Manage Your Job Search – 10 Tips
1) Assess your career. -  What did you like about your previous position?  What did you dislike?  Formulate a 5 and 10 year career plan and determine what your next role and responsibilities should be.

2) Develop a job search strategy - What geographic locations are you open to?  What industry and size of companies fit your career objectives?  What work culture are you seeking?   Are there any particular companies of interest?

3) Write your resume – Your resume should be organized, concise and communicate a clear message of your credentials.  In doing so it is best to structure your resume into four main sections; your Professional Summary (Bullet points highlighting your transferable skills that your bring to a new organization.), your Professional Experience (Organized by dates, position, responsibilities and accomplishments.), Education/ Certifications (Organized by degree/ certification and university/ certifying organization) and Professional Activities (Highlighting any association affiliation, public speaking, white papers developed and other professional activities.)  Consider more than one resume if you are targeting more than one career track.  Resumes should be 2-3 pages long.
4) Track your career search – It is essential to develop a spreadsheet detailing who has been contacted regarding your job search and which jobs you have applied for.  The spreadsheet should include dates, companies, job title, means of submitting your resume and next follow-up.
5) Network – Reach out to business associates, friends and family.  Share your resume so they can also keep a confidential look out for you.  Attend local association meetings to meet new contacts within your profession.
6) Search Internet sites – Target companies of interest and search for any job opportunities within these companies.  Search job search sites, such as Monster, Career Builder, etc.  Word of caution when using these websites, it is best to post your resume confidentially.  Unfortunately there are many unprofessional recruiters who download resumes daily.  They have been known to submit resumes from their database without the candidates’ permission regardless of how outdated the resume is.  This could jeopardize your current job search, not to mention your future employment. 

7) Engage a reputable executive search firm – Unfortunately executive search firms do not all work within the same parameters.  It is important to have a clear understanding how a search firm structures your career search.  Clearly you want a firm that looks out for your best interest, keeps you informed on job opportunities and gets your permission before submitting your resume to any companies.

8) Target your cover letters – Your cover letter should be concise and targeted for each job opportunity.  This is your opportunity to get the hiring managers attention up front on how your credentials/ experience match the position being advertised.
9) Be professional - How you communicate yourself throughout your job search reflects your personality and how you may react on the job.  Follow-up is always recommended, however, too much follow-up may raise an eye brow with a future employer.  Checking in on the status of your resume once a week is a good rule of thumb, however, it is best to ask the hiring manager when you should check in next.  

10) Stand out in the crowd – Today’s job market is extremely competitive with the Internet.  Companies may receive hundreds of resumes for an advertised position and unfortunately only 5 - 10% of those will be a match.  With this in mind, you need to be selective and think outside of the box with your job search.  Traditional means of searching for a job have been tossed out the window.
