
Job Search Essentials Cheatsheet
A comprehensive guide to navigating the job search process, from initial preparation to successful interviewing and negotiation. Covers resume

writing, networking, online presence, and interview techniques.

Preparation & Strategy

Networking & Job Search Strategies

Interviewing Techniques

Defining Your Goals

Identify Your Ideal Role:

Determine the type of position, industry, and company

culture that aligns with your values and skills.

Assess Your Skills and Experience:

List your hard and soft skills, accomplishments, and

relevant experiences. Identify any gaps you may need to

address.

Set Realistic Expectations:

Understand the job market and adjust your expectations

accordingly. Be prepared for potential rejections and stay

persistent.

Define Your Salary Expectations:

Research industry standards and determine your desired

salary range based on your experience and location.

Resume Optimization

Concise and

Targeted:

Tailor your resume to each specific

job application, highlighting relevant

skills and experiences.

Quantifiable

Achievements:

Use numbers and data to showcase

your accomplishments and

demonstrate the impact you’ve

made.

Keywords: Incorporate industry-specific

keywords to increase your resume’s

visibility in applicant tracking

systems (ATS).

Action Verbs: Begin each bullet point with strong

action verbs to describe your

responsibilities and achievements.

Proofread

Carefully:

Thoroughly proofread your resume

for any grammatical errors or typos

before submitting it.

Building Your Online Presence

LinkedIn Profile Optimization:

Create a professional LinkedIn profile that showcases

your skills, experience, and accomplishments. Use a

professional headshot and a compelling summary.

Social Media Audit:

Review your social media accounts and ensure they

present a professional image. Remove any potentially

damaging content.

Online Portfolio/Website:

Consider creating an online portfolio or website to

showcase your work and provide additional information

about your skills and experience (especially relevant for

creative fields).

Effective Networking

Informational

Interviews:

Reach out to people working in your

desired field or company and request

informational interviews to learn

more about their experiences and

gain insights.

Industry Events: Attend industry conferences,

workshops, and networking events to

meet new people and expand your

professional network.

Online

Communities:

Engage in online communities,

forums, and social media groups

related to your industry to connect

with other professionals.

Leverage Your

Existing

Network:

Inform your friends, family, and

former colleagues about your job

search and ask for their support and

connections.

Follow Up: Always follow up with people you

meet during networking events or

informational interviews to maintain

the connection.

Targeted Job Search

Company Research:

Thoroughly research companies you are interested in

working for. Understand their mission, values, and culture.

Job Boards and Online Platforms:

Utilize job boards like Indeed, LinkedIn, Glassdoor, and

company career pages to find relevant job openings.

Applicant Tracking Systems (ATS):

Understand how ATS work and optimize your resume and

application materials to increase your chances of getting

noticed.

Direct Outreach:

Consider reaching out directly to hiring managers or

recruiters at companies you are interested in, even if

there are no open positions.

Crafting a Compelling Cover Letter

Personalization: Address the cover letter to a specific

person whenever possible. Research

the hiring manager’s name and title.

Highlight

Relevant Skills:

Clearly state how your skills and

experience align with the

requirements of the job description.

Show

Enthusiasm:

Express your genuine interest in the

company and the position.

Tell a Story: Use the cover letter to tell a

compelling story about your career

journey and how it relates to the

company and the role.

Call to Action: End the cover letter with a clear call

to action, such as requesting an

interview or expressing your

eagerness to discuss the opportunity

further.
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Negotiation & Acceptance

Preparing for the Interview

Research the Company:

Thoroughly research the company, its products, services,

and industry. Understand its mission, values, and culture.

Understand the Job Description:

Carefully review the job description and identify the key

skills and qualifications they are looking for.

Prepare Answers to Common Interview Questions:

Practice answering common interview questions such as

“Tell me about yourself,” “Why are you interested in this

position?” and “What are your strengths and

weaknesses?”

Prepare Questions to Ask the Interviewer:

Prepare thoughtful questions to ask the interviewer to

show your interest and engagement.

Practice Your Interview Skills:

Practice your interview skills with a friend, family member,

or career coach to improve your confidence and

communication skills.

During the Interview

First

Impressions:

Make a positive first impression by

dressing professionally, arriving on time,

and being polite and enthusiastic.

Active

Listening:

Listen attentively to the interviewer’s

questions and provide thoughtful and

relevant answers.

STAR

Method:

Use the STAR method (Situation, Task,

Action, Result) to structure your answers

and provide specific examples of your

skills and accomplishments.

Body

Language:

Maintain good eye contact, sit up

straight, and use positive body language

to convey confidence and engagement.

Be Yourself: Be authentic and let your personality

shine through. Don’t try to be someone

you’re not.

Following Up After the Interview

Thank-You Note:

Send a thank-you note to the interviewer within 24 hours

of the interview. Express your gratitude for their time and

reiterate your interest in the position.

Follow Up:

Follow up with the interviewer after a week or two if you

haven’t heard back. Reiterate your interest in the position

and ask for an update on the hiring process.

Be Patient:

The hiring process can take time, so be patient and

persistent. Don’t give up hope if you don’t hear back

immediately.

Evaluating the Offer

Salary and Benefits:

Carefully evaluate the salary, benefits, and other

compensation components of the job offer.

Company Culture and Growth Opportunities:

Consider the company culture, growth opportunities, and

potential for advancement.

Work-Life Balance:

Evaluate the work-life balance and flexibility offered by

the position.

Negotiation Strategy:

Determine your negotiation strategy and be prepared to

negotiate for a better salary, benefits, or other

compensation components.

Negotiation Techniques

Research

Industry

Standards:

Research industry standards and

salary ranges to determine a fair and

reasonable salary for the position.

Know Your

Worth:

Be confident in your skills and

experience and know your worth in

the job market.

Be Prepared to

Walk Away:

Be prepared to walk away from the

offer if the company is not willing to

meet your needs.

Focus on Value: Focus on the value you bring to the

company and how you can

contribute to their success.

Be Professional: Maintain a professional and

respectful attitude throughout the

negotiation process.

Accepting or Declining the Offer

Review the Offer Letter:

Carefully review the offer letter and ensure that all the

terms and conditions are acceptable to you.

Accept or Decline:

Accept or decline the offer in a timely manner. If you

decline the offer, be sure to thank the company for their

time and consideration.

Onboarding:

Prepare for your onboarding process and ensure that you

have all the necessary information and documents.
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