios of Job Search and Employer Contact Log Book use:  
 

1. Case Study:  An employer “ABC” calls you regarding a vacancy you applied to one or 
more months ago.  You’ve also applied to several other employers since applying to 
ABC. They conduct a telephone screening interview.  
 
a)  How will you respond if you have no or minimal records kept and how do you   

 appear to the employer ABC?  
 

b)  How might you respond differently if you have a well kept Job Search Log Book and   
 how do you appear to the employer ABC? 

 
c) Which candidate will the employer consider first for hire, a) or b) above? Why? 
 
 

2. Case Study:  A person, MacJobseeker, is displaced from steady employment.  
 
a)  MacJobseeker never or minimally keeps up any sort of job searching activity during 

her tenured employment.  
 

b) MacJobseeker has been maintaining either a minimal or maximum effort of job 
searching activities and has Job Search Log Book.  
 

c) What’s the result in a) MacJobseeker?  How long might she be unemployed?  And 
how will she be feeling?   What would your answers be of b) MacJobseeker? 

 
3. Case Study:  You receive an invitation to an interview with ABC?   

a) You kept minimal or no records leading up to this invitation.  
How are you feeling?  
What is your next step to proceed?  
How will you appear to the employer? 

 
b) You kept good to great records leading up to this invitation.  

How are you feeling?  
What is your next step to proceed?  
How will you appear to the employer? 
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Sample Digital File: 
Maintain organized digital files so that your marketing materials are easy to find and re-use. 

On-line Job Search Log Sites include:  

JibberJobber at   http://www.jibberjobber.com/login.php 

or another site for organizing on-line:  www.resumeoptimizer.ocm 

http://www.jibberjobber.com/login.php
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Internet Job Search 
While the Internet is a valuable and necessary job search tool, users should be savvy!  Not 
everything you read on the Internet is true; it’s important to recognize legitimate job postings 
from those posted by predators and those soliciting your money and/or personal information.   

Remember, if it sounds too good to be true, it is!! 
Examples: 

1. Pyramid scheme companies are designed to make money off recruits, not products 
sold.  If a company on-line won’t disclose their company’s information why would 
you want to give them yours? 
 

2. False Promises such as “set your own income”, “work from home”, “mentors 
will teach”,  “$500+ for one day’s work”… 

 
3. You up load your Social Security #, birth date and full name on an application  

to an employer you’ve not researched for legitimacy, what can a fake site/employer 
do with your information? 

 

 Research employer sites for legitimacy before submitting personal data including Social 
Security Numbers, date of birth, full name, e-mail address, physical address, passwords, 
user name or other potential private information. 
Check for questionable offers. Ask friends, the Better Business Bureau, Chamber 
of Commerce or The Front Range Business Directory for employer legitimacy. 

 
Schedule the use of your computer appropriate to the needs of your job search. Remember 
that employers and your networking populous are mostly available in person between 7:00 am 
and 6:00 pm. If you can strategize your Internet and other computer needs at night and do the 
in-person visiting days you’ll be meeting the 70% rule, most jobs are found out through who we 
“know”, i.e. the hidden job market, not those we’re researching for on-line. 
 
Not to say you won’t have to complete applications for jobs vacancies on-line. Indeed you will. 
However, the best networking is through contacts who win you the job first. The employer will 
more than likely still expect a resume be sent and/or an application be submitted, on-line for 
formality purposes. Protocols you know. Actually, this method show cases your ability to use 
the Internet.  Score another point for marketing another skill!           (See  Appendix:   ) 
 

Social Networking 
Considering data and photos go into cyberspace via: Twitter, FaceBook, MyFace, Meetup, 
Linkden and many more current and new sites. Employers are using the same tools to track 
who you “network” with and “what you do” professionally and not.  Take caution as to what is 
uploaded about you, it’s better to be more conservative than not.  
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Business Cards 
 
No, you don’t need to be employed to carry a business card!  In fact, business cards can help 
you feel comfortable and confident when introducing yourself to potential employers or other 
important contacts.  It’s not always appropriate to whip out your resume during that initial 
conversation, but providing your new ally with a business card that includes your contact 
information and relevant talents and skills is always acceptable.   
 
Keep in mind, however, that the employment interview is usually not the place for a business 
card exchange.  Be thoroughly prepared with a copy of your resume, cover letter, references, 
and other supporting documentation at that time. 
 
Sample: 
 
 
 
 
 
 
 
 
 
 
 
Reasonably priced business cards may be ordered over the internet, or you may choose to 
design your own using MS Word Business Card Template.  Example site: www.vistaprint.com 
 
 

Jennifer McJobseeker 
 

(Optional: Personal Address) 

Ph:  970-555-5555 

Loveland, CO 

On-purposejennifer@yahoo.com 
 

Hostess Extraordinaire 

Guest Service and Sales Specialist 
 

 Convention Sales 

 Event Planning & Reservations 

 Coordinate all logistics 

 Enthusiastic  and Dedicated 
 

(Certified: Marketing Business Specialist) 

My name:________________ 

(Optional: Personal Address) _______________________________ 

                                               

                                               _______________________________ 

Ph: (       ) _____-_________ 

City, State,Zip:__________________ 

My e-mail:_____________________ 
Brainstorm with friends and use a thesauras to develop a 
ñHookò, try using one to five words in a phrase, answering: 

 ñIéò   or    ñI am a: 

______________________________________________

______________________________________________

__________ 

_________________________________ò 

Circle your ideal hook title. The best one is that which 

invokes a, ñWhatôs that?ò from the listener. 

(Common Occupational Title): 

_____________________________ 

 

Key skills I have per this occupation, 3-5 word phrase: 

*_____________________________________________

*_____________________________________________

*_____________________________________________

*_____________________________________________

*_____________________________________________

*_____________________________________________ 

 

(List here in parenthesis any related / supportive 

licenses, education, certificates, significant 

accomplishments or testimonials; add italicization.) 

_____________________________________________

_____________________________________________

_____________________________________________ 

http://www.vistaprint.com/
mailto:On-purposejennifer@yahoo.com
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Here are some examples of memorable hooks: 

 Commonly Known Occupational  Titles    Hook Examples  

 Office Manager  I’m an organizational goddess. 

 Landscape gardener  I turn the world green.  

 Midwife   I bring life into this world.  

 Nutritionist  I teach people how to behave in front of food. 

 IRS Agent  I’m a government fund-raiser.  

 Pilot   I shrink the globe.  
Source: www.americanventuremagazine.com/articles/369/ 

 
Elevator Pitch/Speech Models 
Can be the simple reading of your business card after introduction of your “hook” title or 
description to another individual. With practice you won’t have to rely on the card in hand to 
read, the delivery will become more natural and fluid. You will exchange your business cards at 
the end of the one to three minute encounter. 
 
The format for delivering an Elevator Pitch might look something like this: 

1. Introduce yourself and state your hook. 
2. Their response will hopefully be something like: “How do you do that?”  

“What’s that?” or “Tell me more!” 
3. You respond with: “I specialize in      (action verb followed by 

your deliverables) for the      (your target market).” 
   
You can practice delivering elevator speeches with friends.   

 

Networker #1: Hi, my name is Carmen Southwick. I make dreams come true.  
Networker #2: How do you do that? 
Networker #1: I'm a wedding planner. I plan dream weddings for couples. I've  
                        been working for myself, but I'd like to get in with one of the big   
                        resorts that hosts weddings.  

 

Networker #1: Hi, my name is Betty Joiner. I'm responsible for this country's  
                       future. 
Networker #2: This I've got to hear about. 
Networker #1: I'm a teacher! I love shaping the minds of the next generation, but  
                       I'm also interested in getting into corporate training. 
Source: www.quintcareers.com/job-search_elevator_speech.html 
 

How do you exchange biz cards gracefully?  
The exchange of business cards should follow a conversation – not precede it. You may offer 
yours by saying, "Do you have a card? May I offer you one of mine?" When you do receive a 
card, do not shove it in a pocket. Take a look at it and ask any further clarifying questions or 
comment on it. Repeat their name and company name. And look at the person. That will also 
help you remember them and their name.  

http://www.quintcareers.com/job-search_elevator_speech.html
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ά¢Ƙŀƴƪǎ-ȅƻǳΩǎέ ϧ ¢Ƙŀƴƪ-you Notes 
 
Reflect gratitude, offer thanks as constantly as you work the job search process! 
These words reflect the need to state an appreciation after every encounter or activity shared 
with an employer or networking contact.  
 
“Go out and do for others what somebody might did for you.” 
      Source: Randy Pausch in The Last Lecture 

 
 
Showing gratitude is one of the simplest yet most powerful things humans can do for each 
other.  Despite efficiency, thank-you notes are best done the old-fashioned way, with pen and 
paper.  Because handwritten notes have gotten so rare, employers will remember you best. 
 
 

• Personalize the letter 
• Add attachments as needed 
• Reflect interest in working there 
• Suggest further follow up 
• Be thankful 

 
 
Dear Mrs. Joans, 
 
I appreciate the time you took to talk with me today about the job opportunity as a Pre-school 
Teacher for ABC..As I indicated during the interview Iõm sure I would be a good match. My 
child care and nursing skills would meld well with this post.   
 
Again, thank you for your consideration. As discussed in the interview, if I donõt hear from you, 
I will contact you on Wednesday of next week to learn of your decision. I look forward to the 
possibility of joining your staff. 
 
Sincerely, 
Mary Smith 
 

 

 
 

Offering selfless community service is another act of returning appreciation or 
ƎǊŀǘƛǘǳŘŜ ŦƻǊ ƻƴŜΩǎ ōƭŜǎǎƛƴƎǎΦ   

  

The thank-you note acts as 

another point counted towards 

your marketing efforts.   

Sample 
Thank -You 
Note  
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Celebrations 
 

Celebrate when goals are met.  
 
It is as important to schedule celebrations, so they’re not forgotten, as it is to schedule all the 
other responsibilities in the job seeker’s routine.  
 
Celebrations give back to the individual a sense of personal value and honor during times of 
identity transition.  This can be considered a spiritual time for some, a re-creating and 
strengthening of identity. Through a time of ritual self-esteem is restored with as little as a 
cheerful hand clap in self recognition of the smallest tasks completed. Plan more grandiose and 
elaborate celebrations for more significant accomplishments. Celebrations may involve others 
in your networking circle.   
 
Examples of progressive celebrations may look like this:  

  A cheery verbal to oneself might sound like, “Good job Jennifer!” 

 “I get ice cream for getting that done.” 

 Ice cream social: “I have to get with Martha, my support sponsor now because I broke 
through my fears and made a new friend by using my elevator speech.” 

 “Unbelievable! I found out about an opening in my field through that new friend I’m 
networking with.  I’ll call him to thank him, do some more research, send the employer 
an updated resume and then celebrate by relaxing with my family.” 

 “Wow, I just got off the phone with that employer my friend referred me to.  I have an 
interview next week.  I’ve got to do some more research about them, however, right 
now I need to pat myself on the back; these job search skills are working?  I’m gonna 
take a break, exercise and organize a potluck with friends at my home.” 

 Job Offer: “Yahoo! I can’t contain my joy. I’ve got to let my references know how much I 
appreciate their confidence in me. I’ll return the favor by…” 

 
What would you do to celebrate receipt of an interview today? And a job offer?  Write your 
answers below: 

 

 

 

 

 
 
 

Remember, without celebration there is less to look forward to. 
 

 


