Formulating "your" Job Search Plan

The job search plan is typically broken down into 3 main sections, Preparation, Getting up to speed, and Going after Opportunity.  I thought we could start here and review the 3 sections.  It will be important to follow the flow of these sections...so, we'll need to find out where we are and how we'll want to proceed.   
 

Preparation involves:
 
Completing the Personal Questionnaire...it may seem time consuming, but it is a great building block for the Job Search Plan. 
 

1.  Managing your time, budget, and priorities.
2.  Preparing Documents that help you create a memorable message to employers about your skills and experiences.
3.  Preparing and Practicing your "pitch" and preparing a dynamic document for networking. You'll also want to write your Key Message Statement:  Who, What, Where, When & How, Why?
4.  Preparing your resume, customized to your situation and targeted to the job description.
5.  Writing a powerful cover letter or email message that gets attention.
 

 Getting up to speed involves:
 

 1.  Obtaining Knowledge.  Research the jobs that interest you.  Seek out jobs posted on the Internet, Company web-sites, job- banks, etc. Read as much as you can about the industry/company/job position that interests you. Talk with as many people in the job/industry you desire to work in.  Go to meetings, chamber talks, and interview employees of said company. Gain information about the company from their annual literature, etc.
 

2.   Apply on-line, even if it's just for practice.  Go on as many as interviews as you can, even if it is not your dream job...you never know what you'll find out in the interview.  Talk to recruiters...applying to recruiters is somewhat different than applying for a job on-line...your marketing material will have to be tailored to them.
 

3.  Get into the "hidden" job market.  Apply to companies you would like to work for directly, even if they haven't posted a job.  You never know when they'll be opening a position that fits your talent and skill.  This will take a little effort, but it is definitely worth the time and trouble.
 

4.  Networking is your most powerful job search tool.  Build a strong network, and you'll start connecting to jobs in ways you never imagined!
 

 Going After Opportunity involves:
 

1. Repeating the process.  Now that everything's running, it's a step-and-repeat process until you're hired.  During the next 5 weeks or so, fill your pipeline with a set of companies, job possibilities, and networking contacts that you diligently explore.  Your research and networking expand your web of contacts, sharpen your presentation, and locate promising companies and jobs.  ( Keep a network log with who's who and your follow up).  You apply for jobs, interview, and follow up.  Don't forget to continue to network, network, network.
2.  Practice Interviewing....Be prepared for the tough questions.
 

3.  Know how to negotiate.  You've got the job offer, before you say yes, discuss all the details and get the best possible deal with some negotiating techniques that work.
 

4.  Plan for Success....your first 100 days on a new job can make all the difference in your success and so-so job performance.  First off:  Close your Current job well.  Make a Change...i.e.:  start working out, buy some new clothes, cut your hair, and Just before beginning a new job, write down what you expect will happen.  Then check that statement six months or a year later.  You'll get a reality check on where you are and are not effective. Mark a calendar ten days into your new job.  On that day, spend one hour reviewing the following F.A.M.E principles.  Under each, write a new behavior relevant to your new job that would satisfy that principle. 
 
F.  How I could bring a Free Agent's mindset to my new job:
A.  How I could train like an Athlete to make my performance better:
M.  How I could prepare like a Marketer to know my customers better:
E.  How I could work like an Entrepreneur to lead, not follow:
 

Don't forget to check in with yourself after the first 100 days of being in the new job.  You're the CEO of your own life, so ask yourself the important career questions.  How are you doing toward your goals?  Do I like this company? Am I having fun?
 

5.  Even if you receive a few "hopeful" job offers, keep filling your pipeline.  As a busy candidate, you'll get employers' attention, and the only thing better than a job offer is multiple job offers!
 

A few additional things to consider:
· If you're working and hunting...you may have to add another day...plan. 

· Plan your time and work your plan....sound time management principles are a must! 

· Plan your expenses.  Have you budgeted for job search support, equipment, interview clothes, networking expenses, resume expenses, etc. 

· Set up a place to work. 

· Keep track of everything.  Know what you sent to whom...if you get a call back...you never want to ask, "What was that job?" 

· Stay Productive.  3 key factors for success:  Highly organized, focused on getting face-to-face with decision-makers, and diligent follow-up with those decision-makers.   It follows that the activities that drive you toward face-to-face meetings are the most productive.  
· Create a Job Log and a Network Log....keep and detail everything.  
· Create a Brag Book....it should contain your resume, a copy of your degrees, a list of activities, awards, certificates, etc.  Letters of recommendation, testimonials from clients, and recommendations from previous employers. Special accomplishments and achievements, in addition to special projects that produced amazing results.   Continue to add to the Brag Book.  This is your life.... your professional life.  Bring it with you on interviews, just in case you need to demonstrate or show your previous experience. 

· Have a routine. 

· Set Priorities. 

· Have a Plan B and C. 

· Work like an Entrepreneur.  
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Get your career moving in the right direction!




Compass Consulting Team is a Division of 8 elements, LLC.  The owners, Jane and Al Andersen, specialize in Career Transition Coaching, Organizational Effectiveness Training,  Leadership & Team Development.  They broadcast an internet live radio show once a week,  Career Launch with Jane and Al on the Modavox.com/VoiceAmerica, Variety Channel to support job seekers and re-career's manage through the job search process.  For more information please go to:  www.compassconsultingteam.com  

