ATLANTIC HUMAN SERVICES INC.

QUICK GUIDE TO
A SUCCESSFUL
JOB SEARCH

This guide will help you get a job
using the most effective strategies.
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There are a few people who seem to Find jobs as
easily as 12,3 And let's Face it it al makes us a little bit
Jealous.

For the majorH'y of us, Pindina work is a challenae. I+
taokes time and effort and often looks like this:

For some people it can sometimes be downriah’r scary
and paralyzing to go through the job search motions. But it
doestt have to be this hard, because the job search
process is pretty straight forward once you know what
you are oloing.

This is why we creoted this auicle. We want to give you a
few insights and tools to help you along your journey.
Because we want you to succeed and we know that you

canl

You see how haPP\/ that guy is..
we want that to be \/ou! Well.a
version of that!




0 GET STARTED, YOU

ESTABLISH IDENTIFY FOCUS ON
YOUR YOUR SKILLS YOUR
EMPLOYMENT AND INTERESTS

NEEDS ABIILITIES AND GOALS

RESEARCH WORK ON SET A JOB
THE LABOUR YOUR SEARCH

MARKET PERSONAL SCHEDULE

BRANDING



IDENTIFYING A
WORK OBJECTIVE

O

so first, you need a clear ond redlistic work objective.
What does redlistic mean? Well let's say that i your
objective is to work as an astronaut, maybe that is hot the
most realistic aoal. Unless you have all the qualiﬁicaﬂone,
then yeah go for i

What this means really is that you heed to know what type
of work you would like to do and what type of work you
would dislike. You need to determine i you have the skills
and education required for the work that interests you
You need to know ik those jobs are available where you live
or i you would need to move. You need to know it the
salary and work hours it your needs.

= you have not token the time to think about these things

belore you start your job search, it wil be a longer and

more arduous process. You mia|n+ Face more rejec’rions
thon needed or end up in a job you don't really want.

Save your‘seIP time and energy and Pigur‘e out your work
objec’rive ASAP!



My skills and education

My Work objective (or objectives as it doesn't
hurt to have a plan B and C):



THE

UNDERSTANDING

JOB MARKET

So let's be honest, this part takes time and involves
research on your end. And it's maybe not the most
Fun part of the jolo search process. But you do
need to do this step to be successiul.

You will be able to Find out i there are jobs in your
Feld right now. W hew companies are coming to the
area that you would be interested in
it will give you more of a Focus iF you already
know which employers you want to work For.
Again, saving you time and er\er‘ay!

This is what you heed to do:

Research local

2,

companies

Gather labour

market infFormation

3

Attend job LFairs,
information

O

Maoke a list of
Po’rer\ﬁal employere

sessions and

ne+working events




COMPANIES YOU
WOULD LIKE TO WORK




CREATING A

PERSONAL BRAND

Ah ye«;! Personal branding it sounds very marketing and
it is. It mainly refers to your ﬁood old job search tools

ond your new ones.

4 o )
RESUME

To be sure, you heed a résumeé. An eye-catching,
well written résume, customized +o you and the
inclu«;’rr‘y you are applying For. You cant escape it.

You can recruit the help of Friends, Family or
professiondls who know what they are doing (hint,
hint). EmPloyers will take aPProximaJrely G seconds
to read your résumé, so you gotta make it count.
it needs to be simple, yet eye-catching It needs to
be detailed, yet concise. Nobody wants to read a

5 page résume.

\ Y

COVER LETTER )

You might dlso need a cover letter. | say might
because not every industry and job requires it
A cover letter is a great way to introduce yoursel-
and point out how awesome your are. It can dlso be
used to explain job gaps and career changes as well
as point out skills, qudlities and interests that are not
on your résumé, but would be good For an employer
to knhow.

Also, if you do add a cover letter to your application,
be sure to persondlize it For the job you are applying

For. There is nothing worse For a recruiter than to

\ receive a letter addressed to another company.. )/

N




CREATING A

PERSONAL BRAND

REFERENCES

You need 2-3 references. And not your mom, your
dad or your best Friend Professional references
that can speak to how you work and can say
good things about you. They would idedlly be
Former supervisors or co-workers.

It is adlso super important that you ask permission
before you put someone down as a reference
and share their contact infFormation with
strangers. They'll most likely be more keen to give
you a good reference

Y

ARl social media. Some people hate it and some people
love it. Keaar‘dless ofF your own Peelinﬂs, social media

Recruiters wil try to Find you online even belfore the
interview to see if you post anything inappropriate

Facebook. Pho’ros) or to see if you are there at all
(ho profile on Facebook or Linkedn and employers

your‘eelP to potential employers aond also search for
jobs. There are tons of ﬁuides out there to help you in
creating a stellar ProPile. So take an afternoon and do

N
sociaLmepa ©@ @ |

now Plays a loig part in the Job search process.

(you might want to start deleting some of those

might wohder if you are nhot with the times).

We recommend you at least create a Linkedin
account For your;el@. s super easy, helps you
develop a Pro@essional hetwork, lets you market

it S+oP PuH-inﬁ it off For tomorrow. j/




= you have followed dll the steps so Far, you now have a clear
and readlistic work objective (or objectives). You have a good
idea of your local labour market and you have identified a Few
componies you would like to work for. You have mastered
your personal Iar'ancling. You possess an awesome résumé and
cover letter. You have your references lined-up and you
managed to Pinal\y create or update your Linkedin account.

Good For you! H's a great start.

But there is one last step belfore you oﬂlicially start your
job search efforts.
| know, you +|nou.3|n+ we were there.

Any 3ood strategy involves a plon



SETTING A SCHEDULE

For your job search, this means setting a week\y
schedule. What days durinﬂ the week are you going to
Focus on your job search? Idedlly, it would be everyday.
However, a mental break from the job search is dso
required as job searching can be exhausting Permission
gronted to take a day offl You should adlso ask yourselt
= you prefer tackling your job search tasks in the
mornings or in the ofternoons.

Now, you also need to set weekly 305\\9 to keep oh
track.

| N

Are you adiming to apply to 5 positiohs or 152 The more
applications you have out there, the quicker the job
search process wil go. However, there might be some
weeks where there are less positions to aPPIY to. This is
where a to do list comes in. Who should you Follow-up
with this week? What networking event could you
attend? What company could you research?

The next page has a schedule you can usel






So you how have a plan aond you're r'eacly to go.

What next?

Well, you could start sper\din.a hours on end on job banks,
applying to every job that comes your way. But that would not
be efficient would it2 No.

And while you stil need to look thirough those job banks and
apply (there are some awesome jobs out there), using only one
strategy to Find work is like putting all your eggs in one
basket. And who wants to do that?

So you heed another strategy.
You need to network.

A

Your non-verbal response when you read that was loud and
clear. Most people cringe when you tell them +hey heed to
network to find a job, but it's the truth. It is way more
el-Ficient than only applying online for posted positions.



"

-NETWORKING

%

.‘-
]

t's who you knhow.

You have probably heard that before.
But you dont need to be best friends with the CEO of
some biﬂ compoarny to maoke ne+wor'l<ing work for you.

On some level, It's as simple as letting your Pamily, Friends
and acquaintances know you are looking for work and
teling them what type of work you would like. You can use
the next page to iclenJriPy your existing network.

As mentioned before, Linkedn is also an effective and

relatively easy way to network and find new contacts

From the comfort of your home. You can even do it in
your pajomas it you like.

In the end, you have to Find the shoe that Fits. Not
everyone needs to network in the same way. You do it
your way. i you Preper to contact People loy email, you
do that! or if you readlly enjoy meeting with people in
person, attend networking events.

Use the method that suits you.




PEOPLE IN MY NETWORK

R elatives

Current or Former
Coworkers

Neialnbours or

Professionals

Friends & Acquaintances

Former Employers

Others




INTERVIEWS

PREPARING FOR

]

At this point, you have started applying online aond reaching
out to your network. HoPePully, you are starting to get
invited For interviews. Yeah But are you Prepared?

You miﬁln’r be one of those people

saying | got this. No worries. | don't

need to prepare. '/:'/ _
Well +hen...aood For you and best of .
luck- in your interviews. \V/ |
For the rest of us, thinking of going . i _}
For an interview might Leel a little bit
ke this:

The key to acing that interview and calming your nerves is
to prepare. You need to know the main types ok interviews
that exist, you need to know the types of guestions you
might be asked as well as some tips and tricks. Then, you
need to practice and practice and practice, even it you are
just in+er'viewing with your cat.

Though we would recommend you proctice with a real
person as +Iney can at least aive you some Feedloack...up to
I
you

7



PREPARING FOR

INTERVIEWS

Here is our aluick overview

On your right, you wil Find
the main types of Interviews

I

you miﬂth encounter. The
most common is the formal,
in-person interview, but
telephone and video
interviews are Iaecomina
more and more popular. You
gotta be ready for al of
them.

Backgrouncl/dolo Experience Questions
Behavioral/Situational Questions

uhexPec+ed Interview Questions

ofF what you heed to know

about interviews. You can find more detaied infFormation
in our handouts and inf—orgraphics.

(g} person
Telephone
Video
Asynchironous Video Interviews
(ak.a Pre-recorded Video
Interviews)

Formal vs informal
Grr‘oup interviews
Tests and evaluations

There seems to be three types
of interview questions that
recruiters and managers like to
ask. You might have had only one
+ype or all three. Aaair\, you
need to be ready for them
cause you never khow what
they will ask you.



“» INTERVIEWS QUESTIONS

4 )

Typical interview questions you should be
ready For:
o Tel me about yourselt.
e What are your greatest strengths?
o What is your greatest weokness?
e Why did you leave your last job?
* Why should we hire you?

e Do you have any quec;ﬁons?

< %
4 )

Examples of Behavioral Interview Questions:

—

* Give me an example of a time you faced a conklict
while working on a team How did you handle that?

* Tell me about a time when you made sure a
customer was pleased with your service.

* Give me an example of when you showed initiative
and took the lead

e Tel me about a time your responsibi\iﬁes ﬁoJr a little

\ overwhelming, What did you do?

- )

Unexpected (ak.a. weird) Interview Questions )

* Ik you were a box of cereal, what would you be
and why?

* 'l you had a choice between two superpowers,

being invisible or Plx/in@ which would you choose?"

e Z

This is just a sample of questions you might get in a an interview.
And while we would like to coach you on the answers to these
guestions, we just dont have enough room in this guide. Really, we
could write a whole guide just on interviews. In the meantime, your
best bet is to do some research online or even better, get help
from a professional (we are readly good at coaching clients on

how to ace interviews)). 9



20

We do have a few quick tips to share with you on
what to do belore your interview, on the interview
day and durin.a the interview. They may seem very
simple and obvious, and well they are, but a lot of
people PoraeJr these steps or take them For
3r'an+ed. However, to c;uccec;sﬁully complete an
interview you need to be able to check of-F all
these points.

AND TRICKS

BEFORE:

INTERVIEW TIPS

Research the company
Know yoursel-(: anhd your

200000

résumeé

Khow the position
Understand and practice
interview questions

Have questions prepared for
the interviewer

DAY OF:

Dress aPPr‘oPr‘iaJrer
Groom \/our'eelﬁ

Bring a page with your DUR“NG:
references
Confirm time and arrive Turn obk your cellphone
early Give a firm handshake

Make eye contact and smile
Be aware of your body
Ianauaae
Show a positive attitude
Give short and concise answers
Toke deep breaths



@ FOLLOWING-UP

Let's assume that you got the interview. You practiced
questions and Followed dll our tips and tricks. You Feel you
did pretty well You might be thinking the interview is over,

you can breathe that sigh of relief ond say to yourselt

'well that's done'. Wash your hands of it

Not so fast. You Porgo‘l- the Po\low—up.

What? A Po\low—uP?

Yes, the thing that will set you apar-t From other
candidaotes. That task.

it is super quick and easy and might make the
difference between you getting the job and not
getting it. All you need to do is send an email to
your interviewer (or interviewers) and thank them
For the interview. You can tell them how much you
wont the job ond remind them how awesome you
are.in a professional way of coursel

2|
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7> STAYING MOTIVATED

'Good things come to those who wait does not really apply
when looking for work. Job searching tokes time and
effort. You cant just aPPIy to a few positions and hope
For the best. You need to keep at it every day and every
week. While Pindina work might toke only a Few weeks
for some people, For most, it takes on average 3-G
months. it seems long, but it goes on very quickly!

And we know it's hard to stay positive and stay motivated
all that time. Especially, it you are not getting calls For
interviews or receiving job ofkers. it's normal o get
discouraged and just want to binge watch shows on Net+Hix
in your pajomas. We hear you and want to say that you can
take some time off to do that. But dont Porﬂe+ that your
goal is to Find a job.

So how do you stay Focused?

* Try to write down the reasons you want to work.

e Re-read those reasons once in a whie. This will help you 9+ay
Focused

* Find people who can help keep you positive and motivated

* Reassess your work objective. Mayloe it wash't the right one
For you.

* Whatever you do, keep at it. t will pay ofk in the end



FINAL WORD

We hope you found our guide helpful and slightly
er\+er+ainina. While job searchina is serious business, we
Feel that a litHe humour in a auiole that could be quite
Iaor'inﬂ is the best approach.

We wish you success N your jolo search and want you to
khow that you are not adlone out there. There are
Proﬂeseionals available to help you +|nr'ou3h this process.
Don't hesitate to reach out. it's our job and we love to

help and cheer you onl

23
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