
My Career Search Worksheet

CREATE YOUR STORY

My one-sentence leaving story: 

_______________________________________________________________________________________________

My 30-second elevator speech:

My name is _______________ and my passion is/I enjoy: ________________________________________________

______________________________________________________ [Explain your unique skills or projects].
· Helping people tell their story while building a POWERFUL corporate brand. 
· I have a unique ability to manage multi-disciplinary projects and to navigate complex challenges
· Solving business problems through numbers/excellent customer service/the right product solutions

_______________________________________________________________________________________________


What I want is [my purpose]:________________________________________________________________________
[bookmark: _GoBack]


MAP YOUR PATH

· Networking – meetings, interviews, cold-calls, associations, events, alumni, family, friends, colleagues, etc.
· On-line – Indeed, corporate sites, LinkedIn, search firm/agency ads, trade journals, etc.  
· Career/Job Fairs – industry-specific, general career fairs

What search method am I least likely to use? Why? ______________________________________________________
 
4-Minute Exercise

	Professional Contacts
	NOTES

	1.
	

	2.
	

	3.
	

	Personal Contacts
	

	1.
	

	2.
	

	3.
	

	Association
	

	1.
	

	2 Informational Interviews
	

	1.
	

	2.
	




PLAN YOUR LANDING

1. My Search Checklist
· My One Sentence Leaving Story
· My Elevator Speech
· Search Materials
· Resume
· LinkedIn profile
· Cover letter
· Business card
· Thank you/Follow-Up email draft

· Networking Paths
· List of professional contacts
· List of personal contacts
· Information interview questions
· Associations
· Search Firms
· Career Fairs
· Key websites


Sample Search Planner Categories (track in a spreadsheet, table, smartphone, paper planner, other)
1. Company Name - The name of the organization you're applying to.
2. Contact - Your point of contact at the company – Hiring Manager, HR, etc.
3. Email - The email of your point of contact or phone number.
4. Date Applied - When you submitted your application.
5. Application Summary - What you submitted: a cover letter, resume, etc.
6. Interview - When is your interview is scheduled?
7. Follow-Up - Did you send a thank you email or note?
8. Status - If you were rejected, offered the job, asked in for a second interview, etc.


3 Actions I Will Commit to Taking This Week

1. _________________________________________________________________________________

2. _________________________________________________________________________________

3. _________________________________________________________________________________

NOTES:
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