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    Helping Students 

      Get the Job They Want   

Today’s job market reflects the need for students to be better prepared as they pursue job opportunities in their chosen field.  It also requires individuals who have been laid off or who are looking for advancement opportunities to rethink their approach before starting their job search.  This session will address common mistakes people make during their job search and offer tips for conducting a successful job search.

Session Objectives 

Participants will be able to:

1. Explain the importance of planning and preparing for a successful job search.

2. Assist students in preparing for and conducting a successful job search in today’s job market.

Common Mistakes People Make During Their Job Search

· Lack of planning

· No clear focus on skills they possess and job fit

· Not listing computer skills that are required for position

· Inaccurate or incomplete résumé
· Ineffective cover letter

· Securing solid references
· Lack of preparation for the interview

· Lack of attention to interviewer(s)

· Failure to follow-up 

· Not knowing what you are worth in job market

Tips for Conducting a Successful Job Search

· Lack of planning

-  Start now even if you are still in school or currently employed.

-  Decide what kind of work is right for you.

-  Concentrate on one geographic area at a time. 

-  Gather information for résumé.
-  Determine job search methods that will be used in job search. 

· No clear focus on skills they possess and job fit

-  Identify skills.

-  Define/Explain skills clearly to prospective employer.

-  Show skills as they relate to job requirements.

· Not listing computer skills that are required for position

-  State the specifics, including major software such as Microsoft Office Suite and 

   hardware. 

· Ineffective, inaccurate or incomplete résumé
-  Customize résumé to target specific needs to perform the job.

-  Select a format and font that is simple and easy to read.

-  Focus on what skills you possess, your experience, and education and training. 

   Be truthful.

-  Check content for errors or missing information.
-  Send résumé to self before e-mailing to prospective employer.
-  Do not post résumé on Internet job boards if you are currently employed.

· Ineffective cover letter

-  Obtain name of interviewer or HR director.  Do not address letter “To whom it may 

   concern.”

-  Focus on wants and needs of the company as stated in job announcement.

-  Keep cover letter to one page (roughly 200 words).

-  Proofread your letter.  Running a “Spell Check” may not find all typographical  

   errors.

· Securing solid references
-  Obtain permission from references.

-  Vary types of references (professional, educational, and personal).

-  Provide written permission to references for providing information to interviewer.

· Lack of preparation for the interview

-  Check travel time and location of interview.

-  Take transcripts, certifications, competency profile, portfolio, résumé, references, 

   pen, and pad of paper with you to interview.  Place in a file folder to keep papers 

   organized and clean.  

-  Wear appropriate attire.

-  Know the company and employer.

-  Practice possible interview questions.  Be prepared to sell yourself.

-  Be prepared to respond to any illegal questions.

· Lack of attention to interviewer(s)

-  Be an active listener.

-  Maintain good eye contact when you are speaking and listening.

-  Sit up straight and face interviewer asking question.

-  Don’t forget to smile and thank interviewer(s) for their time.

· Failure to follow-up 

-  After applying for a position, contact hiring manager to confirm receipt of  

   application, and don’t be afraid to follow up as to job status.  

-  After interviewing for a job, send a thank you letter and briefly restate what you can 

   do for them (what you will bring to the job).  Don’t be afraid to sell yourself! 

· Not knowing what you are worth in job market

-  Do research on the salary and compensation ranges for comparable jobs in the

   area.

-  Prioritize your needs—salary versus benefits, including vacation, sick leave, 

   flexible schedule, location of job, and advancement opportunities. 

-  Avoid discussing salary expectations until after job is offered.  

-  Prepare a salary history if you have been in the workforce for several years.  This 

   will help you when evaluating a job offer.   

For more information, contact Jane Huston, MAVCC Executive Director.

Phone: 405-743-5583       E-mail: jane@mavcc.com
