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	 Job Search Strategies
Slides 1 & 2: Introduction/Roadmap

	
	

	PM: 3 - 4
	Table of Contents & Workshop Overview

	
	

	Learning Objectives
	In this workshop, participants will learn: 

· How to compare methods of seeking work. 
· How to create a plan for their job search, and
· Strategies for accessing and contacting employers. 

	
	

	

Facilitator
Instructions
	
1. Put up the Job Hunter Job Search Strategies PowerPoint so that participants can see it as they enter the room. 
2. Welcome participants to the workshop and distribute a participant workbook and nametag (optional) to each person as they come in. 
3. Start the session by introducing yourself and telling participants a little about yourself including the experience you have that will help you bring insight and knowledge to the course (E.g., I worked as an employment specialist for ESD for X years and was a job seeker that used the Job Hunter workshops to develop my job search strategy!) 
4. Have participants introduce themselves, and share one thing they hope to get out of the workshop today. 
5. Let participants know where they can find the restrooms, discuss emergency exit procedures, office protocol and job log contact credit. 
6. Point out course ground rules and review each point. These should be prepared beforehand. You can create your own ground rules or use the Sample Ground Rules below. This step can be skipped if you feel ground rules aren’t necessary. 

Sample Ground Rule Examples:
· Each person can participate to the degree to which they feel comfortable. Allow everyone a chance to participate. 
· There is no right or wrong answer.
· Be respectful and listen to others. 
· Limit sidebar conversations.
7. Introduce the course materials and objectives.
8. Discuss with participants how course evaluations will be handled. Tell participants that you will collect evaluations at the end of class. 
(It’s highly recommended that you hand out evaluations at the beginning of the workshop and encourage participants to fill out the evaluation throughout the workshop.)
9. Get started using the mini-lecture below.


	
Mini-Lecture     

	
Welcome to job-search strategies. Whether you’re looking for your first job, another position in your field, or planning to switch careers, searching for a job can be a big challenge. 
Today we’ll look at and compare different methods of seeking work, create a job search plan and learn about different types of strategies you can use to access and contact employers.
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	  Job Search Strategies
                           Slide 3 - 5: Before you begin, know what you want

	
	

	PM 5 - 6
	Section one: Before you begin, know what you want

	
Key Concepts

	
· Knowing the kind of work you’d like to do, including occupational titles and fields can make your job search easier. 
· Using a combination of job search strategies can broaden your search and improve your chances of finding work.
· Labor market resources provide information about in-demand occupations, current wages and short-term and long-term outlooks.

	
Facilitator Instructions
	
1. Introduce this section using the mini-lecture below. Then move into the “Planning and organizing your job search” piece.
2. Ask participants “What are some of the ways you use to organize your job search?” Review the tips for organizing job search documents and tracking progress at the bottom of page 5 in the participant manual with the class.
3. Use the attached worksheet to introduce the Ready, set, go! activity on page 6. 

	
Mini-Lecture           
	
 Whether you’re looking for your first job, a different job or switching careers, searching for a new job is hard work. 
 To stand out from the crowd, it’s important to define what you want and need. Targeting jobs that match your skills, interests and values will help you focus your job search and reduce frustration. 
 While there is no easy way to find a job, using a combination of job search strategies can make your job search more effective and improve your chances of landing your next job! 






	
Activity Name: 
	Ready, Set, Go!

	
	

	
Activity Goals:
	
· The checklist will help participants prepare for their job search and track progress along the way to help them stay motivated and positive. 


	
Time:
	
5 Minutes

	
Materials Needed:
	
· Copies of the checklist on page 6 in the participant manual
· Pens/pencils for participants. 


	
Facilitator
Instructions:

	
1. Introduce the Ready, set, go! activity on page 6 in the participant manual using slide 5. 
2. Instruct participants to check off each of the tasks they have completed while preparing for their job search.
3. Have participants share 1-2 tasks that they haven’t completed yet and would like to know more about. Capture these on a piece of flipchart paper and check them off as you cover them during the workshop. Recommend other job hunter workshops or resources for those items that won’t be covered in the class. 
4. Debrief the activity using the suggested discussions below. 

	
Discussion Questions:
	
· How many of you have created an email address and signature specifically for your job search?
· Has anyone created a career infomercial?
· How many of you are using LinkedIn in your job search?
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	Job Search Strategies
Slide 6 - 8: Understanding the changing labor market 

	
	

	PM: 7 - 6
	Understanding the changing labor market 

	
Overview


	
This section covers: 

· How to use labor market research to determine the best businesses and hiring organizations in your region
· How to find labor market information
· How to target employers that match your career goals


	
Facilitator Instructions



	
1. Ask participants “What changes have you noticed in your occupation during the last few years?” “How have these changes affected the way people should look for work?”
2. Introduce this section using slide 6 and the mini lecture below.
3. Have participants read page 7.  
4. Introduce the activity on page 8 using slide 7 and debrief using the questions on the activity sheet.   


	
Mini-Lecture     

	
Work in this country has changed significantly during the past decade. People can no longer expect to work in the same occupation for the same employer all their working lives.  Technology changes and scientific discoveries are occurring so quickly that new industries and occupations are created, seemingly overnight. So how do you go about training or knowing where to look for a new job if things are always changing? 

To conduct an effective job search you have to know:

· Which occupations best fit your skills, abilities and interests?
· Are there openings in the field you’re considering after you complete the required training or education?
· Will you be able to find a job in your chosen field?
· How much will you earn?

Labor market research can help you answer these questions and target employers that match your career goals. 
  


	
Activity Name: 
	Labor Market Information

	
	

	
Activity Goals:
	
· Participants will able to gather labor-market information to evaluate employers in their area and develop a resource of potential employers that best fit their career goals.  
to target during their job search 

	
Time:
	
5 Minutes

	
Materials Needed:
	
· URL for a company website
· Copies of the checklist from page 8 in the participant manual
· Pens/pencils for participants 


	
Facilitator
Instructions:

	
1. Introduce the Labor Market Information worksheet on page 8 in the participant manual. 
2. Log onto a company website or use the suggested online labor market information resources on page 7 to complete the worksheet with the class.  
3. Have a different participant answer each question by directing you which resource to use or where to look on the company website for the information to answer the question. If a participant does not know where to find the answer to one of the questions, ask the class for ideas. 
4. Debrief the activity using the suggested discussion questions below.

	
Discussion Questions:
	
· How many of you have used labor market research to identify potential employers in your area?
· How do you think using labor market research can reduce job search frustration and help you stay positive during your search?
· Are there are labor market information resources you’ve found that we haven’t covered?
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	Job Search Strategies
Slides 9-13: Begin the hunt – look for jobs

	
	

	PM:  9 - 10 
	Section two: Begin the hunt – look for jobs

	
Key Concepts
	
  
· You should treat the Internet as a support research/resource tool, not the only search tool for your job search strategy. 
· The top five to seven qualifications in a job listing are the ones an employer uses to screen in (or out) potential candidates. 
· Using a qualifications comparison chart can help job seekers determine if they are a good match for a job listing, target their résumé and cover letter and prepare for interviews. 
· Social media can help increase the number of contacts, leads and opportunities especially in the hidden job market.
· It’s important during a job search to think about your online presence and how it might be perceived by a potential employer.


	
Facilitator
Instructions
	
1. Introduce this section using slide 9 and the mini-lecture below. 
2. Use slide 10 to introduce how class participants can use T charts to determine if they are qualified for the job, create a targeted résumé and cover letter or prepare for interviews. 
3. Using an actual job listing and slides 11 and 12, demonstrate how to use a T chart for the class. 
4. Debrief using slide 13 and the suggested discussion questions below. 

	
Mini-Lecture

	
If you’re searching for a job using a single resource such as the internet or the newspaper classifieds, you’re limiting your potential job opportunities. Searching for a job in today’s job market requires a wider range of resources to uncover more job opportunities than can be found using a single resource. 
Using a wider range of resources will uncover more opportunities than you can using only the internet. With this in mind, let’s look at how to find the right job leads by figuring out what the employer is looking for and if you are a good match for the job listing.

	
Discussion Questions:
	
· How many different resources have you used to look for work? Which did you find most helpful? 
· How can using a T chart help you write a cover letter that will make a hiring manager want to read your résumé?
· How can a T chart help you ensure your résumé isn’t screened out by the employer’s application screening software?
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	Job Search Strategies
Slide 14-20: Online job-search strategies

	
	

	PM: 10 - 17
	Online job-search strategies

	
Overview

	
  This section covers:	

· Internet resources for conducting a job search. 
· Using social media to broaden your job search. 
· Protecting your online identity
· Online etiquette, Dos and Don’ts. 


	
Facilitator
Instructions

	
1. Introduce this section using slide 14 and the mini-lecture below. Share the chart on page 11 in the participant manual with the class. Demonstrate how to use the chart to organize Internet resources, login names and passwords. 
2. Display slide 15 and move into the “Social media and your job search” section. Have participants read page 12 and 13 in the participant manual. Ask for volunteers to share the benefits and potential pitfalls of using social media to look for work. 
3. Ask the class, “How many of you have seen Facebook posts by parents or teachers showing kids how fast and how far photos and information can be spread on the Internet?” Pretty amazing isn’t it? Think about your last Facebook or social media post. If a potential employer saw it, how would it influence the employer’s decision on whether to hire you or not? Review slide 16 with the class. 
4. Divide the class into three groups. Assign each group one of the social media types listed on pages 14-16in the participant workbook. Instruct each group review the “What is it?” information and Do and Don’ts for their media type.
Have each group share a brief description of their assigned media type, and their top two Do and Don’ts with the class. As each group presents their information, display the appropriate slide for their media type (E.g., Facebook - Slide 17, etc.)
Wrap up the activity by asking the class “Are their other Dos and Don’ts not listed in the workbook that are important to know about?”
5. Wrap up the section using slide 20 and reviewing the list of questions on page 17 in the participant manual with the class. 

	
Mini-Lecture
	
Over the past few years, the internet has become an essential part of any job search. But with so many resources available online, it can be tough to know where to begin, and how to use them effectively.

Ask friends, former colleagues and fellow job seekers what websites they’ve found useful, factual and reliable. The link below can help you evaluate top sites to see which sites best meet your job search needs. 

Top 10 Best Job Sites

http://www.top10bestjobsites.com/Reviews

Let’s look on page 11 in your workbook at chart you can use to help you organize your job search internet resources. 
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	Job Search Strategies
Slide 21-22 Standing out in a crowd

	
	

	PM: 18 - 20
	Section three: Standing out from the crowd

	
Key Concepts

	
· Make networking a part of your job search strategy, it really does work. At least 60% of all jobs are found by networking. 
· Informational interviews are a great way to learn more about an occupation or industry that you may be interested in knowing more about. 
· Reworking your job search strategy can help you avoid the job-search rut. 

	
Facilitator
Instructions
	
1. Introduce the networking section using slide 21 and the mini-lecture below. 
2. Use the attached activity sheet to introduce Networks contacts activity on page 19 in the participant manual. Debrief using the suggested discussion questions on the activity sheet. 
3. Brainstorm with the class different types of contacts that can be used for job search networking and write them on a piece of flipchart paper. Compare the class’ responses to the contact types on page 20 in the participant manual.  
4. Wrap up this section by reviewing with the class the networking tips on page 20 in the workbook. 


	
Mini- Lecture
	
Most jobs aren’t published or advertised publicly. Estimates are as high as 70% of open jobs are not published. Yet most people spend 70% to 80% of their time surfing the net versus getting out there, talking to employers, friends, former colleagues, family and acquaintances to find job leads.  

Personal connections are especially important in your job search. They can help you stand out from the crowd, be noticed and get hired!




	Activity Name: 
	Network Contacts

	
	

	
Activity Goals:
	
· Participants will build a list of people and their contact details that can be used as potential network contacts in their job search.   

	
Time:
	
5 Minutes

	
Materials Needed:
	
· Copies of the Network Contact worksheet on page 19 in the participant manual
· Pens/pencils for participants 


	
Facilitator
Instructions:

	
1. Have participants read page 18 in their participant manual. 
2. Introduce the Network Contact activity by asking “How many of you have created a list of people that you could network with to who might be able provide job leads or promote you to their connections?” 
3. Have participants complete the contact information on the worksheet for each of the three networking contact types listed on page 18. 
4. Debrief the activity using the suggested discussion questions below.

	

Discussion Questions:
	
· How hard was it to complete the three different types of contacts?
· What is the value of developing contacts for each of the three different types of contacts listed on page 18?
· What is another way you can use the information on your network contacts worksheet? (Answer: References)
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Slide 23: Informational Interviewing

	
	

	PM: 20 - 21
	Informational Interviewing

	
Overview

	
This section covers:

· How to set up an informational interview
· Preparing questions for the informational interviewer
· How to conduct an informational interview


	
Facilitator
Instructions

	
1. Introduce this section using slide 23 and the mini lecture below.
2. Use the attached activity sheet to complete the activity on page 21 in the participant workbook. Debrief using the activity sheet questions.
3. Wrap up this section by reviewing “Conducting the informational interview” and “After the interview” on page 21 with the class. 


	
Lecture	
	
Informational interviews provide one of the most valuable sources of occupational information. An informational interview involves talking with people who are currently working in the field to gain a better understanding of an occupation or industry – and to build a network of contacts in that field. 

The professional being interviewed is doing you a favor by taking the time to meet with you. Informational interviews are typically short and are often only 15 minutes.  So it is important for potential candidates to research the industry, the company and the individual in advance. 

Beyond the advantages of gaining valuable career information, informational interviews let you build confidence and help you improve your interviewing skills too.  

Let’s look at some of the ways you can prepare for an informational interview. 



	
Activity Name: 
	Information Interview Questions

	
	

	
Activity Goals:
	
· Participants will be able to gather information online about their targeted profession and develop questions to ask during an informational interview.  

	
Time:
	
10 - 15 minutes depending on class size

	
Materials Needed:
	
· Access to O*Net Online www.onetonline.org
· Copies of the Informational Interview Questions worksheet on page 21 in the participant workbook.
· Pens/pencils for participants. 


	
Facilitator
Instructions:

	
1. Introduce the information interview question activity on page 21 in the participant manual. 
2. Log onto O*Net Online and select an occupation. Have participants use the information to complete the activity. 
3. Ask participants if they would like to role play, either with you or another participant using the questions they developed to practice their information gathering and interview skills. 
4. Debrief using the suggested discussions below. 


	
Discussion Questions:
	
· What are some scenarios where you might want to request an informational interview? 
· How might you identify an employer that you want to conduct an informational interview with?
· What is one thing you should never do during an informational interview? (Answer: Ask for a job)
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	Job Search Strategies
Slide 24 & 25: Dodge the job search rut

	
	

	PM: 22 - 25 
	Section four: Dodge the job search rut

	
Key Concepts

	

· Using a single job-search strategy can get you stuck in a rut.
· Sharing ideas with other job seekers can result in job leads and support when you find yourself in a job-search rut.
· Job searching is a full time job.

	
Facilitator
Instructions
	
1. Introduce the section using slide 24 and the mini lecture below. 
2. Review the table on page 23 with the class. Ask “Will this information change the job search methods you use next week?” “If so, how?”
3. Display slide 25 and use the attached activity worksheet to introduce the “timecard” activity on page 24 in the participant manual. Debrief using the activity sheet questions. 
4. (Optional) Use the attached activity worksheet to complete the Week-in-review activity on page 25 in the participant manual with the class. 

	
Mini-Lecture
	
Stuck in a job-search rut? It happens. With job searches taking longer these days, it is easy to fall into a routine when it comes to looking for work and find yourself stuck in a rut. So how do you jump-start a stalled job search?

If the tactics you’ve been using aren’t working, you need to switch gears and try new ideas. Network, use social media, be active in your industry associations, attend social events and volunteer! 

Find out which businesses are growing and which companies might be hiring. Contact an organization that interests you for an informational interview. Consider temporary work. Temporary assignments provide income, a great opportunity to network, and build new skills. They can also lead to full-time job offers. 

Let’s look at some tools you can use to get out of a job-search rut.


	Activity Name: 
	Timecard Tracking

	
	

	
Activity Goals:
	
· Participants can track how they spend their job search efforts each week and use the information to evaluate if a particular strategy is working for them and adjust their activities if it is not.  

	
Time:
	
5 Minutes

	
Materials Needed:
	
· Copies of the “Timecard” worksheet on page 24 in the participant workbook.
· Pens/pencils for participants. 


	
Facilitator
Instructions:

	
1. Introduce the Timecard activity on page 24 in the participant manual. 
2. Instruct participants to think back on their job search last week and complete the time card for that week. . 
3. Ask participants “How did your job search go last week?” Did completing the timecard show you where you might need to spend more time?”  
4. Debrief using the suggested discussions below. 


	
Discussion Questions:
	
· Are there new activities on the timecard that you’ll include in your job search strategy next week? 
· Which of the activities listed have you found to be the most successful?
· Are there other activities not on the timecard that you’ve tried that you’ve found work well? 






	Activity Name: 
	Week-in-Review 

	
	

	
Activity Goals:
	· Participants reflect on their previous week’s job search results and document their progress, what worked well, what changes they need to make and new strategies to try.   

	
Time:
	
5 Minutes

	
Materials Needed:
	
· Copies of the “Week-in-review” worksheet on page 25 in the participant workbook.
· Pens/pencils for participants. 


	
Facilitator
Instructions:

	
1. Introduce the “Week-in-review” activity on page 25 in the participant manual. 
2. Instruct participants to think back on their job search last week and using that information and the information from the timecard activity, complete the “Week-in-review” worksheet. 
3. Wrap up by having volunteers share what new step or task they plan to complete next week.  
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		 Job Search Strategies
Slide 26: Thank you for participating

	
	

	
	

	
Overview

	
· Wrap up
· Collect evaluations
· Share additional resources
                                                                                  

	
Facilitator
Instructions
	
1. Use this slide to wrap up the workshop.
2. Answer questions not addressed during the workshop.
3. Review the list of expectations created at the beginning of the class to ensure participant’s needs were met. 
4. Collect evaluations if handed out at the beginning of class.
5. Hand out or direct class to schedule of other workshops offered.  
6. Thank class for their participation and let them know WorkSource is always here for them. 
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