JOB SEARCH CHECKLIST

· Personal Assessment (Identify specific skills and knowledge base using an assessment tool.  Check out www.ocis.org
· Resume (1 page preferred) *customize “Objective” to each job
· Reference Page – List of 3-5 references (instructors, employers, coaches, etc.)
· Cover Letter (customize to each job)
· Letters of Recommendation (from instructors, employers, coaches, etc.)
· Portfolio – Certificates, special achievements, certifications, etc.
· Marketing list – 25 employers for whom you would like to work
· Research each company on your list
· Make a list of your top skills (be able to share examples)
· Prepare good questions to ask an employer during an interview (3-5)
· Learn how to present yourself over the telephone and pre-interview
· Conduct mock interview to practice answering interviewer questions
· Prepare interview clothes and accessories.  Dress one step above the position for which you are applying.
· Provide your references / networking list with a copy of your Resume and maintain regular contact with them.
· Get organized; use a calendar/planner to schedule your job search
· Prepare your interview clothes to see that all are clean, pressed and polished; choose clothing that is dark in color and conservative.
· After the interview, ask for business cards or write down the correct spelling of the interviewer’s name(s) and job title of each person.
· Send a thank you note/letter within two days after every interview
· Remember to update your resume to fit each position


