

FROM MIND TOOLS


Your Career Journey Part 1: Résumé Prep and Job Searches - Mind Tools


Finding the right career journey: Searching for Jobs
Now that your résumé is ready, the next obstacle on your career journey is to find the right job for you. But how do you know what will be a good fit and what won't? Where should you be looking? Where do you even start?
When it comes to doing a job search, your ultimate goal is to find a role that excites you, but that also meets your salary expectations. There are various places you can look, including:
· Company websites. 
· Newspapers.
· LinkedIn and recruitment websites.
· Networking/word of mouth.
· Campus career center or local economic development department.
· Executive search consultant/firm.
· Referrals.
You might find that there are thousands of jobs relevant to you and your industry out there. But, remember, you are the customer here. So consider some of the following to find the right fit for you:
· Determine your salary requirements and acceptable range based on your needs, and the industry average for the types of jobs you're applying for.
· Don't get hung up on titles. Instead, focus on the responsibilities. (For example, a coordinator at a large organization could have the same responsibilities as a manager at a small company.) 
· Learn about the company and compare how its corporate values measure up to yours. 
· Consider location. Where is the job? Are you open to relocation? 
Introducing yourself using a cover letter
Many recruiters ask job applicants to write a cover letter to go with their résumé. Essentially a cover letter is a personal letter that introduces you and your résumé to the recruiter. It's a chance for you to highlight the unique strengths and skills that you can bring to the role, and explain how you'd make the best fit.
To make sure your cover letter sends you to the top of the recruiter's pile, consider the following:
· Carefully read the job description and focus your letter on the key skills and attributes that it requires.
· Stick to between three to five paragraphs and no more! This could, for example, be structured as: an opening paragraph (the purpose of your letter); two to three paragraphs that promote your skills and that summarize why you'd be an asset to the company; and a closing paragraph (action and appreciation).
· Use a standard letter format but tailor the content of your cover letter for each position that you apply for.
· Use action-oriented language to bridge your experience with prospective duties. For example, "strategize," "build," "create," and "develop."
· If the recruiter didn't request items (such as headshot, samples, etc.), don't submit them. (Recruiters may receive dozens of attachments or pages for each vacancy, so these may simply go ignored if they are not necessary.)
· The recruiter should confirm receipt of your submission (via email, phone, or text message). 
· Don't assume the recruiter's preferred greeting titles. Ask for their preference before you begin writing.
· Look at a mix of job descriptions for the same position to understand how to tailor your language.
· Factor in any voluntary and other unpaid experience you've done to demonstrate transferable skills. 
· Save documents to a portable document format (PDF) to preserve your original formatting. (Several "free" PDF creation software tools are available online.) 

