JOB SEARCH:  Online Activities

	The Job Search 
Activity 1: Field Research  - Interviewing a Professional


One of the best ways to secure information about your desired profession and strategies for making yourself more marketable is to interview someone working in the field. More often than not, you can locate someone working in your field through your own network of family and friends, but if not, consider contacting your college placement office. 

After you have determined whom you would like to interview, contact him or her to schedule an interview. While a face-to-face interview is ideal, it may be more convenient for your interviewee if you conduct your meeting via phone or e-mail. 

Prior to the interview, develop a list of questions about your chosen profession that you would like your interviewee to answer. Bring your questions to the interview, listen carefully, and take good notes. Be sure to thank the person you interviewed for their time, and follow up with a thank-you note. 

After the interview, prepare a one-page memorandum to your teacher that explains who you interviewed, his or her credentials and job, the time/place of the interview, and interview highlights. Your assignment is to keep your memorandum to one page, so be selective in your use of details while still being thorough in your communication. 
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	The Job Search 
Activity 2: Investigating a Potential Employer 


Identify a company whose employees match either your current qualifications or the qualifications you intend to have after completing your education. Perform a thorough investigation of this potential employer, utilizing a variety of research sources such as the company’s web site, press about the company, interviewing current or former employees, contacting accrediting agencies or organizations, etc. Strive to determine current issues relevant to the company. 

Prepare a memorandum or brief report detailing the results of your research and be prepared to share it with your group. 

Then, with your knowledge of the company, craft your resume and letter of application in response to an advertised position at the company or, if a job is not currently being advertised, an advertisement you fictionalize. In your letter of application, be specific about the job you are seeking, your qualifications, and your interest in the company. Your resume should highlight your background and experiences that make you right for not only this position but also this company. 
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	The Job Search 
Activity 3: Editing and Revising a Flawed Resume 


Edit and revise the following flawed resume. Keep in mind the techniques for writing effective resumes discussed in your text. You may invent additional details you consider necessary to improve the resume, but focus your revisions on organization, visual layout, word choice, and style. 
	Jane Doe

P.O. Box 225

Brunswick, Georgia

222-4312

Objective: Seeking employment in a rewarding career.

Employment:

2003-2004

Customer Service Representative

Stardust Theatres
Brunswick, GA

2000-2002

Fast Food

Happy’s Burgers
Brunswick, GA

2002-2003

Bowling Alley

Brunswick Bowls
Brunswick, GA

Education:

Brunswick High School




2001 High School Diploma




Brunswick Community College




2001-2003 AA Degree




University of Brunswick




2003-2006, Anticipated BA Degree

Hobbies:

Culinary arts, swimming, Movies, and bowling.

References:

References upon requst.
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	The Job Search 
Activity 4: Fielding the Uncomfortable Questions 


After diligently researching prospective employers and carefully crafting and submitting your resume and letter of application, you finally have an interview for the perfect job with the perfect company. However, while you are interviewing for your dream job, your potential employer begins to ask you question about other interviews, job offers, or salary offers you have had. While this does indeed make you uncomfortable, you realize that the questions are not unethical as the employer is merely trying to determine your level of interest in the position he or she has available. 

Consider how you would respond to this situation, and draft out what you would say. While you are not ethically obligated to give a direct answer, you should still be truthful and use the question to your advantage. After all, the interviewer wouldn’t be asking if the company wasn’t interested in hiring you. 

Bring your response to the scenario to class and be prepared to discuss it with your group. 
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	The Job Search 
Activity 6: Imagineering: It Is Not Too Early to Do Your 5-Year Plan 


You need to develop a personal strategic career plan, including a vision, goals, and objectives for the next 5 years. This exercise is to be done out of the classroom environment individually and should result in a viable career strategy. Combined with the resume that you are already preparing for this chapter, you will have a plan for your future and a resume to help you achieve their goals. Instructions follow:

1. Contact three friends, supervisors, or associates and ask for honest input on your strengths and weaknesses. (Select people who will be candid. Accept those weaknesses graciously and take them seriously, as it may be difficult for those close to you to feel comfortable enough to be “honest.”) 

2. Conduct an independent soul searching event to determine your own skills and interests. (What do you really like to do? Do you like to teach, build things, write, draw, take photographs, design multimedia products, program computers, fly airplanes, etc.? Select a career you love and the money will follow.) 

3. Factor in the aforementioned information and develop a vision of where you plan to be in your career within 5 years. (This is a career goal; remember that most people don’t aim too high and miss, they aim too low and hit. Challenge yourself.) 

4. Search on the Internet for organizations that perform the type of work you imagine yourself doing in 5 years and learn what areas of expertise, experiences, and skills are possessed by people in your projected career goal. Record this information to assist in developing your action plan. 

5. Develop a plan to obtain those skills via education or experience, either paid or volunteer. (The course work you select, the organizations you join, and the jobs you do should help you work toward your career goal. For example, as a future commercial pilot, would you want a part-time job at a restaurant or at an airport?) 

6. Separate assignment: Develop a resume that is focused on obtaining the next job that will help you to obtain your 5-year career goal. Details and format will be discussed in class and the resume developed separately. 
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	The Job Search 
Activity 7: Determining Your Salary Range 



Go to www.salaryexpert.com. Select a job title and a location and determine what the average salary is for your career in a specific geographical area. You should have a salary range in mind when negotiating your pay at a new job. This web site will help you determine what that range should be. Keep in mind that if you are relocating, your salary should reflect the cost-of-living levels in the new location. 
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	The Job Search 
Activity 8: Writing a Cover Letter and Resume 


Pick an ad from some source (newspaper, magazine, etc.) that you would be qualified to fill either now or in the future when you have earned your degree. Respond to this ad with a cover letter relating specifically the skills and abilities that you possess and that are valid for this position. Clip the employment ad to your materials when you put them in your Portfolio.

The format of your letter should be in three sections as follows:

SECTION 1 

1. Tell how you learned of the position and list the exact name of the position. 

2. Include a general comment stating you are well qualified for the position. 

SECTION 2 

1. List all of the qualifications for the position that you have to offer. Read the ad carefully to determine what they are looking for. Refer to your resume as you list your qualifications. 

2. SHOW YOURSELF in action using some of the skills that you have acquired in one or two extended examples. 

SECTION 3 

1. Close courteously by asking for an interview and listing a phone number where you can be reached. You might also specify times that you are available at that phone number. 

Remember the 16 attributes that employers are looking for: 
1. Ability to communicate 
2. Intelligence 
3. Self-confidence 
4. Willingness to accept responsibility 
5. Initiative 
6. Leadership 
7. Energy level 
8. Imagination 
9. Flexibility 
10. Interpersonal skills 
11. Self-knowledge 
12. Ability to handle conflict 
13. Goal achievement 
14. Competitiveness 
15. Vocational skills 
16. Direction

(Good, C. Edward. Does Your Resume Wear Blue Jeans? Charlottesville: Word Store, 1985.)
Create either a chronological or a functional resume for your Portfolio. The format is your choice. Remember that a resume is a marketing tool, so you should be pleased with the "LOOK." You are required to have at least five sections as follows: 

· Heading 

· Objective 

· Work History 

· Education 

· References 
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