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getting started

The job search can be quite overwhelming, so it’s helpful to break it into manageable steps:
1. Know yourself: identify and assess your professional strengths, experiences, and skills. 

2. Know what you want to do: make a list of careers, fields, locations, and companies that interest you.

3. Get ready for the search: prepare a resume, cover letter and list of employers you’re interested in.

4. Start searching: utilize all the resources at your disposal to look for opportunities.

5. Locate job openings and follow up: apply to many positions with zeal and professionalism. 
The good news is that you don’t have to do every step in order. For example, you can start working on your resume before you specifically identify what you want to do. Start early and plan ahead to accommodate the job search process into your schedule—be aware that this can be very time-consuming.  
You can receive assistance with every step at the CDO, even after you graduate. Start this process by checking our website, www.goucher.edu/cdo, for tips and information about upcoming opportunities. Stop by our office to schedule an appointment or to browse our resource library.

FALL OF SENIOR YEAR: Know yourself, PREPARE FOR THE SEARCH

· Research potential career fields: typical entry-level jobs, typical salaries, geographic location of most jobs, etc. Make a list of the fields of interest and careers/jobs that you plan to pursue.

· Identify your strengths, skills, interests, & values as well as your professional goals for the next one to five years.
· Evaluate your relevant experience. If you are lacking in work experience, an internship in the field or extracurricular activities, now is the time to add more. Look for opportunities that interest you personally and professionally and take advantage of them!

· Stay in touch with previous employers, professors and internship supervisors, as well as friends and family, about your career plans. 
· Consider the top three geographic areas where you’d like to live & work. 

· Draft a resume (or several different resumes) and template cover letters. Review samples at the CDO to get formatting ideas and drop by during our Resume Advising hours to get some guidance on how to best highlight your skills. Don’t forget to proof-read!

· Create a presence for yourself online by making a LinkedIn profile and signing up for GoucherConnect and eRecruiting. See our handouts for more information on maximizing these online networking tools.
· Attend information sessions at the CDO and in the Baltimore area to hear from recruiters, employers and alumni. While at the CDO, ask about accessing the networking tool GopherNet.
· Be aware of deadlines for certain post-graduate internship and fellowship programs. Government programs tend to have very early deadlines, so make sure you plan ahead. 

· Make a list of 50 potential employers that might hire someone with your skills, interest, and experience.
· Request an informational interview at companies/organizations of interest to introduce yourself and hear more about working for them.
SPRING OF SENIOR YEAR: Plan + Execute your search
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Finalize your resume and cover letter(s) with the CDO staff or a professional in the field.

· Compile a portfolio of completed work to demonstrate your experiences, skills, and talent. This could be digital (saved on flash drive or CD or uploaded to a website) or printed.
· Identify at least three individuals who will serve as professional references, ask their permission & provide a copy of your resume.  Don’t provide their contact information until requested. Keep your references informed of your status and progress in the search. 

· Attend job fairs and career-related events over the spring.
· Prepare for interviews by practicing responses to typical questions and/or doing a mock interview at the CDO. Consider purchasing professional clothes that are appropriate for the field in which you plan to work (i.e. a suit).
· Ensure your credibility by making your voice mail message, Facebook profile, and email address are neutral and professional. 

· Check national, regional and career-specific job posting sites such as CareerBuilder, Idealist, and Craigslist to learn of new opportunities. Don’t forget to check the CDO webpage—as well as our Facebook fan page and Twitter account—to hear about the most recent opportunities.
· Subscribe to online newsletters and listservs in your field. You can also check professional association journals and Sunday newspapers.
· Create a list or spreadsheet where you can track your job prospects, including: job title, company name, contact info, location, date submitted, experience required, salary, etc. 

· Send your resume and a cover letter to employers you identified as leads.

· Apply for any jobs that fit your criteria (location, salary, experience). It is sometimes a good idea to apply to jobs that are even tangentially related to your field of interest.

· Follow up each application with a phone call or email to the employer unless they specify “no calls or emails.” Request an interview.
· Thank every person who interviews you with a hand-written note or email within 24 hours of your interview.

· Consider short-term opportunities such as working for a “temp” agency if you are having trouble securing a job. There are many agencies, both local and national, that can place you at a company based on your skills and interests. 
· Persevere! Don’t be discouraged if you are turned down from several jobs. Try to keep an open mind and a positive attitude. 
