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Introduction and Agenda

 Introduction
 Part I: Job Search Strategy
 Part II: Targeted Resume Writing



Reality Check

 Toughest job market in recent memory
 9.4% unemployment in December 2010
 The new normal

 New grads particularly hard-hit
 Age 20-24: 14.6% unemployment in 2010
 Competing against more seasoned 

applicants for entry-level jobs



What Does This Mean For You?

 Be active, not passive
 Learn to talk to people
 Learn to market your skills

 Expect your job search to take a long(er) 
time

 You may not start where you planned or 
where you want – that’s okay!



Part I: Job Search Strategy

 Step 1: Assess what you can do
 What are your skills?

 Step 2: Identify what you want to do
 What, where, why? 
 Working definition - doesn’t have to be 

specific or permanent
 Step 3: Find jobs



How to Find Jobs

Hidden

Visible
Then…
 Job Postings/Job Boards

First…
 Networking
 Informational Interviewing
 Volunteering
 Online Social Networking
 Professional Associations



Networking

 Developing and sustaining reciprocal 
relationships

 Asking questions
 Gaining information
 Sincere, genuine, respectful, appreciative
 Continuous and intentional!



Formal vs. Informal Networking

 Formal: planned, intentional
 Informational interviews
 Professional association activities
 Networking events

 Informal: unplanned, serendipitous, require 
awareness
 Social situations: Parties, weddings, happy hours
 Chance encounters



Who Do I Network With? 

Current and 
Former 

Coworkers

You
Service 

Providers
Facebook, 
LinkedIn, 
Twitter

Chance 
Encounters

Professors, 
Former 

Classmates, 
Alum Groups

Volunteer, 
Political or 
Religious 

Communities

Friends, 
Family, 

Neighbors



Networking: What Do I Say?
 Me: Hi. My name is Jen Williams. 
 Them: Hello, I’m Shannon Wold. 
 Me: It’s nice to meet you, Shannon. I work as a 

Career Counselor at Capella University, where I 
counsel students to improve their job search and 
career management skills. I'm really interested in 
transitioning into a management position with a 
university career center, so I can leverage my 
experience developing and managing strategic 
initiatives to bring comprehensive career services to 
college students. I see that you work in Student 
Affairs at St. Catherine’s. What do you do there?



Networking: What Do I Say?
 Hi, I'm Jake. (shake hands); it’s nice to meet you, 

Allison. I'm currently working as a volunteer with the 
Minneapolis Public Schools AmeriCorps*VISTA 
program, where I work on [brief explanation of your 
work, focusing on skills you’d like to take with you 
into your next role]. I'm really interested in learning 
about the [description] opportunities at  
[organization] because ______ [reason, based on 
your knowledge of company and your personal 
interests]. Can you tell me more about that?



Informational Interviewing
 What: 
 A conversation with a professional currently 

employed in an organization or industry you 
are considering

 Why: 
 Connect with people in the field
 Learn about the person’s role or organization 
 Build your confidence in conducting 

professional conversations 
 Position yourself well for the future



Informational Interviewing

 Who:
 Consult your network!
 Professional organization members
 LinkedIn
 Internet research/cold call



How to Conduct an 
Informational Interview
 Request the interview:
 Hello, my name is Jen Williams. I got your phone number 

from Hanna Miller at the Minneapolis Public Schools 
AmeriCorps*VISTA program. She thought you would be a 
good person for me to talk to about working for a non-profit 
educational organization. I am about to finish my work as a 
VISTA volunteer, and am in the process of determining my 
next career move. Would you or someone at your 
organization be willing to speak with me for 20-30 minutes 
about the work your organization does in the field?



How to Conduct an 
Informational Interview
 Prepare questions

 Can you describe your role?
 What’s a typical day like?  
 How did you get into the field?
 What are your recommendations for people looking to break into this 

field?
 Can you describe the culture of your organization?
 What kind of people are successful in this field? 
 What kind of skills do entry-level applicants need?
 Does your organization hire for entry-level positions?
 Do you know anyone it might be helpful for me to meet with?

 Ask questions and share information about yourself
 Respect their time – request 30 minutes
 Follow up



Job Postings/Job Boards

 Targeted
 10-15% of your time
 Don’t just apply and wait – BE ACTIVE!
 Find contacts
 Follow-up



Part II: Targeted Resume 
Writing

 Skills
 Work content
 Functional/transferable
 Self-management

 Target job search documents
 Skills Job qualifications



Identifying Transferable Skills

 Review all past positions and activities
 Identify skills required in job
 Specific job: Read job description
 General job category: Research skills needed

 Identify alignment between your skills and job 
qualifications

 Show alignment on resume, cover letter, 
during job interview or networking interactions



Targeted Resume Exercise



Conclusion

 Questions?

 Good luck!
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