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      Job Search Checklist 1. A current and up-to-date resume (don’t forget to double check spelling and grammar). 2. Cover letter (this will help you stand out, and many talent acquisition professionals love these)! 3. Sell yourself! Know your strengths, weaknesses, and skills. Be prepared to respond to written questions on job applications and to talk about your career transitions - set yourself up for success to land an interview! 4. Download popular job board apps. We live in a world of technology and job searching can be a full-time job. Here are some of the popular job board websites to stay in the loop on the go: Indeed, LinkedIn, Glassdoor, Monster, ZipRecruiter and CareerBuilder, just to name a few! 5. Research the company: benefits, company culture, location, etc. and look at company reviews on Glassdoor or Indeed, to see if it’s a fit before starting an application. This will save you time. 6. Be selective, and don’t apply for every job you see that fits your area of expertise / location. 7. If you’ve found a job that matches, be prepared to talk about why you want to join their organization – whomever is doing your interview is listening to see if you did your research! 8. Don’t forget to check your email’s spam folder – follow up emails from the company could land there by accident! 9. Set goals. Job searching can be tiring – try to aim for a few job applications a day. Don’t burn yourself out. Set up your job hunting in block scheduling. Work on it for a few hours, take a break and keep yourself refreshed and motivated! And remember the process takes time on both sides. 10. No need to add your references to your resume however, it is important to have a list of 3-4 references (with at least 1 being a manager) you can use in the future (ask them beforehand and inform them about your job search). Video Interview Tips Be prepared for a video interview. This may be your only shot! Companies may need to interview and onboard virtually if the position is a critical hire. • Test out technology prior to the interview – test with someone else so you know camera is working, what you look like • Jump on a few minutes before the scheduled time • Dress for success – just because you are at home doesn’t mean you shouldn’t dress professionally for the interview • Take a look at your background surroundings. Could it be distracting or look messy? Consider using a virtual background or green screen. • Treat the video interview the same as an in person – this may be your only shot to make the best impression. Resume Tips We see hundreds of resumes every week! How do you stand out when applying for a job? A great resume is the tool that creates opportunities and gives a quick snapshot of what you can bring to the table. We understand that bringing your experience, skills, knowledge, etc. to life on your resume can be challenging. Here are a few tips for you to consider: 1) Write job responsibilities that are interesting, compelling and memorable. Many professionals have similar responsibilities and job titles that you may currently hold. Listing standard information or skills is important, but it will not help you stand out. Ask yourself: what's the most interesting thing about my current job? Previous job? Highlight one or two unique aspects for each listed on your resume. 2) Focus more on what you accomplished (your achievement statement) and less on your job duties. Write interesting and powerful achievement statements; you'll see that the responsibilities are automatically interwoven. For example: There's no need to write that you're responsible for the human resources information system (HRIS) when you can instead write an achievement statement about managing the implementation of a HRIS to keep pace with the company's expanding global workforce. 3) Put achievements in context. Don't just share a brief achievement statement, such as the fact that you decreased costs by 12%. Rather, write achievements that explain how it happened. For example: resolved HR cost overrides by streamlining recruitment and onboarding costs, saving the company 12% in just one year. 4) Tell stories. The most interesting resumes are often those that tell what was going on within the company. What you did, and how well you did it (using your achievement statement is a great place to showcase this!) They should be brief, but comprehensive. Think of it this way, tell the whole story in half the words. Write the text, then edit ruthlessly to make it clear and concise. 5) Make resumes visually appealing and easily readable. Stay away from big and bulky paragraphs or photos of any kind; if there are more than six lines, break them into two small paragraphs. Don't create a laundry list of 12 bullet points; divide them into sections with headings. It won't matter how great the information is if no one reads it. Make it inviting and easy to scan, with the most important information visually prominent. 6) Once you've selected a style, it is essential that you use it throughout your resume. Do not jump from one style to another. Consistency matters! If you've had a long career and are including some older jobs, you can quickly summarize them in a sentence or two. No need for lots of details about jobs from 10+ years ago, unless there's something very important to showcase. 7) Put your resume in to a Word or PDF format. Do not send over a .txt resume. Don't have access to MS Word or PDF? Use Google Docs! Not sure how to start off your resume? Indeed has put together a collection of resume examples for a variety of industries and job titles with recommended skills and common certifications. Each sample resume is based on the most contacted Indeed resumes for that specific job title. They've also gathered the skills and certifications for each job title that appeared most often on resumes uploaded to Indeed. They can help you find a resume example for the job you’re applying for by browsing by industry, or view all resume samples by job title. Job Board Tips 1. Indeed is the #1 job site in the world with over 250 million visitors every month. 10 jobs are added per second globally – wow! • Create an Indeed account and add your resume for a quicker application process. • Set up job alerts that fit the criteria you’re interested in. 2. LinkedIn: 77% of talent acquisition professionals regularly use LinkedIn to find candidates (Fortune). Whether you’ve made a LinkedIn profile or not, check out these recommendations to increase your chances of getting noticed by recruiters: • First, use LinkedIn like Indeed: check out openings in the “Jobs” section and apply. • Tell recruiters you’re job seeking! Activate the “Open Candidate” feature on LinkedIn to let recruiters know that you’re “Open to Opportunities”, and can reach out to you directly. • Use a professional profile picture that would showcase how you would look if you were going to an interview. • Customize your profile’s URL and add to your resume. • Keep your summary short and memorable, you have only a few seconds to capture the reader's attention. • Make sure everything is up to date and treat your profile like your resume – fill out every section and complete your profile. • Have any accomplishments, articles or sample work? Showcase it on your portfolio, we’d love to see! • Keywords are very important. Make sure you have common keywords related to your profession throughout every section of your profile, so it’s easier for recruiters to find your profile. Take advantage of the “Skills” section. • Grow your network, and interact! Networking is a powerful tool and it doesn’t take a long time to connect or reach out to an old colleague on LinkedIn, or even start a new relationship based on similar interests. • Don’t forget about LinkedIn Groups. Not only are they a good resource for possible job openings but a great way to build your network and connect with people in your industry. You never know what kind of relationship you can build from these connections. 3. Don’t forget about these other job boards! • Craigslist: are people still using Craigslist to search/apply for jobs? The answer is yes! 25% of Another Source’s submitted applications in 2019 came directly from Craigslist. • Monster.com or CareerBuilder: two other popular job boards where you can add your resume to your profile so recruiters can reach out directly! • Glassdoor: a great tool to learn more about companies you’re interested in, as people can post reviews on interviews, benefits, salary, etc. • Have a company/organization that you’ve always wanted to work for? Go directly to their website and check out their career opportunities. • Follow companies on LinkedIn, Twitter or another social media platform of your choice to stay up to date with that is going on. 
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