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If you’re going to look for a job it might as well be one that you enjoy! Creating a quality job search strategy 
will get you the results you want! 

Some academic majors offer a clear employment path, such as Civil Engineering, Elementary 
Education, Financial Services, Nursing, and Graphic Design and Digital Media. These majors develop 
the specific “work place skills” that organizations need. Other majors, like Philosophy, English, and 
Psychology offer a less clear career path. These majors develop “transferable skills” that are useful 
for many organizations. So, how do  you create a quality job search strategy that gets results? 

Use A Variety of Job Search 
Strategies To Get Results

Job Search
by Valarie Robinson



2 | THE EDGE



3 | THE EDGE

“What image are you communicating with
      your FaceBook or LinkedIn Website? ” 

Your Personal Image Matters.
Organizations are reviewing social websites like 

Facebook, Twitter, and LinkedIn. They are seeking 
employees that will represent their corporate image. 
Education and experience are important, but so too 
is your “personal image”. What image are you com-
municating with your Facebook or LinkedIn website? 
What you post on these sites may affect the outcome 
of your job search. Make sure you display positive  
information! Organizations are watching you.

For more information, read the article:”Using Social 
Media for an Effective Job Search” in this booklet. 

Start With Career Focus. 
To design a job search strategy that gets results, 

you must know what you want to do. What type 
of job tasks or job titles do you want to pursue? 
Which industries, organizations, and departments 
are you targeting? Focus on what makes you the 
“ideal candidate” for the job. Your education, skills, 
experience, knowledge, interests, and enthusiasm 
are factors to consider. This information will assist 
you in designing job search tools (resumes and 
cover letters) that speak to the needs of the 
employer. Your job is to make it easy for the 
recruiter to select you for an interview!

Create A Targeted Action Plan
 Most job seekers implement a “passive” job 

search strategy, with no specific job in mind. They 
create one general chronological resume with a 
focus on their past work experience. They sign up 
with a couple of general job search sites and wait for 
companies to call! The problem is, they never receive 
a call, or worse, they get calls for jobs in which they 
have absolutely no interest. A “Targeted Action Plan” 
means you set goals with a career in focus. Decide 
how many hours you will spend per week: exploring 
your options and conducting career research, 
developing a career network, visiting companies, 
sending resumes with cover letters, and doing follow-
ups. A targeted action plan is easier than you may 
think. Career Services’ “STAR” Program will help you 
develop “Skills To Achieve Results”! Attend career 
skills workshops, have your resume critiqued by 
Career Services, and conduct a “practice” interview.  

Prepare For Competition
The fact is there are more job seekers than there 

are quality jobs! Gone are the days when a degree 
guaranteed a good paying job. It’s an “Employers’ 
Market”!  Recruiters select applicants who have 
degrees AND related experience. The ideal job 
applicant is one who is able to come on board, hit the 
ground running, and contribute quality work at the 
start of employment. There are many job applicants, 
but only one position to fill. The recruiter’s job is to 
hire the best candidate. 
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Research And Identify Job Titles That 
Interest You

If you’re not sure what you want to do as your 
first or next professional career, start by reviewing 
several job postings in the career field of your 
interest. Write down the tasks that excite you and 
the corresponding job title, note the company or 
industry, and any other details, such as preferences 
for an advanced degree, CPR certification, Spanish, 
Excel, or American Sign Language. Organize your 
notes and continue until you are clear on the job(s) 
you want to target. Understand that there are 
different jobs within each career field and within 
the same industry. These positions may differ 
greatly in terms of salary, responsibilities, qualifi-
cations and advancement opportunities. You can 
research and identify job titles by several different 
means: review job search sites, attend company in-
formation sessions, and/or review the Occupational 
Outlook Handbook and other career publications 
available in the UNF Career Services Career Library 
located on-campus in Founders Hall, Building 2, 
Room 1100. 

Conduct Informational Interviews
Explore your career options, build a career 

network, and locate “hidden jobs” by meeting 
professionals in your career field. Make a list of 
all the people you know such as family members, 
neighbors, faculty, and friends. Come up with a list 
of questions that concern you. This is an opportunity 
for you to get specific information that can enhance 
your job search! Sample questions you may include, 
but are not limited to:

 •How would you describe a typical day/week for 
this career?

•What do you like or dislike about this  
career field? 

•How does your career affect your lifestyle? 
•Are you required to work extended hours or on 

week-ends?
•What are some of the entry level job titles that I 

should be aware of?
•How much can I realistically expect to earn with 

my degree? 
•How quickly can I advance in this field?
•What internships or student jobs are available in 

this career field?
•What specific advice can you offer a person 

interested in pursuing this career?
Let your “Targeted Informational Interviewee” 

know that you are exploring career options and 
are very interested in learning what they have ex-
perienced in the industry. Informational interviews 
are usually short, 30 minutes, maybe an hour. 
Offer to take them to lunch as a perk for the time 
and knowledge that they are willing to share with 
you. Always ask for additional referrals and don’t 
forget to send a Thank You Letter!   Contact the 
Career Services or the  Office of Alumni Services for 
assistance.

Review Professional Associations’ Websites
These organizations are committed to advancing 

the special interests of the industry by providing 
in-depth information such as facts, trends, and 
current events. Some associations even post jobs! 
Examples of professional associations include 
the American Association of Museums (AAM), 
the Health and Science Communications As-
sociation (HeSCA), the Public Relations Society 
of America (PRSA), and the Society for Human 
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Resource Management (SHRM). Many associations 
offer student memberships at a reduced rate! Your 
membership can help to distinguish you from other 
job search candidates. To access thousands of associa-
tions on-line, visit:

http://www.asaenet.org,
http://www.job-hunt.org/associations.html
http://www.weddles.com/associations/index.cfm.

Identify Organizations That Interest You
By now you have discovered the job tasks and 

titles that address your career goal. It is now time to 
develop a list of potential employers! 

Utilize Internet Job Search Sites
Using the internet is an important part of an 

overall quality job search strategy. However, do not 
put all of your job search “eggs” in this one basket! 
This is just one method in your overall job search 
strategy. 

Before you sign up, make sure you read the fine 
print for each site. Some companies sell participants’ 
information! Avoid using your home address; secure 
a post office address if necessary. Never provide 
“sensitive information” such as your social security 
number, bank account numbers, etc. Remember, 
while the internet offers many benefits, there are 
those who will use the internet for ill-gotten gain. 
So, if your instincts tell you to be aware, trust your 
instincts! 

Consider using well-known job search engines 
such as Monster.com, CareerBuilder.com,  
Employ Florida.com,  or TheLadders.com. However, to 
enhance your internet job search, conduct a “Google 
search” for jobs in the career field of your choice. 
Example: “Entry level or part time jobs with public 
relations firms in northeast Florida.”  Or, “Google” job 
search sites and job search engines that post the types 
of jobs you are seeking. See what pops up!

Another benefit of the Internet is that it provides 
access to job listings and employer information 24 
hours a day, 7 days a week, and 365 days a year. Your 
“career research” can be done after-hours allowing 
you to conduct job interviews during the day. Keep 
in mind that each site is different. Some charge a fee, 
others don’t. Go for the free sites or better yet, target 
organizations of interest and go directly to their sites. 
Look for words like careers, jobs, and employment op-
portunities.

Make sure you register with Career Wings! Visit 
the UNF Career Services office or website for 
details. Search for jobs, submit your resume, 
sign-up for interviews and information sessions.

Sample Of General Internet Job Sites: 
• www.usa.gov
• www.vault.com 
• www.monster.com
• www.careerbuilder.com 
• www.employmentguide.com
• www.indeed.com/jobs
• www.employflorida.com
• www.theladders.com
•www.jobing.com
•www.careerrookie.com

Sample Of Jacksonville Internet Job Sites:
• jacksonville.bizjournals.com/jacksonville
• www.myjaxchamber.com
• www.jaxjobs.com
• www.worksourcefl.com
•www.jacksonville.jobing.com
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Look For Companies Experiencing Growth 
Review industry trade journals such as the Jack-

sonville Business Journal or visit the city’s Chamber 
of Commerce website. These organizations provide 
information concerning new companies entering 
the geographic area. Occasionally, the number of 
expected new hires is also stated as a part of the in-
formation. Business journals often highlight people 
who have received promotions, which can be a sign 
of growth in an organization. 

Look For Organizations That Are Hiring
This is a “no-brainer”! It is important to use your 

time efficiently by looking for jobs with companies 
that are currently hiring. As the economy slows, so 
do the opportunities. However, even in times of 
lay-offs, companies still need new hires. If you really 
want to work with an organization and don’t see any 
job postings of interest, don’t stop there! A strategy 
to consider is to send your resume and cover letter to 
the “hiring person.” The hiring person (the manager, 
director, or president of a company) knows the 
future employment needs of that organization! 
The human resource office is simply the “keeper of 
current openings.” Target your “job search tools” to 
the needs the department that you want to work 
with. Expound on experience, accomplishes and 
skills that you have to offer. Focus on what you can 
do to assist the department in achieving its goals.

Look For Companies That Fit Your Needs
Not every company is the “right” company for you! 

Visit the company’s website to research their current 
initiatives, and their mission or value statements. 
Some companies even highlight various employees 
and their achievements. Seek organizations that 
are compatible with your career values and goals. 
The key is to conduct detailed corporate and 

industry research! The following websites will 
assist you with your research of organizations: 

• Bloomberg: www.Bloomberg.com
• Business.com: www. business.com
• CEO Express: www.ceoexpress.com
• Corporate Information:     

www.corporateinformation.com
• CNN Money: http//money.cnn.com
• Dunn and Bradstreet’s : www.dnb.com
• Forbes Lists: www.forbes.com/lists
• Fortune 500: www.inc.com/500
• Hoover’s On-line: www.hoovers.com
• Moody’s: www.moodys.com
• Standard & Poors:  www.standardandpoors.com
 • Thomas Register of American Manufacturers: 
     www.thomasregister.com
• Wall Street Journal Index: www.wsj.com

Organize An Effective Record 
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Organize An Effective Record Keeping System
Recruiters may take several weeks to respond to 

your correspondence. Keep very detailed records 
that you can refer back to for information. If you 
send out five or more resumes a week, you cannot 
possibly remember every job title and point of 
contact after a month or two! Summarizing why you 
are enthusiastic about the position may be the very 
thing that sets you apart as an ideal employee when 
you do get the call for an interview.

It is important to create an “effective organization-
al system” that works for you! This system will allow 
you to retrieve the “who, what, when and why” 
quickly. It does not matter if it is an Excel spread-
sheet or a good old-fashioned notebook, as long as 
you have some way of recording and tracking your 
job search activity. Key information to include in your 
records: 

• Company or organizational information
• Job title and description
• Name of the person to whom you sent  

your resume
• Date that you sent your resume 
• Delivery notification (if sent electronically)
• Copies of the resume and cover letter   

you sent 
• Reasons why you are excited about the  

job posting
• Reasons why you are an ideal candidate for 

the position 
• Notes from follow-up phone calls and  

other correspondence 

The Long Distance Job Search Strategy
A willingness to relocate after graduation will 

increase your potential for finding your ideal 
job. However, a long distance job search will 
require more time and effort. Consider the 
following strategies when conducting a long 
distance job search: 

• Plan a visit and pre-arrange interviews   
and company tours

• Check out the city’s Chamber of Commerce 
employment listings; visit:    
http://www.chamberofcommerce.com

• Utilize on-line classified ads and local 
newspapers.

Visit these sites for more information:
 http://www.ipl.org/reading/news
 http://www.newsdirectory.org
 http:///newspaperlinks.com 
 http://www.newslink.org

• Move to the area and secure a temporary job until 
you find permanent work

• Your job search expenses may be tax 
deductible; talk with a tax professional  
for advice 

Incorporate these strategies for a successful 
job search. 
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