We suggest you follow our lead and work on your all the recommended collateral that is listed in this checklist.
You'll have to be disciplined and schedule chunks of time in your calendar. Add this to your plan you started.
Believe the experts and all the job seekers that have gone before you, who applied this strategy. This will be more

Jobsearch Checklist

fruitful than endlessly wondering around job boards with jobs that won’t pan out.

Yes/No

Check off items as you complete them.

Prepare a written exit statement — Why are you no longer at XYZ?

Collect references and recommendations.

Write a list of the accomplishments you are most proud of across your whole life span.

Develop and write your brand statement.

Reach out to your personal network to seek feedback on your brand statement.

Prepare a 30-second and 10-second Introduction/Pitch. Answer, “So, tell me about yourself.”

Develop a resume — one that you believe in — with strong accomplishment statements.

Create a resume for online applications (ATS) that has formatting stripped from it.
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Create template cover letter.
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Create a letter of interest for cold calling.
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Update your LinkedIn profile.
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Prepare a written, detailed description of Successful Employment with all your desirables.
Create your job negotiating list of criteria of must haves and wants.
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Create a Pillow Card with a brief description of successful employment and the date when plan
to be employed. Put in on your pillow everyone morning and read every night.

14.

Develop a networking brief.

15.

Order personalized business cards.

16.

Create Recommendation Portfolio

17.

Create interviewing collateral (other items / documents you’ll leave with interviewers).

18.

Develop a list of networking contacts, first starting with supportive network of friends and
expanding outward to professional contacts

19.

Research and determine your salary range.

20.

Research and develop your target list of industries and companies.

21.

Create 10 SMART CAR stories for interviewing, write and practice.

22.

Create template thank you letter.

23.

Develop a Binder/Excel System for tracking your activity, follow through.

24,

Establish Accountability Group: A weekly jobsearch group who will hold you accountable.

25.

Establish weekly job search goals.

26.

Maintain a weekly success log.

To start your goals, like any project, you need a vision or an objective of what you’re trying to complete. You

and your job search are now a project. Any of you familiar with running projects will call this the project
charter. For our purposes, the project charter is SUCCESSFUL EMPLOYMENT, and you need a deadline. So,
complete #12 and #13 before you move on to #25 and write goals.
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Credit to Jeff Percival as many of these items are extracted from his job search info.




