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JOB SEARCH STRATEGIES 
 

This handbook will help you better understand the various strategies you can utilize in 

your job search.  

 

Most job search experts—myself included—recommend using a minimum of 4 strategies 

at any given time. Do not rely solely on one method (especially if that method is submitting 

online applications!).  

 

Social Media 
 

If you’ve been on the hunt for a new job in the past 5 years, you’ve probably heard 

someone say, “You have to use social media! That’s the best tool for getting a job these 

days.”  

 

But is that really true? And, if so, what exactly should you do on social media to enhance 

your job search activities? Here are some answers to these burning questions and more.  

 

First, YES, you need an online presence. When recruiters and hiring managers vet 

candidates, they often run names through Google or some other search engine. In fact, 

according to the Huffington Post, they do this 80% of the time.   

 

What are they looking for? Simply put, they want to learn more about you. They want to 

see something that confirms what’s presented on your resume, and they want to know 

you’re a real, flesh-and-blood person who is indeed who you claim to be.  

 

Some more tech-savvy professionals will actually create their own personal website to 

act as a digital portfolio. But that’s not necessary. You can achieve the same thing using 

social media, with less cost and effort.  
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Additionally, according to the Society for Human Resource Management (SHRM), 84% 

of organizations actively use social media to find qualified candidates. That should be 

reason enough to get involved!  

 

This brings us to the next question: What social media platforms should job seekers focus 

on?  

 

SHRM says that, of the organizations who use social media for recruitment, 96% use 

LinkedIn primarily—and they also cite it as the most effective. Facebook and Twitter are 

also used, though significantly less (66% and 53% respectively).  

 

So, LinkedIn should be number one on your list too. It really is the gold standard for online 

professional networking. It has a robust menu of features that allow you to promote your 

skills and experience, connect with others—including recruiters and hiring managers, and 

even apply for jobs directly through the site. LinkedIn is tailor-made for the job seeker.  

 

We’ll discuss LinkedIn more in depth in just a minute.  

 

Though less popular with recruiters, Twitter and Facebook are still relevant, and they can 

be useful supplements to beef up your online presence even more.    

 
Use status updates to showcase your knowledge, share helpful resources, and establish 

yourself as a professional. This will help make you more visible to people who share your 

professional interests, including recruiters, and will reinforce your personal brand and 

credibility for prospective employers vetting your candidacy.  

 

Remember that your social media profiles may appear in searches for your name, so 

make sure everything you put there represents you in a way that builds your reputation 

and doesn’t harm it. If something is questionable, remove it. Privacy settings change 
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frequently so don’t trust that simply hiding certain items from public view will be protection 

enough.  

 

LinkedIn 
 

If you do not already have an active LinkedIn account, I suggest you set one up 

immediately. The basic account is free. The job seeker premium account has a fee 

associated with it, which allows you to use special features and enjoy certain job search 

advantages. However, I do not recommend that for people who are not already fairly 

sophisticated LinkedIn users. The free account is more than sufficient for most people.  

 

All Star Status  

 

To experience all of the benefits of LinkedIn, you need an “All Star” profile. This means 

your profile is 100% complete. According to LinkedIn, users with this status are 40 times 

more likely to receive opportunities through the platform. When recruiters search to find 

prospective candidates that has specific qualifications, an All Star profile will appear at 

the top of their search results list. They are always more likely to reach out with 

opportunities to those who have active, robust profiles.    

 

While making changes to an existing LinkedIn profile, be sure to turn off notifications to 

your connections (in your profile settings). Otherwise, anyone you are already connected 

with will receive updates on your changes, which can get very annoying. It can also cause 

suspicion if you’re connected with current colleagues who may not be aware of your job 

search.  

 

As of this writing, the requirements for achieving All Star status are as follows:  
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1. Profile Picture 

 

Make sure you use a professional-looking headshot. That doesn’t mean it has to be taken 

by a professional; it just needs to look professional. Do not use a photo of you with family 

or engaging in non-work activities.  

 

2. Experience  
 

List your current and past experience in the appropriate section. You can take this 

information directly from your resume, though it is also okay to adjust the language a bit 

to make it more informal, conversational and friendly. First-person tense is perfectly 

acceptable on LinkedIn.  

 

Keep in mind that, while your resume should always be customized based on the role for 

which you are applying, your LinkedIn profile is static. You only have one so it must 

broadly speak to your abilities for any role you may be seeking.   

 

When you’re not currently employed, you still need to list a current a position to be ranked 

an “All Star.” You can list your previous employment as current for about 6 months after 

your last date of employment. After that, you should change it to something else. I typically 

recommend that you list yourself as a freelancer/self-employed if you’re unemployed for 

an extended period of time.  

 

3. Skills  

 

You must list a minimum of 5 skills to achieve All Star Status. I recommend that you add 

20 to 30, and do not exceed 50. Always make sure your endorsement settings indicate 

that you do want to be endorsed by others.  
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Note: Endorsements are not the same as recommendations. Neither are required for All 

Star status but they are highly encouraged. For more information on the difference 

between the two and how to get them, refer to the Networking Naturally E-book.   

 

4. Summary 

 

The summary area is open space for you to write a little about yourself. Unlike in a 

resume, it is acceptable (and preferable) to write in the first-person voice. This is the first 

thing people will see when they land on your profile so take some time to craft it well. I 

recommend that you always start with a first-person version of your positioning statement 

(see the Resume and Cover Letter Toolkit for details on this). Follow this with a few 

sentences about your professional story—how you got here and where you’re going.  

 

5. Industry & Location 

 

Identify your current industry or the industry in which you are looking for work and include 

your location. If you’re planning on moving, put your new location in there. This will help 

recruiters in your new area find you.  

 

6. Education 

 

Add your education to the appropriate area. If you haven’t completed higher education, 

that’s perfectly okay. Include whatever you have, such as a high school diploma or a 

certification in your field.  

 

7. Connections 

 

All Star status requires at least 50 connections, so get active making requests with friends, 

family, former co-workers, superiors, colleagues, etc.  
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While still employed, you may choose to hold off on connecting with current colleagues 

as you may not want them to get suspicious.  

 

Always customize your invitation requests to improve the chances of acceptance. Use 

discretion when connecting with people you do not know in real life. LinkedIn is a business 

tool and people are often hesitant to connect with strangers unless there is a compelling 

reason.  

 

LinkedIn Groups  
 

LinkedIn has a lot of features, and some are more useful than others. Groups are an 

interesting tool you may want to take advantage of.  

 

Some LinkedIn groups have hundreds of thousands of members! And honestly, there’s a 

group for everything it seems—any field, any industry, any professional interest…you 

name it, there’s a group.  

 

Like any social network, groups and the dynamic conversations that take place within 

them can really suck you in—which could be a good thing or a bad thing for your job 

search!  

 

In my opinion, groups can be a great thing…if you know what you’re doing. They can 

enhance your search in a number of ways. For example:  

 

• Recruiters often browse through groups as a way to source talent. As an active, 

valuable group contributor, you can get on their radar.  

• You can message people who are in a group with you, even if they aren’t directly 

in your network. Likewise, other group members can message you. This opens the 

lines of communication and makes it easier to create new contacts.  
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Of course, you won’t get the benefits if you’re just a passive member of groups. Plus, you 

want to make sure you’re using your time wisely with them. To effectively use the groups 

functionality, consider doing the following:  

 

1. Only join relevant groups that you feel could provide two-way value, meaning that 

you can contribute to the group and also receive value from it.  

 

2. Stick to a reasonable number of groups—like 5 to 10. More than that and it 

becomes impossible to be active in all, which makes your membership pointless. 

 

3. Add value to the group by posting thoughtful comments, questions, and answers 

to the questions of others. Because groups are self-selected individuals with 

similar interests, they are more likely to get engaged in conversation, so be sure 

to respond to people who interact with you.  

 

Devote some time to group participation and you’ll quickly see the value. However, it 

might be wise to limit the time you spend there as well. Too many people are intimately 

familiar with the black hole of internet discussions. Don’t let your participation get in the 

way of your other job search activities.  

 

Targeted Job Search  
 

A targeted job search tends to be the most fruitful approach. This means that you go into 

it knowing exactly what kind of role you’re looking for and you have a list of organizations 

you’re interested in.   

 

Without a target in mind, your search can get pulled in a lot of different directions and you 

can easily end up with a job that isn’t the right fit for you. When you have a clear target, 

you can focus all your job search energy in the direction you want to go. You will have a 
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much better idea of the people you need to meet, the organizations you need to connect 

with, and the kinds of activities you should engage in.   

 

Building Your Target Company List  
 

By the time you’re ready to launch a job search, you should have a clear idea of the role(s) 

you are pursuing and a general sense of the kind of organization you’re looking for. You 

may already have some companies that have been on your employment “wish list” for a 

while, so capture those first.  

 

To identify additional organizations to target, you might need to do some research.  

 

LinkedIn is a great resource to get started. Just type in the name of your city (or zip code) 

and a few keywords for the type of organization you’re seeking. From there, you can dig 

in to the company profiles to learn more about them and their culture.  

 

You can also search LinkedIn for people with specific job titles or keywords in their profiles 

and see what organizations they work for now and where they worked in the past.    

 

For any company of interest that you capture, you may also want to consider their 

competitors, clients, affiliates and vendors.  

 

Local “best of” lists and business journals are also great sources for company information. 

You can learn what new businesses are coming to your area and which ones are 

expanding.  

 

Additionally, online job boards can be a useful tool for research purposes. You may find 

a company of interest there—even if they aren’t currently hiring for your specific role. It’s 

always possible that you can network your way in. Believe it or not, career experts 
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estimate that up to 80 percent of positions are not ever advertised! Sometimes, a new 

position can even be created for the right person with the right set of skills.   

 

Finally, talk to your friends and family and see what exciting organizations they know 

about. Open your eyes and ears and look at every organization you interact with as a 

potential target. Talk to the different people you come into contact with on a regular 

basis—your hairdresser, dog sitter, dentist…these people are all a part of your community 

and they may have useful insight to share.  

 

Once you know your target, it’s time to get busy.  

 

The No. 1 Source of Hire: Referral  
 

According to studies published by CareerXroads, a leading researcher in hiring trends, 

referrals are the top source of hire—and this has been consistently true for almost a 

decade. Additionally, a job seeker who is referred is conservatively three to four times 

more likely to be hired than someone who applies without a referral. 

 

A referral, in this sense, can be an introduction or a recommendation. An introduction can 

come from any mutual acquaintance. A recommendation, on the other hand, is an 

introduction that also comes with an endorsement of who you are and what you do. 

Therefore, it must be provided by someone who already knows you well, likes you and 

trusts you as a professional. A recommendation carries more weight, but introductions 

are more freely given and still very useful.  

 

Whenever possible, you don’t want to submit an application “cold” (without an introduction 

or recommendation). Before applying for a role somewhere, check with your network to 

see if you know anyone who works at the organization—or someone who knows someone 

who does. LinkedIn makes this very easy as you can search for the specific name of the 
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company and then see a list of people employed there, along with how you’re connected 

to them.  

 

Ask your contacts to facilitate referrals by simply being direct. For example:  

 

• Phil, would you mind introducing me to Bill Smith? I saw that you’re connected on 

LinkedIn and I’m looking at a position at Bill’s company. I’d love to get his take on 

it.  

 

If you don’t know exactly who you should connect with, you can also open discussion with 

your contacts by asking questions like:  

 

• Who do you know who might be a good contact for my job search?  

• Do you know someone at XYZ company?  

• Do you know anyone in my field?   

 

You may choose to ask your contact to share your resume as well, but that isn’t always 

necessary and some people would rather not get in the middle like that. You can provide 

your resume and other information later after an initial introduction is made, if and when 

it’s appropriate. Remember that asking for an introduction is a favor, so you want to make 

it as easy as possible for people to help you.   

 

Asking for a recommendation means you’re also asking someone to put in a good word 

for you with a prospective employer. In essence, they’re vouching for you and your work. 

You are a reflection on them, so always do your best to respect that throughout every 

interaction.  
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Who Are Your Sources?  
 
As you launch your job search, make a list of everyone you already know whom you can 

contact regarding your job search. They do not necessarily have to be people in your field 

or people who might have job opportunities for you. They can be anyone. Consider 

friends, family, acquaintances, former colleagues, and other professional associates. Try 

to go deep and consider anyone who might be a good source of connection.  

 

Many years ago, when I was job searching, my parents told me to contact their financial 

advisor, a woman who was very well-connected in the local business community. I had a 

30-minute phone call with her, after which she made over a dozen introductions for me to 

various people in my field. This led to 4 in-person interviews. I would have never thought 

to include someone like my parent’s financial advisor on my list! But she turned out to be 

a great contact. My point: Don’t be afraid to really reach in this process. You never know 

where a great lead might come from.     

 

Brainstorm Your Potential Sources  
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Networking Activities 
 

To enhance your ability to get referrals, expand your network by attending networking 

events in your area. Be sure to connect with people immediately afterwards via LinkedIn 

to stay in contact. When you do this, you can see the people they are connected with on 

LinkedIn (these are considered your 2nd degree connections). In the future, you may want 

to ask your new networking contact to facilitate introductions to people in their network.  

 

Volunteering in your community is another great way to build your network for the same 

purposes. Likewise, attending professional association meetings in your field may also 

prove useful. The more people you meet, the more opportunities you have for referrals.  

 

Never be afraid to share that you are job searching. People are naturally inclined to be 

helpful. They often enjoy making connections, even for those they don’t know well.  

 

Online Applications  
 

Online applications are often viewed as the primary tool for modern-day job search. 

However, the rate of response is quite poor in comparison to networking activities and 

referrals. On average, you can expect a 4% rate of return. That means, for every 100 

applications you submit cold online, you will receive about 4 interview invitations. This 

number can increase substantially with a well-crafted resume, but it will never be as high 

as your rate of response for referral.  

 

That’s not to say that online search is totally irrelevant. It can be useful, and I’ve personally 

experienced success with it, both for myself and my clients. However, realize that it is a 

numbers game. You have to be vigilant about it.  
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It is also very time consuming to complete online applications. Some are incredibly 

detailed and require you to enter your information manually, in addition to submitting a 

resume. Some allow you to upload a resume but strip all the formatting making it difficult 

to read. Unfortunately, there is no way around these tedious aspects. You simply have to 

work within the confines of the system being used.   

 

If you are engaged in a targeted job search, go directly to your target organization’s 

website to search and apply for open positions. Some organizations publicize roles there 

first, while others use their website exclusively.  

 

Online job boards can help you identify additional opportunities that you might not have 

considered in your target previously. I prefer Indeed.com because it is an aggregator, 

meaning it pulls in postings from other online job boards like Monster and CareerBuilder, 

thus reducing the number of sites you need to visit.  

 

LinkedIn is also a great resource for finding job postings, as some organizations use it to 

publicize the HR contact/recruiter for the role as well. You can connect with that person 

right there on LinkedIn (or ask someone in your network to make an introduction), thus 

making yourself a more visible candidate. Some organizations also allow you to apply for 

roles by only submitting your LinkedIn profile. While this is a great time-saver, it isn’t 

always the most effective strategy. Whenever possible, submit a customized resume in 

addition to your LinkedIn profile.   

 

Some job boards allow you to post a public resume. The idea is that recruiters will search 

the database for candidates and possibly contact you with opportunities. Research shows 

that LinkedIn is the primary source (by far!) for this kind of activity. Other sites, such as 

Monster and CareerBuilder, are simply not effective in this regard. Posting your resume 

publicly will likely only result in a lot of spam and irrelevant inquiries. These things can 

come from LinkedIn as well, but it’s at a much smaller rate. At the time of this writing and 



JOB SEARCH STRATEGIES HANDBOOK 
By Chrissy Scivicque, PMP, PCM 

18 
©2016 CCS Ventures, LLC (Last Update: 2021) 

All rights reserved. Do not reproduce or republish without express permission of author. 

in my experience, the majority of LinkedIn inquiries are legitimate. They may not always 

be ideal for you, but they are not typically spam.  

 

When applying for jobs online, research indicates that you have the best chances when 

submitting your application within the first three days a job is advertised. So, stay vigilant! 

Watch the job boards closely and be prepared to act fast. However, even if you find a role 

in which you are interested but it’s been advertised for significantly longer than 3 days, 

it’s still worthwhile applying. There’s no way of knowing what’s happening at the 

organization. If the posting is still online, the job is presumably still open. You’re just facing 

more competition as the organization likely now has a greater number of applicants.   

 

Temp Agencies  
 

Temporary work can be a great way to supplement your income while between jobs, 

prevent large gaps of unemployment, and expand your network all at the same time. In 

some cases, a temporary engagement can turn into a permanent position if you perform 

well and the organization has a need.  

 

Temp agencies work directly with companies to find workers for temporary assignments. 

As a job seeker, you will first provide your information to the agency. If and when they 

have a role that suits your skills, they will place you on assignment. The agency charges 

the company a set amount per hour for your services, and the agency takes a percentage. 

 

Some agencies are focused on a specific field or area of expertise, such as Accountemps, 

which handles temporary accounting and finance staffing.      

 

In some cases, you may end up working several short temporary assignments, or you 

may be placed on a longer one for a period of time. You may end up with periods between 

assignments or odd hours. However, some temp agencies do offer health care and other 
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benefits to their temps. It doesn’t usually compare to the benefits of permanent work, but 

it can still be a worthwhile option to explore.  

 

Private Employment Agencies  
 

Private employment agencies are firms that connect job seekers with hiring organizations. 

They often handle both temporary and permanent placements. Like temp agencies, they 

are contracted with the organization to help find candidates for open positions. They too 

may specialize in a certain area of expertise. For example, OfficeTeam specializes in 

placing administrative professionals in office support roles.  

 

Executive search firms focus primarily on high-level professionals. They may be used as 

an outsourced recruiting team for the company. As a job seeker, it can be useful to 

register yourself with these firms so your information is in their database. If and when a 

role arises that matches your qualifications, you may be called in for a discussion.  

 

At times, you may apply for a position and the first level of screening will take place with 

an employment agency, rather than the hiring organization.  

 

Recruiters & Headhunters  
 

Recruiters can work within an organization, temp agency, or private employment agency. 

Their job is to help companies find prospective candidates to fill open positions. They are 

paid by their firm or the hiring organization (not the job seeker). Therefore, they are not 

necessarily concerned with finding you a job; they are more concerned with finding a 

candidate for their client. If you are not the right fit for the job they are working to fill, they 

may not have much interest in working with you. However, they may have other jobs (now 

or in the future) for which you are a good fit, so they’re still good people to know.  
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Headhunters are similar to recruiters; however, they are generally paid on a contingency 

basis, meaning they receive payment only after placing a candidate. They can be paid 

either by the company or the job seeker. If you’re working with a headhunter, you will 

likely be charged a percentage of your annual salary once placed in a role.  

 

If you’re interested in working with a headhunter, search the Internet for someone local in 

your area, as they are likely to have an extensive network of contacts, and be sure you 

understand the fee structure prior to establishing a relationship. Always ask for references 

and do your due diligence before agreeing to work with this person. You need to have 

adequate evidence that their service is valuable and that they’ve produced real results in 

the past.  

 

I typically do not recommend paying someone to assist in this capacity until you’ve 

thoroughly exhausted your other options first. The vast majority of job seekers can learn 

enough to be effective on their own.   

 

Public Employment Services  
 

State and local governments offer a wide variety of employment services. In the U.S., 

these are usually referred to as “Workforce Centers.” They are designed to help educate 

and support job seekers and connect them with employment opportunities in the 

community.   

 

I have personally found education services at these facilities to be lacking. The experts 

on staff are not always well-versed in modern-day strategies and techniques. However, 

they do often host large databases of job openings. 

 
You can find more information about public employment services in your state by visiting 

this page: https://us.jobs/state-workforce-agencies.asp 
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College Career Centers / Alumni Services  
 

Many colleges offer career services specifically for alumni. Depending on your school, 

you may have access to education, career counseling, resume assistance and other 

employment services. Some schools offer alumni directories as well, so you can 

reconnect with others in your field of study and enhance your networking. (You can also 

do the same thing on LinkedIn!)  

 

Contact your school’s career center for details about alumni services.  

 

Local Job Fairs 
 

Local job fairs offer opportunities for employers to connect in-person with job seekers. 

While many of these events focus on entry-level positions, they are still great 

opportunities for those looking at higher levels. While there, you can often speak directly 

with a representative of the organization. Even if they aren’t hiring for the exact role you 

want, you can offer your resume and possibly get the name of the right person to contact 

in the organization in the future. If you’re looking for an entry-level role, you may have the 

opportunity to interview at the job fair. Regardless of your goals, always dress 

appropriately and take plenty of copies of your resume and business cards.  
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TIPS FOR A SAFE JOB SEARCH  
 

Protect Your Information  
 

• Never include your social security number, driver’s license number, or date of birth 
on your resume or LinkedIn profile.  

 

• If you decide to post your resume publically on a job board (such as Monster or 
CareerBuilder), remove your street address and phone number. Only include your 

email for contact information as this is easier for you to screen. You may even want 

to set up a separate email account specifically for your job search.  

 

• You can choose whether or not to include any contact information on your LinkedIn 
profile. Even if you don’t put anything in there, recruiters can use the LinkedIn 

messaging system to reach out to you. While I’ve found that LinkedIn does not 

produce as much spam as other job sites, it’s still important to use caution in 

publicizing your phone and email info.  

 

Beware of Scams  
 

• If a job sounds too good to be true, it probably is. Some unscrupulous organizations 

will post jobs that have very creative, exciting sounding titles for roles that are 

nothing more than commission-based sales jobs. Do not waste your time exploring 

these “opportunities.”   

 

• Phishing scams are those which attempt to fraudulently obtain your personal and 

financial information via email. Job seekers can be especially vulnerable to this. If 

you receive an email message regarding a “job” that requires you to urgently send 
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your social security number or bank account number, for example, do not respond 

or click on any link in it, and delete it immediately.  

 

• Do not pay for job listings. Most listings are not exclusive and you gain nothing 

from this investment.  

 

• If people call you to solicit their recruiting services or other career transition 

assistance, do not engage. Honest, trustworthy individuals in the field will not cold 

call a job seeker.  
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SUCCESS STRATEGIES  
 
Be Consistent  
 

Treat your job search like it’s a job. The more consistent effort you put into it, the more 

results you’ll see. Too often, people haphazardly get started, don’t see immediate results, 

and then press pause. They do this over and over again and never gain momentum. 

When you do this, the people in your network won’t understand how serious you are. As 

a result, they won’t be as inclined to offer assistance. Remember that job search is a 

numbers game: The more people you touch, the more applications you submit, and the 

more interviews you have, the more likely you are to be successful.  

 

Follow Up Promptly  

 

Whenever you’ve connected with someone who might be able to help in your job search, 

follow up with them promptly. Whether they’ve offered to introduce you to someone or 

pass your resume along to the right person in their organization, it’s easy to forget the 

discussion. Quick follow-up ensures they are more likely to remember and follow through 

on their end.  

 

Recognize that people are busy and your requests for help may be put on the backburner. 

Don’t get offended. Simply be pleasantly persistent. Continue to check in and do 

everything you can to make helping you easy on them.  

 

Track Progress  

When you’re engaged in an active job search, it can be easy to forget what you’ve done 

and what your next steps are. When you finally receive a call for an interview, you may 

not even remember the person who referred you or the position for which you applied!  
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Tracking helps prevent these kinds of embarrassing and detrimental memory lapses. It’s 

also useful to track what you’re doing so you can see what strategies are proving to be 

most effective. Perhaps you’ll notice that a certain job board has a better response rate, 

or a certain networking group attracts higher quality contacts for you. Without tracking, 

you won’t recognize these patterns.  

 
Adjust Your Strategies as Needed  
 

Finally, adjust your strategies as needed along the way. Don’t lock yourself into a routine 

that isn’t working. Job search isn’t an exact science. You have to try new things regularly 

and see what sticks. If something isn’t working for you, set it aside and move on to 

something else.  
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WHAT JOB POSTINGS REALLY MEAN  
 

A lot of job seekers are intimidated by the process in the beginning. They lack confidence 

in their abilities and become easily overwhelmed by the lengthy, requirement-filled job 

postings they read online.  

 

Inevitably, most job seekers experience deep trepidation when they first begin applying 

for positions. A big part of the problem lies in how people tend to read job postings. They 

view them as a list of hard-and-fast requirements. When they see something listed that 

doesn’t match their experience perfectly, they figure it’s a lost cause.  

 

Nothing could be further from the truth! To better understand how job postings work and 

what you should really be thinking about as you review them, consider the points below.  

 

Job Postings Represent the “Ideal”  

 

When a job posting is created, the prospective employer usually creates a “wish list” of 

everything they would want to see in the ideal candidate. They know the chances of 

finding that perfect person are slim to none. But they also know that defining it this way 

helps them better understand their needs and prioritize their wants.  

 

Generally speaking, the items listed toward the top of the posting are the most important. 

As you move your way down, they become less important.  

 

What this means for you, the job seeker, is simple: Recognize that you don’t need to have 

everything included in the job posting to be competitive. The vast majority of applicants 

will likely be missing a few things. However, you’re a stronger candidate if you’re able to 

match your skills and experience to the items listed at the very top.  
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Preferred Qualifications Are Not Requirements  
 
Take note when the job posting identifies preferred qualifications. These are, just as the 

name indicates, preferences—not strict requirements. That means, if the candidate has 

them, it’s a bonus. If they’re missing, it’s not a problem. Don’t rule yourself out based on 

preferred qualifications you don’t have.  

 

Employers Know They Will Have to Train You  
 
Most employers understand they will have to train even the most qualified new hire on 

certain elements of the role. Every organization has its own unique way of doing things. 

Many companies use proprietary systems and software or customized technology that 

doesn’t exist in the exact same fashion elsewhere.  

 

They’re already prepared to train the right person to do the job. As a result, many 

employers would rather hire based on aptitude and attitude, rather than based on a pre-

determined list of requirements. They know they can train certain skills, while others 

simply can’t be learned.   

 

In many cases, employers are looking for someone who has demonstrated a willingness 

and ability to learn. They want someone who is a personality fit for the team and a culture 

fit for the organization. In short, they are willing to overlook a few missing qualifications if 

the rest of the package is a match.  

 

When embarking on a job search, keep your perspective when it comes to job postings. 

Don’t take yourself out of the running if you have 80 to 90% of what they want. Remember 

too that a warm introduction from someone in your network will go a long way in helping 

prospective employers overlook missing qualifications.  
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When you find a position that you feel is a strong fit, it’s still worth your time to submit 

your customized resume and cover letter—even when you’re missing a few items. As the 

saying goes, “Nothing ventured, nothing gained.” Best case scenario: You gain a new 

opportunity.  
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HOW RECRUITERS AND HIRING MANAGERS COMMUNICATE 
 

Brace yourself: This might be tough to read.  

 

When you’re job searching, it’s tempting to dissect every word a recruiter or hiring 

manager speaks or writes and try to decipher its exact meaning.  

 

“They said it looks promising! I must be getting an offer!”  

 

“They said they’d call this week and they haven’t yet! I must have bombed the interview!”  

 

 “They said I’m at the top of the list! I must be their favorite!”  

 

Unfortunately, such exercises are futile. Recruiters and hiring managers are a tricky 

bunch. Sadly, if you’re playing this game, you’re almost always going to read too much 

into what they say. 

 

Most job seekers hold these gatekeepers of employment opportunity to unrealistic 

expectations. They believe that recruiters and hiring managers are using some kind of 

coded language to communicate.  

 

Rest assured: They’re not. Most of the time, they’re simply reciting boiler plate language 

to move things along.  

 

Keep in mind that most people who are responsible for hiring are juggling a lot of things. 

Recruiters have many positions and prospects to handle; hiring managers are still leading 

a team. You are but one component of a much bigger to-do list.  

 

When they offer feedback or timing estimates, they’re not predictions. They are kind 

approximations.  
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If they say you’ll hear back in about a week, they’re saying a week—more or less—is the 

current timeframe. That could change. And you probably won’t ever hear back if they’re 

not interested in moving forward. Unfortunately, the standard in modern day job search 

dictates that employers only communicate positive news; they seldom inform 

unsuccessful candidates.  

 

The hiring process is fluid. Requirements, budgets and needs can change at a moment’s 

notice. Positions can be eliminated or postponed. You might have been a shoe-in last 

week, but this week, you’re out of the running.  

 

As an outsider, you just don’t know.  

 

Recruiters and hiring managers aren’t going to bother explaining these details to all of 

their candidates. They presume that most professionals understand the fluid nature of the 

process.  

 

They also will usually give a generous assessment of the situation in order to keep a 

candidate interested. Why tell anyone they have little chance of getting the job? Needs 

might change. This person might end up being the best option they have. No need to cut 

anyone loose if they don’t have to.  

 

If this paints a stark picture of the hiring process, you’re getting the idea. Recruiters and 

hiring managers have a job to do. Until you have an offer in hand, take everything they 

say with a grain of salt. Don’t try to read more into it.  
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Where to go from here?  
 
The best course of action is to presume you didn’t get the job—no matter what promising 

words were spoken; no matter how good you felt after the interview. Always keep your 

job search wheels turning. Continue going on interviews, continue submitting 

applications, and continue engaging in your regular job search activities.  

 

You can also follow up with recruiters and hiring managers if you’re curious to know where 

things stand in the process. But never pause your efforts based on vague assurances. 
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JOB SEARCHING WHILE STILL EMPLOYED 
 

One of the most difficult aspects of job searching is how to do it while still employed. Most 

people worry about rousing suspicion. After all, it’s not something you want to announce 

over the PA system. The unavoidable “sneaking around” that has to take place is enough 

to make any self-respecting employee question their integrity.  

 

So, how do you launch a job search while still employed, without hurting your standing 

with your current employer and without feeling like a criminal? Here are a few 

suggestions.  

 

Don’t Job Search on Company Time  

 

This one should go without saying. However, when you’re pressed for time and feeling 

antsy to move on, it can be tempting to take care of job search activities during work time. 

Don’t indulge in that kind of behavior. Don’t use the company computer, company email 

address, fax machine, scanner or anything else, and avoid taking calls from prospective 

employers on company time. These things might seem relatively harmless, but they 

amount to time theft, and no organization will look kindly upon those who do it.  

 

Use Vacation Time for Interviews  

 

One of the biggest concerns around job searching while still employed is about how to 

take time off for interviews without calling attention to yourself. We’ve all known someone 

who had a “sudden dental emergency” and had to take multiple mornings off to deal with 

it—and then resigned a week later. We’ve also probably all felt suspicious when a 

normally casual co-worker suddenly showed up in a suit.   

 

Avoid raising suspicions by informing your prospective employer that you’re currently 

working and would appreciate meeting in off-business hours if possible. Most people 
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engaged in the hiring process can respect that, and they’ll often try to work with you by 

arranging breakfast or lunch meetings or scheduling time in the later hours of the day.  

 

If the only meeting times are available during the workday, consider taking a full vacation 

day instead of calling attention to yourself with multiple appointments. If that’s not feasible, 

you can simply say you have an appointment and need to take a morning or afternoon 

off. No further explanation is needed—so don’t bother creating an inventive story to cover 

your tracks. And remember: you can change clothes outside of the office if you’re worried.  

 

Regardless of how you manage the time off, be sure it’s worthwhile. Only agree to an in-

person meeting for roles you are seriously considering. If a position doesn’t appear to be 

a reasonably good fit, it’s probably not worth the hassle to investigate further.   

 

Ask Prospective Employers to Maintain Confidentiality  

 

It’s always a good idea to inform prospective employers that you’re keeping your job 

search confidential at the moment, and you’d appreciate their discretion. This kind of clear 

disclosure lets them know you don’t want them calling your current company for 

references or sharing your candidacy publicly until things become official. It doesn’t 

guarantee that they’ll oblige (though most will), but you’ll have done your best.  

 

Turn Off LinkedIn Notifications  
 

If you’re scrambling to spruce up your LinkedIn profile, be sure to hit the little button under 

“Settings & Privacy” that says “Sharing Profile Edits / Choose whether your network is 

notified about profile changes.” When you turn that off, you can make changes safely 

without anyone receiving direct notification. Someone might still stumble over your profile 

and notice updates, but the likelihood of that is minimal.  
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Be Honest…But Only If Asked Directly  
 

Whether or not to disclose your job search is a matter that requires good judgement based 

on your situation. You don’t ever want to volunteer the information, but if asked directly 

by an immediate superior, “Are you job searching?” it’s often a good idea to be honest. 

Say something simple like, “I’m exploring some opportunities,” or “I’m not closing any 

doors at the moment.” Don’t offer more information though. If anyone tries to dig deeper, 

it’s perfectly acceptable to say, “I’m keeping things confidential for the moment.”  

 

Sometimes, the inquiring leader will use this as an opportunity to find out more about why 

you’re considering a move and to take steps to retain you. But be careful not to assume 

this will be the response.  

 

If you’re concerned that disclosing your job search will lead to retaliation or possibly even 

termination, it’s also okay to say, “Not at the moment.” That way, should you accept a 

new role in the near future, you can say it was a quick opportunity that just recently 

appeared.  

 

Finally, it’s important to recognize that you do have the right to change jobs. You shouldn’t 

feel like you’re doing anything wrong by exploring other opportunities. Don’t allow your 

sense of loyalty to get in the way of your success. Respect your current employer—and 

respect yourself too.   
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TIPS FOR THE LONG-TERM UNEMPLOYED  
 

Career transitions are difficult even under the best of circumstances. Whether the move 

is voluntary or involuntary, planned or spontaneous, dramatic or relatively unexciting, the 

process of finding new employment can be long and drawn out. Even well-qualified 

candidates can find themselves trapped in extended periods of unemployment.  

 

The Bureau of Labor Statistics defines long-term unemployment as a period of more than 

27 weeks (or about 6 months). Half a year without a job is enough to give anyone cause 

for concern. To make matters worse, once you’ve gone that long without a job, 

prospective employers now have concerns of their own.  

 

If you’ve been unemployed for a few months or more, here are some things you can do 

to help proactively alleviate these worries.  

 

1. Participate in Professional Development Activities  

 

When employers see long periods of unemployment, they immediately worry that the 

candidate’s skills have gotten rusty. After all, if you don’t use it, you lose it, right?  

 

Consider taking some continuing education courses to keep your skills fresh and up-to-

date, and to potentially expand your marketable skillset. That way, if and when this 

concern is raised, you can quickly counter it by citing your professional development 

activities. Plus, this is a great way to stay connected to people in your field and expand 

your network for job search purposes.  

 

2. Consider Contract and/or Volunteer Work  
 

Short-term engagements and volunteer work can be great ways of keeping busy while 

also filling gaps on your resume. Sure, the work might not be ideal and the pay may be 
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minimal (or nonexistent), but that’s okay. It’s not permanent. You just want to demonstrate 

to prospective employers that you’ve been an engaged, contributing member of the 

workforce even during your unemployment. This also helps them see that you have useful 

skills that others want to leverage.   

 

3. Expand Your Search  
 

Everyone wants to find “the perfect” job—that’s a given. But, if you’re facing a prolonged 

period of unemployment, it’s worthwhile considering a few concessions. Instead of 

focusing on a very narrow search, expand it and see what other opportunities are out 

there.  

 

It might be worthwhile to explore lower-level positions as a way of getting your foot in the 

door with a great organization. Or maybe it’s not such a big deal to commute a little longer 

for a solid role in another town.  

 

Remember that, the longer your unemployment goes, the harder it becomes to get back 

on track. If you hold out too long for “perfect,” you could miss a lot of “perfectly good” 

options. It’s always better to look for a job when you have one. So, even if you make some 

sacrifices now, you can try again later when you’re not saddled with the baggage of 

unemployment.  

 

4. Manage the Mental/Emotional Aspects  

 

Long-term unemployment can really do a number on your self-esteem. You start to worry 

that you’re not valuable or that there’s some kind of inadvertent signal you’re giving off 

that tells employers to stay away. These negative thought patterns can create a 

potentially dangerous cycle. After all, when you’re not feeling confident, it shows. You 

may give off a bad impression during your networking activities and job interviews, which 

will only prolong your job search even more.   
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Don’t discount the importance of keeping a positive outlook throughout the process. Don’t 

allow yourself to fall into downward spirals of thought and behavior. You will get through 

this; it will be much faster and less painful if you rigorously manage your mindset along 

the way.  

 
5. Get Professional Help  
 

Finally, consider working with a professional in the field of job search and/or career 

counseling. There may be some simple improvements you can make to your resume, 

your interview skills, or your job search strategies that will speed up the process.  

 

All too often, people who are unemployed for long stretches of time believe they are doing 

everything “right” and that circumstances are just stacked against them. That’s not always 

the case. In many situations, these people are making basic mistakes that could be 

resolved easily if only they were aware.  But, you don’t know what you don’t know. Most 

job seekers are not experts in job search. So why not leverage the people who are?  

 

Long-term unemployment isn’t easy, but it’s also no time to get lazy. Put these strategies 

to work and soon you’ll be back on track.  

 

 

 

 

 

 

 

 

 

 

 



JOB SEARCH STRATEGIES HANDBOOK 
By Chrissy Scivicque, PMP, PCM 

38 
©2016 CCS Ventures, LLC (Last Update: 2021) 

All rights reserved. Do not reproduce or republish without express permission of author. 

JOB SEARCH TRACKER 
 

The table below is a sample job search tracker. Use the tracker to capture dates, 

important information you don’t want to forget (like names, organizations and position 

titles) and follow up reminders for yourself.  

 

You can download a Word document version of this tracker here:  

https://media.eatyourcareer.com/wp-content/uploads/2021/08/24131055/Job-Search-

Tracker.docx 

 
Date Activity Job Info* Follow Up Details 

12/11/20 Applied via Indeed.com Learning Program 

Coordinator, Regional 

Office of Pinnacle 

Connect with Susan 

Dempsey on LinkedIn 

(current employee)  

12/12/20 Attended ATD Holiday 

Party 

Spoke with Marty Sims re: 

Training Supervisor 

position at Wells Fargo 

Sent resume to Marty, 

connected on 

LinkedIn (12/13) 

12/15/20 Sent resume to Felicia 

George (friend of 

Craig’s) 

Possible lead at National 

Insurance in Broomfield 

Out of office reply—

Felicia is out of town 

until Friday; follow up 

next week  

    

    

 

*URLs may disappear; copy and paste job descriptions into a word document for safe 

keeping.  
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MEET THE AUTHOR  

Chrissy Scivicque (pronounced “Civic”) is the CEO of CCS Ventures, LLC & Eat Your 

Career, the foremost authority in professional development education for administrative 

professionals, emerging leaders, and other career-minded individuals and teams. We 

offer a robust assortment of training and resources to improve job performance and 

enhance personal fulfillment.  

 

Chrissy is a certified Project Management Professional (PMP) and certified Professional 

Career Manager (PCM). She holds a Bachelor’s Degree in Business Administration and 

Marketing from Sonoma State University in California and has obtained Training and 

Instructional Design certification from the Association for Talent Development.  

 

Since 2009, Chrissy has developed and delivered custom training programs for teams 

inside some of the world’s most recognized companies including 3M, Amazon, Microsoft, 

GoDaddy, Capital One, Northrop Grumman, Grainger and more.   

 

Chrissy’s work is regularly featured on popular websites including Forbes and US News 

& World Report. She has published over 500 articles on career-related topics and is the 

author of several books, including The Proactive Professional, The Invisibility Cure, and 

ELEVATE Admins, all available on Amazon.  
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ABOUT EAT YOUR CAREER  
 

 

 

 

 

Chrissy believes that work can be an enriching, nourishing life experience. She loves 

helping professionals figure out what that means for them and how to achieve it. 

 

We provide professional development training and resources to help you conquer 

career complacency & find fulfillment at work. 

 

Our products and services include:  

• On-Demand Programs 

• Information Products  

• Virtual Training Workshops  

• In-Person and Virtual Speaking & Training Services  

• The Career Success Library  

 

We offer FREE monthly training webinars and Q&A sessions, where Chrissy provides 

straightforward advice to help address your workplace frustrations and career challenges. 

Sign up to get notified about upcoming sessions here: www.EatYourCareer.com/signup 

 

 
 

PLEASE KEEP IN TOUCH 

Chrissy@EatYourCareer.com 
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THE CAREER SUCCESS LIBRARY  
 

 

 

 
 

The Career Success Library is a convenient, affordable on-demand learning 
center that gives you an unmatched competitive edge in today’s working world.  

Learn more and sign up here: https://mycareerlibrary.com/ 
 

 

Training Webinars  
Enjoy a new virtual training 

course every month. Plus, get 
on-demand access to the 

complete video archives!  
 

Digital Downloads  
Get step-by-step career 

guidance, support and 
education with interactive 

workbooks, worksheets and 
more.  

 

Q&A Sessions  
Learn strategies to help you 

overcome your most 
challenging workplace  

obstacles.  
 

Certificates of Attendance 
Use your proof of training to 

earn continuing Education Units 
(CEUs) for your professional 

certifications.  

 

Audio Sessions 
Download MP3 audio files of 

past Q&A “Ask the Career 

Coach” Sessions.  

Special Events 
Get exclusive invites to 

members-only training and 

networking events. 

 

Interactive Quizzes  
Gain self-awareness and 

expand your business acumen 
with fun and thought-provoking 

quizzes.  
 

Learning Tracks  

Focus on the right training to 
achieve your goals by following 

our simple roadmaps.  
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ADDITIONAL RESOURCES 
 

We offer a wide variety of learning options to help you enhance your professional 
skills and create the career you want and deserve. 

Browse the Success Store here: https://eatyourcareer.com/success-store/ 

 

On-Demand Programs  
Our online, self-paced learning programs offer convenient, step-by-step career guidance 

to help you achieve your goals.  

• F.I.N.D. Your Nourishing Career: Fearlessly Identify New Direction  

• G.R.O.W. Your Nourishing Career: Gain Recognition, Opportunities and Wealth  

• Job Seeker Jump Start: Everything You Need to Land the Job You Want NOW  
 

Information Products  

Our comprehensive career manuals offer in-depth exploration of important professional 

development topics. 

• Build Your Professional Development Plan  

• Personal Branding for Professional Success  

• Resume & Cover Letter Toolkit  

• Rock Your Interview  

• Build Your Professional Portfolio 

• Guide to Goal Setting & Goal Getting  

• Modern Business Etiquette  

• Networking Naturally  

 

The Learning Lab  

Our full-day live, interactive online workshops offer a deep-dive, hands-on training 

experience unlike any other! Visit the website to explore upcoming sessions: 

https://eatyourcareer.com/the-learning-lab/ 
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